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CHAPTER 01 ROOM RATES MAINTENANCE 

 

See GM Professional Set-up Guide for rate set-up. 

 

01-01-00 ROOM RATE TABLES 

Once the rate types have been defined, they can then be associated with a room rate table. Room rate tables define 
the period for which the room rate will be active for a particular rate type. There must be an active rate table created 
for a reservation to be made. There is no limit to the number of pending rate tables, which may be created. 

From The Room rate Maintenance Menu, select – Room Rate Table. 

Enter a unique, 20-character alpha/numeric rate table name. 

Select the rate table start date.  

Select the table end date. The system will warn of any overlapping rate periods. 

Click on Save to save changes to database, Delete to delete the selected room rate type, or Exit to exit 
maintenance function without saving. Note: An active room rate table may not be deleted. Fields maintained are: 

Clicking The Check Button will ensure that there are no gaps between active and pending rate table start and end 
dates. 
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01-02-00 ROOM RATE MAINTENANCE 

Once rates have been created, they can be copied from an existing rate period to a future rate period.   

From the Room rate Maintenance menu, select – Room Rate Maintenance. 

Select the rate table. 

To copy room rates from an existing table, click Copy, else go to step 6. 

Select the rate table and groups to copy from. 

Click Go. 

Select the rate type. A list of rates already created is displayed. Clicking on one of these rates allows the rate to 
be amended. Only one rate can be created for any rate type/table combination. 

Select if rate is a flexible rate (allow rate to be changed for individual reservations. must be a daily frequency 
rates with no department split to set this option).  

Select if complementary rate. 

Enter the rate value 

Select rate currency (if multiple currency is set in Options) for currencies other than the local 
currency. 

Click on Save to save changes to database, Delete to delete the selected room rate type, or Exit to 

exit maintenance function without saving. 

Note: If Use per person rates is set in system options: 

Select is rate is per room or per person. 

Enter the rate per person and child as applicable. 

Continue as per above. 
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01-03-00 SETTING RATE EXCEPTION 

  The rate exception screen allows the user to set the ‘best available rate’ per day based 
on the rate adjustment settings. 

The set BAR proceed as follows: 

From the main Menu select ‘Special – Rate Exception’ 

Select the start and end dates (maximum 4 weeks at a time) 

RIGHT click on the Rate Group name to activate the exception screen. 

Select The days of the week to be set e.g. Friday and Saturday 

Select the Adjustment type to be applied e.g. Bar2 –10% 

‘Apply’ changes. Note that the changes are applied immediately upon clicking on ‘Apply’ 

Click on Exit when done 

This screen can also be used to reset rates to the default value. 

Proceed as above for points 1 to 4  

Select ‘Apply Default’ tab 

‘Apply’ changes  

Click on Exit when done 

This screen can also be used to block rates from use. 

Proceed as above for points 1 to 4  

Select ‘Block Rate’ tab 

‘Apply’ changes  

Click on Exit when done 
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CHAPTER 02 USER MAINTENANCE 

User name and password details with associated access levels are maintained from this screen. Valid users will need to be created prior to using the   
system. 

From the Main Menu, select All References –References – User Maintenance. 

To create a new user, enter the new user log-on name. To update an existing user, click on the relevant user name 
displayed in the left-hand block and then amend the required field/s displayed on the right 

Enter the user full name. 

The user password will be set to 1234. This must be changed, by the user, via the Change Password function (See 
User Guide). 

Select the user access level. 

Click on Save to save changes to database, Delete to delete the selected user, or Exit to exit maintenance function 
without saving. Note: An active user may not be deleted. 

 

 

 

02-01-00 RESET USER PASSWORD   

All users are responsible for maintaining their own passwords (see User Guide), however, if a user has forgotten their password, another user with the 
required access level can reset the password to 1234. It is then up to the user to change their password again. 

From the user maintenance screen, 

Select the user from the list. 

Select File – Reset Password. 

The user’s password will be reset to 1234. 
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CHAPTER 03 ACCOUNTS MAINTENANCE 

Debtors and management accounts are generated and maintained using this maintenance screen. 
These accounts are associated with the account payment type in the guest reservation and posting 
systems. Only valid account numbers generated through this maintenance function will be accepted 
when an account payment is made against a room reservation. 

From the main menu, select  - All References – References – Accounts Maintenance.  

To create as new account, enter the new account name and associated fields in the right hand blocks. 
To update an existing account, click on the relevant account name displayed in the left-hand block and 
then amend the required field/s displayed on the right. 

Management accounts are used for ad hoc department postings, which are non-guest specific as well 
as settlement of guest accounts. If the account is to be used as a management account, set the 
Management Account field on. 

Click on Save to save changes to database, Delete to delete the selected account, or Exit to exit 
maintenance function without saving.  

An account can be de-activated, subsequent to being used, by switching this field on (.– Yes,   – No). 
Note: An active account may not be deleted. 
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03-01-00 PRINT INVOICE 

 

Account holder invoices may also be printed/ re-printed from this screen via the Print Invoice button.  

Select Print Invoice 

Select the invoice to be printed from the list of invoices 

Select Print 

 

 

 

 

 

 

 

 

 

 

 

 

03-02-00 ACCOUNT STATEMENT PRINT 

The Detail button is used to view/print a statement of all transactions against the selected  
Debtor/Management account. 

Highlight the required account in the list of accounts 

Select Detail 

View report and/or select Print to print  
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03-03-00 DEBTOR STATEMENTS 

The debtor ageing report has two sections. The first section is a summary of all outstanding 
debtors, the second is a listing of all outstanding transactions, by debtor. The format of the 
second section is in the format of a separate statement for each debtor.  

From the main menu, select – reports – Debtor Ageing. 

Select Print to print all statements, OR select individual pages to be printed. 
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03-04-00 DEBTOR/MANAGEMENT ACCOUNT PAYMENT 

This option is selected to enter account payments for both debtors and 
management accounts.  

From the main menu, select – Billing – Account Payment. 

Select the account number. 

Select the date up to which transactions are to be included 

Select the transactions, if any, to be included (for management accounts 
only). Use the All Yes and All No buttons for bulk inclusion/exclusion of 
transactions or selectively include transactions by clicking the Include 
column on or off (Yes or No). 

Select the guest invoices, if any, to be included, Use the All Yes and All No 
buttons for bulk inclusion/exclusion of invoices or selectively include 
invoices by clicking the Include column on or off (Yes or No). 

Select the payment type and amount. 

Click on Save to save posting details. 

Select Print Statement to print. 

To view/print individual 
transactions/invoices, click on 
the transaction/invoice in the 
respective boxes. 
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03-05-00 DEBTOR RECEIPT (INVOICE) REVERSAL 

This option is selected to reverse account payments for both debtors and management accounts. 

From the main menu select Billing-Invoice Reversal. 

Enter the debtor payment receipt (invoice) number to be reversed. 

Enter a free-text reason for the reversal. 

Click on ‘Reverse’. 

Note:-  

 The original payment type (except for account payments) entered will 
remain against the debtor account and will be reflected as a ‘Deposit’ 
payment. To reverse the original payment, a corresponding negative 
account deposit must be entered. Account payments will be 
automatically reversed. 

 This option is only valid for account receipts done on the same 
business date as the reversal. 
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CHAPTER 04 GUEST ADDRESS 

Guest address details captured into the system via the guest reservation screens can be 
amended at any time using this screen. 

From the main menu, select – All References – References – Guest Address. 

Amend guest information as required. 

Click on Update to make changes 
permanent OR click on Exit to exit 
without saving. 

1. Creating an Export File 

The guest address details can be 
exported to a .csv file for creating 
mailing list information etc. 

To create an export file, click on 
Tools, Export 

Select the address criteria required 
from the boxes displayed and click on 
Save Export File 

Select the path and file name from 
the screen displayed. 

Click on Save or Cancel to quit 
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CHAPTER 05 TRAVEL AGENT MAINTENANCE 

Travel Agents are used to track agent or company performance. These are generated and maintained using this maintenance screen 

From the main menu, select - All References – References – Agent Maintenance. 

Only valid account numbers generated through this maintenance function will be accepted when 
selecting an agent in the reservation screen.  

To create as new agent, enter the new agent name and associated fields in the right hand blocks. 
If an agent is also a debtor, the details can be copied from the accounts data by clicking on 
Linked Account and selecting the account holder. The account holder details will be copied to the 
agent screen. To update an existing agent, click on the relevant agent name displayed in the left-
hand block and then amend the required field/s displayed on the right. 

Click on Save to save changes to database, Delete to delete the selected agent, or Exit to exit 
maintenance function without saving.  

An agent can be de-activated, subsequent to being used, by switching this field on (.– Yes,   – 
No). Note: An active agent may not be deleted. 
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CHAPTER 06 ROOM UNAVAILABILITY STATUS 

 Room unavailability is maintained using this screen. 

From the Main menu, select All References – References – Room Status. 

Select the room 

Select the reason. 

Select the start and end dates 

Click on Save, OR, click on Exit to exit without saving. 

To cancel the status of a room, highlight the specific status as click on Cancel Status. 
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CHAPTER 07 BANKING INPUT 

This screen displays all bankable amounts by banking payment types.  Note: The banking 
function must be switched on in system options for the following functionality to be available. 

From the main menu, select – Banking – Banking Input. 

Select the user declarations to be included in the banking. 

Click Go. 

Each Tab reflects the un-banked amount for the banking type. While cash is listed as a single 
value, the individual transactions for cheques, credit cards and vouchers are listed. 

For cash amounts, the total amounts of bronze, nickel and notes are entered. The system 
displays a running total for the over/short amount well as the cash-banking amount. In the case 
of cheques, cards and vouchers, the individual transactions may be selectively included for 
banking. If a transaction is not included in the banking total, a reason code can be given for the 
non-inclusion (lost cheques, etc.). If a reason code is entered for a specific transaction’s non-
inclusion, that transaction will not be available for subsequent banking.  Each banking type entry 
can then be saved after the entries have been verified. 

Note: For bulk acknowledgment of all outstanding transactions, from the banking input screen 
select File – Enter ALL. 

A partial banking transaction can be saved at any 
stage, for later completion, by clicking the Save 
button. 

After all banking transactions have been 
completed, the banking is closed by clicking on 
Close Banking. 

 The bank deposit slip is printed from the View 
Banking Deposits screen. 
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CHAPTER 08 END OF DAY 

The system will automatically run the end of day procedure at the time designated in the system option set-up. No user intervention is normally required, 
however, it is advisable to check the end of day log file every morning to ensure that no problems were encountered. If the end of day failed to run for any 
reason (power failure, etc.), the system will prompt the user of this situation at the time designated in the system option set-up. After establishing the 
reason for the failure of the end of day to run, it can be manually executed by the user. 

08-01-00 FORCE LOG OFF. 

Before end of day running, it is preferable to have all users logged off the system to ensure a successful compact of the 
database. If any user has forgotten to log off, they can be force logged off, before the end of day run. 

From the main menu, select – Special – Force Log Off. 

A list of logged on users will display. 

Click on the users to be logged off. 

Click Logoff to log off. 

Click Exit to return to the main menu. 

 

 

 

08-02-00 END OF DAY LOG 

From the main menu, select – Special – View EOD Log. 

Click Exit to return to main menu. 

Errors in the overnight process are highlighted in red. 
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08-03-00 MANUAL END OF DAY 

Check business date in EOD screen to make sure EOD has not run (business date should be the same as system date after 
EOD has run.). 

To run the end of day manually, click the EOD process to maximise. 

From the EOD screen, Select – Tools – Run EOD Now 

Enter user name, press TAB. 

Enter user Password, press TAB. 

If an end of day has been run within the last 24 hours, the system will prompt for confirmation of the need to run end of day 
again. 

Once the end of day is complete, the EOD screen will automatically minimise. 

 

 

 

08-04-00 END OF DAY REPORTS 

End of day reports, which have been selected to run automatically, can be viewed and/or printed from the reports screen. 

From the main menu, select –Reports – Transactions – EOD Saved Reports. 

Select the day of the week for which the reports are to be viewed/printed. 

Click on the report in the list to be viewed/printed and select print OR view OR Select Print All to print all 
reports for the day. 

Click Exit to Main Menu to exit. 



 Manager Guide      Page 18 

 

CHAPTER 09 TRANSACTION AUDIT LOG 

From time to time, it will be necessary to investigate a specific transaction or group of transactions. The transaction audit trail can be viewed in a number of 
ways depending on the investigation requirements. The options are all transactions for a day, by day, transactions by reservation number, transactions by 
department, transactions by account holder. 

09-01-00 TRANSACTIONS, BY DAY 

From the main menu, select – Reports – Transaction Summary. 

1. Select the day for which transactions are to be viewed. 

2. Click Go. 
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09-02-00 TRANSACTION LOG, BY RESERVATION NUMBER 

1.  From the main menu, select – Reports – Transactions – View Transaction Log. 

2. Select the reservation number. 

3. Click Print to print transaction log. 

4. Click Exit to exit. 
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09-03-00 TRANSACTIONS, BY DEPARTMENT 

 From the main menu, select – Reports – Transactions – View Trans Log by Dept. 

Select Department. 

Select view period (Start and End Date). 

Click Go. 
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09-04-00 TRANSACTIONS, BY ACCOUNT HOLDER 

From the main menu, select – Reports – Transactions – View Trans Log by Account. 

Select Account Holder. 

Select view period (Start and End Date). 

Click Go. 
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CHAPTER 10 SUPPORT 

In the event that RoseStreet Systems request a copy of the system error log and/or database, for off site investigation, this 
can easily be extracted by using the support function. 

From the main menu, select – Special – Support. 

Select the option required (log and database or log only. 

An e-mail to RoseStreet Systems with the log attached will automatically be created in your e-mail outbox. 

From the e-mail system, click send, to send e-mail. 

OR 

For larger databases, from the support menu, select – File – FTP Database. 

Make sure the system is connected to the Internet, select Continue. 
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CHAPTER 11 MISCELLANEOUS FUNCTIONS 

11-01-00 AD HOC INVOICE PRINT 

From the main menu, select –Reports – Transactions – Print Adhoc Invoices. 

Enter the invoice number to be printed. 

Click Add to List. 

Repeat steps 2 and 3 for all invoices. 

Click Print. 

Click Exit to return to transactions. 

OR 

From the reservation menu, enter the required reservation number. 

Click on Print Invoice. 
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11-02-00 VIEW USER DECLARATION 

From the main menu, select – Banking – User Declaration History. 

Select the user. 

Select the declaration ID. 

Click on individual transaction to view detail. 

Click Exit to return to banking menu. 

 

 

 

 

 

 

 

 

 

 

 



 Manager Guide      Page 25 

 

11-03-00 VIEW BANKING DEPOSITS 

From the main menu, select – Banking – View Banking History. 

Select the bank deposit ID. 

Click Print to view/print the 
deposit slip.. 
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CHAPTER 12 REPORTS 

Reporting is split into three areas namely: Operational Reports, Management Reports, Analysis Reports 

Reports are subject to user access control. 

From The main menu select Reports 

Select the required report tab 

Select the required report. 

Follow user prompts. 
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12-01-00 OPERATIONAL REPORTS 

Reports in this tab are primarily designed to assist with the day-to-day activities of running the business. Typically, these reports are available to most staff 
allowed access to Guest Manager. 

Expected arrivals 

A listing of expected arrivals for the date selected.  Rooms highlighted in red with a ‘C’ prefix indicate guests who have already checked in. 

Expected Departures 

A listing of expected departures for the date selected.  Rooms highlighted in red with a ‘C’ prefix indicate guests who have already checked out. 

Weekly Arrivals 

A listing of expected arrivals for 7 days from the date selected.  Reservations highlighted in red with a ‘C’ prefix indicate guests who have already checked in. An on-demand F&B list of potential 
breakfast and dinner guest is available (SQL Server only). 

Weekly Departures 

A listing of expected departures for 7 days from the date selected.  Reservations highlighted in red with a ‘C’ prefix indicate guests who have already checked out. 

Non-Arrivals 

A Listing of reservations for guests who have not yet arrived as of the date selected. This report should be run on a regular basis and acted upon (guest checked in, reservation cancelled or 
arrival date changed) to ensure that inactive reservations do not impact on room availability 

Overdue departures 

A Listing of checked in reservations for guests who should have departed. This report should be run on a regular basis and acted upon (guest checked out, reservation departure date amended) 
to ensure that rooms are vacated as expected and that the system does not auto-post accommodation to unoccupied rooms. 

Overdue Deposit 

A listing of deposits due that have not been received. The action to be taken will depend on the business rules of the establishment (cancel reservation with or without refund deposit, etc). 

Deposit Received 

A Listing of deposits received for guests that have not yet checked in. 

Room Maintenance 

A summary cross-tab of room unavailability statuses, by room for the period selected. 

User summary 

The user summary report is printed for each shift declaration. 3 reports will be printed namely: department postings, payments taken, declaration summary. This report is also available for the 
user declaration screen. 

Guest List 

A Listing of expected arrivals, expected departures and stay-overs for the date selected. The on-demand breakfast and dinner lists, list any guests checked in at a breakfast and/or dinner rate. 
The on-demand department list, lists all departments, by guest that contribute to the rate at which the guest is checked in. (See room rate department contribution in the Manger’s Guide) 

Guest Status 

A list of the reservation status as at the time the report was run. 
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Telephone Extensions 

A list of telephone extensions set up in the system. This report is only available of the PABX interface is active (see set up guides). 

Telephone Calls 

Call details for the period and telephone extension selected. This report is only available of the PABX interface is active (see set up guides). 

Room Availability 

A summary cross-tab of room availability, by room, by date for the period selected. 

12-02-00 MANAGEMENT REPORTS 

Outstanding Balance 

A Listing of closing balances for rooms and management accounts for the date selected. Used for business management and system balancing. 

Declaration Summary 

A summary of all user declarations, by date, by user for the period selected.  

Dept Sales 

Reports on company turnover. Department sales by day and month to date, for the period selected, on-demand reports of the transaction detail are 
available as well as an on-demand year to date report. (See also chapter13 GUIDE TO INTEGRATE GUEST MANAGER FIGURES INTO ACCOUNTING 
SOFTWARE) 

Payment 

Reports on company takings. A summary of payments taken, by payment location, for the period selected. Drill-down, by payment type, to view transaction 
detail is available. An on-demand listing of invoices generated, by invoice number for the period selected is available. On-demand reports for guest and 
management account department contribution , by invoice number are available. Invoices can also be listed by payment group (reservation payment, 
debtor payment, etc) is also available on-demand. (See also chapter13 GUIDE TO INTEGRATE GUEST MANAGER FIGURES INTO ACCOUNTING 
SOFTWARE) 

Debtor Ageing 

Lists outstanding debtors, as a summary and by individual debtor. Can be used for debtor statement printing. 

Banking 

A summary of all company banking transactions for the period selected. 

Ledger Posting 

A listing of all department postings for the period selected. User selected grouping by department, date or user. Used primarily for investigative purposes. 

Transaction Summary 

Transaction details, by transaction type, for the date selected. Used primarily for investigative purposes. 

Correction 
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A listing of all negative transactions. 3 Reports are generated namely: Management Account corrections, Department corrections, and Payment 
corrections. Used primarily for investigative purposes. 

Petty Cash Summary 

A summary of all petty cash transactions for the period selected. 

Guest Loyalty 

A listing of all guests who have been allocated a loyalty award for the period selected. 

Man Accounts 

Lists outstanding Management accounts. Use to control management accounts. 

Debtor Summary 

Lists the debtor balance outstanding as at the date selected. Used primarily for investigative purposes. 

Franchise  

Summary of department sales versus last year.  

Reservation Summary 

A listing of all reservations, by date of creation, for the period selected. Used to determine the potential business generated for any particular period. 

Birthday List 

A listing of guest birthdays for the period selected. Can be used for marketing purposes. 

Reservation List 

A listing of all active reservations in the system, by room number. Used primarily for investigative purposes. 

Cancellation 

A listing of all cancellations for the period selected, by cancellation reason. 
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12-03-00 ANALYSIS REPORTS 

Statistics 

Analysis of the business performance, by room, for the period selected. Drill-down option by room for details. 

Occupancy 

Analysis of the total business performance, by month, for the period selected. Drill-down option details by day. 

Guest Origin 

Summary of guest country of origin. Drill-down option for provinces/states and cities/towns of origin. 

Guest History 

Summary of guest names, by surname for the period selected. 

Performance 

Short-term analysis of the business performance, by day, for the period selected against user specified budget figures. Typically run for a 2-month period 
(current month and following month). 

Budget 

Short-term analysis of the business performance, by day, for the period selected against user specified budget figures. Typically run for the current month. 

Analysis 

Analysis of the business performance, for any combination of a number of user defined criteria. Drill-down to details by summary group. On-demand 
summary cross-tab of detail by summary group. 

On-demand linked rates report is a cross-tab of rates by rate group. (See set-up guide for linking rates to room types). 

Forecast Reports 

Forecasting can be measured against the following criteria: Guest Company, room rate, reservation type, room type, reservation status, reservation group 
ID, reservation agent, reservation debtor and guest nationality. This report is typically used for short to medium forecasting of business performance. 

Contribution Reports  

Actual business performance can be measured against the following criteria: Guest Company, room rate, reservation type, room type, reservation status, 
reservation group ID, reservation agent, reservation debtor and guest nationality. 

 

  


