STS

Sales Tracking System

User’s Guide-Version 1.38

© Copyright 1999-2006
Simple Solutions, Inc.
All Rights Reserved

PMB 191, 10332 Main St.
Fairfax, VA 22030
(703) 978-9300 Fax: (703) 978-9301

STS User’s Guide 2/15/06 -1-



STS

Table of Contents

INTRODUCTION 4
DISCLAIMER 5
SYSTEM CONFIGURATION 6

SYSTEM REQUIREMENTS..........oooiooiiooieeeoeeeeeeeeeeeeeee e ee oo 6
WORKSTATION SPECIFICATIONS 6
FILE SERVER (OPTIONAL) 6
SYSTEM OVERVIEW 7
GETTING STARTED 10
ACCOUNTS 13
CONTACTS 20
SALES CALLS 25
TRACES 29
APPOINTMENTS 32
TRAVEL PROFILES 33
TRAVEL AGENTS 36
LOST BUSINESS 38
DAILY TRACKING 41
BOOKINGS 47

CATERING FUNCTIONS. ...t 59

CATERING - MERGE BEO ...t 64

CATERING - PRINT BANQUET CHECK .........ovvuoiuiieeeeeeeeeeeseeeeseessessssssssesssssessss s ses s ssssssssssnnees 66
BROWSE GRC 67
FUNCTION DIARY 68
SALES ACTION PLAN 69
REPORTS 74

STS User’s Guide 2/15/06



ACCOUNT REPORTS ...ttt sttt a e
GROUP REPORTS..... .ottt seneen
CATERING REPORTS ..ottt sttt
OTHER REPORTS ...ttt ettt bbb

MAIL MERGE - EXISTING LABEL FILE

BUDGET-ROOMS

MAIL MERGE - CREATING A NEW LABEL FILE

EMAILING REPORTS ...ttt ettt
EMAIL BLAST ..ottt ettt bbb

BUDGET-CATERING

MARKET SHARE

UTILITIES

USER MAINTENANCE

ADVANCED UTILITIES

EXIT

STS User’s Guide 2/15/06

88

89

90

95

9

98



INTRODUCTION

The Sales Tracking System is a comprehensive, full featured, computerized sales and
catering system. STS will allow you to more effectively manage your account management
activities including tracking, contacts, sales calls and traces. Also, simply by entering group
bookings, a variety of other reports including automated contracts, group resumes, daily in-
house reports, banquet event orders, among many others, may be generated from the
information already input, thus resulting in significant time savings. STS is an Account
based system. This is different from contact managers in the market such as ACT or Gold

Mine which are Contact based.

Additionally, STS provides you with extensive reporting features to identify your top
accounts, actual average rates of the accounts, room night consumption reports by company
or market segment, market share analysis, lost business, group rooms production reports, to
name a few. It also allows you to easily merge information to generate contracts, letters and
mailing labels. Finally, you may use the Trace and Sales Call features to automate the

collection of this important information in order to better manage your accounts.

The result — STS is a simple solution for your sales automation needs.
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DISCLAIMER

Simple Solutions, Inc. will not be liable to you for damages, including any loss of profits, lost savings or
other incidental or consequential damages arising out of your use of or inability to use the software and/or
documentation.

Simple Solutions, Inc. specifically disclaims all other warranties, expressed or implied. Simple Solutions,
Inc. makes no representations or warranties with respect to the merchantability or fitness of the software
and/or documentation for any particular purpose, business or application. Any implied warranty of
merchantability is limited to the 30-day return period and is otherwise expressly and specifically
disclaimed.

Some states do not allow the exclusion of implied warranties so the above exclusion may not apply to you.
This warranty gives you specific rights, and you may have other rights which vary from state to state.
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SYSTEM CONFIGURATION

System Requirements

We recommend when purchasing new computers you follow the guidelines below to ensure you are
purchasing a computer than can effectively operate many of the software packages developed to operate
under Windows 95/98 or Windows NT.

Workstation Specifications

¢ IBM compatible computer with 333 mhz processor (Pentium III or better ).

¢ Windows 98, ME, Windows NT, 2000 or XP operating system.

¢ 24x CD ROM.

¢ 256 megabytes of RAM or higher

¢ 4.0 gigabyte hard drive.

¢ 157 Color Monitor with .28 dot pitch running at 800 x 600 resolution.

¢ Printer (preferably a laser if networked and more than 2 users will be sharing it).

All of the specifications above would be considered minimum configurations for a computer that could
effectively run various software packages developed for Windows. Increasing the speed of the computer or
storage capabilities would not be necessary but could be done if your budget allows. The system can run on
lesser processors with 128 megabytes of RAM but performance may not be acceptable for a moderate to
heavy use workstation.

File Server (optional)

A dedicated File Server is preferred but optional in a small workgroup (2-4 users). The database can reside on one
of the workstations and accessed by the other computers on the network.

Networking

STS can operate on a dedicated server or a peer to peer network. A peer to peer network is sufficient for networking
small work groups and keeps the costs down by not requiring the purchase of a separate computer to be used as a
dedicated file server. Below find recommendations for network hardware. Networks with 5 or more users should
plan for a dedicated server.

Ethernet 10 or 100 megabits per second twist pair cards

Ethernet twisted pair hub

Ethernet twisted pair cable

File Server-Dedicated file servers can be running Windows NT Server (4.0 or higher), Windows XP
Professional or Novell Netware (3.12 or higher). The file server should be powered by a Pentium class
processor with a minimum of 256 megabytes of RAM.

* & & o
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SYSTEM OVERVIEW

The following is designed to provide you with an overview/order of the steps involved in making your STS
system a success. Although briefly highlighted here, complete instructions corresponding to each of these
steps are provided in the related sections of this user's guide. Properly setting up your accounts and
entering your sales calls, daily tracking and group bookings will allow you to generate accurate
management reports to satisfy your reporting requirements.

Installation and Configuration

>

>

Install STS according to the instructions on the previous pages.

Enter Location Info under Utilities | Configure Hotel Info to make the system hotel-specific. Enter
location code, name/address and rooms available. The other fields have been pre-configured and
you will not need to change them at this time.

Add salespersons (prior to adding or importing accounts) under Ultilities/Table Maintenance.

Add/review market segment codes under Utilities/Table Maintenance. (The system has been
preconfigured with a list of approved market segments. Consult your corporate sales support
person prior to modifying this list.)

Regular backups should be make of STS. At a minimum, Simple Solutions recommends that
backups be performed several times a week. If you are entering a large amount of information
daily then it is recommended that you backup everyday. The backup system in STS is very fast
and should only take 2-5 minutes per day to backup. After you determine which days of the week
you will be backing up on, secure clean formatted diskettes and label each with the day of the
week. Use your Monday backup disk for Monday, Wednesday for Wednesday, etc.

Backing up your information is extremely important and time should be allocated to do this on a
regular basis. Just remember, if you do not have a current backup and your computer crashes
or your data gets corrupted, then you will have to re-enter all the information entered since your
last backup.
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Account Management (quick overview)

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
the pertinent information and/or activity for these accounts. Pertinent information would
include account profiles and contact information. Activity would include room night tracking,
group bookings, sales calls and traces. Before you can utilize the system properly, you must
set up each account ONCE that you wish to track. Accounts can be broken down into two
categories, "Specific Accounts" and "Generic Accounts'. Below, please find a brief
definition of each of these account types and an overview of the steps involved to properly
utilize the software.

SPECIFIC ACCOUNTS - Specific accounts can be defined as accounts for which you would
normally set up a "file". These are accounts for which you would like to have specific information
on file, such as profile and contact information, and possibly room night consumption tracking.
Some of these specific accounts would be high producers and would fall into a "Key" account
category. You should have a "Key Account” field on the account screen which will allow you to
enter a Y for key accounts. Below is a quick overview of the steps for adding specific accounts
and related information:

- From the Main Menu click on Accounts | Add/Retrieve.

- Click the Add button.

- Fill in the first screen (File Code, Corp No, Account Name, Market Segment and Sales ID are mandatory).

- If applicable, click the Profile tab at the bottom of the screen.

- Fill in the applicable profile information on each tab.

- Click the Account tab to return to the main account screen.

- Click the OK button to save the account information. If you filled in the contact name, a contact
was automatically added for you.

If the account has additional Contacts you can add those now.

- From the account screen click the Contacts button.

- Click the Add button.

- Fill in the fields on the Contact Details tab.

- Click the Contact Profile tab. Fill in any available information for this contact.
- Click OK to save.

- There is no limit to the number of contacts you can add for each account.

You are now ready to add your Sales Call information.

- From the account screen click the Calls button.

- Click the Add button.

- Fill in the fields including the note window at the bottom. Pay special attention to entering the
proper code in the "Call Type" field. This field allows you to categorize your calls into "Cold
Call", "Telemarketing", etc. Categorizing your call properly will become very important when
you run your sales call reports. You can also enter a "Trace Date" on the bottom of the sales
call screen. A good sales call normally consists of "two" components. The sales call
information you are logging today and the next time you should trace this account for.

- Click OK to save.
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Account Management - Specific Accounts - continued

You are now ready to Add/View your Trace information.

- From the account screen click the Traces button.

- Click the Add button to add a new trace.

- To view traces click on the Find button. Fill in the fields to match the traces you would like to
view and click the OK button. The system will only show you the traces that match the
information you entered.

GENERIC ACCOUNTS - Generic accounts fall into two categories. Accounts you set up for
tracking room night consumption and an account for capturing your prospecting sales activity.

Examples of generic accounts you would add to capture generic transient or group booking
activity:

WERT-Weekend Rate
SPRT-Sport
AAAA-Triple A
WEDD-Wedding
REUN-Reunion

It is also recommended that you set up a generic account for each of the market segments you
track. This will give you a code to track the room nights that do not fall under one of the specific
accounts.

Examples would include:

CORP-Corporate
GOVT-Government
PREF-Preferred
TOUR-Tour
LEIS-Leisure

Finally for capturing your prospecting sales activity, you should add an account called "Prospect
Account". Use PROS for the four letter code. By adding this prospect account, you will have an
account code to use for entering your prospecting sales calls. The steps for entering sales calls for
the prospect account are identical to the steps for specific accounts except you would use the same
code PROS for all of your prospecting sales calls. Address fields have been added to the sales call
screen to allow you to capture enough pertinent information on the person to whom you are
making the sales call. You might add another generic account called Inquiry. This account could
be used to log incoming inquiry calls about your hotel.
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GETTING STARTED

To start STS, double click on the STS icon. Enter your password. If you have not been assigned a
specific password, use MASTER. In a few moments, the main screen should appear.

The menu system utilized in STS is a pull-down menu approach. Once you click on an option from the
menu bar, you will be presented with a cascading menu relating to the main category. (For keyboard
users: Use Alt + the appropriate underlined shortcut/accelerator key to choose the main menu items.)

You may use your mouse to select items or you may prefer to use the shortcut keys to navigate through the
menu options. To move forward within fields/cells, use the Tab key. To move backwards, press Shift +
Tab.

£ 30000 - 300K - Your Hotel Name Here

Daily Tracking  Accounts Bookings  Appointments  Sales Action Plan Beportz Budget  Uliities  Guit

Sales Tracking System

1.37wd
| ‘:

Licenzed To

Your Hotel Hame Here
Your Address
Your City, X3 00000

[C1 Copyright 1336-2004

Simple Solutionz, Inc. Loeal

All Rights Reserved Free Resources; B9%
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Finally, the system uses "validated fields" to track important information.
software tests your input to see if it matches the list of approved answers you have set up in advance. All
validated fields have a “look-up” button you can click to see a list of approved answers.

In "validated fields", the

N\
Validated fields
have a “look-up’
button. Clicking
this button pops
up a list of valid
choices. (See
box below.)

s

£ Accounts O] x|
| 51 Add [EfEdi % Delete | £ Contacts 7 Calls & Traces [+ Profles g T0s | [4 < > ] ‘
Details I Browsze I Ca. Profile I Comtacts | Calls | Traces | Notesl
TAccount _ = Misc.
File Code: |b|MF'|--'5|3 | Frimary Segment: |0
Corp No: [5IMPLESD co. 1o Sub Segment: |IET5 7]
AcckMame: 1Simple Solutions, ne. Acct Qualified: T
Address: [FHE 107 Direct Bil: [
10302 Man 51 S akesperson: [FL7 2
Citye: Fairfar Parent Id:
State: V2 [Zim[zz0a0 Countrye | Account Type: |2
tain Contact: i, [Deter |Mckenzie Acct Prosimity: [BACK
Tite: [Fresiant Dear. [Dexter Type of Bus.: |COAG
Phone! | 703-978-9300 Ext: Fag | 703-978-3301 Travel Dir. ARFP; |MO
Email Jsimpleso@erals.com BI00 #: Seasonal Demand: |"EAH
“Rates Seasons Activity
Efl Acct Created: Ig 501
IM out ; ; Comments Pest Trace: {03/15/04
KNGS [ 5000 s000] 0o0] 000] 000 This is the company Last Call: [02/15/04
TDBS | 5000] 9000 ooo] 000 000 Hthat services the software LastStaw 112/15/03
SUITE 1330013500 00| 0007 0.00 5 prograr for the hotel sales TTD Roams: ]
no0] ooo] ooo] 000] 000 fofice YTD Room Rev: 5E00
000 Ooof oo0o) 00o0) ooo Y0 ADR: 30.00
ALOS: i]
£ Lookup =] e

Market Segment Lookup

Endel Segment Description

CC
Ga
GC
GG
G5
GT
IG

COMTRACT /CREW-GRC
ASSOCIATION-GROUP
CORPORATE-GROUP
GOVERMMEMNT GROUP
SMERF-GROUP
TOUR/TRAVEL GROUP
GOWT. AMILITARY-INDIY

| =

X Cancel |
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Menu Bar Options/Overview

Following is a brief overview of each menu bar option. For more detailed information, refer to the
appropriate section in this guide.

Daily Tracking: This selection allows you to add, edit or delete daily sales tracking activity
and/or import daily transactions from the front office system. The information entered here will
be used to generate detailed reports in the system.

Accounts: Every account/company you wish to track (plus all pertinent information relating to the
company including address, market segment, contacts, corresponding hotel sales representative,
rates and specific company comments, etc.) will be set up under this option. Trace and sales calls
features are also available through this option. Lastly, company lists may be generated from this
main menu option. (Note: Although the system allows you to add an unlimited number of
accounts, many hotels focus on a smaller number of their "key" accounts. If you will utilize the
account management features of the system, e.g. sales calls, traces, etc., you should add as many
accounts as you wish to manage.)

Bookings: This section allows you to enter future group rooms business. This information may
be merged with a pre-configured Word document to produce a rooms contract and other related
correspondence.

Appointments: This section allows you to enter appointments at 1/2 hour intervals. Various
views are available allowing you to view your appointments by day, week or month. There is also
a tab to access the trace system giving you a centralized screen for managing your
appointments/traces.

Reports: This section presents you with options to generate detailed reports with information on
companies, market segments, sales calls and group rooms production. Under this option, you are
also able to generate Microsoft Word Mail Merge files for your company contacts. This file can
be merged with Word documents in order to customize letters, generate labels, among other
things.

Budget: Budgeted occupancy and ADR by market segment for your hotel is added or edited from
this section. These are important as several of the reports generated through STS compare
"actual" versus "budgeted" totals. Also, you would add market share information and update
competitor/your hotel statistics on a monthly basis through this option.

Utilities: This option allows you to build parameters in STS (e.g. "validated field" databases such
as salespersons, market segments, etc., and other functions). When the system is first installed,
the system operator will be required to configure some of the Utilities features in order to make the
program hotel-specific.

Quit: This feature allows you to exit the program.
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ACCOUNTS

Each account (company) you wish to track must be entered individually and assigned a separate file code
for tracking purposes in STS. These account files would include pertinent information on the accounts as
well as on their contacts.

Once you click on the Accounts option from the menu bar, you will be presented with the following menu:
Add/Retrieve, Print, Sales Calls, Target Accts, Lost Business. You may click on the submenu option
or, if using the keyboard, simply use the up/down arrow keys to highlight the submenu option and press
Enter.

£ Accounts _ O] x|
” #] dad [ Edt % Delete | £ Contacts J Calls &) Traces §* Profiles g Ti's | |4 € > »|
Details I Browse I Ca. Profile I Contacts | Callz | Traces | Mates |
~Account Misc.
N g 3 I FE o
File Code:; |D|MFL-SD j Frimary Segment: {0
Corp Moz |SIMPLESD co. 1D: I Sub Segment: |IETS
aect Mame: {Simple Solutions, e, Acet Qualfied: T
Addressi [PHE 131 Direct Bil:
10332 Main Sk Salespersom; (LW I
Citye:  Fairfa:: Parent |d: =
State: [ve 2@ I22E|_‘3|j Country: I Becount Tvpe: |4
bain Contact: [k |Dexter |McKenzie Acet Prosimity: [BACE
Titles [Prezident Dear |Crexter Type of Bus.: |CORG
FPhone: | /03-975-9200 Eut: Faw | 703-978-53201 Travel Dir AREP: [
Email: {simpleso@encls.com 00 #: Seazonal Demand: | TEAR
~Rates Seasons Activity
@'I Acct Created: W
IM auT ; ; ; Comments Mest Trace: [03/15/04
KNGS | sooo| sooo| ooof ooof oo This iz the company Last Call 021504
TOBS | Sooof 9o00| oo ooof oo that zervices the software LastSkap: [124503
SUITE 13900 13900 000 000f 000 Jpragram for the hatel sales 0 Rooms: G0
ooo| ooo] ood] oo 0000 foffice TR Foom Rev: 5600
ooy ooof ooof ooof ooo TTO ADR: 30,00
ALDS: i]

Account - Field Overview

When the Add/Retrieve Accounts option is chosen, the user is presented with a screen (see above)
containing a completed account record, if any records have been added or imported. You are in “View”
mode. To add a new account, simply click on the ADD button (top left of screen) and you will be
presented with a blank Master Account input screen. If you would like to change any of the account
information, click EDIT. Below, please find a description of the individual fields:
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File Code: Establish and enter an alpha-numeric code (up to 10 letters and/or numbers) for the
account in this field, e.g. SIMP for Simple Solutions, XERX for Xerox, etc.) It is critical that you
complete this field as it will be the company identifier when retrieving data. The file code is the
link between your accounts, contact, traces and sales calls.

Corp. No.: In the Corp. No. field, you would enter the same code that was established for the
account and entered in the "file code" field. You need to enter a code in this field if you wish to
track your transient business.

Acct. Name/Address: Next, the company name and address must be entered. Since the system
has a mail merge capability, type address (e.g. capitalization, etc.) as it would appear on an
envelope. No comma is needed after city name.

Contact: Enter a main contact’s name for this account. The first field is for a personal title (Mr.,
Ms., etc.), the next two fields are for first and last name.

Title/Dear: Enter the contact’s correct title, if it is known. Only enter a title if you know it to be
their correct one. This title will appear on mail merge documents. The Dear field is for how you

would normally address them in a letter (Jack or Mr. Smith).

Phone/Ext./Fax: Enter a phone number and fax for the contact or the company.

Web Site/800 #: Enter the company’s web site address and 800 number, if applicable.

Primary Segment: This is the primary market code this company would be tracked under. (You
may click the look-up button to get a list of valid market segments. Within "look-up"”, click on
correct code then click on "OK" to retrieve. These codes would have been predetermined and
entered during the installation process, but may be updated at any time. See Utilities/Table
Maintenance/Market Segments.)

Sub Segment: This is the secondary market code this company would be tracked under.

Dir Bill: Check this box if an account has been approved for direct billing. You may also include
a dollar amount (no cents) up to which direct billing is approved or use the field to the right to
enter an internal direct bill code.

Salesperson: Enter the sales representative (generally initials) who is primarily responsible for
this account.

Parent Id: (Optional) This four letter code would be used primarily if there are several
departments under a major account that you will track separately, (e.g. University of Pittsburgh
"Parent Code = UPIT" may have several departments you have set up individual accounts for.
The English department may have a unique file code but may also be tracked under the UPIT
parent code. You may later pull up lists, labels, etc. by these codes. These must be set up in
Utilities/Table Maintenance.
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User Field 1, 2, 3, 4, 5: These fields allow the user, if desired, to determine additional/alternate
ways of categorizing accounts. You may later use these codes to pull up more specific lists, merge
files, etc. (Note: Some fields have been pre-labeled for you.)

Examples of additional coding options may include:

- Color coding, you may track an account as red for a "hot" account, etc.

- Coding "by decision", you may include codes like price, location, among others.

- You may assign geographic codes like southwest, northeast, northwest, to name a few.

You must have set up the actual user field descriptions (under Ultilities/Configure Hotel
Info/Program Config) and the corresponding databases (under Utilities/Table Maintenance).

Rates: This window allows you to enter the established rates for the account. Typically, only
"contract” or "negotiated" rates would be entered in this window. The room types listed on the
screen were established under Ultilities/Configure Hotel Info. There is also a button directly under
the word Rates. This button, when clicked, will insert the hotels “published rates”. These rates
can be set-up under Utilities/Configure Hotel Info/Published Rates.

Comments: In this field, you may type in bullets of information pertinent to this account. These
lines of text do not scroll. To add additional notes for a specific account, choose the Notes tab
(bottom left of the screen).

Acct Created: Enter the date you created this account.

Activity: These fields are "view only" fields as they display the last time a sales call was entered
for this account in addition to the last time the account stayed with you, etc. Certain fields, like
ALOS (average length of stay), will only be populated with an interface to the property
management system.

NOTES: While adding a new account or editing an account, you may click on Notes tab to access a larger
notes window. The Comments fields should be used first to capture important notes for an account. Notes
should be used as an overflow for the Comments fields. The Notes tab is lightened to indicate that you are
now working within this area. Do not enter sales call information in the Notes section. That information
should be entered in a Sales Call (see Sales Calls). Simply type in the notes/additional comments, then
click back on the Account tab (bottom left of screen) to return back to the Add Master Account screen.
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CO. PROFILE: (Collection of the "Profile" information is optional.) You may click on Co. Profile tab
to access an account profile screen. There are three different tabs on the Co. Profile tab.

- General/Potential Info

- Needs/Competition

- Other Profile Info/Custom Profile Fields

£ Accounts Mi=1 E3
|| 41 Add [FfEdit % Delete | £ Contacts 7 Calls € Traces 7 Profiles fie T/4%5 | 14 < & »]

i General/Potential Inh:lil Needs/Competitian I Other Prafile Infa I

Simple Solutions, Inc.
General Information

Type Of BusinessiOrganization: I Rate Plan: I I

Thiz Location:  # Of Employees: I vi Annual Sales: I vi
Tot Drganization: & Of Employees: I -i Annual Sales: I vi

Type Of Office:

Division:

Department: I
Pleves Ahout Organization: |

: 5 Tiramsent
Business Potential b
= Group
Howe Mary?: I ] Trawvel Patterns: i I Eetered Stay
e oeatic
Hiaw Orften: I ,i Resv. Made By: | I Fielacation
I Sholder [iEys
Howe Long?: I = eekends
Account I Browse  Co. Profile | Contacts | Notes |
£ Accounts =] E3

|| (51 hcd [ Edt X Delete | £ Contacts 7 Calls €3 Traces £ Profes fie /45 | 14 4 > |

General/Potential Info Other Prafile Info I
Simple Solutions, Inc.
Heeds Customer Heeds Guest Heeds
Competition Hotel Rates Benefits/Dislikes
Objections Objections Guest Complaints

Account I Browse  Co. Profile | Contacts | Notes |
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Company Profile - Custom Fields

£ Accounts ]
|| (81 &cld [ Edit % Delete | £ Contacts 7 Calls &) Traces 7 Puofiles i T/A's | 14 4 b ] ‘
General/Potential Info I Meeds/Competitian U I
Custom Fields
CompanyiOrganizational Health? -
‘What Happens At This Location’? L
Meeds For Training Groups or Indivduals? -
Cther Kinds Of Groups? Describe Types: -
Hatel Meeds For Relocations/MHouse Hurting Trips? -
Hatel Meeds for Extended Stay Projects or Crewes? L
Indivdual Business Travel Needs? -
TouriTravel Grps Or FIT? Describe Oppartunities: -
Are Hotels Selected/Recommended By Your Company? -
If The Case, How Are Hotels Selected As Preferred? L
When Are Hotels Selected to Be Preferred? -
Howy Are Reservations Actually Made’? -
When's the Mext(Any of the Above Meeds For Hotels) -
Has Anyone From Your Company Toured Our Hotel? L
Rating of This Account's Current Potertial Walle: | -

Account | Browse  Co. Profile | Contacts | Motes |

The Other Profile Info tab has 15 custom fields that can be configured by the hotel. You can change the
description of these fields by click Ultilities | Configure Hotel Info | Custom Profile tab. This screen allows
you to type in a description of each of the fields you would like to utilize. You may then create drop down
responses by clicking Utilities | Table Maintenance | Account Custom Profile Fields. Creating drop down
responses can speed up data entry and provide consistent answers to the configured questions. You can still
type a response, in the field, that is not listed in the drop down. Finally, certain hotel companies have
standardized on the descriptions and drop down responses. If this is the case for your hotel you should
contact your regional/corporate sales support person prior to changing these fields.

Once you have typed in the data requested to maintain pertinent information for the account, click back on
the Account tab to return back to the Add Master Account screen.

CONTACTS: You may click on Contact Tab to access a "view only" contact screen for this account.
This tab is only available when you are in “View” mode. The Contact Tab will not operate if you are
Adding or Editing an account. You may open the Contact screen by double clicking on a contact listed in
the grid. You can also access the complete contact module (to add/edit contacts) by clicking on the Contact
button on the top of your screen.

When all applicable fields have been completed on the ADD MASTER ACCOUNT screen, click
on "OK" (top right of screen) to save new account information.

Once an account has been added, you may then add the companies' contact(s), sales calls, and/or traces.
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There are several ways to retrieve/locate an account once it has been added to the system:

Browse Tab: This option would be used if there are numerous accounts in your system. While
on the Master Account screen, click on the Browse tab. You may now browse through the
scrolling list of accounts to retrieve a specific account.

You search for an account by clicking on the Look For: field. Start typing the name of the
account you are looking for. The program will quickly find matches for the letters you have
typed. You can search by File Code or Account Name by changing the Sort By: option below the
Look For: field. The browse option is generally the fastest way to retrieve an account. Within the
browse screen, you may also click on the elevator bar arrows (right center of screen) to move the
list up or down. You may also move through the list by dragging the elevator button on the right.

£ Accounts _ O] x|
j] #] &dd [FfEdi X Delete | £ Cortacts S Calls &), Traces {7 Profiles fig T/4% | |4 < > » |

[retailz Bmwsel Co. Profile I Contacts I Eall&l Traces | Note&i

Lok For: |5|Mp

Sort By " File Code & Account Mame

FILE_CODE [CORP_MO [ACCT_MAME |saLES ID] o]
|_|SELECT SELECT  Select Management Hozpital KL
= SEMADY SENADY | Senior ddvizor Services AlP
| |[SEWEURO |SEWELRD Sew Euradrive KLWwW
|_|3HARING | SHARING | Sharing & Yisian AP
| [SHILOHEDG SHILOSOG Shiloh Church of God AlP
Lm SIMPLESO| Simple Solutions, [nc. _J
|_[SMART TRA SMART TR Smart Travel
| SMERF SMERF Smerf Groups
|_|SMITHERS |SMITHERS Smither's Oasis
L SDE SDE Society for DayCare Providers AlP
| [50LAR SOLaR Solar Turbines KLWw
_|s0c sOC South Oak Cliff High AP J

Once you locate the account within the browse window, simply double click on the account name to
return to the Master Account Screen. You will notice that the account you have selected is now
retrieved to the screen. At this time, you may Add Contacts, Sales Calls or Traces to the Account
or you may choose to Edit or Delete the account.

VCR buttons: (Four arrow buttons on top right of Master Account screen.) While on the Master
Account screen, you may click on left arrow VCR buttons to go to the previous account record or
to the first account record. By clicking on the right VCR buttons, you can move to the next
account record or the last account record available. These would be useful if there are a limited
number of accounts in the system.

Once the account is retrieved to the Master Account screen, you may Add Contacts, Sales Calls or
Traces to the Account or you may choose to Edit or Delete the account.
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Adding Accounts-Recap (under Accounts-Add/Retrieve)

To add a new account, simply click on the ADD button (top left of screen) and you will be

presented with a blank Master Account input screen. You may move around the fields by using

the Tab key (to move forward) and Shift+Tab keys (to move backwards). If an item is entered
incorrectly, simply type over the entry with the correct information. To recap:

1. Go to the Account (Add-Retrieve) screen and click on Add.

2. Fill in all pertinent information on the first screen (see field descriptions on the previous
pages). If you would like to enter account profile, click on tab at bottom of screen. After
you have entered the profile information, click on the account tab to return to the main
account screen. Click the "OK" button to save info.

Editing Accounts (under Accounts-Add/Retrieve)

At times, it may be necessary to edit/modify previously input information related to a specific account. To
edit the information, you would first retrieve the account to the screen. This may be done by using one of
the aforementioned options (browse or VCR buttons). Once the account information is retrieved to the
screen, click on the Edit button. Move around the fields by using the Tab (to move forward) and
Shift+Tab keys (to move backwards). You may edit/modify the fields by typing over the existing
information. Remember, if any field or screen (profile, notes) has been altered, click on "OK" (top right
of screen) to save changes.

Deleting Accounts  (under Accounts-Add/Retrieve)

To delete an account from the system, you would first retrieve the account to the screen. This may be
done by using the browse or VCR button options. Once the account information is retrieved to the screen,
ensure that it is the account that you wish to delete. Next, click on the Delete button. When prompted,
click on "OK" to complete the deletion. Deleting an Account will also delete any Contacts, Sales Calls
and Traces that belong to the account.

Listing Accounts (under main menu bar option Account)

This feature allows you to generate alphabetical lists of the accounts in the system:

After clicking Accounts | List you will be presented with various account list formats. After choosing one
you will be presented with an Account List filter screen. This screen allows you to control which accounts
are printed. If you would like all Corporate accounts only then enter the code for Corporate in the Market
Segment: field and click OK. The list will be printed to the screen.

The Account List filter screen if very powerful as it allows you to enter any number of filter criteria. The

more fields you fill in the shorter the list will be. You may also control the Order the list prints in by
changing the Order List By section.
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CONTACTS

From the main menu bar, click on Accounts, then choose Add/Retrieve. The Contacts button is located on
the Master Account screen. In order to add/edit/delete CONTACTS for an account, you should first
locate and retrieve the account using either the Browse function (bottom left of Master Account screen) or
VCR buttons (top right of Master Account screen). These features are explained under the Accounts-
Add/Retrieve section of this user's guide.

When the account is retrieved to the screen, click on the Contacts button (or Alt + C). You will then be
presented with the scrolling contact screen (below) and contact menu options.

£ Contacts =] B3
| [#] Add [EfEdt % Delete B Copy |ﬁj£ind Print [ Clipboard <4 Letters |4 4 » p |

Browse Euntactsl Contact Details I Contact Profile I

sld| =]

zimplezol@eralz. com AI

Account.  Simple Solutionz, [nc.
Filter:  File Cade = SIMPLESD

ADD CONTACTS: When you click on Add, an Add Contact screen will be retrieved (next
page). You may add an unlimited number of contacts for each account. Move around the fields
by using the Tab key (forward) and Shift + Tab key (to move backwards).
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CONTACTS - ADD continued

£ Contacts Hii=]E3
| [#] &add [FfEdit ¥ Delete Copy |ﬁj£ind Print (2 Clipboard < Letters [« A > B

Erowsze Contacts Contact Details I Contact Profile |

File Code: [SIRPLESD 7] Added: | E Sales Rep: [FLw ]

acct bame |Simple Solutions, Ine. Fersonal Title: [r4;
Address: [10310 Main Street Firzt Mame: |0eater Initial: |
PrE #1317 Last Mame: [rickenzie
Citw: [Fairfax Dear: k. Mckenzie
State: [/ Zip: [2203 Title: |FPresident
Ciauntry: Departrment:
Camments: [Loves coffes and Phane: Eut: |
Comments: [oatmeal cookiss Fan:
Segment: [CO i b obile:
Aocount Tepe: [0 7 Home:

Acct Prosimity: = 21 Email simpleso@erals, conm
Tupe of Bus.: o Add To Dutlookl Bitth: [77.03

Trawvel Dir. /RFF: o ;
Seasonal Demand: Decision Maker = Da Mat Bulk Email: ™

Acocount; Simple Solutions, Inc.
Filker:  File Code = SIMFLESO

ADD TO OUTLOOK: The Add To Outlook button will add the displayed contact to the default address book in
Microsoft Outlook. The button does not work if you are using browser based email versus having the full
version of Outlook installed on your computer.

£ Contacts i =1 S
| [ Add FRfEdit ¥ Delete Capy |ﬁj£ind Frint Clipboard <0 Letters |« -« » ]

Erowse Contacts I Contact Details Contact Profile l

Dexter

Length Of Time 'fith Comparny: Laszt Revised: I _i
Compary sinniversary D ate:
P arital Skatus" [ Fariedt T Sihgle T Divaeed

Wedding Snniversan: I

Children?: [~

Hamesz Aages:

Petz? [Mame, Breed, Age, Etc.]:
where is the Client Originally From:
College Attended:

Religion:
Food: Automobile:
Drrink: Entertainer:
Restaurant “acation Spot:
Hobbies: |

Acocount Simple Solutions, Inc.
Fitker:  File Code = SIMPLESO

Fill in the fields and click OK to save. You cannot add a contact without filling in the File Code,
Account Name, Sales Rep., First and Last Name. You should fill in as many of the other fields for
which you have information.
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CONTACTS - continued

EDIT CONTACTS: Highlight the contact you would like to edit on the Browse Contact screen and
click the Edit button. You may change any data by typing over the previous entries. If edited, click
the “OK” button to save changes.

DELETE CONTACTS: Highlight the contact you would like to delete on the Browse Contact screen
and click the Delete button. You will be asked to confirm the deletion.

FIND CONTACTS: The Find button allows you to quickly locate a contact. From the Browse
Contact tab, click the Find button and enter the search criteria. For example, you can search by File
Code, part or all of the Account Name and/or part or all of the contacts’s Last Name. When
searching by Account Name or Last Name, enter only the beginning of the name. This will minimize
entering a misspelled name. Clicking OK without filling in any fields will display ALL contacts in the
database.

£ ContactFilter
Contact Filter

File Code:

Account Hame:

Last Mame:
Salesperson:
Decizion Maker:
Parent 1D:

M arket Segment:

i

Account Type
Acct Proximity
Type of Bus.
Travel Dir. /HFFP
Seaszonal Demand
Addreszz 1:
Addrezs 2:
Cily: |
State: I_
Zip Code: I Through I

" OK ¥ Cancel |

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

CLIPBOARD: You can copy contact name/address information from the Contact Screen to any
Windows application (including Word). Locate and highlight the contact you would like to copy.
Click the Clipboard button. Once in Word, click your right mouse button and choose “Paste” with the
left mouse button. The information will be pasted into your Word document in the format as if you
were beginning a letter to the contact.
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CONTACTS - continued

LETTERS: The Letters button on the toolbar allows you to choose a letter, from the drop down
menu, that you would like to send to the highlighted contacts. The Letters button is available on the
Contact and Sales Call screens.

£ Contacts [ | O]
| 4] Add [EfEdt X Delete | ) Find it [ Clipboad < Leters |4 4 > B
Browse Contacls i Cantact Betail: I Comtact Profile I = !
2 Tharkirou
— — _ _ 3 Rateaagre -
File Code  |C_... |First Name Last Hame Fhane 4 Saleskil Sales Id;l
CHEM Mz Mancy Strong 803 758 1892 203 758 1834 MW

Aocount: Chem Muclear Svstems
Filker:  File Eode = CHEM

Once you choose a letter, Microsoft Word will be launched and the letter loaded. The contact's name
and address information will automatically be inserted into the document where you have placed the
merge tags. This feature allows you to create template letters you regularly send to clients and have
them available with a few clicks of the mouse.

By default, letters you create must be saved in the C:\STS\LETTERS folder on your local hard
drive. If you are using STS on multiple computers on a network the letters should be saved to the
C:\STS\LETTERS folder on the main computer acting as the Server. This allows you to easily
maintain one template for all users.
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LETTERS: You type merge tags (see below) in your letter where you would like contact information
to appear. It is important to type the tags in exactly as they are listed. Once the tags are typed into the
letter, save the letter to your C:\STS\LETTERS folder if you are working from the Server computer.
There is a limited amount of space for the document name so keep the name of the document to 20
characters or less. Also, do not use punctuation in the document name.

Once you have saved the letter you can add the letter to the drop down list by clicking Utilities | Table
Maintenance | Letters. When adding a letter to the list in STS always end the document in .DOC. If
you named a document PROPOSAL in Word, the document name in STS would be
PROPOSAL.DOC.

i saleskit - Microsoft Word

JEiIe Edit View Insert Format Tools Table

Window Help

JTimesNewRoman - 10 = | B 7 0O |r§:_

- A :ﬂ

M DesHagall=a - - al@ 2
I e e e e e s e e e e e e e e

k<DATE>

<<C3AL=» «<CFIRET>> <<CLAST>>
<< ACCTNAME=>

2= ADDR1z = << ADDR2>>

<< CITY>>, «<STATE>> <<ZIP>>

Dear <<CIAL>> <<CLAST==>,

Thank wou, <=CEAL=> <<CLAST=>, for allowing me the opportunity to meet with vou. T am very
excited about being the host hotel for wou upeoming meetings. Enclozed please find additional information
ot out hotel, including services and amenities. ¥We feel we are unigquely qualified to accommodate wou
meeting attendees.

Dnce again, <<C3AL> <<CLAIT==, thank you and [ will follow up with you next week.

Sitcerely,

“=3ALEIID=>
=3 ALESTITLE=>

@
I:]IBIEII:—I{I I 3 ’
JD[an[%Gj aukoShapes = \I:lo‘4|@lv£vév§_§.i],
[Page 1 Sec 1 1j1 [at 1" ln1 Col 1 el el = e [
Valid Merge Tags
TAG DESCRIPTION TAG DESCRIPTION
<<DATE>> Date (ie. June 22, 2001) <<ADDR1>> Contact’s 1st Address Line
<<FILECODE>> | Account File Code <<ADDR2>> Contact’s 2™ Address Line
<<ACCTNAME>> | Account Name <<CITY>> Contact’s City
<<CSAL>> Contacts Personal Title | <<STATE>> Contact’s State
(Mr., Ms., etc.)
<<CFIRST>> Contacts First Name <<Z|P>> Contact’s Zip Code
<<CLAST>> Contacts Last Name <<EMAIL>> Contact’s Email
<<CPHONE>> Contacts Phone Number <<SALESID>> Sales Person name
<<CEXT>> Contacts Extension <<SALESTITLE>> Sales Person Title
<<CFAX>> Contacts Fax Number <<SALESPHONE>> | Sales Person Phone
<<CTITLE>> Contacts Title <<SALESEXT>> Sales Person Extension
<<SALESEMAIL>> | Sales Person Email Address
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SALES CALLS

The sales call section of STS is designed to automate the collection of information that is generally
recorded on a Sales Call Report. As traces are a tickler file for fufure action, sales calls record past
actions. For ease of use, and in order to better manage accounts, the system allows the user to view or
print out sales calls for a specific salesperson, for a specific range of dates, etc.

From the main menu bar, click on Accounts, then choose Add/Retrieve. While on the Master Account
screen, click on the Calls button to retrieve the Sales Call options/functions and scrolling sales call screen.
STS will automatically filter the list of calls to show you only calls for the account that was on the screen
when you clicked the Calls button. You can change this list easily and find calls for any account and/or
contact by using the Find button.

€ Sales Callz M=1E3
| 41 Add [EfEdt X Delete B3 Copy |@ Fird B Print [ Cipboard < Letters | € B

Browse Calls I Call Details I

Talked to Dexter today. He would like me to call kim in o week s to schedule _ﬂ
an appointrment.

Filter: File Code = SIMP |

ADD CALLS: When in the scrolling sales call screen, click on the Add button to add sales calls for a
specific account. You will be presented with the following input screen. To move forward in the cells,
use the Tab key. To move backwards, press Shift+Tab. Complete all applicable fields. Remember to
click "OK" to save input.
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SALES CALLS - ADD continued

£ Sales Calls

i =] B3

| ¥ &dd [EfEdt X Delete B Copy | ) Find B Print [ Clipboard <X Letiers | < b

Browse Calls

Filz Code: [SIMPLESD
Event Mo ]
Date OF Call: | 5+ 902 __! Posted On: IDE.-"L'IH.-"EIE
Account Mame: [Simple Solutions, [ne
Contact Mame: |k:. LI IDe:-tter |M:Kenzie _J
Title: [President ==
Addrezz [PRE H191
10332 Main Strest
. Cibe (P sirfax State: IVA Zip |22EIE!EI
=1 Emall |zimpleso@ernls com
Phone: [703-578-9300 Eut: I Fa: I'?EIE-EI?S-EIEEI‘I
Salez Rep: [FLS I
: The New Carbon Copy
Call Tepe: [Chdl _
) Button will Copy the Trace
Trace Date: | 7/ 502 to a 2™ Salesperson
Trace Code: [FFT
CLC: I

Talked with Diester about hiz upcoming computer training zeminar. Wil follow up the AI

firzt week of July.

H

Filter: File_Code = "SIMPLESO

Fill in the appropriate fields and click the “OK” button to save. Remember you can click the
“look-up” button on those fields that are validated to pop up a “look-up” list of valid answers.
The “look-up” button on date fields pops up a calendar allowing you to “double click” on a
date to choose. The notes window at the bottom can hold an unlimited amount of text for each

call.

It is very important to trace your calls if appropriate.
from the call to your future trace. This minimizes your steps to prepare for return calls as the

notes from the last conversation will be attached to the trace.

EMAIL Field: The email field allows you to enter a contact’s email address. Clicking the letter icon
to the left of the field will automatically open your default email program and fill in the “To:” field

with the contact’s email address.

EDIT CALLS: Highlight the call you would like to edit on the Browse Calls screen and click the Edit
button. You may change any data by typing over the previous entries. If edited, click the “OK” button

to save changes.

DELETE CALLS: Highlight the call you would like to delete on the Browse Calls screen and click

the Delete button. You will be asked to confirm the deletion.
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SALES CALLS continued

FIND CALLS: The Find button allows you to quickly locate a call. From the Browse Call tab, click
the Find button and enter the search criteria. You can search by File Code, part or all of the Account
Name, Address and/or part or all of the contacts’s Last Name, range of dates, salesperson and call
type. When searching by Account Name or Last Name enter only the beginning of the name. This will
minimize the chances of entering a misspelled name. You can also perform a search on the address
fields by only entering part of an address (e.g. entering MAIN on the Address line will show all calls
made to accounts with the word MAIN anywhere in the address line).

£ Sales Call Filter | [Of =]
Salescall Filter

File Code: || __i

Ewvent Mo: I I

Account Name: I

Last Mame: I

Call Dates: I @ Through I @

Salesperson: I
Call Type: I You can find sales calls

by the user fields.
Market Segment: I I
Account Type
iy When filtering by address

Type _Df Bus. you do not have to enter
Travel Dir. /RFP the entire address.

5ki Pkgs

Addrezz 1:
Address 2:
Ciky:

« OK X Cancel |

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

CLIPBOARD: You can copy contact name/address information from the Sales Call Screen to a
document in Word. Locate and highlight the contact you would like to copy. Click the Clipboard
button. Once in Word, click your right mouse button and choose “Paste” with the left mouse button.
The info will be pasted into your Word document in the format as if you were beginning a letter to the
contact. This can be very helpful in quickly generating a letter after a sales call. It is recommended
you create some boiler plate sales call letters and save them without the address block at the top of the
letter. You can then open one of the these letters and paste a contact’s name and address which you
copied to the clipboard from the sales call screen.

PRINT: You can print a sales call report by clicking the print button. You will be presented with a
Find screen. You have to identify how much information you would like on the report. If you would
like a weekly sales call report, you would enter the beginning and ending dates and your initials under
salesperson. The more information you enter on the Find screen the more specific the report will be.
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SALES CALLS continued

LETTERS: The Letters button on the toolbar allows you to choose a letter, from the drop down
menu, that you would like to send to the highlighted contact. The Letters button is available on the
Contact and Sales Call screens.

£ Sales Calls =] E3
| [+] Add [EfEdit X Delete B3 Copy |ﬁj Find &L Print (B Clipboard | < Letters| 4 B

1 THAME ¥OL.DOC
25ALESKIT.DOC

TPE[SAL . [PHA

Browse Calls I Call Details I

FILE CODE [ACCT MAME |LasT |FIRsT  |Dm
SIMP Simple Solutions, Inc. Mckenzie  |Dester 08/26/00 CMT  KLw | 703
SIMF Simple Solutions, . Mckenzie  Dester 03/28/mM  CMT kLW 703

Simple Solutionz, nc. Mk enzie 1a/25/mM

Spoke to Dester taday about hiz upcoming computer training serminar. He thinks he will need d
zpace once a manth for the rest of the year. He azked | call him back in 2-3 weeks and he woul
knoww more then.

Filter: File Code = SIMP

Once you choose a letter, Microsoft Word will be launched and the letter loaded. The contact's
information will be merged into the document at the location of the merge tags. This feature allows
you to create template letters you regularly send to clients and have them available with a few clicks of
the mouse.
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TRACES

The trace section of the Sales Tracking System is designed to be utilized like an automated tickler file for
better account management. Typically, traces would be entered to remind you of future actions that must
be taken. Examples of traces would include sending a thank you, sending a notice of deposit due, sending
a cut-off date notice, among others. Many traces will be automatically entered for you from the Sales Call

and Group Booking Screen.

From the main menu bar, click on Accounts, then choose Add/Retrieve. While on the Master Account
screen, click on the Traces button to retrieve the Traces options/functions and scrolling Trace screen. STS
will automatically filter the list of traces to show you only traces for the account that was on the screen
when you clicked the Traces button. You can change this list easily and find traces for any account and/or

contact by using the Find button (see Find below).

3 Traces/Appointments

| 7 4dd [EfEdt X Delete Copy g’ Complete Iﬁ‘_}find Print | < »

=10) x|

Browse Tra-::esl Trace Detals I Appointments |

1] |

Salez Call Motez On - 06/09/02 - For- Simple Solutionz, [ne. - Spoke with Dester about his
upcaming training seminar. Wil contact inJuly to finalize details

Aocount:  Simple Solutions, [ne.
Group Mame:
Fiter:  File Code = SIMPLESO  and Status=0

ADD TRACES: When in the scrolling trace screen, click on the Add button to add traces for a specific
account. You will be presented with the following input screen. To move forward in the cells, use the

Tab key. To move backwards, press Shift+Tab. Complete all applicable fields.
"OK" to save input.
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TRACES - ADD continued

=[O x|

€ Traces/Appointments

| 47 Add [EfEdt ¥ Delete Copy g’ Complete lﬁ‘_]find Print | 4 >

I Appointments |

File Code: |9|MPLESD I

Browse Traces

Ewent Ma:
Trace Date:
Account Mame:

Contact Mame:

TN

Simple Solutions, Inc.

tr. ﬂ !D enter

_J !Mc:Kanzie

Addiess: [PHE #1931
10332 M ain Street
Cits: Fairfax

State: Iv,a_ Zip: ]22930.

%é Email: simpleso@eralz com
Phane: [703-576-9300 | Est |
Sales Rep: [PLS -

Fax: |703-975-9301

Trace Code: IF‘E[_IN I D eszcription: igg_p[e_[ﬂn tMing/Dieta
Status [OAC) IEI Completed: I _i
Sales Call Motes On - 06/03/02 - For- Simple Solutions, Inc. - Spoke with Dexter ;i

about hiz upcoming training seminar. Will contact in July to finalize details

Account:  Simple Solutionz, Inc.
Group Mame:
Filker:  File Code = SIMPLESO  and Statuz=0

Fill in the appropriate fields and click the “OK” button to save. Remember you can click the
“look-up” button on those fields that are validated to pop up a “look-up” list of valid answers.
The “look-up” button on date fields pops up a calendar allowing you to “double click” on a
date to choose. The notes window at the bottom can hold an unlimited amount of text for each
trace.

EDIT TRACES: Highlight the trace you would like to edit on the Browse Trace screen and click the
Edit button. You may change any data by typing over the previous entries. If edited, click the “OK”
button to save changes.

COMPLETING TRACES: Highlight the trace you would like to close on the Browse Trace screen
and click the Complete button. You will be asked to confirm the completion. Completing a trace only
changes the status from Open to Closed and removes it from your open trace list. You can still find a
closed trace utilizing the Find button and searching for traces with a C(losed) status. You can also
complete multiple traces simultaneously. Highlight the first trace. Hold the Shift key down and press
the down arrow. Highlight multiple traces. All of the highlighted traces will be closed when you click
the Complete button and answer Yes.

Finally, when completing a trace, you will be asked if you would like to Add A New Call. If you
answer Yes the Add Sales Call screen will appear. The fields will be automatically filled in with the
information from the Trace screen.

It is very important you complete traces on a regular basis. Traces which you have actually

completed, but not marked accordingly in STS, will prohibit you from properly utilizing the trace
system.
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TRACES continued

DELETE TRACES: Highlight the trace you would like to delete on the Browse Trace screen and
click the Delete button. You will be asked to confirm the deletion. In most cases you would not delete
a trace but rather mark it complete. Deleting a trace erases it permanently. Completing a trace only
changes the status from Open to Closed and removes it from your open trace list. (You can Find a
closed trace.)

FIND TRACES: The Find button allows you to quickly locate traces. From the Browse Traces tab,
click the Find button and enter the search criteria. You can search by File Code, part or all of the
Account Name, part or all of the contacts’s Last Name, range of dates, salesperson and trace type.
When searching by Account Name or Last Name, enter only the beginning of the name. This will
minimize the chances of entering a misspelled name.

When entering dates, you will not want to enter a beginning date. If you enter a beginning and ending
date, STS will only show traces that are due during that time period. If you had a trace that was still
open from the week before, it will not show. As a general rule, you should only enter the Ending Date
when filtering. This will tell STS to show the traces open up until the Ending Date you entered. This
ties back to the importance of completing (closing) your open traces once they are completed.

£ Trace Filter E =] E

Trace Filter

File Code:

| =
Event Mo: I—
|

Last Hame:

Trace Date: I ég Through I ég

Salesperson:

Trace Code:

Completed On: I ég Through I ég
o

Status [0/C):

o OK X Cancel |

Fill In Fieldz ¥ou Would Like To Filter By
Click OFK To Filter or Cancel To Abort

PRINT: You can print a trace report by clicking the print button. You will be presented with a Find
screen. You have to identify how much information you would like on the report. If you wanted your
open traces for the week, you would enter the Ending Date and your initials under Salesperson. The
more information you enter on the Find screen, the more specific the report will be.
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APPOINTMENTS

This screen allows you to view your appointment calendar along with any open traces. You may click
the down arrow above the calendar to choose different salespersons to view. Clicking on a date in the
calendar will display the appointments for that date.

3 Traces/Appointments

Browse Traces | Trace Detals ﬁppuintmentsl

Appts For: |.-’-'~|'v1 Miller j

Sun Mon Tue Wed Thu Fri Sat
1
2 3 4 & B 7 8
a1 1 12 13 14 e
16 17 18 19 20 21 22
23 24 25 26 27 28 29
a0

=3 Today: 6/9/2002

Frint &ppts

[to add an appointment, right click owver tme zlat]
[ther double click on the time slot to edit the test]

7 00
A
20
A

Appointments For 06/15/02

=10 x|

g 00
AM
30
&M

g 00
A
20
A

Johanadtmy - Redne [nn Alamo

10 00
Al

a0
AM

Mrs. Krupgky & krz. Hendricks - Hendricks B0th YWedding Anniverzan.

11 00
Ak
20
Al

Traviz Elementary Luncheon

12 oo
PrM

EN
PM

Lo
PN
]
P

ILaura Miller - Board of Pardong and Parales

2 00
M
0

riRa

}|

To add an appointment, double click over the time you would like to schedule an appointment for. After
the appointment is added you can type in up to 80 characters of text describing the appointment. Once
you have added the text, press the Tab key. To increase the time of the appointment, place the mouse
pointer over the bottom line of the appointment. A up/down arrow will appear. Hold the left mouse
button down and drag the appointment box downward to cover the time of the appointment.
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TRAVEL PROFILES

This section of STS is designed to automate the collection of travel profile information for an account.
This information would include, among other things, the travel policy, room night potential, travel
patterns, billing process. Information can be entered for each market segment if the travel profile data
changes by segment. The Travel Profile section could, but would not typically be utilized for all accounts.
The Travel Profile section may be attractive for tracking travel profile information for Preferred accounts.

From the main menu bar, click on Accounts, then choose Add/Retrieve. While on the Master Account
screen, click on the Profiles button, at the top of the screen, to retrieve the Travel Profile options/functions
and scrolling profile screen. STS will automatically filter the list of travel profiles to show you only
profiles for the account that was on the screen when you clicked the Profiles button. You can change this
list easily and find profiles for any account by using the Find button.

£ Profiles =] E3
| 4 &dd EEfEdt X Delete Bz Copy | < »
Browsze Profiles I Prafile Detailz I
1| | _'l_‘
Aecount  Simple Solutionz, [nc.
Filter:  File Code = S5IMP

ADD PROFILES: When in the scrolling travel profiles screen, click on the Add button to add travel
profiles for a specific account. You will be presented with the following input screen. To move forward
in the cells, use the Tab key. To move backwards, press Shift+Tab. Complete all applicable fields.
Remember to click "OK" to save input.
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TRAVEL PROFILES - ADD continued

£ Travel Profiles

| ¥ Add [EfEdt X Delete Bz Copy | ) Find | < »

=10 x|

Browse Profiles  Profile Details I

File Code: |5!MF'LESEI I

Travel Type: I Fielocations

LI Dezcription: IHeIccatiun

Co. Travel Palicy

Compary Travel Policy

Rooms: How b arm: I 5 How Often: |h-1|:|nth - I How Long: 30
Annual Room Potential: Roorms: | 1800 Hate: I 9900 Rewverue: I 178200

Catering Revenue: Rm FRental: I 3000 Food: I S000 Beverage: I a

Contacts: {420 Smith

Travel PatternsSeazonality: Long Term

Guest Prafile: |Felocation travelers

FRezervation Process: ||ndividual

Billbg: |Faps: own. Beimburzed by comparny.

Meeds: [High speed internet access: Transpartation to their offices

Competition:  Hotel Rates: Benefitz/Dizlkes
Residence Inn 105,00 P Micer suites. Location not as canvienent,
0.00
0.00
0.00

Account Simple Solutions, Inc.
Filter: Al Profiles

Fill in the appropriate fields and click the “OK” button to save. Remember you can click the
“look-up” button on those fields that are validated to pop up a “look-up” list of valid answers.
You can also click on the Profile Notes tab and enter any additional notes about the profile you

are adding.

EDIT PROFILES: Highlight the profile you would like to edit on the Browse Travel Profiles screen
and click the Edit button. You may change any data by typing over the previous entries. If edited,

click the “OK” button to save changes.

DELETE PROFILES: Highlight the profile you would like to delete on the Browse Travel Profiles

screen and click the Delete button. You will be asked to confirm the deletion.
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TRAVEL PROFILES continued

FIND PROFILES: The Find button allows you to quickly locate a profile for a different account.
From the Browse Profiles tab, click the Find button and enter the search criteria. You can search by
File Code, part or all of the Account Name, Travel Type or room volume for Extended Stay, Transient
and/or Group. When searching by Account Name enter only the beginning of the name. This will
minimize the chances of entering a misspelled name.

% Travel Profile Filter
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TRAVEL AGENTS

This section of STS is designed to automate the collection of travel agent information for an account,
including the agency name, address, contact info, their IATA number, among other things. You can add
information for as many agencies that may book for an account.

From the main menu bar, click on Accounts, then choose Add/Retrieve. While on the Master Account
screen, click on the T/A’s button, at the top of the screen, to retrieve the Travel Agents options/functions
and scrolling profile screen. STS will automatically filter the list of travel agents to show you only agents
for the account that was on the screen when you clicked the T/A button.

£ Travel Agents | [ Of =]
| [ add [EfEdt X Delete Cop_l,l| 4 >

Browse Agents I Agent Details |

File Code  |Agency Mame

Aocount:
Filter:  File Code = SIMP

ADD AGENTS: When in the scrolling travel agents screen, click on the Add button to add travel agents
for a specific account. You will be presented with the following input screen (next page). To move
forward in the cells, use the Tab key. To move backwards, press Shift+Tab. Complete all applicable
fields. Remember to click "OK" to save input.
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TRAVEL AGENTS - ADD continued

£ Travel Agents

| [ add EfEdt X Delete Eup_l,l| a >

=10 %]

Browse Agentz Agent Details I

File Code: | I

Agenciy
Address:

Ciy:
State:

[T A #:

Zip: I_

GDS Systen:

[

Pzeudo City:

Rate Access: I

Contact 1:
Phaone:

E mail:

Contact 2

Phone:
Ermail:

Maotes:

I .

Ext.

Fam: I

I .

Ext.

Faum: I

Account:

Filter:  File Code = SIMP

Fill in the appropriate fields and click the “OK” button to save. Remember you can click the
“look-up” button on those fields that are validated to pop up a “look-up” list of valid answers.
You can also enter notes in the notes window pertaining to this travel agent.

EDIT AGENTS: Highlight the agent you would like to edit on the Browse Travel Agents screen and
click the Edit button. You may change any data by typing over the previous entries. If edited, click

the “OK” button to save changes.

DELETE AGENTS: Highlight the agent you would like to delete on the Browse Travel Agents screen

and click the Delete button. You will be asked to confirm the deletion.
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LOST BUSINESS

The lost business module allows you to capture and quickly summarize/analyze business which you could
not book or business you have sent out a contract for then the group canceled. The lost business module is
integrated with the group booking screen. When you cancel a booking the information is automatically
transferred to the lost business file. You may also enter lost business information that is not associated
with a particular booking. You have the ability to easily trace a piece of lost business for follow up in the
future. When utilized regularly, the lost business module can quickly provide you with vital information
concerning missed booking opportunities.

From the main menu bar, click on Accounts, then choose Lost Business. A screen similar to the one
below will appear. You can change this list easily and find Lost Business entries for any account and/or
contact by using the Find button.

£ Lost
[+ Add Egdit ¥ Delete i:"_-| Copy | ¥ Find =3 Print Etlipboard A letters -+ | @ B _I

Browse I Dretailz I

LOCC... [FILE CODE [EVENT NO|DATE | TYPE [ACCT NAME [seL. [mEMD | =]
DS5TT+ BIRTHDAY 0B/25/03  AMal | Bithday Partys-Catering AlP
DS5TTw= CHURCH 09412/03 AMAl | Church Groups AlP
: SIMPLESO |AAL | Simple Salutions, ne. ]
DSTT MO BEKD | 1st Baptist Church klw | [ [ |
TEST1 420TH 02/22/04  BKD | 420th Engineer Brigade KL
TEST1 420TH 02/23/04  BKD | 420th Engineer Brigade kL
DSTTH  DIAB 01409/ CITY Diab KL @
DSTTH [INO 034124M CITY  Inquiries KL ;I
Could not accomodate Dexter's group in September due tolimited meeting zpace. He does have _ﬂ
another training seminar he will be scheduling for December. | will contact him in August to discuss
that buziness.

Filker: All Lost Buzineszsz

ADD LOST BUSINESS: When in the scrolling lost business screen, click on the Add button to add lost
business transactions. You will be presented with the following input screen. To move forward in the
cells, use the Tab key. To move backwards, press Shift+Tab. Complete all applicable fields. Remember
to click "OK" to save input.
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LOST BUSINESS - ADD continued

£

Lost Business Hi=]

e« > N

[#] Add T Edit 3 Delete [ cupy| '# Find =3 Print [T Clipboard - Letters =

Brawse D

File Code: [SIMPLESD o]

Event Mo: & I Avrival: Departure: Lozt Bms/Revenue
LostOnc | 2/26/2004 [ | 9/15/2004 [ 9417/2004 [ Esinms: 15
Account Mame: [Simple Su:ulutic_ns, Ihc. Ayg Rate: | 12900
Contact Mame: |k j I[)e:-cter IM:Kenzie _I Raom Revenue: 1935
Title: |Frezident | Food Reverue: 500
Addresss 110310 Main Street Bev Revenue: 0
FPrEH191 Room Rental: 350

= it I sirf 2

State: [ Zip: |22L'IHCI

Emall: |zimplezoicternlz.com
Phone: [705-575-9300 Bt
Sales Rep: m Fax: |703-973-9301
Laost Buz Code: m
Sales Call Code: m
Trace Date: | 5/23/2004 _i Trace Code: |FU :]

Could not accomodate Dexter's groupin September due to limited meeting space Heﬂ
dioes have anather training seminar he will be zcheduling for December. | will contact
him in &ugust to discuss that buziness.

H

Filker: Al Lost Buzsiness

Fill in the appropriate fields and click the “OK” button to save. Remember you can click the
“look-up” button on those fields that are validated to pop up a “look-up” list of valid answers.
The “look-up” button on date fields pops up a calendar allowing you to “double click” on a
date to choose. The notes window at the bottom can hold an unlimited amount of text for each
lost business entry.

An important feature is the ability to automatically generate a sales call and a trace from the
lost business screen. STS will automatically attach the notes from the lost business entry to
your sales call and future trace. This allows you to easily follow up with a group for possible
future business as the notes from the last conversation will be attached to the trace.

EDIT LOST BUSINESS: Highlight the entry you would like to edit on the Browse Lost Business

screen and click the Edit button. You may change any data by typing over the previous entries. If

edited, click the “OK” button to save changes.

DELETE LOST BUSINESS: Highlight the lost business entry you would like to delete on the Browse

screen and click the Delete button. You will be asked to confirm the deletion.
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LOST BUSINESS continued

FIND LOST BUSINESS: The Find button allows you to quickly locate a lost business entry. From
the Browse tab, click the Find button and enter the search criteria. You can search by File Code, part
or all of the Account Name, part or all of the contact’s Last Name, range of dates, salesperson and lost
business type code. When searching by Account Name or Last Name, enter only the beginning of the
name. This will minimize the chances of entering a misspelled name.

£ Lost Buziness Filter [_ O]

Lost Business Filter

File Code: || _|
Account Hame: |
Last Hame: |
Lost On: I E Thru I E
(]3]
Lozt For: I E Thru I E
Salesperson: | I

Lost Bus. Code:

« 0K X Cancel |

Fill In Fields You Would Like To Filter By

Chck OFK To Filter or Cancel To Abort

CLIPBOARD: You can copy contact name/address information from the Lost Business Screen to a
document in Word. Locate and highlight the contact you would like to copy. Click the Clipboard
button. Once in Word, click your right mouse button and choose “Paste” with the left mouse button.
The info will be pasted into your Word document in the format as if you were beginning a letter to the
contact. This can be very helpful in quickly generating a follow up letter. It is recommended you
create some boiler plate letters and save them without the address block at the top of the letter. You
can then open one of these letters and paste a contact’s name and address which you copied to the
clipboard from the lost business screen.

PRINT: You can print a lost business report by clicking the print button. You will be presented with

a Find screen. You have to identify how much information you would like on the report. The more
information you enter on the Find screen the more specific the report will be.
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DAILY TRACKING

Once you have added accounts to STS you may track their activity one of two ways: By importing their
activity from the MSI property management system and/or manually posting their activity. The key
field for tracking is the CORP NO field on the account screen. This code identifies the account and
will be used during the import process from MSI. The CORP NO will also be required if manually
posting tracking information in STS. You should import your tracking on a weekly basis.

Currently the import function only works with the property management system from MSI.

Import Tracking

Once you click on the Daily Tracking option from the main menu bar, you will be presented with the
following menu: Import Tracking and Add/Edit Tracking. Click on Import Tracking.

£ Import Tracking HI=lE3

Import Tra-::kim_:ll Irmported Calendar I rknown Inhouze Records I nknown Checkouts I

'ou Hawe 46 Files To lmport

55100265, CKO =
55100285 INH
55100286, CKO
55100286 INH
55100287, CKO
55100287 INH
55100288, CKO
55100288 INH
55100289.CK0 d|

Click Impart To Continue or Close Tao Abod

& Import X Close |

The Import Tracking Screen appears. This initial screen directs you to insert your Data Disk into drive
A and click the OK button. The files on the diskette will be displayed in the window. Files that end
with INH are inhouse files. Files that end in CKO are checkout files. The number in the file name is
the number of days since January 1*. MSI assigns the names to the files. Click the Import button to
begin the import process. During the import process STS checks each inhouse record for a corporate
number. If one is found it is checked against the corporate number field on each account in STS. If a
match is found, that transaction is posted. If a match is not found STS then checks for a company name
and tries to match that against the company name field on the account screen.
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Import Tracking (continued)

£ Import Tracking HI=lE3

Impart Tracking I Imported Calendar  Unknown Inhouse Records i Unknown Checkaouts I

Enter Corporate Mumbers for Each Comparm
Click Import To Post &l Transactions YWith a Corporate Mumber

DATE  |Cop MO COMPANY NAME |Seament| Rooms| &.0.R] Foom Rev|s <]
11/02/00 BOEING TRAVEL CORP 1 79 79 C
10/23/00 BONAY. POWERS GOWT 1 77 77 b
10/24/00 BONAY. POWERS GOWT 1 77 77 h
10/25/00 BOMAY. POWERS GOWT 1 77 77 b
10/26/00 BOMAY. POWERS GOWT 1 77 77 1
10/14/00 COLUMEIS CURRIER SYSTEMS CORP 1 110 10 ¢
10/15/00 COLUMEIS CURRIER SYSTEMS CORP 1110 10 ¢
1041100 CREATIVE ADVANTAGES SPEC

1 I} 0cC
2 N T I I T -
1 | 3

\/ Import x Delete |

When a match cannot be found, with the corporate number or company name, the inhouse transaction is
saved to the Unknown Inhouse Records file. You should review this file on a regular basis and
either enter a valid corporate number or valid company name. When you click in the Corp No
cell, you can either type in a valid corporate number or, click the lookup button to see a list of all of
your accounts. You can also edit the company name to match the way you have it setup on your
account screen. Modifications made to this screen should be communicated to the front desk so
they can modify the guests’ inhouse record. If the inhouse record is not corrected in MSI, you will
have to correct it on this screen every time you import. Once you have corrected some or all of the
transactions, you can then click the Import button. STS will look at each of the unknown transactions
and post the ones it can find a match for.

Since all inhouse records are included in the import file, you will need to delete some transactions that
either should not or could not be posted due to erroneous information. Highlight the transaction and
click the delete button. You can also highlight a transaction, hold down the shift key and tap the down
arrow key, or hold down the shift key and click your left mouse button, to highlight multiple
transactions. When you click the Delete button those transactions highlighted will be deleted.

STS User’s Guide 2/15/06 -42 -



Import Tracking (continued)

£ Import Tracking

Impart Tracking  Imported Calendar I Unknown Inhouze Recards I Unknown Checkaouts I
Hatel Day |lnhouze| Posted|Tranzactions | |Checkouts| Posted | Transactions| File Mame -
’ ; '-.I.-' : '-.I.-' : I
[ 10413400 Fri Y 1] 1 hd 1] 36
2] 10414400 Sat Y 1] an i 1] 12
. 10415400 Sun hd 1] 27 hd 1] 5
[ 10416400 Man Y 1] 11 hd 1] 4 _]
[ 10417400 Tue Y 1] 9 Y 1] a
2] 10418400 wied Y 1] 36 i 1] B
|| 1019400 Thu hd 1] £l hd 1] 12
[ 10420400 Fri Y 1] 2R Y 1] 9
[ 10421400 Sat Y 1] 25 Y 1] 3 g
KA _>I_I

=10 x|

The Imported Calendar screen allows you to review dates to determine for which days you have
imported tracking. It also shows you the total transactions exported from MSI (Transactions) and how
many of those transactions were posted to accounts in STS (Posted). There is also a Y in the Inhouse
column if you have imported tracking for that date. STS will not allow you to accidentally import the

same day twice.
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Add/Edit Tracking

The Add/Edit Tracking option allows you to add, edit or view previously entered tracking. This
includes transactions that may have been imported. You must enter tracking information to generate
many of the reports under the Account section (Main Menu | Reports | Accounts).

Once you click on the Daily Tracking option from the main menu bar, you will be presented with the
following menu: Import Tracking and Add/Edit Tracking. Click on Add/Edit Tracking.

£ Tracking _ O] x|
| 5] Add [EfEdt X Delete | @) Find BhPrint | <« »

Browse Tracking I Tracking Dietails I

Segment| Corp Mo

COMTEQUIF 14 7400
DSTTe= O07/31/00 PR AUTO 4 7400 148 kLW
DSTT= O7/3400 PR DAMNARM 14 §70.00 380 kL
DSTT« O07/31/00 (PR DART 34 7200 2443 &P _I
DSTT« 07/31/00 PR DLUBAK 4 $74.00 236 KL
DSTT« 07/31/00 PR baLco 2 F7E00 144 LW
DSTT« O07/31/00 PR D a3 $7a00 234 kLW
DSTT O07/3/00 PR EMMIS 4 7400 296 kLW

Filker:

From this screen you can utilize the Add, Edit, Delete, Find or Print options.

The Add, Edit and Delete buttons allow you to add, modify or delete transactions added from this
screen or through the Import process from MSI.

The Find button allows you to filter transactions by Corp NO and dates. This is helpful if you are
looking for transactions posted for a certain company or during a certain period of time.

Changes made to the transactions above will be reflected in the YTD statistics on the Account screen.
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The screen below illustrates the Add/Edit screen.

£ Tracking

¢] acd [

You can view the details of a transaction by clicking the Tracking Details Tab.
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After clicking the Add or Edit button you will see the detail screen. Enter/modify the transaction and
click the OK button to save the changes or Cancel to abort. You can click the buttons to the right of
the Segment or Corp NO fields for look-up.

. £ Tracking

7431200

The Rate Tier field is optional. It allows extended stay hotels to track what tier the rate paid falls into.
The Rate Code field is also optional. It adds another way to track the type of rate charged a client.

This could include pre-opening rates, holiday rates or special marketing rates. You need to add the rate
codes under Utilities | Table Maintenance | Rate Codes before you can enter codes in the field.
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BOOKINGS

This section will allow you to enter group rooms business. Although most of the other tracking features of
the program record "history", this section will record "future business" then also the group's "rooms pick-
up". The Group Booking screen is also used catering only functions. Some systems have a separate
booking screens for rooms and catering. In STS you always start with this booking screen regardless if the
group is rooms only, catering only or rooms and catering.

Once you click on Bookings from the main menu bar, choose Add/Retrieve.

£ Bookings = [=] E3
” [#] Add Edit ¥ Cancel | % Delete Copy s Callz Q}lraces ﬁ""_'Ea_tering Prink | [ o p | |
Booking I Browse | Otherlnfo | Biling | Pick Up | Notes |
Haotel Cade; [#000 I Skatus: IT 'I SING | 92.00 TRIE| 000
File Code: |SIMPLESD i ;
o B Group Tope: [ ] poue| 11500 guap| oo
AcctMame: [Simple Solutions, Inc Arrive: 11-"”:5-’2[104_| Time:
Event Name: |Simple Salutions. nc Depart: [11/12/2004 || Time:
AL ;‘Efl;:nﬂhgim Blieel Segment: m washiz [ 10
City: [Forrom Salesperson LY : iKLW :I Blocked Actual
. Contract Due: 3.-"!3;’2004_' Fioums:l B I i
State: I'\.;',é.. Zip: |22U?E| Country: | Cut OFF mJ A DR I—SEI I—
Booked By: [i; |Deuter 2 [Mckenzie Booked On; MJ Revenue | 5540 [ O
Title: | Frezident =l Dear: IMl Mckenzie Fasy Mathad: m
S F'honn_a: 703-578-3300 Ext: | Faw: |TD3-5?8-33IJ1. Fooming List [10,25,2004 . Business Origin: [CREF -
=1 Email: fsimplesoiEerls com Guarantes B 111/ 5./2004 BEQ Cue By | + _I
Dev| Date | sNG | Rate |DOUB| Rate | TRIP | Rate | gueD | Rate | Comps] -
EER 1145/04 20 93 0 119 0 0 0 0 0
Tue 11/16/04 20 933 0 119 1] 1] 0 i 0
Wed 11.17/04 20 93 0 114 I 1] 0 i 0

Booking - Field Overview

When the Add/Retrieve option is chosen, the user is presented with a screen containing a completed
booking record, if any records have been added. To add a new booking, simply click on the ADD button
(top left of screen) and you will be presented with a blank Booking input screen. Following is a description
of the individual input fields:

(Note: The Booking tab (bottom left of screen) is highlighted to indicate that you are working within this
area.)
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Booking - Field Overview

Hotel Code: The hotel code will default to whatever code was entered under Utilities / Configure
Hotel Info. If this field was not changed, XXXXX will appear. You should leave the default.

File Code: Enter file code for the account for which you will add the booking. Click on
account/file code then click on "OK" to retrieve to screen.

Status: Please enter Definite, Tentative or Prospect (rooms will not be deducted from allocation
for the "prospect” status).

Group Type: Please enter R for Rooms, C for Catering or B for Both (rooms and catering).
Event Number: Once the booking is saved, an event number will automatically be assigned to it.

New/Repeat: Is this the first time the account has booked group business with you? Enter N for
New or R for Repeat.

Account Name/Book Name/Address: If this information was input when the account was
originally added to the system, it will be retrieved to the screen. You may type over any fields to
modify the information. (Note: The account name will be retrieved into the book name field.
The book name may be changed, e.g. account name = IBM, but the book name = IBM Regional
Meeting.)

Booked By/First/Last/Title/Dear/Phone/Fax: Complete these fields for the person who booked
this piece of group business. Click the “look-up” button for a list of contacts on file for this
account.

Sing/Dbl/Trip/Quad: Enter the rates applicable for "Single", "Double", "Triple" and "Quad"
occupancy. These "labels" may be changed/customized under Utilities/Loc Info. Ensure rates are
added before you enter arrival/departure dates.

Arrive/Depart Dates:  Ensure the previous rate fields have been completed as applicable, then
enter the arrival and departure dates of the group. To the right of the date, you may also enter a
time (e.g. the hour a bus tour is scheduled to arrive/depart).

Segment: The segment code will be automatically retrieved from the account screen. You may
modify it for this group booking if necessary.

Wash: The system is requesting a "wash factor" percentage (blind cut). Example: The Jones'
wedding party reserves 100 group rooms. You expect that only 50 will be picked up. The wash
factor would be 50%. Wash is what percentage will not show up.

Salesperson: The salesperson's code will be automatically retrieved from the account screen. You
may modify it for this group booking if necessary. The 2" sales person field is for the person who

will be taken care of the catering details if applicable.

Contract Due (Date): Enter the date when the signed contract must be returned.
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Booking - Field Overview
Cut Off (Date): Enter the date when the room block will be released.

Booked On (Date): The date will automatically default to today's date (in the system). You may
type over the field with an alternate date if applicable.

Resv Method: Enter a code specifying how the group will make their reservations. I for
individual, L for rooming list. You may click the look-up button to see a list of valid codes.

Rooming List (Date): Enter the date the rooming list is due back, if the group will be making their
reservations via a rooming list. Leave the field blank if they are not using a code specifying how
the group will make their reservations. I for individual, L for rooming list. You may click the
“look-up” button to see a list of valid codes.

Rooms Grid: Once you add rates and arrival and departure dates in the aforementioned fields, the
grid will be filled out with this data. You may now enter the total group rooms reserved for each
date and category (including "comp" rooms). Click on the blank fields and use the Enter key and
the left/right arrow keys to move around the grid.

The Rooms, A.D.R., and Revenue fields, on the right side of the booking screen, are totals for this
booking. These fields are calculated fields and will be filled in once you save the booking. You cannot
modify these fields directly.

During the Add Booking process the Decision Date (contract due), Cut-Off Date, Rooming List Date,
Cancel By Date and Guarantee By Date fields can be automatically filled in via a formula. To add these
formulas, click Utilities | Configure Hotel Info | Program Config tab.

When all applicable fields have been completed on the ADD BOOKING screen, click on "OK" (top right
of screen) to save new booking information. Prior to saving, you may also add information under the
tabs ("other info", "billing"” or "notes”) located on the bottom left of screen. (This information may
also be added at a later date by retrieving the booking then "editing" the appropriate section.)
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BOOKINGS - OTHER INFORMATION TAB: When adding a new booking, you may click on the
Other Info tab (bottom left of screen) to access this window. This information will be needed if you will
use the automated contract/document merging features of STS.

£ Bookings =] E3
” |#] &dd Edit ¥ Cancel | % Dielete Copw s Calls €% Traces ﬁ;:l:a_tering Frint | |4 A » |
Biling | Pick Up | Motes |

Booking | Browse |

Hatel Cade: #5000 I Statuz: IT 'I SIMG | 39.00 TRIF 0.00
File Code: |SIMFLESO i
Eventho: [ 2775 Group Type: [ ] poue 11200 guap [ ooo
Acct Mame: [ Simple S olutions, Inc Amiver [11/15/2004 _I Time:
EVBr:dr:IamBZ Simple S olutions, Inc Depart: |11/13/2004 _I Tirne:
S al e —_———
1925 -!_03 LAl et Segment: h Wwazh 5 10
FrEH1591 - r
Cite [Farar Salesperson [CL : = iKLW j Elocked Auctual
: Contract Due: | 3/13/2004 _I Rooms: =] 0
State: [\5 Zip: [22050 Country: | Eut Off, [T072572000 | ABAS EE]
Booked By: [k |Diester 5l Mckenzie Booked Or: m’_l Revenus: 5940 0
Title: E'rssidenl = Dear: rfn Mk enzie Eesv Method: m
3 F'hom_a: 3.03-9?8-9300 Ext: | Fax: | 702-978-9300 Fiaoming List: [T0.05, 2008 Buginess Origin: [CREF I
=V Email |simpleso@erols. com Guarantee By |11/ 5./2004 BEO Ciue Bu: | + ¢ _I
Onsite Contact: |0 exter Mok enzie Fiooms - Cancel By: | 5419/2004 _I Catering - Cancel By I e _I
T B fe TEif : al - g Booking ser Field : S——
omments: |Computer training seminar. Al eguipmen - e R oo
muszt secured each evening. Resv. Type: |GTD Pack B =
ErE ackage Price 2: 0.00
= Package Frice 3: 0.00
e & Fackage Price 4: 0.00
18T4 #:
Contract Tups: |G = MNew/Repeat: IR 'I Revised On: [ 2/25/04 Bu: IEW

Several of the fields under the other information section contain "prompts". While in the "add" or "edit"
mode, position the mouse cursor over the field to access these prompts when available.
Onsite Contact: If known, type in the contact that will be onsite with the group.
Comments: IMPORTANT... These are comments that you want others to see, e.g. the tour director’s room is
“comp”, group needs transportation, etc. These comments will appear on certain system reports. On the
other hand, the "Notes" section should be used for personal notes on the group.
Contract Type: G for Group or E for Extended Stay.
New/Repeat: N or R. Is this a New or Repeat piece of business.
Cancel By: Enter the date by which the group could be cancelled without penalty.

Business Origin: Where did the business come from? You must set up the database (e.g. central
reservations, cold call, etc.) of codes under Utilities/Table Maintenance/Origin Codes.

Resv Type: The system will default to guaranteed.

Group Code: Enter this code which will come directly from your reservation system. This code would
typically be created after reservations creates the room block in the reservation system.

IATA #: Enter the travel agents IATA number if this group reservation was made by a travel agent and you
will be paying a commission.

Revised On/By: When a booking is modified, the date that it is edited will automatically appear in this field
in addition to the salesperson "id" code.
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BOOKINGS - BILLING TAB: When adding or editing a booking, you may click on the Billing tab
(bottom left of screen) to access this window. This information will be needed if you will use the
automated contract/document features of STS. You only need to fill in the information that is pertinent to
the group you are entering. Minimally, you should check the Room/Tax, Incidentals, Meals and Catering
boxes to indicate how the group will be paying. Also typing the method of payment in the appropriate
fields would be helpful.

£ Bookings _ [O] x|
” |#] Add Edit > Cancel | % Delete Copy 23 Calls {} Traces f‘:_ Catering Print | [ o b | ‘
Booking I Browse I Other Info ngl Pick Up I Mates I
Hotel Cade: [50007 Status: IT "I SIMG | 99.00 TRIF| 0.00
File Code: |SIMFPLESD i
P &
il —iﬁb— Group Type: m DOUB I'I'!S.UD QUAD I 0.00
Acct Mame: [Simple S alutions, Inc Arrive: 11«”:5?2“04_' e
Event Name: [Siple Solutians, Inc Depart: [11/16/2004 | Time:
Address ;Efg;hllan Street Segment: m Wazh i 10
City: Failrfa:-c - Salesperson |FL' FEIRLW B Blacked Actual
- Contract Due: | 2/13/2004 _I Faams: EO i]
State: |\,f,a_ Zip: |22030 Country: | Cut O —1Uf25£2[]D4J ADR: T
Booked By [14r. |Deuter 2 Mekenzie Booked On: m_l Revenue: 5340 I_U-
Title: E'reﬁid_enl : =l Dear |rfu M_ch:nzie Resy Method: m
o F'hc-m_a: .flIZIB-B.-’E-!':DD[.I Ext: | Faw: | 703-978-9301 Raoming List [T0725,2004 1, Business Drigin: m
=1 Email: [simpleso@erols com Guarantee By: |11/ 52004 BEO Due By | / _I
Master Indiv. Other: |CC for Fisserving Fooms Only = D/B Requested: [~ A7R D: I
::‘U_de” Ttal” |E F Biling: [ncividuts Pay Allnciderials  w| | CteditAppApproved: [ = Limit: [ 2500100
nidentals: [
Meals: [~ [ Authotized: [Dester Mokenzie Depasit1: [ | At 000 =
Catering: [7 [~ Signatures: Deposit 2 [ _I Armnt; 0.00 %
Tax Exempt; [ Method OF [Ficom/Tax Direct Biled = _| Amt 0.00 B
HnomTaxZ:l"iUUD b X = FinalPay [/ / O Amb ooo s
Occ Taxz: | 0.000 T = CCTupertt I j
Baggage $: [ 0.00 Per I j" Exp. Date/Mame: |

Room & Tax, Incidentals, Meals, Catering (Master/Individual): Will room & tax, incidentals and
meals be charged to the master group account or an individual folio? Check the appropriate box
indicating how the group will pay for each item as applicable.

Tax Exempt Status: Check if the group is tax exempt.

Room Tax/Occupancy Tax: Enter the percentage that will be charged for room and occupancy
tax, e.g. 4.5 for 4.5% or 10.0 for 10%.

Baggage: Enter the dollar amount that will be charged, PER for person or BAG for Bag e.g.
$1.00 per Bag.

Other Billing: Enter any relevant billing comments such as “Meeting Room Only Is Direct
Billed”. You can add common responses to the drop down list from the Table Maintenance screen

(Utilities | Table Maintenance | Other Billing Comments).

Authorized Signature(s): If the group is direct billed, who is authorized to sign the bill.

Method of Payment: You must enter the method(s) of payment which will be used by the group,
e.g. Individual Pay, Direct Bill, Credit Card.
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BOOKINGS - BILLING TAB

Direct Billing Requested: Check if the group is requesting direct billing.

A/RID: A direct billing "id" assigned to this group by accounting.

Credit Approved: Check if the group has an approved credit application on file.

Limit: How much credit (in dollars) has been established?

Deposits Due 1 & 2 & 3: Enter the applicable dates and amounts for advance deposit(s).

Credit Card Type/Number #: Enter credit card type/number if client will use this method of
payment.

Expiration Date: Enter the expiration date on the credit card, if applicable.
Name on Card: Enter the name on the credit card, if applicable.

You may click on "OK" at this point or click back on the "Bookings" tab (bottom left of screen)
then save the entire booking.
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BOOKINGS - PICK-UP TAB: Once a booking has already been added for a group that has stayed with
you, it is recommended that you update the pick-up information to have an accurate history of the group.
First, retrieve the booking that should be updated by using browse (bottom left of screen). Next, click on
the "pick-up" tab on the bottom left of screen to access the pick-up window. Click on Edit. Now, you
may click within the room grid to update the information. Remember to click on "OK" to save the new
information. Click on the "booking" tab (bottom left of screen) to return to the main booking screen.

£ Bookings O] x|
” |#] &dd Edit * Cancel ‘ %Qelete Copy Zis Calls E} Traces ﬁitaﬁering F'lint | |4 o » » |
Booking I Browse I Other Info I Biling Pick Up I Motes I

Hatel Cade: [0 I Status: IT 'I SING | 93.00 TRIE| 000
File Code: |SIMPLESD I
At i Group Type: IH "I DOUB | 119.00 0 @UAD I 0.00

EventMao: | 2715

AcctName: |Simple Solutions, Inc. Aurrives 1'!4"15.-’2UEH1J Time:
Event Name: |Simple Solutions, [ne. Depart: mJ e
Address: (103100 Main Shieet Segment [0 2] Wesh % 0
PHE#131 :
City: Fanfan Salesperson |FLWw A ELW o Blocked Actual
_ Contract Due: | 3/13/2004 _I R ooms: I 5] I o
State [\ |2 [2o050 | Cowntme [T CulOf [1o75zma ] ABR 5 |
Booked By: [R [Dexter 2 [Mckenzie Booked On: MJ Revenue: | 5040 [ 0
Title: |President = Dear: IMl Mckenzie Fesy Method: tl
S Phnnn?: F03-978-9300 Eut: | Faw: | 703-378-3307 Rooming List: [10725,2000 | |, Business Drigin: m
=3 Email: | simpleso@erck.com Guarantes By [11/ 5/2004 BEO Due B | o _I

¢

E
NOTES: When adding/editing a booking, you may click on Notes (bottom left of screen) to access a notes
window. The Notes tab (bottom left of screen) is darkened to indicate that you are now working within
this area. Simply type in your personal notes for this booking, then click back on the Booking tab (bottom
left of screen) to save notes and return back to the Add Booking screen. IMPORTANT...If you would like

comments to appear on system reports, enter the comments, e.g. the tour director eats free, under the
Bookings/"Other Info" tab.
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BROWSE: (Bottom left of Booking screen.) This option will be useful when you have numerous
bookings in your system. While on the Booking screen, click on the Browse tab in the bottom left corner.
You may now browse through the scrolling list of bookings to retrieve a specific booking.

£ Bookings = [=] E3
” [#] Add Edit ¥ Cancel | % Delete Copy Zis Calls Q} Traces ﬁ:_ Catering Print | |4 o » p| |
Booking  Browse | Otherlnfo | Biling | Pick Up | Motes |

Lok Far: im [~ Show Future Bookings Only

[~ Exclude Canceled Bookings

SotBy:  FileCode 8 EwventMame ¢ ContactLastMame  Amival Date ¢ Ewent Number

File Code iEvent ﬂlEvent MNarne I.-’-‘n.rrival |Departure |E0ntact IStatus IEXL |‘:]
CORPORAT 785 SIL Intemational 02/24/1  08/24/01  Echerd T ;
WED-CATEl 435 Simmonsd Carmon Wedding S hower 0407/ 0407401 Jones B I

SIMPLESD 1 Simple Solutions Board of Director's Meeting 03/07/00 0370801 | Mckenzie T i k
SIMPLESO | 27 Simple Solutions. Inc. 11415/04  [11418/04  |McKenzi

Fishd 1421 |Simz Family Reunion orm102 07402 T ¥ F
GRADFPART 449 | Sims Graduation Party 08419400 05/15/01 T o I
CHURCH 1212 |Singing Hills Baptist Church 04419402 04/20/02  Bemy 6] P_i
SMART TRt 1116 Smart Travel 010702 01/07/02  Martin Bl i
SMART TR: 1124 Smart Travel 01421402 /28/02  Martin D i
SMART TR: 1185  Smart Travel 02/04/02  02/25/02  Martin Bl I
SMART TRt 1188 Smart Travel 0304402 03/25/02  Martin Bl I
SMART TR: 1429 Smart Travel Com 05/15/02 |05/13/02 | Gamon D I
SMERF 1440 | Smerf Groups 05/26/02  05/25/02  Mcknight T b
MORMIMGS 1935 | Smith and Assoc Mortgage 02/m/03 0201503 Smith D ] i
4 | _>I_I

You search for a booking by clicking on one of the buttons at the top of the window. To search by Event
Name, click on the Event Name button. Start typing the name of the Booking you are looking for. The
program will quickly find matches for the letters you have typed. The browse option is generally the
fastest way to retrieve a booking. Within the browse screen, you may also click on the elevator bar arrows
(right center of screen) to move the list up or down. You may also move through the list by dragging the
elevator button on the right. Canceled bookings will display in Red.

You may also only show future bookings by clicking the Show Future Bookings Only box. Unchecking
the box will display all bookings.

Once you locate the booking within the browse window, simply double click on the event name or click on
the Booking Tab button (bottom left of screen) to return you to the Booking screen. You will notice that the
booking you have selected is now retrieved to the screen.

VCR buttons: (Four arrow buttons on top right of Booking screen.) While on the Booking screen, you
may click on left arrow VCR buttons to go to the previous booking record or to the first booking record.
By clicking on the right VCR buttons, you can move to the next booking record or the last booking record
available. These would be useful if there are a limited number of accounts in the system.
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BOOKINGS continued

Add Booking Recap (under Bookings-Add/Retrieve)

When the Add/Retrieve option is chosen, the user is presented with a screen containing a completed
booking record, if any have been added. To add a new booking, click on the ADD button (top left of
screen) and you will be presented with a blank input screen. To recap:

1.
2.

3.

7.

Go to the Booking (Add-Retrieve) screen and click on Add.

Fill in all pertinent information. Once you enter rates (FIRST) then arrival and departure
date information, the room grid will display lines for each day the group is in house.

Click on the cell in the room grid for which you would like to enter rooms. Use the
arrow keys and/or the mouse to position the outline box on the cell you would like to
enter data for.

If using the automated document features of the system, click on the tabs for "other info"
and "billing" and complete the applicable fields.

Once you have added all pertinent information for this booking, you can click on the
"OK" button to save the booking.

You may add/modify/delete the automatic booking traces for this group. The traces will
correspond to the salesperson who you have indicated.

Once you have saved the booking, you will see the event number field filled in.

Edit Booking (under Bookings-Add/Retrieve)

It may be necessary to edit/modify information (e.g. pick-up data, notes) related to a booking. To edit the
information, you would first retrieve the booking to the screen. This may be done by using the browse or
VCR button options. Once the booking is retrieved to the screen, click on the Edit button. Move around
the fields by using the Tab or Enter key (to move forward) and Shift+Tab keys (to move backwards).
You may edit/modify the fields by typing over the existing information. Remember, click on "OK" (top
right of screen) to save changes.
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Cancel Booking (under Bookings-Add/Retrieve)

£ Cancel Booking

Cancellationf/Lost Business

Enter Cancellation Code and
Additional Lozt Businesz Motes Below

Cancellation Code: I'&'W""l i
L\} Sales Call Code: IEMT I [Dptinal]
Trace Code; IEME i [Optiaral]

Trace Dates | 222422004 [Optiaral]

Group grew too large for our available space. Contact Dester nest month ko
dizcuss their D ecember training 5 eszion |

« OK X Cancel |

To cancel a booking, you would first retrieve the booking. This may be done by using the browse or VCR
button options. Once the booking information is retrieved to the screen, ensure that it is the booking that
you wish to cancel. Next, click on the Cancel button (immediately to the right of the Edit button). You
will be prompted to enter a cancellation code. You can also create an entry in the sales call file by entering
an optional sales call code. Enter a trace data and trace code to trace this cancellation for later follow up.
A Lost Business transaction will also be added to the Lost Business database. The notes you enter in the
notes window will be copied to the trace and the lost business entry.

Activate Booking (under Bookings-Add/Retrieve)

To re-activate a "canceled" booking, you would first retrieve the booking to the screen. This may be done
by using the browse or VCR button options. Once the booking information is retrieved to the screen,
ensure that it is the canceled booking that you wish to re-activate. Next, click on the Activate button
(immediately to the right of the Edit button). When prompted, click on "OK" to complete the reactivation.
(Note: The activate key will only appear on the screen of a canceled booking.)
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Merge Booking (under Bookings-Add/Retrieve)

The automated contract/document merge feature works with Microsoft Word 97, Word 2000 or Word
XP. STS can talk to Word directly initiating the merge process.

Following are the steps to perform the actual contract merge:

STS includes a basic sample contract. This document is a Microsoft Word document that can be modified
to suit your needs or used as a training tool to learn what merge codes have been inserted to produce a
working contract.

>

Within the Bookings | Add/Retrieve screen, use the VCR buttons or the Browse feature to
locate the booking.  Once retrieved, click the Print button.  Choose Merge
Contract/Letters.

From the list of documents, click on CONTRACT.DOC and then Choose.

The event number plus . CON for an extension should appear in the Copy To field. Click
Merge to begin the merging process. Word will be started, if it is not already open, and
the merge process will begin.

Your document should merge and appear on the screen. You now have a Microsoft Word
document on the screen. You may review/change the document (wording, spacing) as
needed. When finished, you may print and/or save it. When saving the finished contract
you can use long file names in Word. This will allow you to name it anything you would
like. If your are adding a date to the name of the document separate the month, day and
year with dashes. Word will not allow you to use slashes “/” in a file name.

Use the same procedures to merge any documents from STS. This would include thank
you and cover letters.
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BOOKINGS continued

Modifying/Editing the Contract Template in Word:

Start Word. Click File|Open. Change your directory by clicking on the down arrow to the right of the
Look In line. If you are modifying the contract templates from the MAIN (Server) PC, choose the C:
drive. If you are modifying the template from another PC, other than the server, locate the server in the
drop down list and click on it. Scroll down the directory listing and double click on the STS folder and
then double click on the CONTRACT folder. You should now see your files in the File Name list. Click
on Contract.doc and then OK. Modify the contract template as needed, e.g. add hotel name. Once
modified, save the document to the same file name. The same procedures would be used for modifying any
merge documents that have been created.

Creating a New Merge Document in Word 97 or Word 2000:

When creating a new merge document in STS it is easier to open and existing working template and modify
it. Once modified you can save the document under a different name. If your contract/letters are very
different from the samples provided it may be easier to open your existing Contract/Letters and insert the
proper merge fields into them. The steps below outline how to attach a data source and insert merge fields
into a new or existing document. It would be easier if you work from the Main Server computer if STS is
installed and networked between multiple computers.

1. Start Word on the SERVER PC. Click Tools|Mail Merge. Click the Create button. Choose
Form Letters. Click Active Window.

2. Click the Get Data button. Choose Open Data Source. In the File Name field, type
C:ASTS\CONTRACT\CONTRACT.MER and click OK.

3. A dialog box appears informing you that no merge fields were found in your main document.
Click the Edit Main Document button.

4, You are now returned to the Word document screen. You can start typing text and inserting the
appropriate merge fields into the document. (Included with these instructions is the Microsoft
Word-Contract Merge Code list which outlines all the available merge fields from the bookings
section that may be used.)

5. Position the cursor where you would like to insert the merge code. Click the Insert Merge Field
button on the tool bar at the top of the screen. Click on the field you would like to insert. The
field will be inserted at the current cursor position in the document.

6. After building your document, save it in the C:\STS\CONTRACT (if working from the Main
Server computer) folder. Remember the name you give the document as it must be added to the
merge document list in the Sales Tracking System. You have completed all of the steps in Word
Jor building the merge document.

1. 7. Start STS. Click on Bookings | Add/Retrieve. From the Bookings screen, click the
Print button and then Merge Contract/Letters. From the Merge Documents screen, click Add.
Enter the name of the document you created along with the description of the document. You
must enter .DOC at the end of the document name when adding it to STS (e.g.
PROPOSAL.DOC). Click OK to save. You can now choose this new document to merge with
the booking information on the screen.
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BOOKINGS continued

CATERING FUNCTIONS

The Catering Module allows you to enter catering functions for a group booking. When you click the
Catering button you will be presented with a screen, similar to the one below, listing any existing functions
for this group bookings. 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.

£ Catering =] B
| [+] Add [EfEdt X Delete B Copy [FyCipboard S Pint | < > |
Browse Functions I Funchion Details | Menu/Service | Payments |

Motes Setup Motes

Setup
Audio Yizual
tder
Beverage
Breaks
Special

Fioom must be zetup by 7:00am. ;I

i 2l T i T B0

Account; |
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Catering continued...

The Function Details screen allows you to enter or edit details for a function.

£ Catenng == E3
| #] add FEfEdt X Delate Copy [B4 Clipboard Prirt | - > |
Browse Function:  Function Details I Menu/Service | Payments |
Bl Eade m Arival 07 /2202 Departure; OF /2502
Event Mo | 774 I Function:

Drate: I.’f'.-"EZ-}.-"DE _I Revenus Categon: [
Start Tirmne: IE_DDam Setup: I 0 3: Sebupe [CLS =

.

Stap Time: [ 5 00pm Brk D I@ Set For: 25
Room Code; !,3_1_,*., I g _25_
e Guarantee: 0
Use Room Mame:i [V Moveable: T Post To Diary: [
Forecast From Detail Actual

Covers Check Revenue Covers Check  Rewenue Cowvers Check  Fevenus

Food: 0 0.00 oon 50 595 44750 0 000 oo
Beverage: 0 000 oo 0 oo 000 0 000 oon
Room Rental; [ 250,00 000 0.00
&5 Ry, [ o000 oo0 0.00
Other Rew: [ oo0 [ ooo ooo
Setup o Foom must be setup by 7:00am, ;I
AudioVizual
b e i
Beverage {
Breaks i
Special i LI

Most of the fields are self explanatory. Below are descriptions of some of the fields that may need
additional explanation.

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 would have this field checked.

Revenue Category: This field allows the functions revenue to be grouped for later reporting.
Forecast Section: The Forecast section allows you to enter forecast numbers for a function. Many
times the client has not chosen a menu when you are entering the function but we still need numbers for

forecast reporting.

From Detail Section: The From Details section will be automatically filled in as you add
Menu/Service items to the function. These items are added on the Menu/Service tab.

Actual Section: The Actual section allows you to enter actual numbers after a function is completed.

Notes: You can enter notes for Setup, Audio Visual, Menu, Beverage, Breaks and Special sections.
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Catering — Menu/Service Tab

£ Catering ==l B3
] [+] &dd [EfEdt 2 Delets Copy Clipboard Prirt | < >

Browse Funchions I Function Details Henu!SewiceI Pavments |

FILE CODE

SIMPLESO /1
weood | SIMPLESO 774 867 07/24/02

cULam

8:00am  5:00pm

Menu buttons for Adding, Editing

M W and Deleting Menu/Service Items.

e |

[+ Add  [Ef Edit ¥ Delete
EVEMT # |DATE FUMC #|CATEGO... [ITEM DESC

74072300 ] Bresks __lAn Early Start

Tr4 07 /2302 866  Breaks An Afternoon Snack 2:30prn $4.85

BEG TIME |COST i =

Fresh Baked Muffinz & Danizh ;I
Freshly Brewed Reg & Decaff Coffes
Azert'd Hot Teas

The Menu/Service tab allows you to enter menu/service items. These items can be merged into a
banquet event order. Click the Add button to add a new item, Edit to Modify an existing item or
Delete to remove an item. The Menu items you add to the lower half of the screen will be attached to
whichever Function is highlighted in the upper windows.
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Catering — Menu/Service Tab

Browse Funchions | Function Details Menu!SewiceI Payments

|FILE CODE

Moo | S5IMPLESO

-y
-
4

R
—Add/E dit Menu [tem
Itern Description: i,-’.m E arly Start B
Category:  [Breaks Applicable Tazes
BED Sectior: |MENL ~] Food Taw: [0 | 0.000
e Beverage T ax: [ 0.000
R | 755 [ [230am BB SewiceChage: [ |_0.000
_ uufan.tlt_'r'- [ 25 Stop: |—E Sales Tax: I |_7.820
Unit Descriphion: ipermn Gratuiies: | 19.000
Total: | 198.75
E=pense Categary: iFuod
Fresh B aked Muffing & Danish _ﬂ

Freshly Brewed Feg & Decaff Coffee
Azert'd Hot Teas

E
x Cancel |

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 lookup list of menu items. Once you choose an item,
press the Tab key to move to the next field. Many of the fields will be filled in automatically.

£ Menu Item Lookup _ O] =]

Categories Menu Items
Category :_J ITEM DESCRIPTION
feeting a
Breaks Breakfast Healthy Start
Erealkfast All Armerican Breakfast Buffet
Erealkfast Ultimate Breakfast Buffet
Dinner Breakfast Continental

BEar

Audiovizual
RN I Ll_‘ < | Ll_‘

Azzorted Juices, Regular & Decaf Coffee,
Sliced Fresh Fruit
Azzorted Muffing, Danizsh & Bagels with
cream cheesze, butter and fruit preserves

o OF ¥ Cancel |

Choose the Menu Category from the list on the left. All menu items belonging to that category will be
displayed in the list on the right. After locating the desired item, double click on the item to choose it.
Fill in the remaining fields on the Add/Edit Menu Item screen and click Ok.
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Catering — Payments Tab

£ Catering

£ Catering

=

Advance Depogit for bMeeting,

After clicking the Add button you can enter the pertinent information regarding the advance payment
for this function. A total of the advance payments will print on the banquet check.
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CATERING - Merge BEO

EEOPalic.doc BED Palicy
BEQCan.doc BED Cancelation Letter
BEEOCaov.doc BED Cover Letter
PHMRCate.doc PR Catering Only
PHMREBoth.doc PMR Catering & Roorms
whelVER . doc waiver farm

Roomzign. doc Roorn Signs

After clicking the Print button and choosing Merge BEO you will be presented with a list of documents
to choose from. Double click on the document you would like to merge with. Click the Merge button
on the next window to begin the merging process. Microsoft Word will open and the Banquet Event
Order will be merged. Once you have reviewed and printed the BEO, close the document in Word
before merging another BEO.
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CATERING - Merge BEO

"‘_Ei Form Letters1 - Microsoft Word

JIEiIe Edit View Insert Format Tools Table Window Help

| =~ .
M20EedS SRR =R - &l :
|ZE---|---1---|---2---|---3---|---4---|---5---|---5---|---?--- ﬂ

Your Hotel Name Here
Banquet Event Order

»
-

Tahoma - 12 -
|

BEO MUMBER: 1600-1320 EVENT DATE: | 03/21/11 I
GROUP NAME: Reliant Energy POST AS: Reliant Erergy
ADDRESS: 2424 Lewvy Street BOOKED BY: Pam Parker

BOOKED ON: | 04/2501

Shreveport, Lo 71103
PLAMNER: Sandy Widis PHONE: 421-4432
ON SITE CONTACT: | Sandy Vidss Fax: d21-4407

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

Dale I Times [ Function [  Set-Up | Room [ ppl | Rental |
082101 | @O0ar- 400prn | Meeting | Classroom | Churchill [z | om |

*Meeting Room Assignments Will Be Determined 72 Hours Prior To Event, According To Final Guarantee

SET-UP INSTRUCTIONS* MEAL SERYICE
10:00am
Classroor seating Health Break
2-8f tables in front of room Health Break @ $6.95++ Per Persan
Standing podium Bottled wiater
*room wil be sl accordhg fo Olierd 5 Specific alions, amy fast Caffee
minwde changes will resul in 2 350,00 Jabor fee Gramola Bars =
AUDIO YISUAL EQUIPMENT® Fogurk +
Fresh Sliced Fruit @
Cnrerbiead Projector @ $35.00 30 @ $6.95 Per person ++
. M ¥
»

JD[awv[%C-;|F\gtoShapesv\ w [ O ‘|&viv£vf—_§lm,
[Page 1 Sec 1 iz [ab09 In3 coldi [rec | [k B ol 3
(sample BEO)

Microsoft Word will open and the Banquet Event Order will be merged. You can save the BEO if you
would like. Once you have reviewed and printed the BEO, close the document in Word before merging
another BEO. After closing the BEO you will see the BEO template with the merge tags. You should
also close the template and return to a blank Word screen before returning to STS to merge another

BEO.
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CATERING - Print Banquet Check

S ES

R U N T o

Today's Date: 0822101 Your Hotel Name Here Page: 1
Your Address
Your City, »< 00000

Banquet Check

Group Hame: Reliant Energy Contact: Sandy Vicks
Address: 2434 Lewy Street Phone: 429-4432 Ext:
2434 Lewy Street Fax: 429-4407
City: Shreveport Email:

State, Zip: L&, 71103

D=te Furction Room MHame term Description Cluartity Unit Frice Total

02/21/01 heeting Churchill Room Rental 1 Each  $500.00 FE00.00

0252101 Meeting Churchill Health Break 30 parson bil=R=la] F202.50

Sub-Total F708.50
Sales Tax 6022
Gratuities: 53753
Service Charoe: §0.00
Tatal: F806.25

Payments: F500.00
Amount Due; $306.25

|F'age1 of 1

The Banquet Check prints all of the Menu/Service items that have been added for a function. This
would include anything you would like to charge the client for.

From the Catering window, click Print and then choose Banquet Check. You can print separate checks

for each day by clicking the “Print One Page Per Day” box. Click the OK button on the next window
that appears. The banquet check will print to the screen.
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BROWSE GRC

This screen allows you to "browse" your GRC (group rooms control) on the screen. You can also print
a copy of that screen utilizing the Print button at the top of the screen. The NET button on the Browse
GRC screen will reduce the block and show you what you expect the group to actually pick up.
Clicking the button again will display the Actual Pick Up for a group. You must be utilizing the Wash
% field on the booking screen for the NET button to work effectively. The Wash % allows you to
identify what percentage of the group you anticipate will "NOT" show up. It is recommended you
enter a Wash % on groups (especially smerf/social type groups) where you do not anticipate the group
will pick up their entire room block. This will increase the accuracy of your forecasts as you will be
able to print out the "NET" rooms versus the "GROSS" (the amount the client says they will pick up).

£ Browse GRC 04/11/04 - 04/17/04 GROSS Rooms = =] E3
IDSTTX'DE 5070 j ‘ Back  Forward ’ Gota Date Q;I] Met Fooms EEE Acct Mame I% Frint &
Browse EHEI Room/Rate Table I Calendar E vents I
Sun | Mon | Tue | Wed | Thu | Fi Sat
Event # |Booked |SP |Seg Ewent Mame by Rate 04411 04412 | 04413] 04414 04415 0416|0441 7]
P 2625 10/15/03 KLW SM O AHDRA T200 20 i i
2494 1008403 KLw (4G D Amencan Bicycle Azzociation a0.00 Fis) h
209 100403 ELw (1N T Frozen Foods Express 45.00 g a g g g g g
Totals | Sun | Man | Tue | Wedl Thu | Fri | Sat |
Total Tentatives g g g g g g g
Total Definites I 1] I 1] 20 1125 | 125
Singles Allocation 25 25 25 25 25 25 25
Doubles Allocation B0 B0 B0 50 B0 50 50
Singles To Sell 25 25 25 2h 14 10 0 -10
Doubles Ta Sel 42 42 42 42 a2 48 | 48
Suggested Rates B3 B3 B3 L] E3 23 23
Tatal Frospects i} 0 i} 0 i} 0 i}

Groups will be sorted by Status and the name of the group displayed in different colors (Red-Definite,
Blue-Tentative, Teal-Prospect).

The Calendar Events tab will display in Red if there are notes for one of the dates displayed. Clicking the

Calendar Events tab will display the notes. The Calendar Events tab is also the screen where you can add
comments for a specific date.
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FUNCTION DIARY

This screen allows you to view the Function Diary. The top part of the screen will list all of your
meeting space along with any functions occupying that space. The event number and name of the
group will be displayed in the time bar. The bottom of the Diary screen will display additional
information including function type, how many to set for, sales person who owns that function and
whether the function is definite or tentative status. The Back and Forward buttons skip backwards and
forward one day at a time. You may also click the down arrow to the right of the date to pop up a
calendar which you can choose a date from.

Placing a check mark on

the Hold All Space box

will hold all space in the

Function Diary. _ O]

Ve
Hold&ll Space ™ 2001 ‘Eack I Saturday |, September 22, 2001 ;! Fnrward’ 2001 | Diary@l

Rooms 7:00a | 2005 | 9:00a |1EI:EIDa | 11:00a | 12:EII:I|3I 1:00p | 200p | Z00p | 4:00p | 5:00p | E:00p | ?:P
BOBE-Bobbisox
HILL-Hill Room

TREE-Treese Roam
FEMNM-Penn R oom
MANC-Mance Foom
CHES-Cheshier Boom 549-T om D atlew Taoe ¢
VIMY Vibward Room
DaNI-Daniel Room
R L-Fawling Boom

The Comments tab turns
Red if you have special
comments for this date.

ATRI-Atrium
UPTR-Upper Temrace -
1| |i¥ | ,

Functiunsl Hold Space | Comments |

Fioom | Function| Set For| Start

THOM 511 09/22/001  |PEMMN MEE 78 8:00am  12:00pm [AJP

[ | Thomas and Assoc
BREAKTHR 735 09/22/01  TREE|MEE 5 00am | B00pm  AJP T | Break Through Promotiong
GROCER 172 09/22/01 PEWNM MEE S Z00pm | 5:00pm AJP O | Grocer's Supply
TDTOM 543 09722/ CHES MEE B0 4:00pm  10:00pm  AJF [ |Tom Danley Tape of the Month Club
4| | 3

The bars on the function diary are displayed in 4 colors:
- Red - Definite
- Blue - Tentative
- Teal - Prospect
- Maroon - Hold

The Hold Space tab allows you to place a Hold on a meeting room.

The Comments tab allows you to enter special events comments for a certain date. The Comments tab
will be displayed in Red if there are comments for that date.
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SALES ACTION PLAN

The Sales Action Plan module is a full-featured project management tool that allows sales 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.

£ Sales Action Plan _ O =]
[#1 Add B Edit 3 Delete @ Find S Print ~ | 40 4 > » ‘

Browsze Projects | Froject Details |

SALES ID|PROJ #|TARGET  [COMPLETED|4CTION | DESCRIPTION -]
KL 3 04E8/03 | 04/18/03 Ad Campaign Ad Campaign

“mm Trade Shaw Alttend Trade Show Chicago
KL 7 05/25/03 Direct M arketi Direct Mark.eting-k asz M ailing
KL B 06418403 Sales Blitz Sales Blitz Dallas —I
L 12 09A15/03 Sales Blitz lez Blitz Local DC Area
1 | Projects are listed in the grid above.

Tasks assigned to the highlighted project.
| gdd,\E‘ Edit ¥ Delets r

COMP_DATE o]
............................ > Fiighi
05/21/03  Pickup Collat®ns
This tool bar is used for adding,
editing or deleting Tasks for the
project highlighted above. _J

Filter: Al 5 ales Actions

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

B sod B Edr 3 Detets # Find B Frint -
Erowse Frojects | Project Details |

Asgigned To: m Market Segment: I[:D I
Target Date: IDE,-'2B.:'2I:II:|3 vi e
Deszcription

L U L

4 ] L v 0K X Cancel ‘

Project: |Trade Show x| [~STD - Chicago
Additional Project Mates: |These are additional action notes to further describe the
action above. vou can type az many notes in this window as —Fepeat B ating
needed.
 Definitely
Goal/Objective: |Increaze braining room nights by 10%. = Probably
Additional Goal Motes: [7ou can tupe unlimited notes in this window to further  Maybe
describe the Goal/Objective above.
{~ Probably Mat
Results: |Once a Froject is complete you would enter the results of the £ Diefinitely Mot

project in thiz window,

Project Cost §: Taszks Cost 3 Trace Date: IDS:’2?HD3 vl

Projected $: Fa0.00 E00.00
s ol Code: 75— =

sctuals: | 70000 <& [ FO00D
Completed: II:I5."'28.-"I:|3 vi

Wwiill 'ou Be Creating Additional Tasks? W [Yes]

Filter: &l Sales Actionz

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.

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.

e 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.

e  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.

e 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 repeating this

Project in the future.
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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 Taszks _ O] =]

Add/Edit Project Tasks

Azzigned To: m

Project Due Date: 05/22./03

T azk Target D ate: IDE£21 2003 VI 7 [vawz BEFORE Project

Tazk: lF'iu:kup Collateral j

Tazk Descrption: lF'ickup Callateral M aterial from Printer

T ask D etails: Type in any additional details or notes related ta the T azk
above.

Projected Cost $: I 300.00 Actual Cost §: 325.00

G/L Account [40-00002 ] Completed: ||:|5;21 203 vI
PO #: |

Trace Date:; IEIE.-"EEI.-’DS "I

Trace Code; &P
W OK x Eam::ell

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 Ultilities | 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.

jl 5ales Action Plan Filter

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 4 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.

£ Sales Action Plan !EIE
& add BY Edt 3 Delete % Fird f;aPnntr ‘

Browse Projects | Project D etails ] ;?LE;E: ;E[;:i i
SALES ID|PROJ #]TaRGET  [compLEr  Erciect Report DESCRIFTION ]
KLw/ 9 D4/16/03_ 04/15/03 Proiect Task feport |3 Campaign

05/28/03 |05/28/03 Trade Show Attend Trade Show Chicago
FLw ? 05/23/03 Diirect M arketing Direct Marketing-Mazs Mailing
kLW E 0E/A18403 Sales Blitz Sales Blitz Dallaz —I
KL 12 09415403 Salez Blitz Salez Blitz Local DC Area

‘ #H Add B Edit ¥ Delete

1] | _’]ﬂ
|
|

PROJ_WO[DATE  [DESC |comP_pate]
5 05/07/03  Book ailine Flight 05/07/03
Il 5  [05/21/03 |Pickup Collateral Material from Printer 05./21/03

Filker: Al Sales Actions

30/60/90 Day Report — This report will prompt you for a starting month, year and salesperson’s 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 year’s 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.
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REPORTS

ACCOUNT REPORTS

Total Room Nights
The Total Room Nights report will print the total room nights tracked per account for the user specified period of
time. The report will be sorted by the highest producer first.

Total Rooms-7 Day
The Total Rooms-7 Day report will print all accounts tracked, by day of week, for the user specified period of
time. The user decides the beginning date and how many weeks to print the report for.

Total Rooms-1 Account

The Total Rooms-1 Account will print the total room nights tracked for one account. It will print all tracking
transactions entered for this account for the user specified period of time. Day of week statistics with print at the
end of the report. These statistics are the heart of the report detailing the accounts production by day of the week.

Total Rooms By Salesperson
The Total Rooms By Salesperson report totals and prints account tracking data by sales person. The totals are
broken down by Individual, Group and Total consumption.

Total Rooms By Account By Segment
The Total Rooms By Account By Segment report totals and prints account tracking data by account and market
segment for the user specified period of time.

New Account Report
The New Account Report prints accounts that have been added to the system for the user specified period of time.
It also prints rooms, rate and revenue generated by these accounts.

Account Overview

The Account Overview report will print all basic information on file for an account. This includes most fields on
the account screen plus all contacts and sales calls on file for the account. This report can be run for one account
or any number of accounts by filtering by Segment, Salesperson or User Fields, to name a few.

Month-End Report
The Month-End Report prints monthly occupancy, average rate and revenue for the specified month. It compares
these actual number against the budget for the same period. It also recaps the Group Rooms Production statistics.

Sales Call Stat Report
The Sales Call Stat Report will print statistics on how many sales calls of each type a salesperson has made
between the requested period of time.

Monthly Sales Statistics

The Monthly Sales Statistics Report prints the Top 20 Sources of Business, Target Account Hit List and the Top 5
Groups. The Top 20 Sources of Business is generated from Daily Tracking transactions. The Top 5 Groups are
derived from the actual Pickup entered for each group booking.

Weekly Sales Report

The Weekly Sales Report print Month To Date occupancy, rate and room revenue totals. It also prints New
Group Business booked, Sales Call Statistics, Sales Calls and the Weekly Appointment Schedule for the specified
sales person.
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GROUP REPORTS

Groups On The Books Report

The Groups On The Books Report prints all booked groups for a user specified period of time. Each group arriving
during the requested time period will be printed along with summary statistics at the end of the report. This report
can be used as a future forecast or past history report.

Groups 10 Day Report
The Groups 10 Day Report prints all booked groups for a 10 day period. This report will print blocked rooms
compared against pick up by day.

Monthly GRC By Day Report (legal paper)

This report is generated for the user request time period. It details each group which is inhouse during the requested
period. It details how many rooms they have blocked, by day. This report prints on legal paper in landscape mode
(sideways).

Arrivals/InHouse Report

This report prints all groups arriving, departing or inhouse for the user specified period of time. It includes
important information on each group such as Account/Group Name, Arrival Date, Departure Date, Rooms Blocked,
Rate/Revenue, Contact Information, Billing, Method of Payment and Comments. It also prints the meeting/catering
itinerary for the group. This report prints on legal paper in landscape mode (sideways).

Pace Report

The Pace Report prints group business on the books for the next 18 months. It also compares this activity against
the Group Segment Budget and the Same Time Last Year. The Same Time Last Year line will print zeros until the
hotel has collected history for 1 year.

Annual Report By Month

This report prints group business booked in the year for the year. Months after the month chosen will print Blocked
rooms, rate and revenue. Past months will print Actual Pickup that has been entered on the Pickup Tab for each
group. Finally, the budget for Group market segments will print with variances.

Top Group Report
This report prints the top groups for a user specified period of time.

Production (Reports | Production)

Rooms Production w/Detail

The user specifies the beginning and ending dates to generate this report. This report details what group business
was produced (booked) DURING the specified report dates for the future. The report separates and sub-totals by
tentative and definite business.

Rooms Production - Current Month vs Goals

This report prints room production totals for a specified month by sales person. It also prints YTD totals by sales
person. The report breaks down Definite production into New Definite, Definite Changes and Definite Canceled
columns. The Net Definite room nights will be compared against the sales person’s monthly productions goals. The
Monthly Production Goals can be added from the Main Menu | Budget | Room Production Goals.

Catering Production w/Detail

The user specifies the beginning and ending dates to generate this report. This report details what catering business
was produced (booked) DURING the specified report dates for the future. The report separates and sub-totals by
tentative and definite business for each sales person.
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REPORTS continued

CATERING REPORTS

Catering Events

The Catering Events Report prints each function inhouse during a user specified period of time. It details pertinent
information such as group name, function room, function type, start and stop time and revenue generated by the
function. It also prints any notes entered for each function.

Daily Function Sheet

The Daily Function Sheet Report prints each function inhouse during a user specified period of time. This report is
also known as a “10 Day” report. It details pertinent information on each catering event. It does not print revenue.
It is designed to be distributed throughout the hotel for an easy to read reference on what catering/meeting events are
in house each day.

Reader Board

The Reader Board report prints the catering functions for the specified date. It utilizes Microsoft Word to merge the
information to a Word merge document. This document, READERBD.DOC, is located in the \STS\CONTRACT
folder on the server computer.

Annual Revenue By Month
This report prints catering revenue, by month, in the year for the year. Months after the month chosen will print
Forecast revenues. Past months will print Actual revenues. Finally, the catering budget will print with variances.

Pace Report

The Pace Report prints group business on the books for the next 18 months. It also compares this activity against
the Catering Revenue Budget and the Same Time Last Year. The Same Time Last Year line will print zeros until
the hotel has collected history for 1 year.

Hold Space Report
The Hold Space Report prints holds that have been place on meeting space for the user specified period of time.

OTHER REPORTS

Market Share Report

The Market Share Report prints your actual occupancy, rate and revenue for the month specified. It compares these
totals against the hotel’s budget for the same period. It also calculates and prints Fair Market Share and Penetration
for your hotel and how it compares against your competitive set.

Market Segment Report — Segment vs Budget
This report totals tracking data by market segment and compares it against their respective budget.

Market Segment Report — Segment vs Last Year
This report totals tracking data by market segment and compares it against tracking for the same period last year.

Sales Call Stat Report

This report totals and prints sales call statistics by Call Type. It then compares these totals against monthly sales call
goals by sales person.
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MAIL MERGE - Existing Label File

Below is an outline of what needs to be completed to merge STS contact information into Microsoft Word.
These steps use the example label merge file included with STS.

1.

Click Reports | Mail Merge | Merge Contacts. A Contact Filter screen will appear. This screen
will allow you to specify which contacts you would like to have included in the merge file.

Fill in the fields accordingly and click OK. You can mix and match the information entered into
these fields to be as specific or general as needed. If you wanted all corporate contacts within a
certain zip code you would enter a valid segment code and a beginning and ending zip code. If
you wanted all contacts you leave all fields blank and click OK.

Once you have entered the appropriate filter information and clicked OK, the system will begin
creating the merge file. The name of the file being created will be displayed. Please note the file
name as you will need it later. Also the system begins to count the number of contacts that meet
the criteria specified. When the process is completed, you will see “All Finished” and the number
of contacts that will be merged.

Click the Close button. The rest of the steps are performed in Word. The steps below use a
sample label document named STS Labels.DOC. This document is installed during the
installation of STS. The steps would be the same for any Word merge document you may have
created.

Start Word. Click File | Open. Navigate to the \STS\LABELS folder. Open STS Labels.DOC.

Click Tools | Mail Merge | Merge | Merge. Word will perform the merge and display the labels
on the screen. The sample LABEL1 was created using Avery 5160 label format. This format
prints 3 labels across and 10 rows down.

Once the labels are merged and printed you can close the documents. If you will be printing
multiple copies of the names you have merged, you can save the document for retrieving/printing
later.

Finally, if you would like to merge contacts with a different criteria, you can exit Word and then
return to STS and follow the steps above to generate a new merge file. Open Word again and
follow the merge steps. You must close the current merge document displaying contact
information before returning to STS to generate a new merge file.
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MAIL MERGE - Creating a New Label File (Word 97 / Word 2000)

Below is an outline of what needs to be completed to merge STS contact information into Microsoft Word.
These steps assume you are creating a new Word mailmerge document.

1. Click Reports | Mail Merge | Merge Contacts. A Contact Filter screen will appear. This screen
will allow you to specify which contacts you would like to have included in the merge file.

£ Contact Merge =]

Contact Merge i Group Booking kerge |

File Code:

Market Segment:

|
Salesperzon: lﬁ

Parent ID:

Account Type
Acct Proximity
Type Of Bus.
Travel Dir. /RFP
Seasonal Demand

City: I

State: I

Decizion Maker: [~

i+ Account Mame
" Contact Last Mame

0K X Cancel |

Fill In Fieldz ¥ou Would Like To Filter By ‘

Print Order:

Click OK To Filter or Cancel To Abort

2. Fill in the fields accordingly and click OK. You can mix and match the information entered into
these fields to be as specific or general as needed. If you wanted all corporate contacts within a
certain zip code you would enter a valid segment code and a beginning and ending zip code. If
you wanted all contacts you leave all fields blank and click OK.

3. Once you have entered the appropriate filter information and clicked OK, the system will begin
creating the merge file. The name of the file being created will be displayed. Please note the file
name as you will need it later. Also the system begins to count the number of contacts that meet
the criteria specified. When the process is completed you will see “All Finished” and the number
of contacts that will be merged.

4. Click the Close button. The rest of the steps are performed in Word. The steps below walk you
through creating a label document.
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Mail Merge - continued...

5. Start Word. Click Tools | Mail Merge. When the Mail Merge Helper is displayed click Create
and then Mailing Labels. Then click Active Window.
Mol Morge Helper |
Use this checklist to set up a mail merge. Beagin by choosing the Create
bktar,
1 Mair docurnent
E ;_reate = i

Form Letkers. ..

2 Englnpes. o

i_atalog. ..

Restare be Earnmal Sk e ument.,

3
Merge the data with the document

Merge, ..

Cancel |

6. Next click the Get Data button and then Open Data Source. Navigate to the \STS folder. Open
CONWORD.XXX. You may need to change the “Files of type:” at the bottom of the screen to

list All Files. Click Set Up Main Document. If you would like to print 3 across and 10 down
labels, choose 5160 — Address.

Mail Merge Helper Ei |
|

| The next step in setkting up the mail merge is to specify a data source.

| Choose the Get Daka bukkon,

=
1 Main docurment

Create ™ 5

o

bup.. .

Merge kvpe: Mailing Labels
[Main docurment: Docurmentz

=
2 Crakta source

£ Gek Daka |

Creakte Data Source. ..

Opgn Data Source, .,
Pt Opgn
3 Us ddress Book. ..

nk

Header Options. ..

Close |
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Mail Merge - continued...

7. You should now see a Create Labels window with an Insert Merge Field button. Click the Insert
Merge Field button and choose CSAL (contact’s personal title). Press the space bar. Click the
Insert Merge Field button again and choose CFIRST (contact’s first name). Press the space bar.
Click the Insert button and choose CLAST (contact’s last name). Press the Enter key. You should
repeat clicking the Insert Merge Field button and insert the following fields:

Mail Merge Helper g 2=l

Create Labels EE2 |‘

Choose the Insert Merge Field bukton ko inserk merge figlds inko the
zample label, You can edit and format the merge fields and text in the
Sample Label box,

Insert Merge Field = Insert Postal Bar Code. .. |

Sample label:

L]

wCBA Ly «CFIR3 T «CLAST

w & COTHANMEs

w DDR L

ad DDRZ

wCIT W, B TATES wZ[Pu

(o] 4 I Cancel I
Close |

8. Click OK once you have inserted the codes above.
9. Click Merge | Merge. Word will perform the merge and display the labels on the screen. The

sample LABEL1 was created using Avery 5160 label format. This format prints 3 labels across
and 10 rows down. You can print these labels at this time.

Label Optionz |

rinter information
: | Ok I
i~ Dat makrix
¥ Laser and ink jet Traw: IManuaI Feed j Cancel |
Details. ..
Label products: I.ﬁ.very standard j _—l
Mew Label, ., I
Product number: bel inf B P
CnaR ikt _*J abel information—————————— elete |
5097 - Disketke Type: Address
5161 - Add Hefght: t
- ress ; "
5162 - Address Width: .63
5163 - Shipping Page size:  Letter (814 x 11in)
5164 - Shipping ﬂ
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Mail Merge - Creating a New Label File continued

10. Once the labels are merged and/or printed, close the document with the names and addresses. You
do not need to save the document that has the actual names and address’s as you can re-merge any
time you would like. You DO want to save the template (see example below) that is displayed
with the merge codes on it. You can open this document any time in the future and re-merge
labels from your contacts’ file.

"‘_E. Document2 - Microsoft Word k ==
J File Edit Wew Insert Format Tools Table Window Help
Jg ?JD@H|§Q|E‘|K’J- qq [z ’,’JNDrmaI v Times MewRoman = 10 = | B T QHEEEEE =
J Insert Metge Field = | Insert Word Field « | %2 | M 4 | 1 | [ | | 29 P Merge... | G o
[] N SR S SUET & I S SRR S-SR & IR S 7 1
= . | . | : i
«Mext Records «Mext Fecords
kCEA LS «CFIRSTe «lLAST: w3 A Ly «CFIR3T: «CLAST: «03A L «CFIRST: «CLAS T
«ACCTHAME: «ACCTHAME: «ACCTHAME:
i aADDELDs wATDR s w«ADDR s b
. aADDEDs aADDR wADDR L
& #CIT Ve, «3TATE: «ZIPs #CIT Ve, «BTATE: «ZIPs «CIT Ve, «3TATE: «ZIP»
- «Mext Records | «Mext Records | «Mext Records
«C3A Ly « CFIRETe «CLAS T w34 Ly «CFIR3T «CLAST: «3A L «CFIRST» «CLAS T
«ACCTHAME: wACCTHAME: wACCTHAMEs
i «ADDELs «ADDELs «ADDE L
. wADDE 2 wADDERE s «ADDE s
- «CITYe, «3TATEs «ZIF» “CIT Vo, «B3TATE: «ZIF» «CIT Vi, «3TATEs «Z[F»
- aMext Records | «Mext Records | «Next Records
w34 Ly «CFIRET: «CLAS T w3 A Ly «CFIR3T: «CLAST: «03A L «CFIRST: «CLAS T
«ACCTHAME: «ACCTHAME: «ACCTHAME:
i aADDELDs wATDR s w«ADDR s
. aADDEDs aADDR wADDR L g
& #CIT Ve, «3TATE: «ZIPs #CIT Ve, «BTATE: «ZIPs «CIT Ve, «3TATE: «ZIP» =
- «Mext Records | «Mext Records | «Mext Records @
: aBA LY «CFIRSTs «CLAS T aCA3A Ly «CFIRSTn « CLAS T wCB3A L «CFIRST aCLAS TS z
S EEE |
[ Do - Iy & auoshepes- \ N JOE 4B »-L-A-==8d .
[Page 1 Sec 1 11 [Atoe” Lnz ol cize) il Ean ) e
11. When you are ready to merge contacts again with this file, you can follow the instructions for Mail

Merge - Existing Label File. Substitute Labell.doc with the name of the file you just saved.
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EMAILING REPORTS

Reports — Printing to a File

Below is an illustration of a sales call report. Notice the icons at the top of the report. The icons on the
previous version of STS were located at the bottom of the report.

Print Report

! Print Preview

You can change
how large the
report is on the
screen with
these buttons

Today's Date: 0806101

Fage:

FilefEwt #

HODOWN

1

Accourt Mamme ! Date £ Call Desc

Hizkory Hodown Festival Championship Mr. Quinn  Stansell

0772401 FU  Fallow UP

These buttons allow you to
skip pages forward and
backward

Your Hotel Name Here
Sales Call Report
File: all Files

Dates: Between 0752301 and 0722701

Call Types: All Call Types

Salesperson: All Salespersons
Contact Mame § Notes Fhone#® Ext.

T04-325-1733 KEL

Quinn called to tell me that the cortract is in the mail along with the booklet he sent
out to all the teams. Wi'e are the host hotel and the only one listed in book.

Great Commission Missionery

0772301 FU  Faollow UP

M. Wendall Tzwor T04-291-0472 KEL

| called to see why they didn't come in on Sunday, but there was no answer on his
cell phone.

City OFf Hickory
07/2401 FU  Fallow UP

Gary tonday g28-253-1993 KEL

Called Gary as | hadn't received his cortract back. He =aid he newer received it so |
refaxed today.

AG Edwards & Sons, Inc.
07/2401 RC  Return Call

M=, John Watt= S22-261-0000 KEL

Duottie called from John's office and =aid they didn't want to book anything right now,
but would hald onto packet for future. Released space | was holding for Sept and
Mewember. Trace ina month.

AG Edwards & Sons, Inc.
N7 2 Fll Fallam LIFP

Mz, John
Calleda see ¥ he recoiied menu mckal. Secrdary said he did receie iLand kil

|Page 1 of 1

STS allows you to print reports to several popular file formats. Once a report is printed to a file it can be
attached to an email. See the next page for details on printing a report to a file.
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Reports — Printing to a File

Print

—Printer

]|

Name: |55 HP Laselet 4050 Series PCL 6 ~] _ Propstties |

Type: HF Laserlet 4050 Series PCL &
Where: "WWEMachine HPLazerl
—Page Range ~LCopie
= Al MNumber of copies: ‘
i Cumrent Page

¢ Pages I ¥ Collate
Enter page numbers and/or page ranges
zeparated by commas. For example, 1.3.5-12,

\

Type of File format
you would like to
print to. PDF is an
Adobe Acrobat format
and is preferred.

/P'r'pl/lﬂﬁges in range ;!
I ~Frint ta File

Type: | FDF File * j

Where: |c:'\$t$'xrepurts'x|:allﬂ epl730.PDH _J
\ The location and

(] % I Cancel I

name of the report.

The new STS gives you the option of printing any report to a file. Once the report is printed to a file it is
very easy to attach it to an email.

el NS

6.

Choose the report you would like to print.

Once the report is on the screen, click the Printer icon at the top left of the screen.

When the Printer dialog appears (screen above) click the Print to File box.

Click the down arrow to the right of the Type: field and choose RTF or PDF. RTF allows the file to
be opened with Microsoft Word. PDF is the Adobe Acrobat format. This format actually offers
a more accurate representation of the report. This format should be used if the recipient of the
report has the Acrobat reader installed (most newer computers do).

The path (C:\sts\reports\) should already be in the Where: field. At the end of the path type in the file
name for the report. The name should briefly describe what information is in the file and the time
period. See the example above. CALLREPO730.pdf. This is a sales call report ending the week of
July 30" If you were printing a Month End Report for July you might name it
MONTHENDO7.PDF. The naming is important to help the person receiving the report quickly
understand what may be in the file. If you chose PDF as the file format you would name the
report file MONTHENDO7.PDF.

Finally, click the OK button to generate the report.

In the example above you would find a file named CALLREPORT.PDF in the CASTS\REPORTS folder.
See the following page for instructions on attaching the file to an email.
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Reports — Attaching A File To An Email

Inbox - Microsoft Dutlook \ B _]jfi('[:
J File Edit Wiew Favorites Tools Actions  Help
|chuew - | & & |3 X | @oreply BReplyto Al o Forward | Zsend/Recsive | ZaFind % Organizs | B8 =l =
LR LIS & weekly Reports - Message [Plain Text] =

| Bile Edit Wiew Insert Format Tooks Actions Help

| LS - s =z o=

J.iendv’lﬂ&\é{, .E]@R|-§¢ ! #|V|-Ogtlons A

I |5|mpleso@er0!§ LCOTi \

c;l | \ \

e ] \ \

Subjsck: IWeeka Reports

by Shortcuts

Hi Dexter, ;I
Attached please find m weekly sales\call report. |
Either click on the Insert menu item and
choose File or click the Paper Clip icon.
-]
e - |

Other Shortouts

63 Items

Inzert File

Lu:uc;k.j_n: ,ID reports j & | @ Xfﬁ? . - Tools ~

| Marne: | Size-l Type

| Modified

10 KB PDF Fil=

12

10172003

File name: I j

Files of typet [all Files (*.*) #

Double click on the report you would like to insert into the email.
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Reports — Attaching A File To An Email

= Weekly Reports - Message [Plain Text)

JEiIe Edit Yiew Insert Format Tools Actions Help

i =] E3

-

| = z

e
=
g
=

i
I

I
i
Vi
i

|- &4 2R B0 (B & v o, 47,

To... | Isimglesu@ernls.cum

|

Ece... ||

Subjeck: I'l.-'l.-'eekly Reports

Hi Dexter,

Attached please find my weekly sales call report.

The file is now attached to the email.
Notice the PDF icon.

A/

CallRep0730...

You can repeat the process and attach as many reports as needed before “sending” the email.
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EMAIL BLAST

The Email Blast screen allows you to bulk email a large number of contacts.

€ Email Blast H=1E3
| €0 Find [ Clisboard | g’ Check &l 3 UnCheck A1l |
SendEmail [File Code  [Sal [FirstMame  [LastMame |5ales 1d]|Email | =]
[l HELMS Mr.  [Flavio M artinez 550G frnartinezi@helmsbriscoe, com
m ASES { Gwathney 55 GwathneoCE sl navy. mil
] PHILIPS M= |Lone Fyan-Spellen JF
] SYMPHOMNY (M= Jennifer Haoldgrafer 550G holdgrafer@sandiegosymphony. org
] AREMA, Mr.  |Sean Saadeh S56G zzaadeh@zandiegoarena. com
1 COxAREMA Mz Eenna O'Connor Saadeh  S5G kenna. oconnon@zdsu, edu
] TIMELY Mz |Sizsy Alexander 556G J
J WK Mr.  James Haill 550G ihalli@yalkthru.org
] CSD Mz | Debby Fhelp 550G
Il UCDAVISH M= |Patricia tcCarty 556G proccaartyEunesmail ucdaviz edu
] HOLLAMD Mr.  Dave Fields 556G
[ CalLHEALTH Ms Pamela Jackson-tcCall 550G priacks@mednet ucla.edu
] CALHEALTH Mz Stacy tMeConnen S5G smmccohneni@chef. org

Account Mame: Maval Sea Logistics Center

Current Filker: &l Contacts

Click the Find button to set the filter. Once the filter is set you can double click on contacts to check
them individually or click Check All to check all contacts that have an email address listed. Click the
Clipboard button to copy all of the checked contacts to the Windows Clipboard. You are now ready to
start your email program.

B Untitled - Message [Plain Text) mEER
J Filz Edit Wiew Insert Format Tools Actions Help |
J = 5 | 5 |i | B I U | = .

J;Elgendv|ﬂg|é{: E;jﬁ|@ lIII | 5«

To... || 1
= |

Bre... laura bowles@sw, navigant.com; amie.salamat@lyvocera.com; tbucker@polkaudio.com; tiffary lvdwiistarkey.com; ﬂ

L ¢

@ Options... Af

meghanlandis@aegislimited. com; phelms@helmsbriscos, com ; sandi. brown@psd.invensys. com; sfishen@howaost,com; simpleso@erols.com ;
lchapman@shaklee.com; peaqy Fritz@conferencedirect.com; patrizia.q.vaughan@aexp.com; bank one travel@bankone.com;
mary | kuester@saic, com; awidav@gualcomm.com; jvanderv@netiets. com; steelea@mattel.com; Hotitoo@aramarksym.com; LI

Subject: I

You want to paste the email addresses into the BCC (Blind Carbon Copy) field. This will prevent each
recepient from seeing the other contacts you have emailed. Right click over the BCC field and choose
Paste to paste the email addresses. Finish your email and click Send. This process should work with
any email program that has a BCC field available.
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BUDGET-ROOMS

The Budget module allows you to enter your rooms budget information by month, by market segment.
This information is then included in reports, such as the Month-End Report. If you do not create your
budget by market segment, you may enter the entire hotel's budget under one segment such as Corporate.
Choose Budget | Add/Edit from the Main Menu. After entering the budget year to work with, you will be
presented with a screen listing any existing entries.

£ Market Segment Budget E=l ES
| [+ Add A Edt 3 Delete | 19 4 > B

Browse Hooms Budget ! Detail Rooms Budgetl
Budget Year: 2000

b

Click the Add button to add a new entry or edit to modify or update an existing entry.

£ Market Segment Budget Ei=] E3

Browse Hooms Budget | Detall Hooms Budget ii

Hotel Code: r—};};}?};}q—i
Markel Segment: mﬁ
Avail Bms Dcc Bms Rate FRoom Rev
Period 1 36538 2232 125 00 279.000
Period 2 [1] [1] 0.00 [1]
FPeriod 3 [1] [1] 0.00 [1]
Period 4 [1] [1] 0.o0 [1]
Period 5 [1] [1] 0.o0 [1]
FPeriod & [1] [1] 0.00 [1]
Period 7 [1] [1] 0.o0 [1]
Period 8 [1] [1] 0.00 [1]
Feriod 3 [1] [1] 0.00 [1]
Penod 10 [1] [1] 0.0o0 [1]
Pernod 11 [1] [1] 0.00 [1]
Penod 12 [1] [1] 0.00 [1]

Enter the requested information in the appropriate fields. Click OK to save changes.
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BUDGET-Catering

The Catering Budget module allows you to enter your catering revenue budget information by month. This
information is then included in reports, such as the Catering Annual Revenue By Month Report. Choose
Budget | Catering Budget from the Main Menu. Enter the Year you would like to enter budget
information for. You will be presented with a screen listing any existing entries.

£ Catering Budget

|| (31 Aod [ Edit % Delete | [« = > »

Browse Budget I Budget Details ]

Click the Add button to add budget information for a new year.

|_|¢QK xgancel ‘

Browse Budget Budget Details i

Year: 200

Food Revw Bev Hew FRoom Rental AN Hew Other Hew

Period 1
Period 2
Period 3
Period 4
Period &
Period 6
Period 7
Period 8
Period 9
Period 10
Period 11
Period 12

-
=
=
=
=
Ln
=
=
=

5.000 2.500 [1]
1] 1]

=] =] | ] ]| | ] | (| | ]
=] =] | ] ]| | ] | (| | ]
=] =] (| ] ] | ] ] ] ]
=] =] (| ] ] | ] ] ] ]
= =1 0— g == — == — ==
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MARKET SHARE

The Market Share module allows you to enter the actual rooms, rate and revenue for your hotel and your
competitors. Once the information is entered you may print the Market Share Report which will calculate
Fair and Actual Market Share for your hotel and your competitors.

Choose Budget | Market Share from the Main Menu. After entering the year to work with, you will be
presented with a screen listing any existing hotels. Click ADD to enter a new hotel or EDIT to enter the
current months statistics.

&' Add/Edit Market Share Data =] E3
| [+ 2dd [EfEdi XK Delets [ 14 = > » |

Browse Hotels | Detail Hotel Data |
Budget Year: 2000

S ! birid
2000 Homewood Suite_s
2000 Rezidence Inns

=

Click the Add button to add a new entry or edit to modify or update an existing entry.

# Add/Edit Market Share Data M= EE
| 141 &dd [EfEdit XK Delets [ 14 = > » |
Browse Hotels {DeiGil Fotel Daia ]|
Enter Data For Hotel !Si'aifhnc'-s_zrz Suites :'_I

Avall Rms Dayps Occ X Rate

Period 1 118 =1 80.0 122.00

Perod 2 | T} 1] 0.0 0,00

Pernod 3 1] 1] 0.0 0.00

Period 4 | 7] 1] | [TH1] 0.00

Perod 5 | 1] [ O | 0.0 000

Period B i o 1] [TH] [TRI1]

Period 7 [ o 1] 0.0 0.00

Period 8 o 1] TH] 0.00

Period 9 I ] 1] 0.0 0.00

Period 10 o 1] TH] 0.00

Period 11 | T} 1] 0.0 0,00

Period 12 i o 1] 0.0 0.00

Enter the requested information in the appropriate fields. Click OK to save changes.
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UTILITIES

Functions in the Utilities Section allow the user or installer to set up certain system parameters for running
the program (specific to your location), to make the system compatible with your hardware, to input entries
for "validated fields", to change passwords, etc. Many of the functions will be completed during the initial
installation, but it may be necessary to change certain items at a later date; consequently, the user may have
to access these operations.

About

This “About” Screen displays STS version number and licensed to information.

Backup Data

It is strongly recommended that you perform a system backup minimally three times per week.
Ensure that you have diskettes ready on which to run the backup when choosing this function. Do not use
the same diskette each time, but rather have three diskettes labeled for the individual days of the week (e.g.
Monday backup, Wednesday backup, Friday backup). Replace your backup disks with new ones every 3-4
months.

Index Files

This function catalogs the data in the system for quicker access. Although there is no set schedule,
minimally, you should index files if you reboot in the middle of an operation.

Table Maintenance

The system uses "validated fields" to track important data. In these fields, the software tests your input to
see if it matches the list of approved answers you have set up in advance.

Most of this information must be entered during the initial installation such as your salespersons, user
passwords, etc. At a later date, the user would access this section to add a new salesperson's "id", add
parent companies, among others.

Click on Utilities from the main menu bar. From the submenu, click on Table Maintenance, then you
may click on the final option from the cascading menu (e.g. salespersons). To add new entries from this
screen, simply click on the ADD key to retrieve the input screen. After completing the input fields, click
"OK” to save the entry.

From the scrolling screen listing any entries that have been added, you may also edit/delete previous

entries. Click on the entry you wish to alter, then click "Edit". When the information is retrieved to the
screen, simply type over or add any changes. Click "OK" to save changes.
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Table Maintenance continued

Market Segments: Enter code (one to two letters/numbers) and description (e.g. P for Preferred)
and indicate if this segment is a group or individual segment.

Salespersons: Enter "ids" (generally salesperson's initials), names and titles.

Parent Companies: (Optional) This four letter code is used if there are several departments under
a major account that you wish to track separately. (e.g. Toyota (Parent Code=TOYO) may have
several divisions staying with you. Toyota Sales would have a unique corp. number/id on the Add
Account screen but you may include TOYO under Parent Code on the same screen. The benefit
of this feature is to track/report out total activity for the entire account not only by the individual
subdivisions.

Competitors:  If utilizing the Market Share features of the system, you would enter your
competitors' plus your hotel's information under this option. Enter hotel name, total rooms
available to sell, and answer Y/N whether the hotel is your hotel. Report order controls the order
in which hotels are printed on reports.

Trace Codes: The trace system is designed as a "tickler file" for future action. Examples of codes
may be THK for thank you, FU for follow-up, DEP for deposit due.

Sales Call Codes: These record past action. Examples may include CC for cold call, CV for
client visit, among others. You may add a monthly goal corresponding to each sales call type.

Sales Call Goals: You may also add a monthly goal corresponding to each salesperson.

Lost Business Codes: Lost business "reason" codes may include: not enough meeting space, not
enough rooms available, rate too high, among others.

Travel Profile Codes: Codes to identify Travel Profiles.

Reservation Method Codes: Codes may include: rooming list, individual, etc.

Group Business Origin Codes: Codes may include: central reservations, cold call, rebook, hotel
to hotel, among others.

Automatic Booking Traces: Generally, with a group booking, there are several things that
typically occur, e.g. send a cut-off reminder, send thank you immediately after stay, etc. The
system will allow you to enter these as automatic "traces". Once added here, every time a group
booking is added, a screen listing these automatic traces will pop up. You may then modify and/or
delete each trace as it applies to the specific group.

On the "Add a Booking" screen, the user is prompted for "Decision Date", "Cut-off Date",
"Booked Date" and "Arrival/Departure Dates". Here, you may determine when the automatic
traces will be triggered in relation to these dates. Remember, the trace codes must have already
been entered under Utilities/Table Maintenance/Trace Codes.
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Table Maintenance continued

€ Automatic Booking Traces _ O] <]
] Add B Edit 3 Delste ‘ ‘ a4 »

Automatic Booking Traces: Generally, with a group booking, there are several things that
typically occur, e.g. send a cut-off reminder, send thank you immediately after stay, etc. The
system will allow you to enter these as automatic "traces". Once added here, every time a group
booking is added, a screen listing these automatic traces will pop up. You can control when traces
pop up depending on the Status of the booking (Prospect, Tentative or Definite). You may then
modify and/or delete each trace as it applies to the specific group.

On the "Add a Booking" screen, the user is prompted for "Decision Date", "Cut-off Date",
"Booked Date" and "Arrival/Departure Dates". Here, you may determine when the automatic
traces will be triggered in relation to these dates. Remember, the trace codes must have already
been entered under Utilities/Table Maintenance/Trace Codes.

Automatic Booking Traces

THE Thank r'ou 2 Departure [Definite 2nd
AL Rooming List Bemind 3 Before Cut-0ff Definite 2nd
DEFP Deposit Due Remind 7 Before Deposit 1 Definite 2nd
COMT  Contract Due Remind 7 Before Decizion Tentative Tst
GTD Guaranteed #-F/B 4 Before Arival Definite 2nd
DEIL Direct Bill &pp 2 Alfter Contract Dy Definite 2nd
CCAL  Credit Card Authariz 2 Alter Contract Du Definite 2nd
MEMU  Menu Details 30 Before Arriveal Definite 2nd
FU Propozal Follow-up 7 Before Contract Dy Prozpect Tst ﬂ
£ Automatic Booking Traces _ O] =]

Beforesdfter |Action Date [Bssi - ﬂ
SRR T e e L

o OK I x Cancel |

Automatic Booking Traces

Trace Code;

Trace Description: IThank Yau

Triggered On Date: IDeparture vl \
Mumber of Days: ] 2 a: These settings allow you to

-~ setup your automatic traces
< to be very flexible in
meeting your needs.

Eefare;
After, v

Status Trace Triggered On; IDefinite "l

Aszzign Trace Tor [ st Booking Sales Person
W 2nd Booking Sales Person
[T Sales Associate

OR

Alwayz Azzign Trace Ta: I i
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Table Maintenance continued

User Field 1, 2, 3, 4, 5: These fields allow the user to determine, if desired, alternate ways of
categorizing accounts. (Note: For Corporate Staybridge Suites hotels, "user fields 1-5" have
already been predefined and pre-coded for you.)

Examples of additional tracking fields may include:
- Color coding, you may track an account as red for a "hot" account, etc.
- Coding "by decision", you may include codes like price, location, etc.

If you wish to utilize these fields, you would first replace the generic description, e.g. "user field
2" with a more detailed description "Geographic Codes" under Ultilities/Program Configuration.
Next, under this option (Utilities/Table Maintenance) you would build the actual databases. Using
the same example, "Geographic Codes", you may add a database to include SW for southwest, NE
Jor northeast, SE for southeast and NW for Northwest. You may later generate more specific lists,
mail merge files, etc. for your accounts based on this criteria.

Add/Change Users: Authorized users may add the names and "log-in" passwords of others
authorized to enter the system.

Change Validated Fields

This function should rarely be accessed. It allows you to change a file code, a corp. no., a market
segment, a salesperson's "id", or a user field so that all appropriate data files will be automatically
modified. For example, you would select this option if you replace a salesperson and turn over all the files
to a new salesperson. Note: All transactions will be transferred to the new salesperson. (Remember to
first add the new salesperson's "id" under Utilities/Table Maintenance.)

Refresh Files

This option will update contact data files with new codes that may have been added on the account
screen.

Configure Hotel Info

This option allows the user to add hotel-specific information such as location number, hotel name/address,
rooms available (total # of rooms in hotel) and the five room types (e.g. KNG, XPER, etc.) that will
appear on the Add An Account screen. There are also tabs for Program Config (re-labeling the user
fields), Published Rates for the hotel and setting up Seasons (if applicable).

Build Accounting Calendar

When the system is first installed and at the beginning of each new year, the accounting calendar should be
added for at least 1 - 2 subsequent years. Reminder, accounting calendar may not match actual calendar so
it is very important to ensure that the dates (input) are accurate. To move forward in the cells, use the Tab
key. To move backwards, press Shift + Tab. Remember to click on "OK" to save input.
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Inventory Functions

Create (Modify) Group Room Allotment: First, you must create your general room allocation
(singles and doubles) for the entire year...enter beginning date 1/1/XX and ending date 12/31/xx.
This is the number of group rooms that can be sold per day by the sales office. Once the entire
year is entered, you may then target specific ranges of dates to modify, zero (0) group rooms on
New Year's Eve, etc. Ensure that you are updating the day(s) of the week that correspond to the
date(s) entered. The numbers may be updated as often as you like. These numbers are very
important when viewing your Group Rooms Control Log (GRC) to determine rooms available to
sell.

Create Target Rates: This screen allows you to create a schedule of target rates that will be
displayed on the Browse GRC screen. The rates are based on the % of group rooms booked
against the rooms allocation you created in the Group Room Allotment screen. The higher number
of rooms sold from the allocation, for a particular day, the higher the suggested rate.

If you do not need to setup 4 tiers and would like to have one set of rates, you may enter 100% in
the first tier (Rate A). Doing so will force STS to always display the rate for that date regardless
of how much of your inventory has been blocked.
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USER MAINTENANCE

The User Maintenance screen allows you to add password access to STS. You can add a Personal
password for yourself or anyone else who should have access to the STS functions through Main Menu
| Utilities | Table Maintenance | User Maintenance. Once there, you can click ADD to enter a new
user. The Password field can be up to 8 letters/numbers. Check marks give the user access to that part
of STS. Removing the check mark will deny that user access to that part of the program. Ensure you
have at least one user who has access to Utilities, Table Maintenance and User Access.

£ Uszer Maintenance Fi = 2
“ #] Add Edit > Delete

Browze Detailz I

| Mﬂ [Iritialz]
Firzt Mame: [MASTER.
Last Mame: [MASTER...

Pazzword: IM,&,STE =]

Add/Modify Add/Modify Add/Modify
v Daily Tracking v Bookings v Utilitie=
v Accounts v Others Bookings v Backup Data
v Others Accounts v Cancel Bookings v Index Files
¥ Contacts v Cancel Others Bookings ¥ Table Maintenance
v Others Contacts v Delete Bookings v Program Config
v Sales Calls v Overide Ay ailability v Advanced Utilities
v Others Sales Call: v Setfwvailability v User Access
v Traces v Owenide Fates v Hold &l Space
v Others Traces v SetFRates v Post Over Hold &l Space
v Lost Business v Catering Functions v Open Traces &t Startup
v fsppaintrent Calendar v Others Catering Functions ™ Unuzed
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Advanced Utilities

Most of the Advance Ultilities options should only be used with help from Simple Solutions. Below are
some of the Advanced Utilities functions that may prove helpful.

Purge Temporary Merge Files

When merging Contracts or BEOs, STS creates temporary files that are used by Microsoft Word to
perform the merge process. These files are named after the Event Number of the booking being merged.
An example would if you were merging with booking number 115, several files would be created during
the merging process (115.con, 115.mer, 115.tab...). These files are not automatically deleted after the
merging process. The Purge Temporary Merge Files function will delete any files that begin with a
number including these temporary merge files. This function should be run at least monthly.

Un-Delete Account

Deleting an Account will delete all Contacts, Sales Calls and Traces related to that account. If you delete
an account in error the Un-Delete Account will quickly un-delete the account and related information.

Email Backup

The Email Backup option allows you to attach a complete backup to an email and send it to another STS
user. This option would typically be used in one of two situations. Simple Solutions asks you to send a
backup to it’s office for review or you may have a regional or corporate support person who would like
you to send them a copy of your data. Once again, the recipient must have STS installed on their system to
use the backup.

£ Transfer Backup =] E3

Email Backup File

Flease insure all other users are logged out.

™ Automatically Attach File to Default Email Prograrg

Click OF to Continue WWith Backup.

" OK x Cancel |

After clicking the OK button a backup of the data files will be created on the server computer in the
\STS\DATA\BACKUP folder. An example of the file name is SHVBC08162001.ZIP. The first 5 letters
is your property code (located on the Config Hotel Information screen under Utilities) and then the date of
the backup with a file extension of .ZIP. Placing a check mark in the “Automatically Attach File to
Default Email Program™ will start your default email program and attach the backup file to the email. If
your default email program is not the program you use to send email you would not check this box and
manually attach the file to an email after the file is created.
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Upload Backup

The Upload Backup function was created in response to requests for the ability to automatically transfer a
copy of your data backup to a corporate web site. This would allow the secure storage of your data while
also providing other authorized personnel in your company to access the information if needed. This
function utilizes an internet connection to transfer the backup. If your Upload Backup option is greyed out
it means your system has not been configured to utilize this function. You will need to contact Simple
Solutions to discuss properly configuring your system.

You must connect to the internet before using this function.

€ Upload Backup

3 Upload Backup

Once the backup is complete the transfer will begin. When the tranfer is complete, click the Close button.
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EXIT

This option allows you to exit STS. Click on Quit from the main menu bar, then click on Quit a second time
from the cascading menu.
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