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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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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. 
 
♦ 15” 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. 

 
�
�
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Validated fields 
have a “look-up” 
button.  Clicking 
this button pops 
up a list of valid 
choices.  (See 
box below.) 
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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 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. 
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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. 
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TAG DESCRIPTION TAG DESCRIPTION 
<<DATE>> Date (ie. June 22, 2001)� <<ADDR1>> Contact’s 1st Address Line 
<<FILECODE>>� Account File Code� <<ADDR2>> Contact’s 2nd Address Line 
<<ACCTNAME>>� Account Name� <<CITY>> Contact’s City 
<<CSAL>>� Contacts Personal Title 

(Mr., Ms., etc.)�
<<STATE>> Contact’s State 

<<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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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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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. 
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Notes:  You can enter notes for Setup, Audio Visual, Menu, Beverage, Breaks and Special sections.
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Menu buttons for Adding, Editing 
and Deleting Menu/Service Items. 
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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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Placing a check mark on 
the Hold All Space box 
will hold all space in the 
Function Diary. 

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

Projects are listed in the grid above. 
 
 
Tasks assigned to the highlighted project. 

This tool bar is used for adding, 
editing or deleting Tasks for the 
project highlighted above. 
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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. 
• Tasks Cost $ - The Task Cost fields are “read only”.  You cannot enter numbers directly into these fields;  

task cost amounts are updated automatically as you add Tasks. 
• Will You Be Creating Additional Tasks? – Each project should have at least 1 task associated with it.  

This box should be checked if you will be “manually” adding Tasks for the Project.  If you check this box 
an “Add Task” screen will appear automatically when you save the Project.  If you do not check this box, a 
Task will be automatically added for you.  You may Edit the Task as necessary.   

• Trace Date/Code – Use these fields to automatically add a trace for the Project. 
• Completed – Enter the date the Project is completed. 
• Repeat Rating – Once you have completed a Project, rate the Project for the likelihood of 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. 
 

 
 
Below find descriptions of each field: 
 

• Assigned To – Salesperson to whom the Project is assigned. 
• Project Due Date – Project completion due date. 
• Task Target Date – Target completion date of the Task you are adding.  Once you enter a date and tab off 

the field, the number of days before/after the Project due date will be calculated and displayed. 
• Task – Choose a Task Code from the drop down list.  Task codes can be added in Utilities | Table 

Maintenance | Project Tasks Codes. 
• Task Description – You can describe the Task in this field. 
• Task Details – Use this space to further describe the Task. 
• Projected Costs $ - Enter the “Projected” forecast cost of the Task. 
• G/L Account – You can assign the cost of this task to a G/L Account.  Doing so will allow you to print a 

Budget Report detailing the forecast costs by month. 
• PO # - You can enter a Purchase Order number that is associated with this Task. 
• Trace Date/Code – Use these fields to add a trace for the Task. 
• Actual Cost $ - Once the Task is completed, you can enter the Actual Cost incurred for this Task. 
• Completed – Enter the date the Task is completed. 
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The Find button on the Project screen allows you to “Find” Projects based on some or all of the criteria 
below.   
 

 
 
Enter information in the fields by which you would like to search.  Leave the other fields blank.  The 
more fields you fill in, the more specific the search. 
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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. 
 

 
 
 
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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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. 
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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 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. 
 
 
�% !$(�� ��1�&* %���B��% !$(�� �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 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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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.  
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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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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. 
 
 
 
 
 
 
 
 

 
 
 
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 
 

 
 
 
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. 
 
1. Choose the report you would like to print. 
2. Once the report is on the screen, click the Printer icon at the top left of the screen. 
3. When the Printer dialog appears (screen above) click the Print to File box. 
4. 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). 

5. 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.  CALLREP0730.pdf.   This is a sales call report ending the week of 
July 30th.  If you were printing a Month End Report for July you might name it 
MONTHEND07.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 MONTHEND07.PDF. 

6. Finally, click the OK button to generate the report. 
 

In the example above you would find a file named CALLREPORT.PDF in the C:\STS\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 
 

 
 
 

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

 
 
You can repeat the process and attach as many reports as needed before “sending” the email. 
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�
The Email Blast screen allows you to bulk email a large 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 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. 
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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.�


