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INTRODUCTION

The Sales Tracking System is a comprehensive, full featured, computerized sales and
catering system. STSwill allow you to more effectively manage your account management
activities including tracking, contacts, sales calls and traces. Also, smply by entering group
bookings, avariety of other reports including automated contracts, group resumes, daily in-
house reports, banquet event orders, among many others, may be generated from the
information aready input, thus resulting in significant time savings. STS is an Account
based system. Thisis 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 anaysis, lost business, group rooms production reports, to
name afew. It aso adlows you to easily merge information to generate contracts, letters and
mailing labels. Finaly, you may use the Trace and Sales Call festures to automate the

collection of thisimportant information in order to better manage your accounts.

Theresult — STSisasimple solution for your sales automation needs.
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System Requirements

We recommend when purchasing new computers you follow the guiddines 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 I11 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.

15" Color Monitor with .28 dot pitch running at 800 x 600 resolution.

Printer (preferably alaser 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 workgtation.

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). Thefile server should be powered by a Pentium class
processor with a minimum of 256 megabytes of RAM.
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£ 30000 - 300K - Your Hotel Name Here

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

Sales Tracking System
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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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Are Hotels Selected/Recommended By Your Company?
If The Case, How Are Hotels Selected As Preferred?
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?
Rating of This Account's Current Potertial Walle:

Iidddidddiddd{dd

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 Utilities | Configure Hotel Info | Custom Profile tab. This screen alows
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 il
type a response, in the field, that is not listed in the drop down. Finadly, 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.
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# Contacts

2 S imple Solubionz, Inc.
10310 Main Street

Loves coffee and
oatmeal cookies

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 ver sus having the full
version of Outlook installed on your computer.

£ Contacts
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£ ContactFilter
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7 / + % / + ) *% '/ & +# / +$, )
# 9%/ * %) % '3 , [r-r-r (] + % " " /
1 , 1 + (
£ Contacts Hi=E
! |#] Add Edit ¥ Delete |@Eini:| Erint Qlipl:ucuard i»@;ﬁ Labters; |d o » »|
Browse Contacts i Cantact Betail: I Comtact Profile I h l
2 Thankou
| — = — - 3 Rateagre —
....................................... colfiskiate. o fLas e e T p

Mz Mancy Strong 403 758 1932 a03 753 1834 MW

=
| |
Sccount Chem Muclear Systems
Filker:  File Eode = CHEM
Cox oo & ) %'/, I + (1 e #
D 7% I U Y ALY S O A 7Y U SN
. - (1" %) % '+ #$ X YO +r e
I # " )" )3 # %(
41& % . &&043 (% &, $ '& /& +& T C "1& 43% ( +%
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i saleskit - Microsoft Word

JEiIe Edit View Insert Format Tools Table
|
2 D2EHa aal|mE

k<DATE>

Window Help
@ - @

»
-

JTimesNewRoman - 10 - | B 7 O |i§_

Iovocoed o e e e B

<<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,
<=l ALEZID==>
<<3ALESTITLE>>
z
@
¥
I:]EIEII:—I‘I I 3
D~ [y (5 awoshepes- N N[O E 4B - L-A-===SB@ .
[Page 1 Sec 1 1j1 [at 1" ln1 Col 1 el el = e [
I 4L #
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 <<ZIP>> 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 _ O]

| 41 Add [EfEdt X Delete B Copy | ) Eind S Print [ Clipboard < Letters | <€ &

Browse Calls I Call Details I

FILE CODE

ACCT HAaME . (FHO =

Mckenzie

Simple Solutions, [hc.

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

Filter:  File Code = SIMF

O B B - T AR R L
ST %( > S ) )t (0 # . ]
% /| 3% #. '3 & ["B ( #$ L #H o+
't3= = LS
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% Sales Calls

ile Code: [SIMPLESD o]
Date OFCall: | 6002 ] Posted On: |05/09/02

% | Simple Sl:_nlu_tius_,_ Ihc.

1 [T HIDEHtEI lMcKenzie
i |Prazident
PME #1931
10332 Main Street
e [F airf
al | simplesoi@erolz.com
- EEETE
- EE

Talked with Diester about hiz upcoming computer training zeminar. Wil follow up the
firzt week of July.

"l $$r$e ", '"3/ C D% C( ## o+r % 3
C 3%D % I ", o+, $$9% C 39WD" . ") +(
/| C 3%D % "L, 8 W '+ )"-*% G % '"3D

, o YY) #l %Wt # % 2 o+ ')
"

" S+ R0t SeE S ( ) %# o ]

+# Y 0P + ([T HTHS Y% $ $+S+ e+ 0 /

+# ] ) U+

&7 1 #U U, ) *w o+ CFE#" 4+ ("3 4
/ It %# T S %, % #"$H-+# " " | C D",
YUl TR #T

7N %) % "3t [ +) '+ L3
% - > U *'/ - x,  *x$ . 4] $+."% + ( ,",&"3/ C D%
ll - (
7 II_/ Il_/ / 1 * %) 0/0, "3 , / + ) 1 + , 1 m 3
| &&& % - > %) " 3, o, |
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70 ", % ) * % 0%3* o +# ] +) & "3

I ", % , +/ +/ (> % +/ * " , &3+ + / "%
# & ,,+ ,1+$5+ + /! " F # &+ - , & $+ ,
*$(!/ +/"- * "' O # + # + */ / #( /I")"
#" < [ ] - #"$ , #(>% $+ # +/ / ,,+
L R . L+ 8(-( - L L A R
# "% YY"/ ) + N/ +" !+ "9
£ Sales Call Filter (=[O =]
Salescall Filter
File Code: || _|
Eventhlu:l I

Account Name: |

Last Mame: |

Call Dates: I @ Through I @

Salesperson: I
Call Type: I

Market Segment: I I
Account Type
Acct Proximity

Type of Bus.
Travel Dir. /RFP
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

2> % % # L+ " H# T

T U (I %) % 3 ("3 B 4
% (' " 4&"3FWH/ #% % '/ C D)/ #% % (
D L AT AL SR B S ) C S o
I GRVAR L SN 0/3F -+ - o+ G2
o+ # " +$ ' o, T#EY T %+ 3 ]S

{>% | $ I 0% CF # L+ ) IT %

B A R 2

2> % LS TS % (> W S )"

U (> % .t KL #%I T T %) % B [ +$+( * %) %
") 3% A4S A& W) %+ T -t JF T %, +
S+ (S #ET T %+ [, e S 4S5 +) " (
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7 + % / +) ro & +# | +S, )
# B * %) % "3 YRy N O % . /
1 , 1 + (
€ Sales Calls O] x|
| [+] Add [EfEdit X Delete B3 Copy |ﬁj Find &L Print (B Clipboard | < Letters| 4 B
Browse Calls I Call Details | 1 THAMK YOU.DOC
2SALESKIT.DOC
FILE CODE [ACCT MAME |LasT |FIRsT  |Dm TPE TS5 [PHY
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
1| | _"'IJ
Spoke to Dester taday about hiz upcoming computer training serminar. He thinks he will need d
zpace ohce a manth for the rest of the year. He azked | call him back in 2-3 weeks and he would
know more then.
Filter: File Code = SIMFP
1 *%I/ _+& III+ ! _h)ll %I/’ , / + "( / 1 |6
n _i# n ) mn # +- , mn / , 1 % / 1 n / # _+-. - ( / n ()/d_ )
* % 1 + # $ + * %+ - % +* , 1 n , / / # n ) ll/ ) 1 m 3

I # % (
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S LR SR L %<, 3 %# , "3 +" +
FUU% # - # (S *&+ ) % FOHETL R % e T | #%
3 ( 2#$ ) % % - ] 3% - " $ " %& ,"-
%, "&H - | H(+ '
2 3 '
HL#HTH % &3 % & N G A %
&3 W& % L L+ $T 1% e+
)" G TRtk ) K% e 4 o ) [+
YR T3, 4 % (>9% [ - [ttt e % g 1+
o oxy o) " % 8 ", g
€ Traces/Appointments M=l B3

| 7 4dd [EfEdt X Delete Copy g’ Complete |ﬁ‘3£ind Print | < »

Browse Tra-::esl Trace Detals I Appointments |

-
1 | r

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

J <]
Aocount:  Simple Solutions, [ne.
Group Mame:
Fiter:  File Code = SIMPLESO  and Status=0
200" e -+ e &3 1 % N A
T%( > %" S L) )U- % e ( # . H £ &%
3% #. '3 &% /"B ( #$ "L ## + "3

= =
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FPrE #1317
10332 Main Street

b Faws | 703-978-3300

Desoription: [SCFre-Con Ming/Deta |
pleted: | /7

Sales Call Motes On - 06/03/02 - For- Simple Solutionz. Inc. - Spoke with Dester
about his upcoming training seminar. Will contact in July o finalize details.

e $$+$H ", ,'"3/ C D % ( #H# % "3
C 3%D % I, 4+, $$% C 39wD" . ") +(
/| C 3%D % ) ", $8 % )" -*% G % '"3D
, oo )Y #' ., %R, # % 2 o+ '
+
7 %111+ Y %) % "3 S +) +' '+ , "3
% - > % R - R - o+ $H"% #( " ,& "3/ C D
% - (
710+ %) % 3 I +) +' '+
L "3 #% % (> %) " 3, [ #S " (0 #$ - o+ %
- % +# $ oL tH L T A HETB S+ (> % o
7 A ) LAt w4+t ) 8 9 % > %
CHS H#W'S + H% %( -/ T+ ( Lt 3% ,) ,
Iy ) +)( ™1™ #%'$ +' ( R D D I A
/ #$ % ,) > (
"Rg) [ HS M- 4+ & %) 3, %) % "3 . ) ( *%
) +> 1, )" 8 ) %# " o, ")
N 2 A A (
I1&4 ,* % 4% (,*&& %(& WS % - W(& 0+ (+4$+/& ($ 4
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48 -
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. L+ (9
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"3/ ", % , + / /' (> % +/ * " , &%+ + /
"% # &%+ + /! " F # &+ - , & $+ , O RE(
1/ +/"- 0 # 0+ # & + x|/ -t / #(C /")"
#" < [ ]! - #"$ , #(
L/ +-, & (- *% + " ", "
, & )" * ) 4+ / +,%,%" -/ " $+ ( * 04 +' /) "
$ +# /) 3 +&" )" /) ( -+ & %/ %, * +/ | # &
yIoom () Iy 1o+ 8 ®B%"/ ,-@ *%  +,( [
" '3 HS + "H#$ "-8 "-9* % $ +' L+ #S (
£ Trace Filter
?2> % +' +$+ "3 - % (> %" $+ )" "
"+ (> % . OUEL) H%IY O # " * %) %, "3 [ +$+( * %) , ¥ 0
$ + +/ ) 3& %) %, +/ | # & ,*%""" %, + &*&b ( |/
R Y I YA S A
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"o+ ) *% ") *wsst#  ,+ =)' % o+ (> %# *""3
I, ) +) o+ o+ $+ Y "3 - R
B B B A i +1 |

3 Traces/Appointments =]

Browse Traces | Trace Detals ﬁppuintmentsl

Appointments For 06/15/02
200 -
P\M_
20
[ 4 | June 2002 [+ | s:;“
g
Sun Mon Tue Wed Thu Fri Sat ?"':"I;“_
1
Ak
3 4 5 5 7 8 EMEE

2
a1 1 12 13 14 e A
16 17 18 13 20 21 22 30
23 4 2% X 27 B 29 i
30 i an Btire. Krupsky & Mre. Hendricks - Hendricks B0th “Wedding Anniversan. _l
=3 Today: 6/9/2002 ET
il
i D'.,,'Er'\,.l Traviz Elementary Luncheon |
a0
A
=L Print Appt 1z 00
fint Appts Bt
20
[to add an appointment, right click owver tme zlat] i
1 00 7
[ther double click an the time slob to edit the test] | P ILaura Miller - Board of Pardans and Paroles |
30
P
2 00
B

o |

Appts For: |.-’-'~|'v1 Miller j

Johanadtmy - Redne [nn Alamo

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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[P ) % % & H - [+ [T-& +. $ TR&+ # N[ S &+,
+ & """ ( # " +, + 'Y # LB -# " o+ "
Yoe ki (] kT T R& %) % *$T F <, + % (
| +. - +' " + 43"+, T o + + H, % (
+# /| #" # % K& "3 "% &1 '/ R T G / + ' %
'+ & "3 I %" & % & [/ $ [ '+ & ++. [ +. +" 8" 1% "
SRS e ()T % T Rtk st ) rop
S+ o+ % ) I Y RT3, o+t % (>% ) - "
" MRS + % %" -/ ", % (
£ Profiles =] E3
| 4 &dd EEfEdt X Delete Bz Copy | < »
Browsze Profiles I Prafile Detailz I
Filz Code
|
1| | _'l_l
=
=
Aecount  Simple Solutionz, [nc.
Filter:  File Code = S5IMP
200 "+t + S+ '+ &' "3 / ' % ,, Tt
$HU + S (>Wt S L)L )t (O # . 9
&% 3% # . '3 4 &+ /"B ( #$ "
## o+ "3z = S
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£ Travel Profiles M=l
| ¥ Add [EfEdt X Delete Bz Copy | ) Find | < » |
Browse Profiles  Profile Details I
File Code: |5|Mp|_|_:_5|:| I
Travel Type: IHElDEatiDnS LI Dezcription: IHelacatiDrl
Co. Travel Policy 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 Rental: I 3000 Fonod: I 5000 Beverage: I 0
Contacts: [bdark Smith
Travel Pattern/Seasanality: || ong Term
Guest Profile: |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 (Micer suites. Location not as convienent,
0.0
.00
000
Account Simple Solutions, Inc.
Filter: Al Profiles
" n / %+$_Fl II' ’||n3/ C D% . ( ## +* %I ||n3/
C 3%D % /", +." , $$% C 3%D" ")+ (
> %I 1 m 3 / + n , + * 'y nn % / $+ n * %
+ ., n _(
7 II-/ ll_/ / $+ n * %) %’ |l3 , mn / + ) + i + mn L} +
’||||3/ ! % _ >%#*|/ _ *’ * *$||_ +/ $+.n% _FI ( ’Il’&
'""3/ C D% - |
7 II_/ II_/ / $+ n * %) %, Il3 , / + ) + . + n
|+ ’||n3/ &&&% _>%)|| 3’ 1 "'I#/ , n (
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! , &%+ + I "% # &+, *$ ++ #H. W + 2 ,, *&+ "
’1+ +%( ! l _|_|/|l_ * L] % # + * l _n LI l # ( lll )ll
#ll |# ||< l |/ 1 _Fl - #ll $ , # (

& Travel Profile Filter
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CE TSR e ()T st 1) *% * -

+1 "% ) [ '+ )Yl *% "3,/ 1 % (

£ Travel Agents | [ Of =]

| [ add [EfEdt X Delete Cop_l,l| 4 >

Browse Agents I Agent Details |

B
j - |
Aocount:
Filter:  File Code = SIMP ]
ALY A B S - '+ & "3 / ' % ., Tt -
ST % (> % s+, )" )" - $% '+ 82 $-9  # .
D& &% 3*( #. '3 & /"B ( #$%

"L ## + ""3= = TS
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£ Travel Agents

/] $$+$+ ", ,'"3/ C D % ( ## o+ 3
C 3%D % I ", o+, $%9% C 3D . ") +(
>%I + n / )Il’ ) $+llll_ /ll +. - (
7ol ] - X %) % "3t )+ - e
1 m 3 / ! % - > 0/ * ) / - * , * *$ll - i + / $+ i n % _Fl ( , n , &l m 3
/ C D% - |
7o - * %) % 3 /T T
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/ %" # ,% ) *% ' $% , 09%63* W# <1 *< %" YI"* % %,
3 + %" 7 % '+ +/ | -+98" ' ([ %" # ,% "
n _+ , ) II/ / _+ % 3" - |+ ( ! / * %I 1 3" - / n 'I# n n % # m *
+ _'+ , / %II n ( > %# * + %II n 'I# n / n rn ,
)n/ $+Il%+ 3||_( > O/d . / "oy " +| $||| %II + ) 0/$|| /
W ( '] %<, +-% +*&/ %" #,% " 083*$+." * %"/ ." " H#H# "
1 1 + n - #II , 3" - % +00ll n (
+ # / # n # % _|&I m 3 LI ] % & / 1 / %II ( 1 + I# n + /
) ) mn % _'( > %I 1 / - /ll n n * , mn , %II 'ill + * LI ] % , 1 +
1 1 * %II - / n , % (
£ Lost Business =] E3
[+ Add B Edit ¥ Delete | Copy | % Find =3 Pint |T!Clipboard .~ Letters » | @ @ _I
Browse I Dretailz I
LOCE... [FILE CODE |EvENT MO|DATE  |TPE [aCCT MaME [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
DSTTx DIAR 0m/09/00  CITY | Diab KL [&]
DSTT# [IMO 0342/0 CITY |Inquities KL ;I
Could not accomodate Dexter's group in September due tolimited meeting zpace. He does have -
another training seminar he will be scheduling for December. | will contact him in August to discuss
that buziness.
Filker: All Lost Buzineszsz
? ! / mn / 1 + n - %II 1 + &I m 3 / ! ! % 'y
%II + T ( > %) n $+ , ) ||/ / ) n _ n $0A) 1 + ( # . _I) 't n /
tO% 3% # '3 £ &+ /"B ( #$ " #H O+
1 m 3 - - n $0/d

STSUser’s Guide 2/15/06 -38-



& Lost Buszsiness

¢ |Simple Solutions, Inc.

e ulDexter lMcKenzie

i |Prezident
10310 Main Street

e | 703-375-9300

ter [ 5/23/2004 [5ff Trace Coder [FU i

Could not accomodate Dester's groupin September due tolimited meeting zpace. H
dioes have anather training seminar he will be zcheduling for December. | will contac
him in &ugust to discuss that buziness.

o $BE$® ", '"3/ C D% ( ## % "3
C 3%D % I, o+, $%9% C 3D . ") +(
/| C 39D % ", $$ % ' .+ )"-*% G % '"3D
, (] D # %Y # % 2+
%" #(
S + 7T S &( ., (& +# I
%'+ ( )" %# "t ox ) +# %" +
* o CYE (I ) % " ) 9B)" -+ +$ "
s %" / +# | ey o+ (
70 B %) % "3t [ +) %"
¥ I T A T A s A B 7
" ,& "3/ C D% -
7 ol %" FX 0 % "3, I +)
v "3 &&& % - > )" 3, o, "
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70 ", % ) * % 0%3* %" #( +#

/I +) & "3/ ", % , +/ £ (> % $/ * " , &% +
+ I " % # &+ + /! "F # &+ - , & $+ ,
%" *$ ', (! £/ - 0 # o+ # & + */ -t /
# (/") #U < - #% , #(
£ 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

?2>% % # 1+ " # T w# ] %"+
% (! AL %) % 3 ("3 S 4
% (" & "3* %+ # % % ,'/ C D)/ # % % (
D L T S B L Y L) S L +
N AN S F ] $%" 0W3F -+ - ) W T HE K%
'+ #o"+$ + o, #Y %+ '3 /s > %
3 / + .3 R o L ) I rw s,
TS 4 +# ] %"+
?2> % $ %' S+ U S % (>w" s )"
L (> %t ) #%I T %) % B ] +S$ (] # o+
M T %+, L #H S 4s) (
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$ M- ATt o (> %) % WS+ o +'3 - ) 3*

+I

C* % %() #

R0 "3 @' +'3'- $" +# | H"H# % ®F%)" S )"
)" -H# 9B, * % %() # ! 1151 %) # "3 #$+ +'3 -(

3 Import Tracking

55100285.Ck0
S5100285.1MH
55100286.CEO
S5100236.1MH
55100287 .CkO
55100287 IMH
55100283.CkO
551002858, IMH
155100233 CKO

[ #S+ 43 - T $§ H( /TN e M P9 T 4 k@ @37 L F

LY % (/" "3 )" sk, )t )t
)" L% (ot FUCB% (] W o+t
I % + % "' G % E( & ]t "3 #%+ %
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% %() #X $&8 F

£ 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 BOM&Y. POWERS GOWT 1 77 77 b
10/24/00 BOM&Y. POWERS GOWT 1 77 77 b
10/25/00 BOM&Y. POWERS GOWT 1 77 77 b
10/26/00 BOM&Y. POWERS GOWT 1 77 77 1
10/14/00 COLUMBLA CURRIER SYSTEMS CORP 1 110 110 ¢
10/15/00 COLUMELS CURRIER SYSTEMS CORP 1 110 110 ¢
10/11/00 CREATIVE ADVANTAGES SPEC 1 0 0c
|ﬁﬁ@ﬁ.‘.‘.‘w&w&mmmmm I -
1 | b

\/ Import x Delete |

L% %, &) "/ | ' A+ OB ++ #S * # & "/ % + v
.l 3) % 4 "( $+$! W + "& WS %' !
& +&%& &b | U (% %& S & W ! (,* 4 &'/ *%"3" | 4
C&F W [+t L " B+ % + & "3/ 3% % "
Yot % (> % UL HS R # # ) R % % x o
I N C1& o+ (B8 +$!U&(,,$ (& &% &)
+@A( , "4 +&HS& E + $&W(%( "/ % +' " U H' " & )"
/. R " L RS (T % = # o+ /
+ot &Y% [ "3 #$+ % ( )" 3 ' %3 ) + "
S R B

L A7 A 3 L L7 # o+ v
"I+ %, +' %, $ L%  H %" " (MM o+t
tv3 % (> % [0+t &) L It 3 S )
) 3*& 4/, )/ I" 3% "3 *op  #% % & (/"] #%'$
Lot (L F T3 @ % /ottty
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C* % %() #1  $&F

£ Import Tracking HI=lE3

Impart Tracking  Imported Ealendarl Unknown Inhouze Recards I Unknown Checkaouts I
Hatel [rate Day |lnhouze| Posted|Tranzactions | |Checkouts| Posted | Transactions| File Mame -

» 1041200 iy 0 b 0 ;

[ 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

| #$+ L+ T+ ) Y% +.") S A 7Y
e+, +'3" -( 1Y) * % +otr 2%+, +# g8+ " 9 /)
#0x o+ " )y +$ o " 8 . q [+ St ) ] %
o " * 0 . S+, +'3"- +/ | )" ) *% " S+
#,0)" (
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151 () #

/ ,,1 ’II +I3II - $II ) * % ,’& ’II +.II) $+.II %* +’ +I3II _( /ll
|||% + [T / # */ . ll#$+ ,( > %#0/ ++|3u_ n '|# n _ +
#* [ +$+ %, +/ "% " 8 " % $+ 7 " % 9

1 * %I m 3 / @ II* + 1 3" - $ n + # / # n # % _|&* %) n $+ , ) II/ /
YU-# 9B L% %() # ! 1151 %) # "3, 1," +'3" -
£ Tracking _ O] x|
| 5] Add [EfEdt X Delete | @) Find BhPrint | <« »
Browse Tracking I Tracking Dietails I
Segment| Corp Mo Fm Fev|Booker MO 5ales |d|Event #]] -
DSTT: |07/31/00 |FR COMTEQUIF 14 1036 AP
DSTTe |07/31/00 |PR ALTO 2 $74.00 148 KL
DSTT= |07/21/00 PR DMk 14 $70.00 220 kL
DSTTe (0723100 |PR DART 34 $72.00 2443 AP _I
DSTT |07/31/00 (PR DLUBAK, 4 $74.00 296 KL
DSTT= |07/31/00 |PR DOoLCO 2 $72.00 144 KL
DSTT= |07/31/00 |FPR D 3 $78.00 234 KL
DSTT= |07/31/00 PR EMMIS 4 $74.00 296 KL
4 | _:I_I
Filter:

+ # / n 1 + * %I O/OII II< / ' & , n &@ & n , + _|1I $ n (

/ 11& l" 1 @ % ) *% IY&# l"* +1 + " 1 1 +# /"
"+ +[+%/ | #S + S+ +# (

/ n , % ) * % n + + 1 n * _|$ , , ( / n n / $ % n * % +

3|| + + ron $ , + 1 + noa # $ * +’ o/ll - ' + n $ _Fl , ||# (

/ - # , / + 1 n ) mn + 1 , mn / > @ n m / L] % 1 + (
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£ Tracking

/ LTSt () 2, * +13)1 "+l o+ s
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AR T B T ( Tw# 3. %
| $h-+#t 4 T BR[O ) 4+ 0 % =/ | -+9%86 =+ # $'3
o |/ + 9% 3- '+ " %, ' +- * 0t ( # * # /. $+
3" - 1 + ++ # , 1 -ill -( * % ) * + ) ||/ /Il 3" _ 1 + + - 4_, mn /
-+ 08" + # *& + - * +4+ # , -11'-(
' Y05 "3 - +# [ #" # % &K/ 15 &Y%8 &
£ 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 ; = :
EventNo [ =775 Group Type: [17 -] pous (11500 guap| ooo
Acct Mame: [Simple Solutions, Inc. Arrive: 11-"'15-’2UD4J Time:
Ewent Mame: |Simple Solutions, nc. Depart: [11/16/2004 | Time:
Address: 70370 Main Shest Segment |00 2| Washz: | 10
PHBHTS1
City: [Faifan Salesperson |[FLW ) JELW 1 Blocked  Actual
. Contract Due: | 3413/2004 _I Rooms: B I i
State: |'\.,*A Zip: |2203E| 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: |M| Mckenzie Fasy Mathad: m ' :
S F'honn_a: ?.03-9?8-9300 Ext: | Faw: |?'I33-9?8-93IJ1. Rooming List: [10725,2004 |, Business Drigin: m
=] Email: .Slmp|ESD@E[D|S.CDITI Guarantez By 11/ 52004 BED DueBy: | + _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 11/1E/04 20 933 0 119 1] i} 0 i} 0
Wed 1117/04 20 93 0 114 I i} 0 i} 0
) # & /&% &
! / / 'y 1 _ill i $ n n 1 / & / % + n $+ , ) ll/ 1 + 1 mnon - 1 # $ ,
3||_+| _i_’&ll *+| 'l', / . . ’( . ) 3||_&||#$*||13 / %
8 $ |+ 9 , * %) 1] $+ , )n/ 3 3u_n $0/0 |+ ( )n_n , "F$"
/ n , ll. ll’ % n $0/0 n , ?
! 3
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?2 0] vy - ) 3" -&* %# *' "3 /
+m mn 8 # 1 + 9 LN ) /ll ) mn , ) ( /II n _# n ) n , , n * %) mn
% | (
& Bookings =] E3
” |#] &dd Edit ¥ Cancel | % Dielete Copw s Calls €% Traces ﬁ;:l:a_tering Frint | |4 A » |
Booking | Browse Billing I Fick Up I MNates I
Hatel Cade: #5000 I Statuz: IT 'I SIMG | 39.00 TRIF 0.00
File Code: |SIMFLESO '
Event Na: [ 2715 Group Type: m DOUe | 115.00 QU-"-"-DI 0.00
Acct Mame: | Simple S olutions, Inc. Armive: 1'!.!"15.1"2004_' Time:
Ewent Mame: [Simple 5olutions, Inc. Depart: MJ Time: |
Addrezs: ;Efél;h&:m Street o e __IIZD o Wiash % T
Citw [Faran Salesperson [CL : IKLW j Elocked Auctual
: Contract Due: | 3/13/2004 _I Rooms: =] 0
State: [\5 Zip: [22050 Country: | Eut O [10/25/2004 ] ADA: EE]
Booked By: [k |Diester 5l Mckenzie Booked Or: m—_l Revenus: 5940 0
Title: | Fresident = Dear: |tr. Mckenzie Eesv Method: ﬁ '
*:F'hom_a: 7039729300 Eut: | Fas: | 702-578-3300 Rooming List: [T0005, 2000 Eusiness Origin: m
=1 Email: _simplesa@emls.cam Guarantes By [11, 52004 EEO DusBu: [ 7/ _I
Onsite Contact: |0 exter Mokenzis Fiooms - Cancel By: [5/19/2004 | Catering - Cancel By: W El
- B it Hraini : al - g Booking ser Field I
omments: |Computer training seminar. Al eguipmen i = PeckagePrcede oo
muszt secured each evening. Resv. Type: GTDj Pack : B | 000
Group Code: Package Pr!ce 3' EEE
= ackage Frice 3: ;
e 0.00 Package Frice 4: 0.00
18T4 #:
Cantract Tupe: IG VI MNew/Repeat: IH 'I Revised Or: 2;’28;_’0-’1 Bu: |2¢¢<
. + / n , %’ +/ / +|| 'I# n o 1 n $+#$ :( ! /II n / :,,Z +=’||:
#0881 # % "%+ .+ ", |+ #$ ) " (
n ' ? 3 ) &*$ n / ' ' / ) n n ) ll/ / _+%(
## 2 4556 " (1 o+ ## 1w |+ &((/ ,+ HF+ #"
C #9D&-+% + $+ " & '( / " HE )"+ T+t Y #+E+( /
[+ &1 = = 't % %, +$+ | -+ 9
+' *$? + +0% + + 2 ,, *(
Y1$ 2 +( /" )+ $ & w [
R Y[ % % ) %S X
%" "2 v+ ) % "HO+H#L > %HEY o /o, 8(-(" +
+ + n &I , 1} & 1} (9 1 , %, + mon 1 n 1} 1 _Fl_ n , (
*$2 1 * #)" % %+
+0/$ r) +/|| ' , )/III/ )n ' # '||+| * +# * 0/d'+ + " * #( /u ' , ) 0/0,
*$n- * [ , ++ + n ' / + # 1 3 n / + + n * #(
N? +/ o+, - W +" /" -+%+ £ ") #, * o+, - , %
) n $ *0_ 1 ##u n (
" , 1 *? | / 3:: o # 'n " ’&/ , / "non ,u , ) " % # " * % 4" /n " ,
n . nn / $ + _Il' —_ , (
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A 20 N 3" -&* %# *' "3 / #
8 # 1 + 9 LI ] /ll ) n , ) ( /ll n _# n ) n , , n * %) n % /
( > % * , n n / n _# n / n $ +||
[ -+%* % + +-( "% *& %/ % '/ '3/ #1 2& 'Y & , + -
2 " 'Il / ) / _+%) n $*|| _( * ¢t _ / # / , $*# " / %_'_ $_+1|
) % 1 S
£ Bookings _ [O] x|
” |#] Add Edit > Cancel | % Delete Copy 23 Calls {} Traces ﬁicagering Print | [ o b | ‘
Booking I Browse I Other Info I Pick Up I Mates I
Hotel Cade: [50007 Status: IT "I SIMG | 99.00 TRIF| 0.00
File Code: |SIMFPLESD I ; =
il _2ﬁ5_ Group Type: m DOUB |119.DD QUAD I 0.00
Acct Mame: [Simple S olutions, Inc. Arrive: 11?15?2UU4J e
Event Mame: [Simpls Solutions, [nc. Depart: MJ Tirne:
Etleicts ;‘Efég_lh;_lem Bligel Segment: m wash# | 10
it [Faian Salesperson [fLw ] |FLW Blocked  Actual
- Contract Due: | 2/13/2004 _I Fiooms: EO i]
State: |\,f,q Zip: |22030 Country: | Cut O —1U£25£2004J ADR: T
Booked By [14r. |Deuter 2 Mekenzie Booked On: M_I Revenue: 5340 I_U-
Titler | President =l Dear IMl Mckenzie Resy Method: t‘
S F'hc-m_a: FO3-978-9300 Ext: | Faw: | 703-978-9301 Raoming List [T0725,2004 1, Business Drigin: m
=1 Emal | simplesot@enls.com Guarantee By: [11, 5/2004 BEO Due By [ + _I
S Haster Indiv. Other: |CC for Fisserving Fooms Only = .Da’E Requested: [ A.f'F!.I[.J: I
Inociod:nt;:: |E E Biling: [ncividuts Pay Allnciderials  w| | CteditAppApproved: [ = Limit: [ 2500100
Meals; il [@  Authorized: |Dester Mokenzie Deposit1: |/ / _I Amt: 0.00 B
Catering: [7 [~ Signatures: Depasit2: | ; ; _I At 0.00 =
Tax Exempt; [ Method OF [Foom/Tax Direct Billed =l Cémey— 0.00 =
Room T axi: |13.UDD b X = FinalPay [/ / O Amt [T OO0
Des Tazz: | 0.000 Apment. = Typet I j
Baggage & [ 000 Per I j' Exp. Date/Name: |
1 ||’ L - , ||. ||’ O . | mn m i ||, ,
# 0O 2& & & + -8 +1 % 9 ! + # 0 2&
# l/_l" / # +_+0/$ L] % + ||’||.||’% IIL /|3/ %+$_+ll 2

Tl ) )T S o+ It # §T (

2 2#$ %? [ '3" | -+9%B" 2 2#$(

# 21" 'x 22 +/ *&& #&/ )" [+,
2% (-(R; +RCM +B(5 +BM(

-- -7 +/ ! %, $ /)" L& +$ +
E553%+ -(

[+ ""-? + *+ BRI 3 < %/ c -
"0 > % L, BE O+ S [ ,+$, ) " +#
8 """ 7 " Y7+ " #HE

W <, - %8F [/ -+9" .+ " &/ " U <,

/ 2> %H% +/ # [ ,89 $*# )/"/)"
-C ,"“"% *&@+' "& +," +(
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@+ "o 0% 7 /3" -+ 0% -t

1 @ ™' ""-== 0t [+ x %t
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? 31+ e X A D K.
*OR" "+ H#HE | * %, [ $"3%" # " /. "o /" # [ -+ %
&t . -1 % o, , *%"- +) 8 # '+ 9 2&' "3
| =$"3 %= / ” '+ L $3%) ", ) ("3 ()& %
FUUB)UT L 4 H - 9B [t #( ## + "3 = = ] )
"Wt ( "3 [ = 3-= 8 # 9 % #T 3 (
£ Bookings O] x|
” |#] &dd Edit * Cancel ‘ %Qelete Copy Zis Calls E}Iraces ﬁita!ering F'lint ‘ |4 o » »
Booking I Browse I Other Info I Biling Pick Up I Motes I
Hotel Code: 000 o] Status: [T 7] SING[ =200 TRIP[ ooo
Etzrftnr:ls Slzh;f;ESD Group Toe: [ 7] paue| 113.00 | guap| o000
AcctName: |Simple Solutions, Inc. Aurrives 11:'15.-’2U04J Time: N
Event Name: [5imple Snl.utlons,lnc. Depart: mJ e
Address: ;243;21h;1aln5treet Segment [0 2] Wesh % 0
City: Fanfan Salesperson |FLWw A ELW o Blocked Actual
_ Contract Due: 3313?2UU4J R ooms: 5] I—El
State s | @pefoons0 Eourtiy | CutOf [10/52008 [ ADRE] s
Booked By: [R [Dexter 2 [Mckenzie Booked On: MJ Revenue: | 5040 [ 0
Title: |President = Dear: Im Fesy Method: t‘ ' :
. Phone: | 703-378-3300 Eut: | Faw: | 703-378-3307 Rooming List: [10725,2000 | |, Business Drigin: m
=1 Emait | simplesaEerals. com Guarantee By [11, 52004 BED Diue By: T_I
H
200 teltte 3 g o * U3 &8 # '+ 9 v
)" ( 8 # 9T LB, e ) ) )
"+ ( "#$* *$ " % +/" 3-& "'"3 '3 / 3 - 8 #
"+ 9 . ,+% '3/, 3- '+ ( *% 9% "3
" HH $ + * g +$+& + ) #E & (( %, 4+ + &%, +/
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28 # -+ (9 /" ST )" % %)/ * % . % +%

T T #( VI 3+ &3 +) LA
> Ot ) ) [+% [+ o AP S SR
£ Bookings = [=] E3

” [#] Add Edit ¥ Cancel ‘ %Qelete Copy Zis Calls Q} Traces ﬁ:___'Eagering F'rint | |4 o » p| |

Booking  Browse | Otherlnfo | Biling | Pick Up | Motes |

Lok Far: lm [~ 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

> % +/ + 3'- T3 - I % I $ /)", )( +/ *
# & "3 /I . # % ( +*¢' -/ # / -0+ 3- A
$+-+# )" 0%3* ", # '/ +/ +* % . *$,( | +) $" -+ * ]
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* #
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#*' "3 H) A % - / -+ + |/ 3 -+ H(
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STSUser’s Guide 2/15/06 -54-



Add Booking Recap (under Bookings-Add/Retrieve)

LS L St & %t S L) et g
3+ & o L) 3-&"3 | @ % 8%
9 L, ront S+ )" 3"$% '+ ( +
=4 /3-8, #.9'+ ,'"3 [
( 3 '*% ++ 8 9/ # . $+%
"4#"&/+#+) " R 0BT % (
& "3t ]+ # - +)//*%)%'3 e+ #( /
) 3% 1+ # % $ I %" 2 *00) 9% '3
HoA
= % -/ %H# ,, W % /| * #& "3 |/ += [+ =
R IV LY
( Y A - L S L O R N
= =% R -
R > op x B "] I % # " 3o 4 [t O [ o+ )"
CH s, $+ )/ ro .t (
SR A B () S A S

) # (under Bookings-Add/Retrieve)

g B " B(($73%, & 9+ 3-(
T - A G A L 7 S W
A% ST (3 -tew., &3 % ( %,
[ % +  +3*8 # . H 49 , /"B  3* 8 #. '3 +¢
S 06 x HELUHL M, R a2t Wt (O ##. $. 3
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(& ) # (under Bookings-Add/Retrieve)

£ Cancel Booking

race Date: | 3/24/2004 g8 |
Group grew too large for our available space. Contact Dester nest month ko
dizcuss their D ecember training 5 eszion |

' 3'-& % % ™+ ++. |/ 3-( I"#* , *0' - | +) +A
% $" Y CHENE A /[ '+ & % / """ |/ 3 -/
* 0p) "/ | 2& "3 / ' % 8## " * [ +-/ / % 9 > %
)" $+#S$ , + " (> % '+ #+ " ' oo + -
$" ' L ( + +' , +' +' /e " + o+ ) o
%" S Vh s / %" , ( / *0p o+
)", ) )" g, [ +' i %" +#(

(/ & ) # (under Bookings-Add/Retrieve)

R . I A U A O G A L
o- /) +A % ST ([ 3wt [+ &
% |/ "/, - *w)/ o+ 't (. 2&"3 [ ' %
B# " x| 4 ] % Y1 $H#S & "3 = = T #S [ o+t (

8 2/ 't 3*)"  x$ + [ 4+ o, 3
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5. Position the cursor where you would like to insert the merge code. Click thelnsert 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.

R + B,-*0%, % & . "" | T C g8 ) 43 - +# /
o+ HS%AO , H HH ] # % W g% L.,
# -, " 413 ¢ #( & 7
HE g + ("3 ) #B 115 &UB& +# | 3. '+ & "3
% % /@ #&  %(5& & +# | & ($, & '+ & "3 I
T L R A A X I, "% (> %
#% + (@ I, I, % # )l e 8 (-(
@ 9 "3 (>% )Lt ), # o~ )"
B T I+
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£ Catering O x|

| [#] Add [EfEdt ¥ Delete B Copy [ Ciphoard Print | a >

Browse Functiunsl Funchion Details | Menu/Service | F'ayment&l

>¢¢¢¢< SIMPLESO 74 07/24/02  ala  MEE

3:00am | 5:00pm 25 PLS

Motes Setup Motes

Setup
Audio Yizual
tder
Beverage
Breaks
Special

Fioom must be zetup by 7:00am.

i 2l T i T B0

Account;
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£ Catering

| 4 add [FIE

Foom must be setup by 7:00am,

TeeeseC

/o, o+ 2$ #( ) +, '+ # /A

& L& " UL&3,&)" % L # L # e # ]+

04? /" " ,&"'/ '3,&)" 'O0p * '3/ $- O B AT ,"-I-*(
% ) W . [T, 3

8&$& & W? |" ", Y I %"+, % -+, + ++$ 4" -
W & ? / +l rn ) * % + +l % + + %I n ( *
2 I "/ # %/ * %+ -/ %" %) " W + +

+! +$ +" -( ’

%’ & & 7/ +#@ n Tn )Il %# m *ll ’Il *%”
Ww " # L %t (] tH# o+, L (

($ & 77 "% ' ) * % +' % o + + % " " ES(

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

& Catenng
] [+] &dd [EfEdt 2 Delets Copy Clipboard Prirt | < >

=] B

Menu/Service I Paymenits I

Function Details

Browsze Functions I

FILE CODE

SIMPLESO
weood | SIMPLESO

774 g:

cULam

00am | 5

MW

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

= <+
[#] Add [ Edit ¥ Delete —I
EVEMNT # |[DATE FUMC #{CATEGO... |ITEM DESC BEG TIME [COST PF =
[ 774 [07/23/02 ] Ereaks Ar Early Start !
Tr4 07 /2302 866  Breaks An Afternoon Snack 2:30prn $4.85
1| | 2
Fresh Baked Muffinz & Danizh ;I
Freshly Brewed Reg & Decaff Coffes
Azert'd Hot Teas
/ %- 'i-' m ) * % +# %- 'i-. m mn # ( / n # 1 # + , n
O% -|_’ +( m 3 / . % ), ) mn # & , n , n * 2I| n - n # +
@ w4 . (] % # *%,, | ) + /A '
) /III / + %I n n /II_/ II_/ , n / m +) n , ) (
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Catering—Menu/Service Tab

Browsze Functions |

Function Dietails

Menu/Service I FPaymentz

|FILE CODE

Moo | S5IMPLESO

[« I
—Add/E dit Menu [tem
[termn Description: i,.f_m Early Start _|
Categont  |Breaks Applicable Taxes
EEO Section: MENU TI Food T ax: l_ 0.000
e Beverage T ax: [ 0.000
henu Price: i 7495 . -
Cluantiby: i'_- el e IS.EDam EE Service Charge: [ 0.000
: - = Stop: I % Sales Tax: ™ 7.8580
Unit Descriphion: ipermn Gratuities: v | 19.000
Total: | 198.75
E=pense Categary: iFuod
Fresh B aked Muffing & Danish a
Freshly Brewed Feg & Decaff Coffee
Azert'd Hot Teas
X o |
"3/ ., % / 0 +" o )" #( "3 3% % /
_Fl_/ / #@ I_FI$II n , $$0/$ 30/$ n # %ll # ( 1 * %l/ n #&
$+ / 3 * # / 2 n ’( * / n , ) " n , " % # m *(

£ Menu Item Lookup = =] E3

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
A Ll_‘ <] Ll_‘
Azzorted Juices, Regular & Decaf Coffee,
Sliced Fresh Fruit
Azzorted Muffing, Danizsh & Bagels with
cream cheesze, butter and fruit preserves
I % - +# " %' # e
, n $ * , n / n / _|1l_/ ( + 1 n - / , n , n # &, % 1 m 3 /
n n / + # mon - n , / 'y 1 n 0/0 # + , 1 m 3 3(
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Catering — Payments Tab

£ Catering

£ Catering
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BEQCan.doc

BED Cancelation Letter

BEEOCaov.doc

BED Cover Letter

PR Cate.doc

PR Catering Only

PHFABoth.doc

PMR Catering & Roorms

Wi WVER. doc

waiver farm

Roomzign. doc

U

I # +"-

* ol .
(

Roorn Signs

LI + *%)u

OB %) % "3
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iz Form Letters1 - Microsoft Word
JEiIe Edit View Insert Format Tools Table Window Help

»
-

Tahoma - 12 -
|

M DsHa szl - e
[ e Y e e e e R e e M P R A

Your Hotel Name Here
Banquet Event Order

BEO MUMBER: 1600-1320 EVENT DATE: | 03/21/11
GROUP NAME: Reliant Energy POST AS: Reliant Erergy
ADDRESS: 2424 Lewvy Street BOOKED BY: Pam Parker
BOOKED ON: | 0472501
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 |
[ ogferfor | wuonam- 00prn | 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
Health Break

Classroor seating
2-6ft tables in front of room
Standing podium

Health Break @ $6.95++ Per Persan
Eattled 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 @
Cwerhead Projector @ $35.00 30 @ $6.95 Per person ++
Flinchart with Markers @ $20,00 ¥
»
JD[awv[%C-j|F\gtoShapesv\ w [ O Al |®|vivév§_§lﬂ,
[Page 1 Sec 1 iz [ab09 In3 coldi REC [TRK EoT e [E3E
3 *
"L ) S 0% . KA #E e (> W / " x o
) % "3(  * . +.") L S, & /Lo "l 4+ # -
I+ (o o] o 4 )L o# e - (> %/ %
' I #$ , + % 3! 4 '+ + + %" - # o+ / +

(
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BE [Exr e »om e | I

Todays Date: 08/22/01 Your Hotel Mame Here
Your Address
Your City, =+ 00000

Banquet Check

Group Hame: Reliant Energy Contact: Sandy Vicks
Address: 2434 Lewy Street Phone: 429-4432
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 §708.50
Sales Tax FE0.22
Gratuities: §37.53
Service Charoe: §0.00
Total: $806.25
Payments: $500.00
Amount Due; $306.25

|Page1nf1

/ 0% / '3%+ / umw +" " # [ . s % (T

) %, "% *[U-*0) % "3 [+ [ " K

+# / #-)", )& "3 A 0% [/ '3(>% $ s+ '/'3
T A - +@*D 2( "3/ % I2)",)

I $$ +( 1 0% '/ '3)" ¢ 1 '+ (
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/u |+ ) * % :+) — O/d' 8’+0/$+ # ' + 9 / |+ ( > %| $_F|

N B A I s 1 o+ (] % I +)
) % 1 '3 ) %) % 2% [ -+9% % * $"3 U
m 3" - / % - " ) " , n $ * / 1 % m 3 $ + _+ 0/$( > 0/0#% %I ||<| - / ! /

M ", 13-+ 4] % y 8 K [ M) *%
||’ n*)/ $_F - / _+0/$*% nln$ )u - - / ) 0/$( n +| ## o *%
+ ! /M -+ 8 %' * # 41" *$ -+UB9)/ + * 0%, "/ -+

) n $|||30/$ / ||+ ||+ + # |3( /ll ) non |+ / ||(yd_|* * O/d' +| * %) "

S %/ = =+ # . +% [ = =8/ # % | '" % | *)" $ 3089
£ 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 @ Frint &

Browse EHEI Room/Rate Table | Calendar E vents I
Sun | Mon | Tue | Wed | Thu | Fi Sat
Event # |Booked  |SF |Seg Ewent Name Ay Rate 04411 04412 | 04413] 04414 04415 0416|0441 7]
P 2525 110/15/03 KLW SM D [AHDRA, T2.00 20 i 50
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 I I I 20 125 125
Singles Allocation 25 25 25 25 25 25 25
Doubles Allocation B0 B0 B0 50 B0 50 50
Singles To Sell 25 25 25 25 15 10 | 10
Doubles Ta Sell 42 42 42 42 32 -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 Eventstab is also the screen where you can add
comments for a specific date.
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# - 8 SRttt e ) S (. % o+, # /
OB S KL L L # @ )t s
T % %t &) #O* & $+ )/ ) /I %" ,
Yl L1 %ottt e ([ '3, N+ % 3% '3 +
o+ o W o> %# * "3 ,)  H) /- I, $$%
S R L+ #(
Placing a check mark on
the Hold All Space box
will hold all spacein the
Function Diary. _ O]
Hald &l Space ™ AEUU'I ‘Eack I Saturday |, September 22, 2001 ;! Fnrward’ 2001 | Diary@l
Rooms ?:iZIIUa | E!:EIIDa | EI:DIEIa I1EI:IEID.E| | 'l'l:!JEIa | 12:.DDDI 'I:DIDp | 2:EIIEI|:| | 3:[."]'3 | 4:EIIEI|:| | 5:I:IID|3 | B:DIEIp | ?: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
THOMM 511 | 09/22/01  |PEMN MEE [ Thomas and Azzoc
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| | »
/ + / %I n , n +* + , n $ * , n P 1 + 7
, @ mon
%
+ $
+ )
IS ) *% S, # e H(
/ ## ) * % +$'" . " HH + "+ (] #H#
) n , n $ * , n , n / + + 1 # # + / , (
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+ , +'3# 1+ [ +/ %% ( *to* 0 +/ , " [+
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-+ -t & 8% %+ H# T -F % % - S "
£ 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 2 0E/18/03 Sales Blitz Sales Blitz D allaz —I
L 12 |09/15403 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

............................. ST
05/21/03
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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B Add Edit 3¢ Delste @ Find B Prict ‘ i & ' 0Ot X LCancel ‘

Erowse Frojects | Project Details |

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

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 ~Fiepeat R 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 anew 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 — Y ou can describe the project in thisfield.

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

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

Additional Goal Notes— If needed, you can use this space to further describe the Goal/Objective.

Results — After the Project is completed, use this space to describe, in detail, if you achieved the desired
Goal/Objective as a result of this Project.

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

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

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

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

Completed — Enter the date the Project is completed.

Repeat Rating — Once you have completed a Project, rate the Project for the likelihood of repeating this
Project in the future.
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Project “Tasks’ are the real detail of what processes and activities need to occur to properly support a
Project. Once a Project has been added, you can click on the Add button, on the lower toolbar on the
Browse Project screen, to add Project Tasks.

£ Project Tasks H=] E3
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
FO #: I
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 Utilities | Table
Maintenance | Project Tasks Codes.

Task Description — Y ou can describe the Task in thisfield.

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 compl eted.

STSUser’s Guide 2/15/06 -71-



The Find button on the Project screen alows you to “Find” Projects based on some or al 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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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 Projectstoolbar. Below please find descriptions of each

report.

Sales Action Plan = [=]
# fdd B Edit 3 Delste @ Find =3 Print > B ‘
: - - SDHED.-%D Day Report

Browse Projects | Project Details | Biidaet Reson

SALES ID|PROJ #]TaRGET  [compLEr  Erciect Report DESCRIFTION ]

KLw 9 D4/16/03_ 04/15/03 Project Task Repot b - orpaign

: 05/28/03 Trade Shaw Attend Trade Show Chicago

FLw i Diirect M arketing Direct Marketing-Mazs Mailing

KL E 08/18:/03 Sales Blitz Sales Blitz Dallaz ~J

KL 12 09/15/03 Sales Blitz Sales Blitz Local DC Area

‘ #H Add B Edit ¥ Delete

1] | _’]ﬂ
|
|

PROJ_WO[DATE  [DESC |comP_pate]
5 05/07/03 _ Book Aifine Fight 05/07/03
21703 |Pickup Collateral M aterial 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’sid. 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. Y ou 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 isagood tool for budgeting next year’s Sales’Marketing Actions.

Project Report — Thisreport 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 isrecommended that this report be printed on aregular
basis to view upcoming tasks and target dates.
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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 aso recaps the Group Rooms Production statistics.
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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 afuture 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)

Thisreport is generated for the user request time period. 1t details each group which isinhouse during the requested
period. It details how many rooms they have blocked, by day. Thisreport prints on legal paper in landscape mode
(sideways).

ArrivalglnHouse Report

Thisreport prints al 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. Thisreport 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 Y ear 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.

%S 1& %B %S F

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 Y TD 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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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. Thisreport is
also known asa“10 Day” report. It details pertinent information on each catering event. 1t 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, islocated in the\STS\CONTRACT
folder on the server computer.

Annual Revenue By Month
Thisreport 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 Y ear 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.

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
Thisreport totals tracking data by market segment and compares it against their respective budget.

Market Segment Report — Segment vsLast Year
Thisreport totals tracking data by market segment and compares it against tracking for the same period last year.

Sales Call Stat Report
Thisreport 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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Label Optionz |

Mew Label, .,

Product number:

5096 - Diskette -
5097 - Diskette _I
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: | [8]4 I
i~ Dat makrix
¥ Laser and ink jet Traw: IManuaI Feed j Cancel |
Details. ..
Label products: fwery standard j _—l

abel information—————— Dielete
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- ress ; .

5162 - Address widkhi 263

5163 - Shipping Page size:  Letter (814 x 11in)

5164 - Shipping |
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Reports—PrintingtoaFile

Below isanillustration of a saes 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.

STSalows you to print reports to several popular file formats. Once areport is printed to afile it can be
attached to an email. See the next page for details on printing areport to afile.
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Reports—PrintingtoaFile

% %

\ "

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

AOONPRE

6.

Choose the report you would like to print.

Oncethe report is on the screen, click the Printer icon at the top |eft of the screen.

When the Printer dial og 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 alows thefileto
be opened with Microsoft Word. PDF isthe Adobe Acrobat format. Thisformat actually offers
a more accur ate representation of the report. This format should be used if the recipient of the
report hasthe Acrobat reader installed (most newer computers do).

The path (C:\sts\reports\) should already be inthe Where: field. At the end of the path typein the file
name for the report. The name should briefly describe what information is in the file and the time
period. Seethe example above. CALLREPO730.pdf. Thisisasdescal 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 MONTHENDOQ7.PDF.

Finaly, click the OK button to generate the report.

In the example above you would find afile named CALLREPORT.PDF in the C:\STS\REPORTSfolder.
See the following page for ingtructions on attaching thefile to an email.

STSUser’s Guide 2/15/06 -83-



Reports— Attaching A FileTo An Email

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

Y ou can repeat the process and attach as many reports as needed before “ sending” the email.
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The Email Blagt screen allows you to bulk email alarge number of contacts.

Click the Find button to set the filter. Once the filter is set you can double click on contacts to check
them individualy 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. Y ou are now ready to
start your email program.
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This option dlows 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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