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INTRODUCTION TO PICASSO HOTEL SYSTEM

SELECTOR

The function of Picasso’s Selector window first of all is to give access to the system’s working

areas.

Beside this, the Selector contains Techotel’'s Hotline number, post address, website and not
least email address, which the hotel kindly is asked to use for forwarding any questions.

Gucci Pride Hotel - Selector

PTECHOTEL | =]
Department:
"4 ”’ |DEDPAHTMENTS -
Login:
- ﬂ

| TECHOTEL
Password:

AL TECHOTEL v

Techotel - Sandager §, DK 2603 Brandby
Phone: +435 3646 1155 - Fax +435 3644 2006

HMighkéwdit [FE]

Hatline Phane: +45 2925 0101
Vergion: 33652 wwwtechoteldk  picassosupport@techotel dk x E it Selector

To obtain access to Picasso, the top four lines in the Selector are filled in:

HOTEL NAME if several hotels are connected in a shared system
DEPARTMENT department in the hotel is indicated

LOGIN choice of username

PASSWORD personal password

The Selector consists
of icons — shortcuts —
to Picasso’s 8 central
modules and
functions

BOOKING
CASHIER

MARKETING
REPORTS

MANAGEMENT
HoTEL SETUP

NIGHT AuDIT
NEw VERSION

The desired module is opened afterwards by a click on the module icon or through the F-key,

indicated beside the name, e.g. Booking (F2).

The two icon fields below, in grey here on the picture, can be related to additional modules or
used as shortcut to certain functions, e.g. User Guide, not charged telephones etc. Those

buttons vary a lot and are set up according to the individual need.



BOOKING

The module contains functions, which the hotel’s employees in reception, room- and conference
booking use in their daily work, such as booking of rooms, halls, tables and equipment, check-
in, change of reservations, cleaning of rooms, arrival plans etcetera.

CASHIER

This module is used for entering wares on sale to guests, opening tables in the restaurant and
posting to them, departure plans, check out. The cash module gives also access to cash
settlement and other reports, related to the cash.

MARKETING

In this module customers are established and linked, one can find history and statistics on
clients, products, turnover.

MANAGEMENT

Here the hotel’'s employees’ data are entered, also accounts, ware groups, wares, packages
and products.
Also in Management accounting related reports can be obtained.

REPORTS

This module is used for extraction of diverse reports, arrangement lists, arrival lists, name lists
etc.

NIGHT AUDIT

The icon is a shortcut to the function Night Audit. It is important that all users leave Picasso,
before the night audit is run, and the modules not to be used during the night audit is run. The
Selector window only may remain open.

NEW VERSION
The function opens new updates and is used only when the system might need it.



GENERAL FUNCTIONS IN PICASSO

In the following, those functions are described which repeatedly can be used in the Picasso
hotel system. It will be useful to know them, before employing the system.

As Picasso being a Windows based system, the majority of Windows functions can be used
here:

SINGLE CLICK WITH LEFT MOUSE BUTTON Marks the concerned object

DOUBLE CLICK WITH LEFT MOUSE BUTTON  Opens the marked line, e.g. client, reservation etc.
HIGH CLICK WITH MOUSE BUTTON Shows list with shortcut options

HOLDING LEFT MOUSE BUTTON DOWN The marked object can be dragged and dropped to

another place on the screen, e. g. a reservation can
be dragged to check in, to Out of House, another

date etc.
HOLD SHIFT KEY DOWN Marks several objects at once
HoLD CTRL KEY DOWN Marks single objects one by one
UNDERLINED LETTER Shortcut to the function: Hold the Alt key down and

type the letter

At search in Picasso, with advantage one could make use of "%”. Thus search by "%plan”
returns results containing the letter combination "plan”.



CALENDAR

Picasso’s modules are built up in such a way, that the screen’s left frame represents a calendar.
As this facility goes through the system, the user guide begins with describing its application.
The calendar is important as conducting date on all open plans in the system.

“* Gucci Pride Hotel - Receptio

File Booking Plans  ‘Window  Progre

& L& <

Hew Change Cel/Reb. Taod

'*HHHE

Thursday
Augqust 2006

On top of the calendar the day chosen and the respective month
are shown. Beside it to right and in blue colour the date is placed.

By clicking on the little calendar beside the date, the user goes
always back to the date today, here August 3th, 2006.

Tasks shows how many tasks there are in Todo for follow-up. In
this case there are 31 tasks.

Tasks 31 In the three calendars below one can leaf through month by month
front and back by clicking on « or »
n august 2006 “
it 0 o [ [0 1) & In order to choose a date the user clicks on it on the calendar by
&l 1 24 4 5 6

F|F 8 91011 1213
33|14 15 16 17 13 19 20
34|21 22 23 24 25 6 27

left mouse button. The date is now marked with either blue, brown,
red or green, all depending on the module’s colour, after which the
desired plan is chosen. The subsequence may also be reversed -

e first after choice of the plan, date or period to be indicated on the

calendar.
september 2006

ma b oon to fi o @
35 1 2 3
¥4 5 B 7 8 9510
112 13 14 15 16 17
38|18 19 20 21 22 23 24
39125 26 27 28 29 30

oktober 2006

ma b on to fi o se

If putting the mouse pointer on the month’s name and clicking with
left mouse button, there appears an option to choose another
month.

Year is changed by clicking on it with left mouse button and
changing then by the help of A V.

At the bottom, the calendar offers a toolbar, containing left and
right arrows <«» They are used to leaf front and back through
months and years.

The icon farthest to right on the line gives also the possibility to
define a period which to be applied to a plan or to a report. By click
on the icon the below box appears:

B & B B
23-01-2006 1308 Wersion: 3,36.6,
W_

+4 start B
From: With ¥ beside From start date can be chosen, and with ¥ beside
e To the wished end date is marked.
S| K | The chosen period is now delimited with blue, brown, red or green
R KU and only needs to be approved by click on OK




HOTLINE AND HELP IN PICASSO

If one needs help, then it is recommended to click on the Help menu, available on the toolbar of
each Picasso’s module.

Picasso offers the User Guide, supplemented by Release notes, which chronologically follow
the development of Picassos functions.

The User Guide begins with a table of contents from where the user is sent further in the
document by clicking on the wished topic.

Release notes describe Picasso’s new functions.
The functions are divided into chapters: Booking, Cashier, Management, Marketing, Reports,
Hotel Setup and Night Audit.

In each chapter the functions are listed in a date order, referring to the function’s date of
development.

Like this one can read the description of the latest implemented functions.

In order to obtain the maximal profit out of Picasso it is recommended once per year to invest in
a few training hours and go through it together with a Techotel consultant.



BOOKING

MAKING RESERVATION

MAKING RESERVATION IN THE ROoOM NO OVERVIEW

On the calendar, presented in the previous chapter, the user marks the start day of a wished
reservation period.

After this, user chooses the plan  F%™"®  nder IMIEETTEEM in the Booking module’s right
frame

As shown below, an overview appears, with the hotel rooms and registered reservations.

Room Number, Plan [Updated: 10:39]
|23-EI'|-EIEj Days:|1ﬂﬂ me:| 1o 5uh:|<nDnE> ﬂT}lpe: = | MW |DEF| sv DH‘ - V|

2301M 2401 T 25010 2601 T 27-01F 2801 L 23015 3001 M 3101 T 01-02 0
L] 36[ ] 44[8] [ ] &5[%] o]

101

102

103

5 bed mizsing
5
]
104|5
5
5
5

103 zeng defekt

Olauzzon Hans - 012660

105
108
107
10855
103501
10|15
2015
20215
203D
204(D
J
5
D
5

3 Andersen, Olzer Techme sengene mangler
tadsen, Lene - 07 2445 Op Interm - |

Leifzon - 013615 by defekt
Flar International

Olauszon Hans - C Ak Techatel 445 - by defekt

] zeng defekt

3

selkikikkkisk

>

bed iz mizsing

Al Techatel 445 - 073721

205
208
207
208
209(55
21015
30115
30215

5

J

I

dhrenkilde, Klaus - 013650 Ak Techaotel 445 - 013722

2 nejenszzn, Lars - Ak Techatel A5 - 013723/

findzen - Ak Techotel &/5 - 013720

203
304
305

vask defekt

v
v
o
e
v |
¢. Ak Techotel A/5 - 013654 Swvante Grongwvist
v
v
v
v
o
S

o |2 Agardh Peter/006 - 01 3666008 +
£
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Through the toolbar on top of the plan it is possible, if required, to change the screen picture.
The toolbar to be read in the following way:

¥ 1230106 v] Days:[10 2] From| 107 Subsfcnore> | Type: [ ~] M| DEF| 5v DR[| o+ |

DAYS The field is used to define how many days are displayed on the screen.
Maximum 14 days can be in the window, if a higher number of days is chosen,
user leafs through by the arrows « »

FROM It shows from which room number the overview begins

SuB Gives the possibility to choose certain room subtypes

TYPE Here user can choose a specific room type

AY When the number of hotel rooms exceeds the number of lines available on the

window, user leafs through the overview by arrow-up and arrow-down; or
alternatively clicking on the bottom room line switches further to the following
room lines.

Should the user desire to save the edited screen lay-out, this can be done by[ D & L ]
buttons, available on the right top corner of the window.

S- Save makes it possible to save a certain lay-out, which again appears by next log-ins.

D- Default. By clicking on it, the user goes back to the screen’s default lay-out.

L- Load is applied if the user from default lay-out would like going back his specific (S) settings.

Once the plan is in front, and tailored to show the desired rooms and date, the reservation can
begin. User puts the pointer beside the wanted room number, clicks with left mouse button and
drags the mouse over the days which the stay will include.

The chosen days are now marked, and by slipping the mouse button the search picture Find
Customer appears.
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Find Customer,

Fetch Product fram initial Beservation bpe
i* Single (" Conference i Daymeeting
i Group " wialk-in i Schema " Hallz

R ezervation Status

. Tentative | O Provizional | D Confirned . Guaranteed| . W aitinglist |

Search criteria

ﬂ Company | ,I,T[ Contact perzon; |
ﬁ Agency | ___,i Agent |
- | - R |
;__" Lastname: | Firstname: |
Phore: | b obile; |
EMail; |
Cuztomer no.; | Se/Org Mo, |
IATA no.: | CPR / Card No. |
Search chars: |4 il Search no: |E il

Lazt uged Customers

Techmedia A/5 23-01-2006 0916
00E370 YWalvo 23-01-2008 1604
Qoo 52 &k Techotel &/5 23-01-2006 1356
004336 Pederzen, Steen 23-01-2008 1356 b
« Hew [}: | [}: Hew res. | x Cloze |

This function is used to pick up or create customers, regardless of kind: Company, Agency,
Contact person, Agent or a private guest (the fields Lasthame and Firstname).

All customer types are picked / created in the same way:

The first search letters are typed in the respective field, and the user clicks on Search. Now a
list appears with all customers established already in Picasso, whose names begin with the
typed in letters.

The user can now choose the right record, mark it and confirm by OK or double-click on it.

If the guest is not yet established in the database, the fields can be filled up automatically by the
help of the Search engine Eniro, in countries where Eniro operates. Eniro returns name and

address on the background of a telephone number.

Alternatively, a new guest can be established in the system manually by using the button New.
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When the searched guest is found, the making of a reservation begins automatically, as the
following reservation window appears:

Change Single reservation [013615] - Created by KLAUS

Reservation [013615]

Haotel: Guesttype | Silver - Purpose | Congress | Fes Type:|Single reservation -
Allatrment: -| Alresno: | 2 Payment: | Ledger | Creditcard:
Segment: Corp. | POS Fax - E=p/Caode: {00-00 Credit max: 1.00
o
’l_:ii[lssttngrrnn;.‘hrr: Leifzon E‘ Jan » Company |Qeutect A4S M Jargen Knoblauch
Guest phone: Letter | Customer| €z Phone: (3284 7050 Letter | Customer |
Addr..’l:c'ntact:l Cf/Eam: |
Agency Contact i
| Pazz | 4
Phone: Letter | Customner |
| ? i
Country: |.~'-\ j ||.~’-'«ustria jEust.Nn.:| Agent Contact -
Zipcode: City: | S5 ? Phone: Letter Eustumer|
Faw/Emal | | Youcher. Splitbil: | Room Comp M-es =
P
Mr.AMrs.: = | Cell/Tit| | g" Assuance| 0% 000 Totalprice|  4.200,00(DKK =
Rooms l Halls ] Tables ] FooAm ]NL-F!cu:ms] D:untau:t$] Motes ] Guest ]* Cnmp-] Agency ] Aagent ] Jaurnal ]

éo 112302006 18:00 6/23-M-2006 1000 103 1 15 700,000 4.200,00

hd

»
I orcoos)coo oo il T ] T 0 oood ccoo]il
Checkin/Cloze ‘ ."': Eopy.f'Save‘ @ Save | J Save.-’EInsel x Cloze ‘

The top left-hand part of the reservation window contains guests’ information.

The top right-hand part contains information regarding: Company, possibly Agency or possibly
Agent.

Moreover, the user can at this stage define: reservations status, Payment, Splitbill

Besides: Purpose, Guest type, Segment, POS.

Credit maw| jg important here to consider, as later on it will have its effect, when the guest wants to
transfer an amount to his room, from the restaurant for example. The system will not be able to
perform the transfer, unless a sufficient credit max is stated. As default, the credit max is set to
be 1 euro.

If the user should be in doubt how to fill up the single fields, he or she can use with advantage

the combination: * (star) and Tab key on the keyboard, which opens a list with choice options at
those fields where categories are defined in advance.
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The below half part of the reservation window contains several tabs, leading to the reservation’s
diverse elements:

Rooms Room records

HALLS Hall records

TABLES Table records

ARRANGEMENT Shows wares according to the package chosen for the stay. New ware

lines of any kind can be added: booking of equipment, extras or meals
NL Roowms Name list per rooms

CONTACTS All ToDo task notes and contacts taken to the client in regard to the
reservation are saved here

NOTES Notes related to the reservation

GUEST Guests linked to the company

Comp Companies linked to the guest, to the company or to the travel agent
AGENCY Travel agencies linked

AGENT Agents linked

JOURNAL It keeps the history of all confirmations having been sent out, changes

as well as relevant linked documents

In order to enter the single tab, user clicks just on it, e. g. on Notes in order to put notes.

Once having completed to type all information that might be relevant, it is necessary to save
with Save/Close — thus the reservation is created and saved in the system.

13



MAKING RESERVATION IN THE ROOMTYPES OVERVIEW

Again on the Calendar
day.

Then one selects the
side.

The below overview ap

r

Ruomtypes Plan [Updated: 09:

|:|n_|i.

15|Rack

b 240 16 rack ||
on | 2501 16 B
to 26-01 10 local

fr 7m 4

I 280 6 rack, 2 days[
se 2901 4 B

The top line of the plan

the user selects date of the reservation or the reservation’s period start

Roomtypes

plan under IIIGETTSIM in the Booking module’s right-hand

pears, showing the hotel’s room types.

51]

Segmentz | Point of § alesl

SD SUlbJur s

il ac, ¢

oo Allat 4 4 5 4 4 5 4

a 1 4 2 3 4 4 32 1 7 furniture fair
44 38 1] 1 5 2 3 4 4 29 1 furrituire: Fair
g2 20 o2 4 3 3 5 4 19 1
g2 15 1 1 304 401 5 4 14 2
M8 1 4 4 4 4 1 5 4 a 1 fair 2006
Bf 18 10 4 4 & 4 1 5 2 72 1 fair 2008
gg 15 10 4 4 & 4 2 B 2 3 2

gives the possibility for a more specific design of the screen picture:

¥ Date:[E@ 012006 +| Wi

DATE

w

ALL

AY

ALLOTMENT

SEGMENT

POINT OF SALES

Segments | Paint of 5 ales|

Shows the first day of the overview

Week number, if the user might want to switch the plan to a certain week
Certain week days can be chosen

With arrow up and down one can leaf through the overview

Here one can choose only to see the Allotment reservations, if wanted
Behind this tab the user can see the reservation numbers per segments

It is possible here to see reservation numbers divided up per P.O.S.

On the next line in the window, following information can be read:

Dap Yac

. Sold Tat, DD T J

praf,

m m o Allot

Day

Week number
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DATE Date

IN SALE How many rooms are sold today, since the last Night Audit
SALES NOTE Notes from the sales department

DAY PROF. Shows the colour of the day, fixed by the hotel’s sales responsible
VAC. RM Vacant rooms all together, across room types

SOLD RM Sold rooms, all together

ToT. ALLOT Number of rooms included in Allotment agreements

”ROOM TYPES” Room types, together with number of rooms within each type
PAX Number of persons having booked rooms2

Oocc. % Occupation rate

OuT ORD. Out of Order number of rooms

C Number of reservations on this day with status Confirmed

P Number of reservations on this day with status Provisional
w Number of reservations on this day on Waiting list

T Number of reservations on this day with status Tentative
DAY-RM Number of day rooms rented out, if used at the place
ACTIVITY NOTE Noted activities such as fairs, cattle show and so forth.

One puts the pointer on the first day of the period and on this room type, which to be reserved,
clicks on left mouse button and drags down over the days, wanted to be booked. When slipping
the mouse, the search window Find Customer appears.

Exactly like in the previous chapter, the guest is chosen, whereupon the reservation window
automatically appears:

In comparison to the previous chapter, what only is missing here on the reservation line is just
the Room number,

Roaoms l Hallz ] Tables l FooAm ]NL-HDDI‘HSI Euntacts] 2 Nu:utesl Guest ]* D:ump-] f-‘l.genc:y] Agent ] JDurnaI]

avs||Departure alaljy Product st Day

8 02-02-2008 mgv 2 RALCK 1.800,00 27.000,00
which is natural, as the booking is made on room type, while allocation of definite rooms is done
subsequently.
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MAKING GROUP RESERVATION

Under IIZETYEIM in  F9°™P%S  geveral room types can be reserved with one single marking.

r

Roomtypes Plan [Updated: 09:51]

 fab

-
Da d DT S5O0 55 SO Jul

Boomtypes:  Allatment Segments | Point DfSaIesl

Date:|EE-01-2006 ~ | ¥W:
\ 5 ote

Date
v

of.| i 4 5 4 4 5 4 g

4 2301 15/Rack 1 4 2 3 4 4 2 0 RZ 11 furniture fair
ti 2401 16 rack - 1 5 2 3 4 4 4 2 42 468 1 28 1 furmiture: Fair
on 2801 16 - 2 04 3 3 5 4 15 X% 24 24 1 19 1
to 2601 10 local gg 15 1 304 401 5 4 13 ZF 18 18 14 2
fr 270 4 o8 1 4 4 4 1 5 04 22 0% 31N a 1 fair 2006
@ 2801 5 rack, 2 days- 5 18 10 4 5 4 1 5 2 18 &5 11 22 72 1 fair 2006

2301 4 - g5 15 10 4 & 4 2 5 2 17 &5 & 18 3 2

The plan is already known, and establishing a group reservation resembles establishing a single
reservation.

User puts the pointer on the first day of the reservation’s period, clicks on left mouse button and
drags down over the days wanted to be booked. However instead of only one column, the
pointer now covers all the columns to left or right, which room types to be reserved.

By slipping the mouse button, the Find Customer search window appears now again, where a

customer is chosen in the same way as at single reservation.

The known reservation screen appears, however with this difference that it now contains not
one but several reservation lines, which correspond the chosen room types.

Fooms l Halls ] Tables ] FoOAm ]NL-Huumsl Eontactsl = Nutes] Guest ]* Eump.] Agency ] Agent ] Journal l

rture | .

S 55 3 28-01-2006| 18:00 5 02-02-2006 10:00 2 RALCEK. 1.800,00  27.000,00

O sul 1) 28-01-2006| 18:00 5 02-02-2006 10:00 2 RALK. 1.800,00  9.000,00

O Jul 2 28-01-2006| 18:00 5 02-02-2006 10:00 2 RALCK. 1.800,00 18 000,00 o

9 5 3 28-01-2006| 18:00 5 02-02-2006 10:00 1 RACK 1,200,000 1800000 o
i o] 1/ 28-01-2006| 18:00 5 02-02-2006 10:00 4 RACK. RA0.00 2 950.00 W W

< »
| [EEEEEE  EEEHIT 0 (ENEEE 000 | EEEUEES
| Dayroom | l:," Copy.a'Save| y Save | \/ Save.’l:lmel x Cloze ‘

The reservation is edited if necessary by filling number of rooms for each room type, as well as
persons per room.
The reservation’s further elements are considered in the same way as at a single reservation.

As several guests are related to the reservation, it is natural that a list over names may need to
be established. The user guide elaborates this function in one of the following chapters.

The reservation is saved only after click on Save or Save/Close.
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CONFIRMATION

When the reservation is established, Picasso can directly print out or send a confirmation to the

client.

To do this, one clicks on the button Letter | marked below with arrows. Which one of the four
Letter  buttons to be used depends on recipient who either is : a private person, a company, an

agency or an agent.

Change Single reservation [013635/005] - Created by KLAUS

E xp/Code: (00-00
4

» Compary |Planowva Shop Systemy  Contact | |Patricia Lockhart Prow |5
Ly Phone:  [4523373 315 > Letter | Customer |
Agency Contact hd

Phone: —»  Letter | Customer |
4

Agent Contact 7
2 Phone: —»  Letter | Customer |

Reservation [013635%/005]
Huotel: Guesttype | Silver -
l—_| Al rezno: “— 5
Segment: W FPOS ’m
=
Lazt nameér:
First name: Madsen :l Lene .
Guest phone; |40 61 54 40 —» Letter | Customer| «
Addr.KEnntact:lNBHE Segade 38, 2.ty Cf/Ean: |
c | Pazs: |
> | ? =
Counte DK | |Denmark | CustMo. 004698
Fipoode: 1370 Ciby: |Kbh. IC L=
Fax/E-mail: | |
Mr. Mrs. ~ | Cell/Tit.| | Q[

Purpoze | Private * | Res Type:|Single reservation -
2 Payment: | Cash * | Creditcard:

Credit max:

1.00

Woucher: Splitbill: Room Comp M-es

I§ A gaLrance; 0 0.00 Taotal price 1.300,00| DEE -

A list rolls down with templates of confirmation letters, which the hotel in advance has defined.

For example:

Customer |

Accommodation
Conference
Deposit

Graup

Meeting

Once the confirmation template is selected, the user can chose first seeing it on
the screen, whereupon to print it out or send by email. These actions are

managed by the buttons on the screen right-hand side: [ System |
(|
PREVIEW Shows the confirmation as it will be send e
A Preview
PRINT Prints out the confirmation
ﬁ Print
E-MAIL Sends an email to the client, whereto the confirmation is & ]
¥4 e-mail

attached.

In order to send email to the client, the email address needs to be available in its
field on the reservation. In a case it is missing, the program will ask at this stage

to state an email address.
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As soon as the confirmation is sent, it is saved under the tab Journal, with a Read-only status:

Fh:nms] Tahles ] F Arr.l Linked ]Enntacts] MHotes ] Guest l* Eu:nmp.l Agenc_l,l] Agent

Journal l

Bl Date Ed Tvpe B3 Fead-only Bd Batch B Detach
Accommodation-013635-001.doc [Flanova Shop System A45) 23-01-2008 112z | email [
C:MinbernthM anualh2008-03-01.eml 23-01-2006 171:3€| File-link
C:hinterntyh anualhphoto. doc

23-01-2006 11:2€ | File-link.

Ed

@ Save | «’ Save!CIose| x LCloze |

Checkin/Cloze ‘ S CDD},{;"SE\-‘E|

At any later moment the confirmation can be checked, printed out and/or emailed again.

By the button Attach File(s) other documents can also be added to the reservation, which most
often includes emails, received by the client, or other relevant files.

To the document can be given status Batch |

, if many reservations are
about to be handled, but the user wants them sent to the printer together at a later moment.

=
To print out the files, waiting in a queue, user clicks just on EBatch  in the Booking module’s top
toolbar.
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ToDo

Todo is one’s daily tool for forwarding messages internally, adding tasks related to reservations,
collecting deposit and much more.

The Todo tasks can be automatically generated, manually defined in a reservation or of a
general character.

What is common for them is that they are Shared or Private.

SHARED Shared Todo can be assigned to several users or a whole
department. When one of the users terminates the task, it is also
removed from the task list of the other assignees.

PRIVATE Private Todo is only assigned to one person.

Some situations can generate automatic ToDo tasks and changes into the system:

DEPOSIT If Picasso is set up to manage deposit, deposit is calculated
automatically, and a Todo task for date of payment is defined.
Once the payment is received and registered on the reservation in
the Cashier module, then the reservation’s status is changed
automatically, which most often goes from Provisional to Confirmed.

GROUPS If set up in this way, the system can generate task to a given date for
follow up on group reservations.

NAME LIST Task generation to a given date for follow up on Name lists.

ACCORDING TO TYPE OF According to type of reservation the system can generate a task for
RESERVATION follow up at a given date.

All automatic Todo’s are built on the hotel’s intern decision and need to be set up as desired by
a Techotel’s consultant.
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MAKING TODO FROM RESERVATION

Often there could be a need to follow up on specific conditions, concerning only a given
reservation, e.g. a menu to be sent later on. While making the reservation and being inside the
reservation window, the user opens the tab Contacts.

Fh:nmsl Halls ] Tahles ] FooAm ]NL-Hooms Eontact&l Mates ] Guest ]* Eomp.l Agencyl Aagent l Journall
Type & |IPricrity Description m -

26-01-2006 10:48 TECHOTEL Todo Mone ? Ring wedr...

The button New gives access to the Todo window:

Departments
Date |23-01-2006 - I¥ Departments | | BODIL -
I~ Wellhess H [~ BUREHAG
- ™ Reception PH [~ JaCOB
Type |Private 2 I~ Technical PH I~ KLAUS
™ Banguet PH ™ LEICH
I Kitchen PH ™ MAARE
Priority |Mohe - — nl_ci _e_rl_.. I ﬂ — e LJ
A Mone | an | None |
£ >

Here inside, the follow-up subject is noted, date for the follow-up, as well as the task is related
to a department and/or a person. After the task is approved, it appears under the tab Contacts

in the reservation. The created task is seen with status ¢ signifying that it waits to be done. A

task can be continuously moved forward to a new date, if several follows-up appear to be
necessary. Once the task is fulfilled, it is given the status Done v I the task is not relevant it
can also be cancelled which will give a X in its status column.
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TASK FoLLOW-UP

The T292  icon on the menu line opens up the Todo manager.

@

Todo - [Updated: 09:39]
23012008 | T:[F58FG =ee| R [SGWCE 2| X[ untit Date| an | Fax | n]

Cancel | Daone |

The options are as follows:
T In Task type it is possible to tick off if only certain types of tasks
are to be shown on the screen

R In Reservations type it is possible to tick off if only certain types of
reservations are to be shown on the screen

x Shows all tasks being cancelled
UNTIL Only tasks until the chosen date are shown
DATE Only tasks for the chosen date are shown
ALL Both previous and future tasks are shown
N Notes/ subjects of Todo tasks are shown on the screen in a

separate line

NEw New task can be created

CANCEL The task marked can be cancelled

DONE The task is given status Done. Another way to give this status to a
task is by the mouse to drag it to the below Done area of the
window

Beside this, the user, if desired, can drag and drop a column for- /backward, thus switching
order of columns on the screen. Layout can be saved/turned back to default/loaded again, by

the[ D '§ 'L ] buttons on the right top corner of the window, explained in the first Booking
chapter.

If it might be necessary to move the task to a new date, user holds the task line with the
mouse’s left button and drags it over to the new date on the calendar, in the window’s left frame.

When working with tasks from the ToDo list, one can edit a task by double clicking on its line,
which opens the task.

If working out the task and talking with the client might result in a need to change details of the
reservation, the reservation easily is opened and edited through the shortcut Reservation,
available on the already open task window.
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EDITING RESERVATION

As elaborated in the previous chapter, a ToDo task and a contact with the client may result in a
need to change details in an established reservation. This was done directly through the ToDo
list, leading further to the related reservation.

Provided the client himself initiates contact, then the reservation first needs to be found and the

.

approach in this case is either by the icon thangz on the top toolbar,

or by the plans ~ “fivale Irimse Departures i the screen’s rlght frame. If the plans are

used, the user needs to mark the date on the calendar in the screen’s left frame. This approach
demands however that the client, calling with a change, is able to state the reservation’s date.

L]

Change opens instead a search box, where searching can be carried out on the background of
either date, reservation number, room number, name, or only the name’s first letters. After the
information is entered the user searches further by clicking on Search.

The result is a list of reservations, which all contain the search criteria used. Then, from this
selection, the user finds the relevant reservation.

The reservation is always opened by double clicking on the reservation’s line, changes are done
and the reservation is closed by Save/Close.
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EXTENDING OR SHORTENING RESERVATION

If the user wishes to extend or shorten a reservation, this can be done without opening the
reservation but only by dragging it onto the calendar to the screen’s left side.

In order to do so, the reservation’s line needs first to be brought to the screen, which is done as
described in the previous chapter, through the plans:

|

Arrivals Inhouze Departures or through Change on the toolbar.

If the guest already has been given a room, the reservation can also be found on the Fioom no.

plan.

Instead of opening the reservation and changing dates, the reservation’s line now is just
dragged onto the calendar on the new date, after which one of these two boxes appears:

Change arrival or departure on 013629 Qeutect A45 to 24-01-2008 or Change arival or departure on 013630/004 reggan, to 02-02-2006 or
create a todo? create a todo?

Move ‘ Todo ‘ Ho ‘ Move | Todo ‘ Mo |

i Amval

The system asks if arrival or departure to be changed — this depending on the fact if the new
date is before or after the reservation’s original dates.

After accept, the change is registered.
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CANCELLING OR REBOOKING RESERVATION

(===

[ENE!
In order to cancel or rebook a cancelled reservation, the icon C#./Feb. from the toolbar is used.
Then the search box Find Reservation appears, where one has the choice of searching by:
Room number, Reference no, Alt.res.No., Last Name/Arr, First Name, Arrival Date, Company,
Agency, Status (Confirm, Guaranteed, In House, Out of House, Waiting list etc.).

After typing search criteria in one of the fields, user clicks on Search.

A list of those reservations now appears, which contain the searched criteria, and user is able
now to choose the wished reservation. This is done by double clicking on it or marking the
reservation and confirming by Ok.

Following message pops up:

Confirm E| Subsequently, it is possible for statistical
purposes, to tick off in a new box the
&  Daoyou wish ko cancel reservation 0137410017 reason for cancellation.
,\_\__#

Cancel |

The other way round, if a cancelled reservation needs to be rebooked, this is done by finding

the reservation again through the icon C#l./Reb. and then through typing the reservation’s search
criteria in the search box : Find Reservation.
By double clicking or marking followed by Ok, the below box is shown:

Confirm ‘ | After that a large calendar appears
_ ) on the screen where a new start
€p | Are you sure you wish ko rebook reservation 013741/0017 L.
NG date for reservation is chosen.

The reservation can also be rebooked automatically to its original dates just by ticking off
v FRebook with ariginal dates on bottom of that window.

Beside this option, it is also possible to Iv Fisbook under new referencenumber
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WORK WITH GROUP RESERVATIONS

CREATING NAME LIST

In order to create a name list, it is necessary that more than one person can be booked on the
reservation, or more than one room, depending on how Picasso is set up.

Once the reservation lines are established, the name list is created just by clicking on the tab
NL-Rooms at the reservation. Or, the reservation can be brought to the screen at a later stage,
and again the user clicks on its tab NL-Rooms.

Confirm §|

Then the program asks for confirmation: 9 fre you sure you wish o create name list now?

By answering Yes, the Name list is automatically generated and available under the tab NL-
Rooms, with possibility to enter the guests’ names in the lines being created.

If not all the names are available, the user can only type the known ones and leave the rest of
lines empty.

When the reservation subsequently is saved, Picasso recognises the lines with missing content
and suggests an alternative for filling them out:

Instead of guest name it is now possible to m
choose:
Namelist fill-option

Company name &l names are not filled in. Fill with:
Arrangement name or

Reference number,

" Company

which Picasso supplements with /001, /002 etc., o Agey

like this each line receiving a unique name. ¢ {nangement name
" Feference no.
Or, as a last option, the name lines, without a
name already filled in, can be cancelled. . i~
(" Cancel rezervations not filled in

The choice is confirmed by OK.

/ ok x LCancel |

Now all lines in the namelist are supplied with a name, after which the reservation as usual can
be saved by Save/Close.
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ADDING ROOM TO GROUP RESERVATION

In order to add a room to a group reservation, one needs first to notice if the name list is already
created.

If not created, the status of the room type line is green « under the line last column , and
now room number easily can be changed in the room line.

Is the name list for the certain room type line already established, its status is red v in the
column, as shown below.

In such case a new line needs to be added manually, as done at the bottom in the example.

Fooms l Halls ] Tables ] FoOAm ]NL-HDDI‘HS] Eontactsl 2 Notesl Guest ]* Enmp.] Agency ] Agent ] Journal ]
) arture | m Product st Day
O Sul 1/ 28-01-2006 18:00 5 02-02-2006 10:00 2 RACK, 1.800.00 S.DDEI,EID¢
O JUI 2/ 28-01-2006 18:00 5 02-02-2006 10:00 2 RACK, 1.800,00 18.000.00 ¢
O 5 3/ 28-01-2006 18:00 5 02-02-2006 10:00 1 RACK, 1.200,00 18.000.00 ¢
O 1/ 28-01-2006 18:00 5 02-02-2006 10:00 4 RACE. 530,00 E.SED,DD¢
l:::l 5 1/28-01-2006 18:00 5 02-02-2006 10:00 1 RACE. 120000/ 600000 o

The new line gets automatically a ‘green’ status, signifying that the line is open for changes.
The reservation is saved by Save/Close.

Name list for the newly added lines can be established at any moment as described in the
previous chapter, by clicking on the tab NL-Rooms.
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CORRECTING NUMBER OF GUESTS IN ROOM

If name list for the room is not created, the change is done directly on the room’s line in the
reservation.

If name list is already created, then the user opens the NL-Rooms tab and right clicks on the
sub-reservation to which new person to be added.

Edtproduct
Search far guest

Edit quesk

The following options appear, where a new guest can be ‘
Femove quesk

removed from or added to the room, or moved to a
separate room. |

Mote 1
Mote 2
Mote 3

The changes are saved by Save/Close

Cancel res,

i Selection
i Copy field
Copy extras

Extra adulk in room
Exctra childl in room
Exctra child2 in room

Break person From raom
hange/Allocate room
Link. person ko other person
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EDITING DETAILS IN GROUP RESERVATION

If no name list is created, one can correct details directly in the main reservation’s lines.

If however name list is created, the sub-reservations become separate entities, and changes
regarding all parameters are done directly on each one of them. Overview on the sub-
reservations and access for corrections is to be found under the tab NL-Rooms (or NL-Halls).

Under the tab NL-Room or NL-Hall there is a magnifying glass icon at the left-hand bottom
corner. By clicking on it, the user is given access to all parameters of each sub-reservation.

Change Single reservation [013741] - Created by TECHOTEL

Reservation [013741]

[ Name list Last namesér: | Agency: T Copy g:-:tra$| Selection | T LCopy field |
* Comparyy: Agent: Extraz
——»  Name list - Standard fields ] Mame lst - Estra fields |

0 0 RaCK 1.800.00) 3.000,00

001 {3 valvo Dk 55 |28-M-200618:00 5 02-02710:00 100 2
002 (1 Vokeo 002 Dk 55 |28M-200618:00 5 02-02710:00 10 0 0 0 0RACK 0.00 0.0a
003 £ Yok 003 Dk 55 28-01-2006 1800 5 02-02710:00 1.0 0 2 0 0RaCk 1.800.00 3.000.00

Name, type, date, time, number and product are under the first tab: Name list — Standard fields

(above).
If the name e.g. will be replaced, this can be done here.

Split bill, Payment, Segment, P.O.S, Guest type, Purpose are found behind the second tab:
Name list — Extra fields:

Change Single reservation [013741] - Created by TECHOTEL

Reservation [013741]

[ Name list Lazt namedarr: | Agency: T I:op_l,lgﬁtra$| Selection | T LCopy field |
* Compaty: Agent: Extraz
Mame lizt - Standard fieldz —»  Mame lizt - Extra fields

Wolvo 20.000,00 Boom Co Ledger Corp. Fan Silwer Conagress DEK 1] Uik i

)
oo s
Qo2 C Walwa 002 20.000,00 Roaorm Cc Ledger | Corp. Fax Silver Congress DEK 0 Unknow
Qo3 C Walwa /003 20.000,00 All Comp. Ledger  Corp. Fax Silver Congress DEK 0 Unknow

Here the single sub-reservations can freely be edited.

In order to change Split bill e.g., the pointer is put on the wished field. By clicking on * (star) and
Tab the choice options are listed out, and the wished one of them can be chosen.

If the correction is relevant for several sub-reservations, the user clicks ¥ Copy field on the top-
right corner of the box, marks subsequently the relevant lines by using Shift or Ctrl and pastes

the by click on the button Paste on the top right-hand corner of the window.

The corrections are saved by Save/Close.
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ADDING NOTES TO GROUP RESERVATIONS

Once the name list is created, the sub-reservations become separate entities. They are brought

to the screen by one of the plans; ~ “fvals  Inhouss - Departures

If one and same note is to be put on several reservations, then the user marks the relevant

.

reservation lines by Shift or Ctrl, after which they are dragged onto the icon Lhangz at the
toolbar.

Automatically the window bellow is shown:

Multi-Change Reservations

Multi-Change

Guesttype: - Purpoge: - | Status -
Al res.: S5 Fayment; | Creditcard:
Segment: v] P.O.S.: - Expire: 00-00  Code: Credit max: 0.00
b=
Compary: Contacts: -
(=] Phone: Cuztomer
Agency: Contacts: - ]
Phote: Cuztomer
? o=
Country: | ﬂ | ﬂ Agent: Contacts: -
Zipcode: City: | €= Phone: Customer
WYoucher: Splithill; -
4
Q" Assutance:| 0 Currency: -
Arrangement Motes Guest l Compary Agency l Agent ]

I8 B ooking Fermove note Il

Bl etters

Press label to dizable/enabls field for removal of content!

Now, one can add notes and save by Save/Close.

29



HALL RESERVATION

HALL RESERVATION FOR SEVERAL DAYS

HallDays ot the screen’s left-hand frame gives the option for hall booking. It opens

The plan
the below overview:

Hall Days Plan [Updated: 20:32]

o 2012006~ Days:lr Type: |GHA %] Spec. avail.| Show wares Show lahles|
28010 2305 3001 W 31-01T7 01020 02027 0302F 04020 05025 0602M 07027
Hall W 54 5700 500 sofl 50 s: 4 < 4 2 52Notes SubTypes
1 Reagan Hall 318 Aircandition, Cooler
2 Clinton Hall 10-22

3 Mizon Hall Aircondition, Cooler
4 Fagh Hall
5 Hall &

B Hall B

7 Hall 7 Heating, Cooler
8 Hall 8

9 Hall 3

10 Hall 10 Flipowver Cooler
11 Hall 11 Aircondition

12 Hall 12 Heating, Flipover
20 Hall 13

21 Hall 11412

22 Hall10+11+12

40 Gip. 40

4 Gig. 41

42 Gip. 42

Type Mo

[rp R vy R vyl wcf o e e o e o] e gRe e el adi aSon o e sl st =

Grp. Mo Name
Ereakfast 10 kil 28 23 24 34 12 27 27 15 17
Marning Coffes 20 20 40
Lunch 20 20 40
MNoon Coffes 20 20 40
Diriter 20 20 39
@T1ent. OProv. O @ Guaranteed @In-house 0utOfOrder ) 0utOHouse @Waitinglist [[JOutForService

On the top left-hand side it is possible to choose start date, number of days on the screen and
hall types.

The user puts the mouse pointer against the hall, on the first day for the reservation, clicks the
mouse’s left button and drags over those days for which the hall is wanted booked.

The search box Find Customer, known from room reservations, appears again, followed
afterwards by the reservation window.

If the system is set up to hall name list, it is now possible to create a name list by clicking on the
tab NL-Halls. It works in exactly same way as name list for rooms.

Additional information and notes to the arrangement are filled out exactly as in room
reservation, and the reservation is closed by Save/Close.
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HALL RESERVATION FOR ONE DAY

Hall Timne

If the hall will be booked for one day or only few hours, it is the plan to be used.

The overview looks out in the following way:

Hall Time Plan [Updated: 14:18]

| [2am2o6 -] Type: [GHA %]  Checkinall| Show lables| Link
Z 13 14 1718 19 2

(T

] : m 11 15 16

Ma. Hall Fooms: 36 Activity:  furniture fair

1 Reagan Hall 15 Kwik Op Rengaring Aircondition,Coole
2 Clinton Hall 19 Dema picasso 13687

3 Mixon Hall 15 Demof Aircondition, Coole
4 Fogh Hall 36
5 Hal 5

B Hal B

7 Hal 7

8 Hal g

3 Hal9

10 Hall 10 15 Leadership 13609 Flipowver, Cooler
11 Hall 11 Aircondition

12 Hall 12 Heating, Flipowver
20 a1 Ee==cesie e

21 Hall 11412

2 Hal 011412 —

40 Grp. 40

41 Grg. 41

42 Grp. 42

Heating,Cooler

Q. G Q) SRS RS Sl i B S L | R A R T

The system here is set to show 7:00am as beginning time but it can be set up in a different way,
if wanted.

Against the hall name, user puts the mouse pointer on the beginning time, drags until the hour
of termination, and slips the mouse. The known box Find Customer appears again, followed by
the reservation window, once the client has been chosen.

If Picasso is set up to NL-Halls, it is now possible to click on the NL-Halls tab, and a name list
will be created in the same way, as when creating name list to rooms.

Additional information regarding the arrangement can be filled out in the reservation window as
well as notes. The reservation is done by Save/Close.
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ARRANGEMENT

COMPOSING ARRANGEMENT

If the product, booked at the reservation contains packets, their ware lines are automatically
visible under the tab Arr. (Arrangement).

If the product booked does not have packets, the content under the tab Arr. is empty.

Rooms ] Halls l Tables FoOAm INL-HDDITIS] Elontac:ts]123 Notesl Guest ]* Eomp.l Agency ] Agent l Journal ]
ooy | Pree] T[] _Des valece | PR
43

Mew line
Delete line
= Copy line
0.aa 0.an Extras all days
| D ayroom | S Cu:upga‘Save| Qiave | «’ Save:’EIn&el x LCloze |

Now it is possible that one can build by himself an arrangement with those wares that might be
wished. If the stay continues several days, different ware combinations can be put together for

30-01-2006

each day. This is done by m allowing to leaf through the dates.

Before typing the wares it is best to enlarge the window by the magnifying glass icon on the
bottom left-hand of the window, especially if the list of wares is expected to fill several lines.

Description of the columns:

The Tab button on the keyboard is used to move forward through the columns in the ware line.
The fields are filled in as follows:

ARR. + DEP. From To hour of delivery /usage. The ware lines are automatically ordered
according to their beginning time.

Pcs Number

GRP The ware group to which the ware belongs. By using * (star) and Tab, it is
possible to have a list over the ware groups in the hotel. Selection is made

by pressing Enter.

No Ware number. In the same way the field can be filled in by * (star) and Tab.
Selection by Enter.

32



CONTENTS The ware name appears automatically

N Note to the ware. To create or correct a note, the user double clicks on the
ware’s name on the line.

PRICE Ware unity price, automatically brought up by the system, as defined by the
hotel in the Management module.

ToTAL Total price

EX Number of department (s) responsible for invoicing the ware. To be set if

the ware is added additionally and is not a part of the packet.

DEP Number of department (s) responsible for the ware’s delivery.
HALL If hall
PLACE It is possible here to write a note where exactly the delivery to be effected.

A line can be copied by placing the pointer on it and clicking on o line
The pointer is then moved to the line, where at one wants to copy the content and it is pasted by

click on Fesis

Deletzline s used for deleting a line.

The reservation is saved and closed by Save/Close.
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REMOVING AND ADDING WARES IN ARRANGEMENT

The reservation’s Arrangement list may look like this for a given day:

Fooms l 1 Hall&] Tables  FE Am |NL-F||:|:umS] D:untac:ts] MHotes ] Guezt ]* Cu:ump-l .-’-'l.genc_l,ll Agent ] Journal l

oz, Corterts tonday @IEI Place i IM
0a:00 200 B B/Momingcoffes 40 200 45
12:00 200 6 8 Lunch g5 1.300 PE el
15:00 200 6 11 Mooncoffe 45 300 4 5 Ml
18:00 200 B 10/Lunch beer 35 700 45 5 S
18:00 200§ 15Dinner 120 2.400 45 5
15:00 40 2 24/kylle Ryl 46 1.840 2 4 5 v Fesiz
I 2 o000 TR s o o by

For having overview over all wares it is best to enlarge the window by the magnifying glass icon
to left from the window.

Corrections can be made directly into the fields, beginning from the first one and moving forward
by using the keyboard’s tab button. It works in exactly the same way as when creating a new
line in the arrangement, as elaborated in the previous chapter.

Regarding price and invoicing, it is important to note that deleting of a ware line from a ready-
built package, does not subtract the ware’s price but keeps the price of the original package.

At the other hand, the price of newly added wares is added to the arrangement’s sum.

By clicking on Save/Close the corrections are saved.
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SEVERAL PRODUCTS IN RESERVATION

It should be mentioned that a stay may easily need to be composed of different wares each day
-as default, and only in rare cases correcting arrangement manually.

More complex it is when the guests are given different prices each day, or the ware combination
defers completely from day to day.

Or, if the reservation only is for an overnight the one day but also includes halls next day.

In order to manaie this wide diversity of situations, one enters “+” (plus) in the reservation
window under , and presses Tab.

Rooms l Hallz l Tables l FoOAmL ]Namellst ] Cu:untacts] 1 Nu:utes] B Guest] * Eomp] Age _I.J] Agent ] Journal ]

This below window appears with number of lines corresponding to the number of days:
Product Change E|

Product Chanae - [0136501

25m1 42008 29;01 J200F l 550 1,650
0 0
0 0
0 0
B =0 200] 2001200 | 550 | .
M amnelizt
* Perperson " Per BoomsHall o OK X Cloze |

Now a different product can be assigned to each day, or to a period of days. Split bill can also
be entered to be different, e.g. beginning of the stay is partly paid by the company, and the last
day by the guest only.

In case the name list is already made, then through the Tab | Mamelist | and in the below left
corner, one gets access to the details of each person, where again in the same way
can be edited. It is the overnight product that can be changed here.

If Hall is booked for only one day, it is here possible to choose a product containing Hall — a
combinatory night/day product, booked together with the room, in the Room tab.

It is however also possible to keep overnight products in the room part of the reservation, under

the F99Ms |tab. While a day product can be entered in the Hals

to the day arrangement.

The A ]tab combines now wares from both packets used in the Room and Hall product for
the certain day, e.g. breakfast appears on the first line, brought in from the Overnight product,
while the next lines are brought in from the Day product.

tab, thus separately relating
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ARRIVAL

ALLOCATION OF RooMs, MANUALLY

Room allocation is done by entering ~ “™3  under IIGETTEM at the right-hand side of the
screen.

Now a list appears with all reservations, which guests are expected to arrive today:

.ﬁrrwals Plan Date: 23-01-2006 [Updated: 16:13]

St ’W JJTlme IZ_JI_M# ’—_[

7 Eash 13635 1 23-01-2006 9414 Silver Fax
7 Cash 13641 2 1 23-01-2006 DSB Silver Fax
? Eurocard 13644 1 1 23--2006 15 Silver Online Wweekend

The above arrival list shows that the first guest has already been given a room (no 302).

To allocate rooms, it is first necessary to open the room overview by clicking on Roems iy the
top right-hand corner.

D,S,L Layout functions: Default, Save own
settings, Load back default settings

Start: |1EIEI7 START First room number_on the list
TYPE Room types selection
Type: <Mone> |
Subtyp. ﬂNDhNDnE} J SUBTYPE Room subtype selection _
CLEANST Cleaning status of the rooms on list
Cleanst.:

% Refresh | Details | . . .
orp. Now the room overview is on the screen together with
Veskend | TNote: Hoomstatus is shown as Arrival list, and a reservation from the arrival list can freely
Voskond | L5oing of period start be dragged and dropped over a room number.

Room Type Clean D ay: |

Yeekend
Veskend 104D o The column &S informs how many days ahead the room
‘i, 104 5 van is vacant.
"o 204 D W | 9
Veekend 205 J e 2 If >3, this means that the room is vacant for a long future
Yeekend 207 D o 9 period.
[ 255 v If the overview appears to be empty, this means that no
veekend s J *9 . .

vacant rooms correspond to the search criteria . -
P 308)5D v 9 Thus, a room leaves the overview in the moment a
ourist 00 e 3 reservation has been moved on it.
Yeekend a0 5D o | 9
‘ourist 402/ v | 8 Provided a room has to be de-allocated from a guest, then
‘ozt 403 DD o 9 the reservation’s line is just dragged back and dropped
‘ourist 404 T WARY: over the vacant rooms area (to right on the screen). The
ourist AME S10 s room number appears thus again as vacant.
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ALLOCATION OF ROOMS, AUTOMATICALLY

The overview, shown in the previous chapter, contains in its upper right corner the function

Mark all | \which is used now for marking the arriving reservation and thus being able to
allocate them rooms automatically. Alternatively, single lines can be marked by Ctrl or Shift.

In the moment several lines are marked, the options ~ Allocate | Dﬂﬂ"““ﬂtﬂ| become active.

Arrivals Plan Date: 23-01-2006 [Updated: 10:06]

St.:WﬂﬂTime:Wﬂ ,ﬁw#:m

|7 [Eu £44
I O A B 1IR3

The next step is just to choose #Allecate  after which the below window appears:

Allocation Options

Allocation Options

R oom criteria

Start[ll End| Sub type: AND|<Nore> 3| Sector:|<Mone> ¥| Bestfit:[

P oo T o foufu s o]
Al | Mone| & [ZID
A1 | Nore| £ E
Al | More| &

Allocation Profile: | <None> >| Clean: [~ ' OK X Close |

Horizontally the system shows all vacant room types. Vertically, at the other hand, are included
only room types comprised in the marked reservations!

In principle, it could be logical allocating the same room types as booked, like in the below
example:

Allocation Dptions

Allocation Options

Room crtena

Types:
All Mane
Al MHone

Allocation Profile: |<N|:|ne> j Clean: | \/ [].4 x Cloze |
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Here it is chosen, that booked type SS also gets allocated SS rooms, and booked S gets
allocated S rooms. The choice belongs however to one himself. By ticking off several types,
they all can randomly be used in the automatic allocation. Confirmed by OK.

Once the system has completed the [FfFI—-. rns_< |
allocation, it asks the user if reconsidering the =
allocation is required. If Yes, the allocation of »  plocation complete!

all selected reservations can be repeated. \lr)

Do o wish bo change the suggested allocations

If No, then later on correction can be done by
first de-allocating the rooms one by one, as
mentioned in the last chapter. )
After that a new automatic Allocate can be
run.
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CHECK-IN

To see the arrivals that day, one clicks on today on the left calendar frame, and then on the

o)

Y'elcome jcon on the toolbar.

If the guest already has been given a room, one marks the line and checks-in by clicking on
Check-In

Welcome Plan Date: 23-01-2006 [Updated: 11:32]

B ] ot IW J JTIH’IE lz_Jl_# Check-In | Allocate | DBa||DC-BlE|

Carmpary

‘IDS / SUI S O Plan International Da ¢ N Ledger 1 0 0 25 D1 2006 ‘IIJ DD Planlntern

Alternatively, the Check-In function is also available by right mouse click on the line.

If no room is allocated, it can now be allocated — manually or automatically — as elaborated in
the two previous chapters. Or — allocation and check-in can be done by one click:

Welcome Plan Date: 23-01-2006 [Updated: 11:36]

4 S5t |CGPTW ﬂﬂTime:lTﬂ ’T#: [— Check-In | Allocate | Deallucatel

The guest lines are marked, followed by click on Checkdn —This brings automatically the
allocation window, described in the last chapter.

Once one has ticked off an allocation pattern and has approved it, check-In begins
automatically together with the allocation.

Finally the system asks anyhow if allocation to be changed.

Information [‘5—(|

i ] Check-In complete!

Do wou wish ko change the allacations

If choosing No, then the check-in is done.

If the user chooses Yes to allocate another room, this is done by dragging manually a room
number onto the guests reservation line.
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Confirm

=

The reservation is in-house!

3

Do wiou wish bo move Ehe guest to the specified room (617 5507

As the reservation is already
given status In-house, one needs
here to confirm if the guest really
to be moved.

If the new room given is of a different type than originally allocated, there will be a new box

asking which price the guest to be charged.

When the price is chosen by clicking Yes or No, one has completed the check-in.
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BOOKING IN THE FAST WAY

SORTING OUT IN OVERVIEWS

All overviews, including Arrival, Inhouse and Departures, can be sorted out per column, so that
one easier can chose and mark several reservations at once. To sort out a plan after a criteria,
the user clicks on the column’s headline. Sorting can either be in up-going or down-going order,
which is managed by clicking on the headline an extra time.

Arrivals Plan Date: 23-01-2006 [Updated: 11:59]

P SU[CEPTW ene| N[ Timed24 | [ma Nal#[0 2]

ock E AType (Firsth ame ief.Mao |14 cE || ate
) ? Ledger 13615 1 04 1 15

. ? Cazh 13630 1 04 1 23-01-2006 RaCK
. ? Cazh 13630 1 0A 1 23-01-2006 RaCk

The above snapshot from Arrival plan shows how one can take advantage of clicking on the
column headline and gets on top of the list all arrivals to which room is not yet allocated.
Thus, the lines can easily be marked and rooms allocated to them.

Other criteria can also be relevant, depending on the situation.

GROUPING IN OVERVIEWS

In another situation it could be relevant to group after a given criteria — e.g. after Last
name/Arrangement name.

This is done by holding the column’s headline by the left mouse button and dragging it up, in the
grey field.

The result looks like this if the overview is sorted after [EEEUEIEEIACIEN:

41



Arrivals Plan Date: 23-01-2006 [Updated: 12:11]
P s [caRTW ee| N Time 2t < [wa nal&[0 2

Lastnameddr.... A&

+| LaztnameAdr. narne : Agardh Peter/007
4| Lastnamelam. narne © Ahrenkilde
| Lastname A name : Andersen Mads

4| Lastnamedér name : findzen
+| LaztnameAdir. name : hansen
4| Lastname/ai.narne © harenkild
—| Lastname 4. name © jenzen

B13 ~/ ] O [ENEEmn ? Ledger 13667 1 0 & 1
503 T () jenzen ?  Ledger 13667 1 DA 1
507 o S () jenzen ?  Ledger 13667 1 DA 1
510 v’ 5 O [Enzen ? Ledger 13667 1 DA 1
a04 ~/ ] O [ENEEmn ? Ledger 13667 1 0 & 1
501 4 DD () jenzen ?  Ledger 13667 1 DA 1

Now all guests on the arrival plan are grouped, and it is easy to find reservations, ordered e.g.
by Jensen.

| Firzth ame

Lock Fh:u:nrn |E||m| Lazthiarmedtr namme Eirru:nh:.Eer ||||E| ______

Right clicking on the headline opens a list with additional criteria (columns) that are possible to
chose for the overview. This is done by ticking off in front. For example: | v LastnamefAtr.name
brings the post on the head line, after which it can be used for sorting.

MAKING RESERVATION

&
It cannot pay back to make reservation using the icon  Mew

It goes faster when it is done in the plans Room no and Room Types because date and room
type automatically are transferred to the reservation window.

CORRECTING AND CANCELLING RESERVATION

On the plans Arrival, Inhouse, Departures or Welcome, the user can mark a reservation and

L

drag it on to the Change or the Cxl/Reb. jcon. The functions can also be accessed by right
clicking on the reservation’s line with right mouse button and selecting then the wished option.
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MAKING ToDo

In the plans Arrival, Inhouse and Departures user can make a ToDo by right clicking on a
reservation line and choosing ToDo.

RoOM ALLOCATION

After having opened the Arrival plan it is also possible to click on the Welcome button for
opening the rooms’ overview.

CHECK IN

When the Arrival list is on the screen, the user can mark several lines, rights click and chose
the option Check-In.

INTUITIVE BOOKING. FROM ALL CORNERS AND POINTS.
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PICASSO INTERFACE CONTROLLER

Interface between Picasso and other technical units such as for example telephone exchange,
pay-tv or other is managed by Picasso’s Interface Controller.

The program controls that the interfaces function in the correct way and if necessary, it tries to
restart them.

On the client’s interface computer, which most often is the server, the interface icons are placed
at the bottom right-hand corner.
Sstart| | 5 8 B w1 || [EwPe T Bl w2

There is one icon for each interface, e.g. Telephone, Pay-tv as well as one for Picasso Interface
Controller. Erdh s By 14

Picasso Interface Controller

If necessary to open the program, one clicks once on the Interface controller’'s icon, and the
below window appears:

¥ Picasso Interface Controller =]

ket Marme Lask Startup Skatus

Campu IP Address

SERWER1 192.168.10.2 4444 DAY OK 03-03-2004 11:37:04

SERVER 192168102  COMS DAY  OK 11-03-2004 181527
SERVER 192168102 5000 DAY  OK 05-03-2004 11:37:16
To be ticked off
hd
Stat 41 | Stop. i | ¥ Automatic P;‘, asss - = [y x| Setbode Ext |
| Ready

Picasso Interface Controller looks like this when it operates.

Note that the field Automatic needs to be ticked off, like this the Controller gradually checks if
the interfaces are running well and will restart them if necessary.
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STARTING UP PICASSO INTERFACE CONTROLLER

If any of the interfaces does not run, this will be |Eﬁ)!ﬁ?‘i"*~ﬁﬂ 14:11
indicated by red mark on the interface’s icon in the

bottom right corner. If Picasso Interface Controller Picasso Interface Controller
needs to be restarted of this reason or another, it is

necessary to do the following:

Picasso Interface Controller is opened, and then the user clicks on Exit.

¥ Picasso Interface Controller =]

SERWER1 192.168.10.2 4444 DAY OK 03-03-2004 11:37:04
ASIS SERWER1 192.165.10.2 COMS DAY CK 11-03-2004 151527
3 SERWER1 192168102 2000 D&y Ok 03-03-2004 11:37:16

Exit after start-up

| \ =

Stat 41 | Stop. i | ¥ Automatic P;‘, asse - = [pav x| Sethode Ext |
| Ready

When answering Yes, the Controller
closes itself after which the other

& Caution! Are you sure thak wou want to turn of the interface sysktem ?
interfaces are closed too.

] |

Once all interfaces are closed in the way described above, the Controller needs to be started up

again. In case that the server also is to be restarted, the Interface Controller starts up
automatically.
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PICASSO INTERFACE CONTROLLER INFORMATION IN BOOKING

If working in e.g. Booking, information about the Controller’s status is available in the bottom
right corner as shown on the picture below.

If all interfaces run a permanent text states: All interfaces are running.

If in opposite not all of them run or their function is not optimal

=T

=7 @ then a text line begins to rule down
e on the screen’s bottom right corner,
o G stating:
= ERROR: Timeout. Cannot Connect to
Interface Controller.

interfaces and establishes 1

contact with the Booking
module as well.

'l.\ 'm—--.____‘__-_
A T \'\ I T e
REEE] L —— =
' 1 | System |
R — o 3 e
Ili ! _ 1. Freview
If this might happen, the lll :
user is asked to start or | | 3 Pt
restart the Controller. Lo
b £l
|
Note that it can take few \ ll J+5 Fan
moments until the v -
Controller starts up all \ 05 Close
l
[

|
J| ERROR : Timeout, Cannot Connect to Interface Contro
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CASHIER

The cashier module is designed with large buttons, thus making it able to operate with Touch
screen if necessary.

The above toolbar consists of the following icons:

Z Gucci Pride Hotel - Cashier

Fil Folio Programs Help

12 A=V RO N @O

Sales Invoices  |nvoice Fooms Fes Tables Tab-Rm Eil Check-out Kitchen F'reCllaalge AutoDep. Mot cha. User Exit

SALES Opens Picasso’s cash register function for managing cash sale

INVOICES Lists out and gives access to all opened main invoices

INVOICE Is used to search for an invoice or to make new invoice to a particular client
Rooms Returns list with reservations

RES Search on a particular reservation

TABLES Shows a list over tables. Access for making table reservations

TAB-RM Is used to open invoices on the background of table, chair, room number
BiLL Prints out invoices without checking the guest/ the table/ the invoice out

CHECK-OUT Prints out invoice and checks the guest out at the same time
KITCHEN Sends order to the kitchen and prints out a slip

PRECHARGE Paying reservation in advance

AUTODEP Reads in deposit file from the Bank

NoT CHG Not entered charges for TV, telephones or other units, running by interface
USER For switching user in the Cashier module

ExiT Closes the module
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The screen’s right frame consists of Reports and system functions.

Settlement
Turnower
Eill rur.
Tranzactions
Debtor
Bill Periad

Bonuzs Points

Enter

% Befrezh

Erint

i Ewcel

(=] File

(%1 Email
x Claze

Reports
SETTLEMENT
TURNOVER
BILL NR.
TRANSACTIONS
DEBTOR

BILL PERIOD
BoONus POINTS

ENTER

System
REFRESH
PRINT
PREVIEW
EXCEL
FILE
EMAIL

CLOSE

Cash settlement

Turnover extract according to criteria chosen
Report on all invoice numbers over a period
Transaction report

Printout of all open invoices in the system
Detailed report over a period

Report, if Bonus Points is used

Is used as Enter button if Touch screen

Updates the screen picture

Printout

Displays on the screen report’s printout
The report result is transferred to Excel
The report result is saved as file

The report result is attached email

Closes the invoice or report, open on the screen
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MAKING INVOICES

The cash module can manage three types of invoices:

1. Cash sales

2. Invoice related to reservation, either of rooms, halls or both

3. Invoice related to a client which is established into the system, without necessarily
having current reservation

The below chapters elaborate for these situations.

DIRECT SALE

By clicking onto the first icon from left — Sales — a new folio is open, ready to enter wares on it.

Z Gucci Pride Hotel - Cashier

Fil Folio Programs Help

OARL S ® =V 5% 9N &G

Salex Invoices  Invoice Rooms Fes Tablez Tab-Rm B Kitchen PleE.Harge AutoDep. Mot chg. User Exit

Eh'; ‘E}‘ | Exchange

wWare plan ‘53 ‘ Eg |
io : 14855)

Currencies

Sales (Fol . Reports |
A‘ A 14855(0) I M Settlement
) T f
-
Hotel extraz ﬂ Cash Bill rr.
'@l Tranzactions
Technique GB card
o3 Debtar
Hall rent Diners
w | BillPeriod
Banquet Eurocard B Pai
Charge d-product onus Points
wrhite witie Eelle G
Fed wine Enter
I Sustem |
Extras Qutlet £3 Befresh
EtrviromentFes =
wiellness
Commission £ Note | Patient payme
S— &7 Ewxcel
Sailirn Pre-paid
° P [=1 File
Fees
Shows X Close
vVWvW¥w.__ 20 NA—
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The wares are entered by choosing product group on the screen’s left frame, clicking on it,
which opens a new column beside, containing all wares belonging to the ware group.

In the moment one clicks on the ware, this following picture appears:

Folionr. : 14856

uoor
N -
EEEEEET)

7 3 q -

4 5 G C

1 2 3

Enter
1] 1]
+i- CANCEL

WARE

PIECES

AMOUNT

On top of the window the ware
name is written.

By clicking on Pieces, one moves
the yellow arrow against the piece
field, and is ready now to enter a
number. The default number is ”1”,
so no need to type if 1 piece.

The field Amount is automatically
filed up with the ware price as
written into the system, multiplied
by the respective number. If the
guest will be given another price,
new amount can be entered in the
field, after pointing to it by the
yellow arrow as above.

The registration is approved by Enter.

Once clicking Enter, this window is closed and
the ware is established as a line on the invoice:

Sales [Folio : 14870)
14870(0] ‘

B 00
G..[No |

Cash
When all wares
are entered, it
is necessary to GB card
choose way of
payment. Diners
Eurocard

Payment is done by clicking on Cash/ Credit card and again Enter in the appeared box.

The user can print invoice with  Eil  and close then the folio with Check-out,

1---&‘
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DIRECT SALE TRANSFERRED TO RESERVATION

Order can begin as direct sale, but afterwards to be transferred to client’s reservation.

When all ware lines are entered and the invoice will be transferred to the room, the user needs

to choose the payment method 1 "ansfer

The box shown in the previous chapter appears again, supplied however with an extra line

m = " . Room number is to be entered and the transfer is approved
by clicking on Enter.

The system checks now if several people inhabit the room or if several folios are open. If this is
the case, their names appear on the screen in order to choose to whom the invoice to be
transferred.

In order that guest may take advantage of the function — invoice transfer to room — it is
important that he is given a suitable credit max when making the reservation. This point is
mentioned already in connection with making of reservation. If no credit max, a warning will
appear on the screen informing that the transfer can not be carried out. In the warning window,
it will be written the maximal amount which can be transferred. A reservation can be open in
Booking at any time and credit max increased.

The transfer can now be printed out for signature, if the hotel wants to secure itself with the

guest’s approval of the transfer.

This is done by clicking on the icon  Eil | after which the folio is closed by Eheck-aut,
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ENTERING WARES ONTO RESERVATION FOLIO

If the guest, when ordering wares, immediately informs that he has a reservation, it is relevant
first to bring the reservation, with its belonging folios, on the screen.

il

The button FRez is a shortcut to a search function, which opens the following search window:

Find Reservation E|
Find Reservation In one of the fields it is now
- necessary to type a search
Search criteria criteria, or just the first

Room number; || @ letters of a search criteria.

Reference no.: AL, res.nu:u.:| If Sea.rCh.ing after“ a” Iet.ter
[ ] combination, the “%” sign

is used, followed by the

Last harne A | First narne: | )

_ letters: e.g. “%an” in the
Pz | Company field returns
Arival date: ' w| Search chars: |4 ﬂ hio.: |B ﬂ reservations to companies

containing the “an” in their
Company: | Contact; | name
Agency: | Contact; |
Agent: | Contact | The field Status gives the

option to define reservation

Status: | es:| [ex. CPG) e

status by clicking on

[ Use Sound-Alike beside the field.
Last uzed Reservations Usually guest from In-
L astriamme /B, V- house reservations

consume wares. But wares
can also be entered on
folios from forthcoming and
completed reservations.

23-01-2006 | 10:58

reggan
36304003 reaga 23-01-2006 10:29
113649,/001 Larz nejenzsen 23-M-2006 | 1309
36304002 hansen 23-01-2006 12028 =~

By Search the result is
" Search X Close brought to the screen.

Then a list appears, containing the results corresponding to the search criteria. The user
chooses the searched reservation and confirms by OK.

wd
An other way to find a reservation is by the icon Reemz which returns a list with reservations, all
according to the chosen criteria:
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Rooms Date: 23/01/2006 [Updated: 16:47]

| st | N|[D [Untl Date| an Total=0 | | upd. total| Mark all

E E ame |[Firsth ame ﬂ Compary E ) [Agent Payprment E

110 E . Regan H Fangel Kr“ Enter Agent  Ledager 13611 04 1 1 o o

205/ @ Fridal Ulik < N Fangel K Ledger 13611 06 1 1 0 022/01/200€ 1215 23/01/200¢ 10:00 !
D S N ek | ||| lledgor | 311 03 | 1] 1| 0| 0220/ 200 1000 |

M Singleres. P Linked res. 3] | EEN |32xu132005-33m1x2005-|
;Tentative (OProvisional ()Confirmed @Guaranteed @In-house (0utOfHouse @Waitinglist @Noshow @Cancelled >>

ST. ... Reservation Status can be chosen

N If Note, it can thus be shown

D Shows all missing departures

UNTIL Reservations until today

DATE Departing today

ALL Shows all reservations

Double click on the line opens the reservation with all folios included in it.

All contact information appears on the window’s top part; in its below part are the tabs of all
folios.

By clicking once on the desired invoice (folio), created to the reservation, it is now opened to

enter wares on it. New folio can be established if necessary by click on Y Newfaio 4, right
from the above window.

Entering of wares can now be done in the exactly same way, as depicted in Direct Sale in the
previous chapter. The difference concerns only the payment, as payment of the invoice is most
likely postponed until the guest decides to settle it at his departure Check-Out, or before his
departure Early Pay/Out — both described later on in own chapters.
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ENTERING WARES TO CLIENT FOLIO

Beside direct sale and entering wares on reservation folio, Picasso cashier can also make
invoice to clients, established into the system.

The plan behind the icon Invoicez jllustrates well the three different invoice types:

Open invoices

#8tatus: | =] N until|Date| an »=0 | Upd saldo| Newlnv. | Mark an |

Status Status of the invoice

HalMo (| Type astidm. n.. A [Company name N Note appears under the line

| Planowva Shop Sy
(- Aktieselskabet af Until Until today
| . Edc-Meaglemre 5
s @ Date Today
E H . A45 BB Metal- o All Al
M . Fangel Ko, Haote Fangel Ko, Haote
M @ reiensen Plan Intemationa Saldo 0 Checks out invoices with balance 0
M . Qljelund M attiaz
8 H . Plan Internationa Plan Intemationa Upd.saldo  Updates and shows last balance
E H @@ Planintemationa Plan Internationa )
New Inv. If New Invoice to be made
Mark All Marks all lines — this with the
intention to apply the function Saldo
The column tells about the invoice: 0 to all records at once

S (Sales) : covered in the chapter Direct Sales

M (Main room reservation) or H (Hall reservation) : covered in the chapter Entering Wares onto
Reservation Folio

I (Invoice) : this type refers exactly to invoice on client — Entering Wares to Client. This type

invoice is made on the present overview, the button m as shown on the above toolbar.

Then the following known search box appears:
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Find Customer.

x]

Fetch Product from initial Beservation lype
(* Single (" Conference (" Daymeeting
(" Group " walk-in " Otherl " Other?

Reservation Status

Search criteria

-
Bk Contact perzon: |

|
ﬁ Agency | __.,i Agent |
. b | . R |
ﬂ Company Corp.: |
? Laztname: | Firsthame: |
Phiore: | kd mbile; |
EMai |
Cuzstomer no.; | Se /g Mo, |
IATA no | CPR / Card Mo, |
Search chars: |4 il Search no: |E il

Last uzed Customers

Cuztorner  (|Mamme
007134 Thorfizk 4./5 23-01-2006
00634 Techmedia &/5 23-01-2006 1255
Q0E370 Walvo 23-01-2006  16:04
o053 Ak Techotel A45 23-01-2006 1366 w

 Mew I+ =t Mo cust. | X Cloze |

This function is well known from the Booking section. Both in Booking and in Cashier, this
function Find Customer brings on the screen client, no matter if he is a: Company, Agency,
Contact person, Agent or a private guest (the fields Lastname and Firstname).

All client types are found in the system, or created, in the same way:
The first letters are typed in the respective field, or combined with the “%” sign, and one clicks
then on Search. The result shows all clients established in Picasso who correspond to the

search criteria.

The user can now chose the right customer, by double clicking on the record or marking and
clicking Ok.

If the search finds that the guest is not available in the database, the guest fields can be filled

out automatically by Search Eniro, where on the background of typed telephone number, Eniro
returns name and address. This function can only be used if Eniro operates in the country.
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When the guest is found, the invoice is automatically opened and the guest’s details appear on
it.

Invoice (Folio : 14872)

Customernumber: 134 CF/0ID: ] I
Laztname: Tharfigk &.45 i Ao | jl
Firstnamels]: J PhodFaw: |B?EBEDDD I
Address: |Nardre Kaigade 7 oy You/Pro: | ,_E %] -]
J Eamail |thorfisk@thorfisk dk
E dit | Tit:l © FPaypm/Cre: ITransfer Li |
: =4
Cauntry / zu:u:ode:] DE. ﬂ 13500 Bil/Device :]Sta_l,l L] |F'rinter LJ
City: |Grenaa Paym meth; 1 et 0 dg

14872(0] \

e 0 o

(rotarice |Maved From Test [Frint=d Bl [|Driginal D

The invoice window is like the one known from direct sales. Especially it resembles the
reservation folio window, as they both contain contact details in its upper part.

The invoice screen and entering wares are managed in the same way as in the previous
situations, where wares are found on the screen’s left frame and clicked in to the invoice.

A

An already opened customer invoice can also be found through the icon l.mf.niI:E, which brings
the following box on the screen:

Techotel Picasso

Find Bill

Search criteria

M arne: |

Cuztomer bppe: |.-'1‘-.II j

Cuztomer no.;

Reference no:

Guest hio.;

Falia no.:

Bill no.:

[Fvoice no.:
A& New invoice| @ seach | [ Cancel

A new invoice can be started by the button New invoice, which opens the search function Find
Customer, described above.
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RESTAURANT AND KITCHEN

OPENING TABLE OR MAKING TABLE RESERVATION

<&

The table overview is behind the icon Tablez

Open tabelfchair

New | Chkin| Tot | Tot. -0/ Markall |

N B
1 0 2
2 3 2
DS 1251 344 o 0 2 . rizsen @ 13703 0 2 0 01200 20:00 Silver
DS 1531 347 3 0 2 . alzen @ 1370 0 2 0 01200 20:00 Silver
10 0 2
11 0 2 . 11 13706 0 2 0 013031%03 Silver
12 0 2 . ieppe @ 1371 0 2 0 01%00 2000 Sikver
T3 0 2 . 13 1372 0 2 0 01411 1611 Sibver
14 0 2 O 14 @ 13732 0 2 0 01200 20:00 Silver
DM 10:38 343 15 i} 2 . Lizzi, room 105 @ 13679 0 2 0 010361236 Sikver
D 10:38 243 15 0 iy . Qliehund b attias @ 13704 0 4 0 02000 2200 Silver
16 0 2
20 0 2B (:) 20 @ 13747 0 2 0 01900 20:00 Silver
21 0 2 O Aleandra @ 13681 o 2 0 01500 20:00 Silver
22 0 2
23 0 2

o
‘I’\J
-~
]

Type | Status Nare ; [Retno |G... [lad. . ]|C. . tep. [Ro.. |

&) 13842 0 1 0 019002000 102 Siver
A O Larsen @ 13680 0 2 0 019200 20:00 Silver

.Tentative (:)Pruvisiunal OCunﬁrmEd .Guaranteed .In—huuse OOutOfHuuse .Waitinglist .Nushuw .Ca

In the bottom part of the window, there are table reservations for today, made in advance. The
waiter can now allocate tables to them by dragging the line up to the window’s above part and
to slip it over the wished table number.

If a new table needs to be opened, independent of a previous reservation, the table is simply
opened by double clicking. This corresponds to making a new reservation with status confirmed
or in-house.

The new window looks like as shown below, with possibility to enter Type, Segment, Guesttype,
Status, P.O.S., Purpose. Not least, it is possible to brings in front the guest’s details, if available
in the database.

The field Table is filled out with standard data, with the possibility to change in it regarding time,
date and number. There are Note fields too.
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Thus, one can conclude that table reservation in Cashier functions like reservation in Booking.
It is used both for incoming guests as well as for future table booking.

Reservation [013756] Walk-in reservation @

s Iﬁ?:ttggm:m”hﬂ | Restype:  [SVETSORN ~ Statuz: | Confirmed -

Guest phone.l M Segment:  |Mo agreement F.O5.: |Phone -
S5? | Addess: |

| Guesthype: |Sikver - Purpose: | Private -

e | Fayment:; -

Table - ype At date ime ||Dep.date mn-- Eirll.
i) 10 23-01-2006' 19:00 23-01-2008 20:00 2 @
T
Lo
Motes lﬁ-\rr. ] Eontactsl

,ﬁ

Booking
e
G _
S¢ r_

E Check in | J 0K | x LCancel |

’®

,@

If the guest is not in the database and will not be established now, then the system gives name
by suggesting the table number in the field Last name/Arr.

If the user wants to find an already established customer, one clicks on M which opens
the window Find Customer, mentioned in the previous chapter, but already known well from the
Booking module.

When the client is found, his contact details are automatically filled out in the respective fields.

If the user is on today’s date and opens a table or a table reservation, it can be also checked-in

D Checkin

at the same time if necessary. This is done by clicking on once the table is open.

As far as no wares are entered onto the table reservation, a checked-in table can be reversed
back to status Confirmed by right click and choice of Unda Checkin.

If a table only needs to be established but checked-in later on, its creating is just terminated by
OK.
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OPENING CHAIR

If guests at a table would like their wares to be entered in separate bills, it is also important first
to open chairs as separate records on the screen.

<

Behind the icon Tablez | on the top toolbar shown in the previous chapter there is the shortcut
New.

Open tabelfchain

o [CPGWTI o] Ni[n2[n3| [FHA ¥ pel

Tot. | Tot =0 Markal

When clicking on New, this box appears:

New table } chair

T able fields

T able type: |.-i‘-. ﬂ *

T ableMurnber: |1 3 *

Chairumber: |2

Links: |<n|:|ne> ¥| Link table to other tables
Calor: | -

T able nanme:; |Elue koo

* = required

" Save/Close X Cancel |

The waiter types here the table number and chair number subsequently which to be
established. This is saved by Save/Close and is repeated for all number of chairs, that needs to
be established. On the table overview, one can notice now that there are several records per
table — each one corresponding to the next chair.
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ENTERING WARES TO TABLE OR CHAIR
The previously shown overview is the most usual way to manage a table.
The table or chair record is established and checked-in. Then the entering of wares can begin.

When double clicking on the table or chair line, the below window appears, as always when
entering goods, and described earlier in the chapter Direct Sale.

Folianr. : 14856

ubor
N -
EEEEEE)

7 g 9 L

4 5 G C

1 2 3

Enter
1] 1]
+i- CANCEL

The fast way: If the table is not booked as reservation, but instead one wants quickly to begin
entering of wares, this can be done by a single click on the field TableNr, marked with arrow
below.

Open tabelfchair,

i { Imﬂ ﬂ|E|E| GHA Del. | Hew | Chk. in

‘m R
A

/ 1 ]

In this way the table/chair is checked in and ready to receive wares on its invoice.
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If a table/chair already is established, one can of course access its invoice through the above

plan, but alternatively it is accessed by the icon Tab-Fm as well.

Clicking on Tab-Rm opens the invoicing function, with this small difference that the above lines
now offer: Table/ Chair/ Rooms. The choice is confirmed by Enter on its screen.

.

The system checks first if the table or chair already are opened and if this is not the case, the
system informs that today this table or chair are not created:

jj) The Table andfor Chair is not created on 23-01-2006

If ok, then again the invoice window appears as in Direct Sale, however referring now to the
table or chair chosen:
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Z Gucci Pride Hotel - Cashier

Fil Folio Programs Help

AR E P =V E[B 9N &O

Salex Invoices  Invoice Foomg Fes Tables Tab-Rm E Kitchen Ple_C-I;:arge AutoDep. Mot chg. User Exit

‘ﬂ( | Exchange

Currencies

Ref : 013779 Table/Chair :

164

Sales (Folio : 14855) |__Reports |
M Settlemnent
14855(0)
Hatel extras Cash Eill rr.
L Transactions
Technique GB card
‘:‘% Drebtor
Hall rent Diners
w | BillPeriod
Banquet Eurocard B Poi
Charge d-product onus Points
White wine Cells ey
Red wine Sl
I System |
Extias Outlet 3 Befiesh
ErwiromentFee
)
Wellness —
Commissian ] Nate | Patient payme
N, % Ewcel
Sailing Pre-paid
=1 File
Fees
Shows X Close
vl 2 ] N

One is now ready to begin entering wares, first by clicking on the ware group and then choosing
ware.

Once having completed the present order, user closes the invoice by X Close at the
screen’s right bottom corner. The waiter can thus continue managing other guests’ folios.

If the guest would like to order additional wares or settle the invoice, it is easily brought again on
the screen to be continued or completed, by either double clicking on its record line in the plan

& “

Tables or through Tab-Rm

Some of the wares are set up like this in the system that once they are ordered by a client, slip
needs to be printed out in the kitchen. After an order is entered and the waiter clicks on

X Close , the system sends the necessary wares further to the Kitchen.
This topic is treated in the next chapter.
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KITCHEN SLIP
If some of the entered wares are set up to be printed out on a kitchen slip, this is done after
closing the invoice from the screen.

Automatically this bellow screen appears, containing the list of wares which the system now will
send further to the kitchen printer.

Kitchen dialog [z|
Ware Kitchen note Mediurm
Starter .
. Special
Roast veal Medium
Fed

Here at the right side, there is place for
notes to each ware, if wanted.

The buttons beside are predefined and
makes it easier to enter standard notes
by clicking on them.

If not, it is possible to write a free
message up to several lines long.

Common Note Do Starter

Do Starter Ifthereis a general note to the whole slip, it is written
here. Do kdain

Do Starter, Do Main and Do Desert are typical |[g[Deser
messages, therefore they are predefined as buttons.
There is however no limitation to enter another text if
wanted. E.g. “Guest in a hurry. Theatre at 8:00 pm”

@ Frint | X Cancel | A Close |

If the waiter later on would like again to send message to the kitchen, this is done by going into

[

,,
b

=
the table’s or chair’s invoice and clicking on the kitchen jcon in the top toolbar.

If the message only concerns a single order line, the line is marked on the invoice followed by a
click on the Kitchen icon subsequently. Concerns the message several lines, they are all
marked by the Cirl button, thus they all appear on the slip, that the kitchen is supposed to

receive. The message is always sent to the kitchen by click on < Fiit  in the above box.



INVOICE SPLIT UP

In Picasso, records from one invoice can be transferred to another. It needs that they both stay
opened on the screen. Several invoices can be opened at once.

For example table 15 would like to split their bill into three.

<

The waiter makes first two separate records with chair 1 and 2 to table 15 in the plan Tables
Then he clicks on each of the 3 records for table 15 — the original one and the two new invoices.
Thus, all three of them open on the screen.

Ref : 013750 Table/Chair : 15/0
14875(0) |

Drag a column header here to group by that colurmn F'au:kagel Deletedl Mu:uvedl
IWIF ITEF—IT Amount || TotalPrice ||Moved From Test W Original Date
Lunch GR.000 130.00]Lunch 23-01-200k 12:05
15 Main course 120,00 240,00 kain course 23-01-2006 14:29
2 2001 Sct. Emilion 2ba.00  268.00 2001 Sct. Ermilion 23-01-2006 14:53
14 Wiater 30 cl. 35.00 70.00 23-01-2006 14:54

2l

TotalPrice

Drag a column header here to group by that co F'au:kagel Deletedl Mu:uvedl
FF Date & l? Mo (| Text Mote  (lAmoLnt TotalFrice

One clicks now on the ware to be moved, holds it with left mouse button and drags it over to the
new window. The program makes it possible to split each record by indicating how much of the
quantity or price to be transferred to the other invoice.

The following known box appears again:
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Wware |Mair1 COUrSe

Here, against Pieces one indicates the
number to be moved.

Amount gives in return the option for
indicating a part of the price, if this might be
relevant instead.

By clicking on Enter, the transfer is carried
out.

Back in the original invoice stays the rest of
the record after a part if it was moved.

Ent , o
et Depending on the situation one can now

0 o ) keep the line the way it is, or split it further
and send a part of it to a third invoice.

+- CANCEL

At a later stage, it might become necessary to see from where a ware has been moved. This is
done from the invoice by clicking on |M Click again on it returns on the original outlook.

Invoice split up was shown here in regard to a table, where a bill was divided into three. To split
an invoice could be relevant in many other situations, but the method is in principle the same.
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MANAGING INVOICES

CORRECTING INVOICE
In order to correct an invoice, the user needs first to find it in the system and open it.
The invoice is opened as elaborated in the previous chapters:

7 A

Reservation’s invoice is opened through: FRes FRooms

A

Client invoice is opened through: Invaice |

Invoice on either reservation, client or direct sale is found through: Invaices |

<&

Table invoice is available on the plan, opened with: Tablss

Once the list with invoices is on the screen, user clicks on the required invoice and obtains now
a direct access to the invoice lines:

14251(C] A/5 Det Detaziatizke Kompagni

14252(C] A/5 Det Astaziatizke Kompagni l

ey

bicrophane 45IJ oa
Yideoplayer 1.00 1.00
Garage 50,00 k000

~lm— )| X Deletean

If a line needs to be deleted, user marks it, followed by a click on the right button M.

Thus, the ware is deleted from the invoice and automatically balanced in the system.

If one would like to have an overview over deleted wares on an invoice, one clicks on M
and the history appears. By a new click the last result is back again.

If the invoice is closed, deleting of wares can only be done before running the night audit in the

system. In case the correction is required later, then a credit note is made, described in the next
chapter.
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CREDITING WARES

If the night audit has run and the invoice is closed, a Credit Note is issued to the client for
compensation if the wares invoiced exceed his wares consumed.

If the wares, necessary to be entered back into the system, are not to a client already

established into Picasso, the user opens a new direct sale invoice by clicking on Sales .

Folionr. : 14904

Ware |Microphone
7 g e <
4 5 B C
1 2 3
Enter
0 oo
+- CANCEL

As at ordinary direct sale, one chooses the
ware, after which the known window (to left)
appears.

Here, against Pieces the user enters the

number, followed by click on ~ *
Is confirmed by Enter.

Now the ware appears on the invoice,
however with a negative sign.

Several wares can now be credited in the
same way, if desired.

The way of payment is then chosen, e.g.
Cash, credit card or Ledger (if to a known
client).

When the invoice is printed out, it is written on
top Credit Note instead of Invoice.

It can also be relevant to credit a known client. This is done exactly as already described in
ENTERING WARES TO CLIENT FOLIO, this time however with a negative sign in front of the

number as above.

wri
Iz

Access to the client account goes through Invaice | followed by M After the client is

found, ware entering/crediting can begin.
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INVOICE SETTLEMENT WITHOUT CHECK OUT - EARLY PAY/OUT

If a reservation, or a folio from a reservation, needs to be settled before the stay is over, this can
be done, first finding the reservation and its folios.

The reservation is found through the toolbar Irvgices  Invaice  Hoaoms Re:z | as done earlier.

Once the folio is on the screen, it can paid by M, which button is available to right in
the invoice window. This below window appears:

Check-0Out [013630/004] \

Custarner infarmation

Marne: Thorisk NS

Check-Out Options

Guest leaves: Today Tomarrow UUntil date whole stay ‘
Guest pays for the following: Until today Mext night IIntil date Whole stap ‘

Foom Reszervation before Check-out

RACK 1800

23-01-200611:23 24-01-200610:00 103 RACK 'IBEIEI

% stay 3 floor

¢§Dntinue | x LCancel ‘

It is now necessary to inform the system if the guest leaves Today, Tomorrow, Until Date or
Whole Stay (as booked originally).

After that it is necessary to enter for how many days the guest will be charged: Until today,
Next night (until tomorrow morning), Until Date or Whole Stay (the whole stay as booked).

It is finally possible adding a note in the field Notes.
With a violet colour the field influenced is marked, and it is approved by Continue.
The user is now sent back to the invoice which can be paid by choosing way of payment.

One clicks on the payment method the guest prefers, e.g. Cash.

68



Now the below window appears:

Folionr. : 14920

|CELSh If the guest would like to settle the whole
invoice with the same payment method, one

T -

7 8 q <- If the guest only would like paying 200 Euro
cash, then the yellow arrow is placed against
amount and the new amount is typed,
followed by Enter.

It is however possible to pay the same
invoice in different ways.

Now one is back in the invoice where only the
difference is back for payment, here 800
1 2 3 Euro.

Enter It is then possible to choose another payment
method, e.g. Eurocard, where again either
the whole amount or a part of it is paid.

CANCEL

I

Finally user clicks on the icon Eil from the toolbar in order to print out the bill without
checking the guest out.

The guest has now the option to approve the invoice, and the program asks:

@ |2 the bill aprowved?

Hes Mo

Yes closes the bill, No opens the invoice for corrections and a new printout.

If corrections are made, the new printout receives a new invoice number.
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EARLY CHECK OUT

If the guest both settles his invoice before end of the booked period, and also wishes to leave
the place at the same time, then one needs to follow the procedure described in the above
chapter.

The only additional action is finally also to check the guest out which simply is done by clicking

v

at the Check-out jcon on the toolbar.
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CHECK OuT

The logical flow is as described until now.

Reservation is found through one of the options: Irwoices  Invoice  Rooms Fes | and all folios
are paid either by ledger, cash, card or in a combined way.

I

The invoice of each folio is printed out for confirmation by Eil | corrections if necessary are

made and the folio is checked out by Check-out,
Which shortcut is used for finding the invoice is less important.

The most common overview is to Check-out is however through the overview Raoms,

Here one can sort out those guests, who are to check out today.

Rooms Date: 24-01-2006 [Updated: 12:13]

st:i0 ==| u| b untit [ pate _an | Saldo=0 | Out Reom | Upd. saldo| Mark all
[ete e e [Fistiane [N [Copany |6 |L [0 [Agen [sato ]
D an N |Th 0.0 0 1 1) 0

104 5 Thorfisk A 0.00) Cash 13630 1 1 0 0 24-01-2008 10:00 Silver
2025 @ Larsen ' Janni 0,00/ Cash 13708 0 1 1 0 0 24-01-2008 10:00 Silver
2051 . FL Beton A/ FL Belunm 0,00 Cash 13785 0 1 1 0 0 24-01-2006 10:00

206 5 . Jepzen N Fangel Kr“ 0,00 Ledger 13611 2 1 1 0 0 24-01-2006 10:00 Silver
21015 @ Andersen Mads & Plan |nter 0,00/ Ledger 13643 2 11 0 0 24-01-2006 10:00 Silves
a0z 5 @ findsen Planova 3k 0,00 Cash 13635 & 1 1 0 0 24-01-2008 10:00 Silver
3035 . FOIENSEN N Thorfiskﬁﬂ 0,00 Cash 13630/5 1 1) 0 0] 24-01-2008 10:00) Sikver
jeinicit-1 . larsen N Thorfiskﬁﬂ 0,00 Cash 13630/ & o 1) 0 0] 24-01-2008 10:00 Silver
304 @ Kienna ' Martin N &k Techofiy 0,00/ Cash 13612 0 1 1 0 0 24-01-2008 10:00 Other
SALDO=0 Is used to check out an invoice without balance on it to be settled,

One marks the invoice(s) to be checked out and clicked on ~ Saldo=0
OuT Room Checks out a room, without closing the invoice
UPD. SALDO Updates balance on the screen
MARK ALL  Marks all reservations

U EDmmEED |
|

< »
@Tentative OProvisional _'Confirmed @Guaranteed @In-house (J)0utOtHouse @Waitinglist @Noshow @Cancelled »

Double click on the guest’s line brings his folios to the screen. They are paid as in the previous
chapter, and the guest is checked out.

If several guests are to be checked at once, they are marked, followed by M and thus,
all without balance to be settled are checked out.
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LATER CHECK OUT

The guest can keep invoices opened, in spite of he has checked out from his room.

The room is registered in the system as being free, by marking the guest’s line and clicking on
Out Room

The condition is that the guest is on the departure list today, and the overview is opened like in

B

the previous chapter, by Fooms,

The screen picture is:

Rooms Date: 23-01-2006 [Updated: 12:04]

0.0 h o o L
. Fega H Fangel Kr“ Enter Agent 0,00 Ledger 13611 4 1 1 0 0 2201-2006 1215 23-01-2006 10:00
. Speed N Fangel Kr“ 0,00 Ledger 13611 3 1 1 0 0 2201-2006 12:15 23-01-2006 10:00 !

Click on 0OutHoom makes it possible to free the room, so that it now can be cleaned and
allocated to a new guest, while the previous guest still stays in the hotel areas, with the
possibility to uses his open invoices.
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E-INVOICE

Picasso clients can make use of E-invoice if and where applicable.

To be able to send E-invoice one needs first to make sure that the client’s details contain a
correct number in the field EAN/CF. If the number is not entered, it can be entered later on by
finding the client’s account in the Marketing module. Again here on the profile, it is necessary
the field Bill-device to be adjusted to E-invoice.

When an invoice on such a client is closed, then one chooses Ledger or E-invoice as payment

method. The original invoice is the E-invoice sent, so the prints out done in the hotel are copies,
one or two, according to how the system is set up.

PRINT, REPRINT, CANCEL

When an invoice is open on the screen, following toolbar is available on top of the invoice:
{25 Reprint | =2 Copy |5 State | = Prebil | S Cancel

If an invoice is not yet being settled, only &l State | 2 Prebil | are accessible. Thus, one can
print out the contents for a check. A new bill layout can be chosen if wanted through the bill

details field Bil/Device Stay |

In case the invoice is checked out but the guest's payment transaction shows not able to
wik
| =

proceed, the invoice number is entered in Invoice . The invoice is picked up by double click on it
once its record appears on the screen. If it is before the night audit, the invoice can be cancelled

by Sk Cancel | And established again.

It could be also necessary to find a closed invoice, and to reprint it or a copy of it, one uses
h% R eprint | _E‘] Copy
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REPORTS

In the right frame of the screen following reports are defined, related to the cashier:

Settlement
Turnower
Eill rur.
Tranzactions
Debtar
Bill Period

Bonus Paintz

SETTLEMENT

TURNOVER

BILL NR.

TRANSACTIONS

DEBTOR

BILL PERIOD

BoONUS POINTS

Report, showing transactions having taken place in a
chosen period

Turnover report

Invoice report

Shows transactions in the cash register
Shows opened invoices

Printing out old invoices at a later moment

If the system operates with bonus on clients,
depending on turnover.
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SETTLEMENT

Overview over transactions is made in the report Settlement.

By clicking on the button this below window appears:

Cashier, - Settlement

Include

(=
[ = " User
[ it ded (v Payment
I Orniginal ranzaction only
& =1
7 Deleted included N Totals
[~ Show cancelled uzers ™ Date
[ Show cancelled wares/payments
[v Show table totals
[~ Shaow only charged by vingcard e
=
m Selected fram date  23-01-2008 20 Y
0 Selected to date 23-01-2008 -
zar
P Yesterda
[¥ TECHOTEL TECHO =~ W Al e
[ Thomas Burghag ¥ @ More
< > —_
Waregmup-F’l Abz Mo o
¥ 1. Payment J All
) None (=3
Payment: Abc Mo |
¥ Cash Y V’ Al L~
¥ dep Checkin
¥ Deposit cash b @ Mane
Department
[ Banquet PH ”~ o 2l
[ Kitchen PH S
[T Marketing &P v @ Mane
L

It is now up to the single user’s need to choose criteria.
The system ticks automatically off the user being logged on, as well as the present day’s date.

If one would like to have a report over several day, the period is marked on the calendar in the
screen’s left side, introduced in the user guide’s first chapter.

: R
The report can first be seen on the screen by < Preview 20 then printed out by Brint

Through the shortcuts ¢ Excel ~ EEle 504 SEmsl among the system buttons to rights,
the report can be saved and sent if desired.

The report is closed by Close, in the screen’s bottom right-hand corner.
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TURNOVER

To be noted that the turnover report only returns turnover on manually entered wares, without
including wares, ordered and consumed through packages and products. The numbers are VAT
included.

In order to retrieve a turnover report user clicks on Turnover in the right side of the screen.
Following window appears:

Cashier - Turnover D

Sort oy
| nclude | T ED

o ™ Usger
[ " {» ‘Ware
[~ Original tranza

' =

[+ Deleted included i Totals
r " Date
[ Show cancelled users
[ Show cancelled warez/payments
[~ Show anly charged by vingcard S

2
m Selected from date  23-01-2006 *¥ Today
U Selected to date 23-01-2008 —_—
SEI
b ‘esterd
¥ TECHOTEL TECHD = V Al e
[T Thomas Burehag >
M
¢ » @ MNore | INCLUDE Medtag
“Waregroup:  Abc | Mo il USERS Brugere
¥ 2 Drinks & o Al WAREGROUP Varegrupper
M 3 Hotelesias PAYMENT Betalingsformer
< > ) Mone =) .
e DEPARTMENTS  Afdelinger
‘Iﬁa“g: Abe | Mo. SORT BY Udskriftsortering
' i = .
” ?:Ez:f 3 v Al T TOTALS Vis Totaler
< 3 &) Nane PERIOD Periode
Drepartment TobAYy | dag
M Banquet PH ~ W Al e YESTERDAY | gar
W Kitchen PH
¥ Marketing 4P v @ Mane
L)

It is now up to the single user’s need to choose criteria.
The system ticks automatically off the user being logged on, as well as the present day’s date.

If one would like to have a report over several day, the period is marked on the calendar in the
screen’s left side, introduced in the user guide’s first chapter.

o ° B -
The report can first be seen on the screen by A, Preview 20 then printed out by Brint

Through the shortcuts 3 Excel =~ ElEle  gp4 13 Email among the system buttons to rights,
the report can be saved and sent if desired.

The report is closed by Close, in the screen’s bottom right-hand corner.
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BILL NR.

To obtain a report on invoices, user clicks on Bill nr. The screen is as follows:

Cashier - Bill journal

Include Sort by
f* Bill Murnber
(" Reference Mumber
" User
_ " Payment
it of house : A " Date
i Canceled v Specified
[ Corections included " Default ™ Page pr Day
[ Reference Mumber @ Mone
[ Show CxL users
Coeis |
User Seleoted fiom date 2301-2008 w1 1oy
g Jodi Pgeard 8 o Al Selected todate 23012008 <& |
acab Maare — —_—
¥ Jacob Pedersen 3 o Defaul Today payments anly | “esterday
| o o VP O TR - P = = -
& | 5 @ MHone
FPaprnent
¥ No payment - V" 2l
¥ Transfer = _—
¥ Transfer &) Mone
- — 1
& Trane frad b

It is now up to the single user’s need to choose criteria.
The system ticks automatically off the user being logged on, as well as the present day’s date.

If one would like to have a report over several day, the period is marked on the calendar in the
screen’s left side, introduced in the user guide’s first chapter.

2 H g -
The report can first be seen on the screen by < Presiew 4 then printed out by Erint

Through the shortcuts 3 Excel =~ ElEle  gp4 13 Email among the system buttons to rights,
the report can be saved and sent if desired.

The report is closed by Close, in the screen’s bottom right-hand corner.
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TRANSACTIONS

The transaction report shows all transactions, that have taken places in a chosen period.
The transaction report is obtained by clicking on the report button Transactions.

This below screen needs now to be ticked off:

Sorty
[ nclude | T ED

. ),
Fayrment b User
Turnover i
Moved included )
Original tranzaction only i O RPELSCLTS Totals

Deleted included

v
rd
5
-
i
-
-

Show cancelled users

Lo
m Selected from date  23-01-2006 =% Today
U Selected to date 23-01-2006 —_
i S “Yesterday
¥ TECHOTEL TECHO & o 2l -
[ Thamas Burehag —
[T Thomas Skovsende ¥ @ Mone
< »> -
Department 52
¥ Banquet PH s Al
¥ Kitchen PH Mers [ =]
¥ Marketing AP L
¥ Feception &P v

e

b e

It is now up to the single user’s need to choose criteria.
The system ticks automatically off the user being logged on, as well as the present day’s date.

If one would like to have a report over several day, the period is marked on the calendar in the
screen’s left side, introduced in the user guide’s first chapter.

o ° B -
The report can first be seen on the screen by A, Preview 20 then printed out by Brint

Through the shortcuts ¢ Excel =~ ElEle 504 SEmsl among the system buttons to rights,
the report can be saved and sent if desired.

The report is closed by Close, in the screen’s bottom right-hand corner.
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DEBTOR — OPEN INVOICES

If user might need to have an overview over all opened invoices in the system, this can be
extracted by the report function Debtor:

Debtor 200 IS) I
Include
Include Types

Sort by
.

* Marne
(™ Companysdgencysbgent
(™ Reservation Mo,
S . = Arival
v | Sales o &l (™ Departure
[v Hain Heservatmns _— " Types
S @ None * FolieNo
[v Invoices
v Fooms Debtar audit
[v Tables
18 Might
W Incl. deposit _
[w Incl. turﬁnver gl Deposit
[v Incl. payments from tranzactions

Er——
l_. Watinglist [v Total different from zero
[ @ Tertativ ﬂ [v Include future transaction(s)
[ () Provisional ) None
[ () Confirmed _
[ @ Guaranteed {+ Partrait :
v @ InHouse -

l_o Out of House
| . #-Cancelled
| . Hio-Show

" Landscape

Criteria are chosen except date, as the system is adjusted to include in the report All open
invoices, that correspond to the other criteria being chosen.

o - Ea .
The report can first be seen on the screen by A Presiew 204 then printed out by Brint

Through the shortcuts 3% Excel BBl gng lEmal among the system buttons to rights,
the report can be saved and sent if desired.

The report is closed by Close, in the screen’s bottom right-hand corner.
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MARKETING

CUSTOMER PROFILE

Each client may have own profile in the Marketing module, where his contact details are
available, but also agreements and characteristics. The customer profile can in every moment
be opened and edited.

Information from the customer profile is used for two purposes:

It manages several fields in the client’s future reservations. During the reservation, the fields can
additionally be edited, but originally begins a reservation with client data, as already defined in
the profile in Marketing. Thus, the reservations are made faster and easier in the vast majority of
cases.

The other purpose of saving standard definitions on each client, is to enable the hotel’s

marketing function to carry out segmentation and make use of its result for marketing purposes.
This topic is given own chapter later in the section.

FIND CUSTOMER

The client’s profile is managed first by addressing him through one of the following icons on the
toolbar.

C a @B = 8 & i

Guest Contact Company  Company Co. Agency Agency Co. Agent Sales Ch

Which type the customer is, this is clarified by the user when the customer’s profile is being
established and saved into Picasso. Subsequently the profile is to be found in its category each
time it is needed again.

GUEST Private guest

CONTACT Contact person, who books a stay for a guest on behalf of a
company

COMPANY Company

COMPANY CO Parent company, if applicable

AGENCY Travel agency

AGENCY Co. Higher organisational level of travel agencies

AGENT Agent

SALES CH. Sales channel
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The customer profile is found by click on the relevant shortcut which brings the following search

box:

%]

ﬁ Find Customer - Guest

4

Firsthame:

Lasthame:

T elephone no.:

CPR / Card no.:

CellPhone:

Customer no.: |

E mail:

Lazt uzed Customers

Customer  |[Mame

..... Alvin, Lars

23-071-2006
230 -2006
23-M-2006
230 -2006

010838 Techmedia 445
010838 Techmedia &4/5
04524 Larzen Janni
o Mew I=: Search

1= Search Enira

Time [

0354

12509

1404 v
X Cancel |

MAKING NEW CUSTOMER PROFILE

Depending on the
customer type, the
search box consists of
relevant fields which the
user now can search
through. It can be
enough to search by few
letters.

Search is started by click
on the Search button.

If the client already is in
the database, several
client records appear
and the desired one is
opened by double click
on its line.

If the search engine Eniro operates in the country and is connectable to Picasso, the button
Search Eniro returns contact details on the background of a telephone number. When clicking
on Search Eniro the system checks first if the client already is established as profile in the
Picasso database. If this is not the case, then automatically the contact details such as name
and address are picked up and set into the customer fields, making it easy now to complete and
save the profile into the system. Additional characteristics regarding the client need to be ticked
off in the profile which topic is treated in the next chapter.

The manual way to create a new profile is by the button

" Hew | from the above shown

box. Then the window appears and needs to be filled out as explained in the next chapter.
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EDITING CUSTOMER DETAILS

No matter whether the client is new and data needs to be defined to all fields, or an existing
profile is to be edited and supplemented with additional data, it is always a box with the below
format that appears as result of client search/new client.

The fields in left side are reserved for the client’'s name and address.

Right side contains fields with more specific characteristics about the client’s visit pattern.
Agreements and other information are available under the single tabs in the window’s below
part which topics are treated in the coming few chapters.

Customer Plan International Danmark [004384]

Customer Plan International Danmark [004384]

Comparny Flan International Dz Est. Date ; [28-01-1938 Archive D ate: IW Status Current -
Inet login: I— Fazsword: li i Salezman: lm
&? SEonou Bill device Mone -
Adrass: |Eﬂstergade 3h 1ATA o Ii
| i .
ﬂ | Segment:: Townst | POS: Fax -
Country: m Denmark, Zipoode: IW Pupos= Theater x| Guestvpe Ottt =
City: |Kﬁlbenhavn K. T2 Flag & jan Flag B: sko
Flag C: Flag D:
[EEE L 45 4552 FF eancr: 64654  Deblorm: |
Fax: 3545 4555 E-mail: katEtechatel dk NE date li CPR / Card No. li
WO adress: | .Efl9 R.Owner: Ii R. Owner Title: Ii
Agreement l Products ] Links ] Contactpers. ] Orderbiook, ] LContacts ] M okes ] Journal ] Categan ]
Provvizion Dizcount agreemment Faprnent conditions Allatrment
Bill: ’U— % All: 0 % FPayrent method: ’U_ mdr.lﬂ_ dg. 1: li
Account; ’EI— E4 Onrooms: |0 % S plit-bill: ’W z li
Metto: [ On mesting: |0 % Payrenttype: m 3 Ii
Restaurant: ’EI— % On hals ! * Bill type : ’m 4: Ii
On phone: |0 % :
OnPayTy: [0 5 WAT: Credit mas: | 20.000,00
Currency: l—;l [ Invoice Fee
Debitor acc.: o

ﬂ A Cancel | ¢Save | x;lme ‘

In order to have the optimal conditions for customer segmentation and campaigns to customers,
it is recommended to employ all category types in the right screen part, such as: STATUS,
SEGMENT, PURPOSE, POS, GUESTTYPE.

How exactly the choice options are defined under each category, it is up to the single hotel’s
decision. Here below there are few examples:

STATUS Status referring to how regular the client is: none, potential,
pending, previous, current, future

82



SEGMENT

PURPOSE

POS

GUEST TYPE

Company with agreement, company without agreement,
weekend stay, tourist, conference, day meeting, rack rate,
bureau, other

Purpose of the visit: private, theatre, weekend stay, congress,
soccer school, salsa weekend, wellness..

Either from where geographically the booking is made or contact
channel such as telephone call, fax, email, own website, GDS..

Internally given type on the background of internal consideration
with related privileges: silver, gold, platin, other

Some of the fields have a purely operational impact in connection with reservation and
settlement off invoice. Here below:

BILL DEVICE

EAN/CF

Is especially used when the guest to be sent e-invoice

EAN number needs to be given for sending e-invoice

The fields in the tab ~ #@'=ement  gre also important to consider:

PROVISION

DISCOUNT AGREEMENT

PAYMENT METHOD

SPLIT-BILL

PAYMENT TYPE

BILL TYPE

ALLOTMENT

CREDIT MAX.

Especially applicable if travel agency or agent.

The field Bill states the percentage deducted when invoicing
Travel agency in return to guest’s voucher.

The field Account states the percentage to be paid to an Agent.

If any

If credit is given the customer for a number of days

If a certain split-bill always /often is employed

If a certain payment method always /often is employed

If a certain invoice template set-up is always /often applicable to
the guest

Here up to four different allotments can be related if relevant for
the profile. Then, they are available in the Booking Reservation
window, Allotment field, when a reservation is to be established
for this client. The user selects from which allotment the given
reservation to deduct room numbers.

Good to fill out. If not being done in advance, it is then important
to define a credit max on the reservation. In the reservation credit
max can be defined too — the credit max from the client’s profile
can be reduced or increased.
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INVOICE FEE If invoice fee to be added to the client’s invoices

The tab  Freducts | gives the possibility to define if certain products are applied always /often
on this customer — thus when making a new reservation, the product comes as a default value,
saving additional typing.

The guest’s prfile is now established and saved by Ok/Save.

Under the tab  Catsdo  there are a number of categories, which a client can be related to. It is
important to carry out this work consequently, its impact is elaborated in the MIS section in
Marketing.

The tab Mote: js used for adding notes on the customer’'s profile. Three note types are
available:

Booking note appears later in booking and on the invoice. It pops up before a new booking to
client is begun. Thus function can be set up in the system or oneself can switch it on.

Sales note are for internal use.

Letters note is included into the letter of confirmation, being sent to the customer.

As in the Booking module, files can be saved in the tab  doumal | If an email has been sent to a
customer though Picasso, it is saved here as well.
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LINK BETWEEN CUSTOMER PROFILES

If a contact person from a company’s subsidiary books for a company guest, three levels are
involved, which upward order is:

Guest -> Company -> Parent company

Those upward and downward relations need to be defined in Picasso — like this statistics on the
parent company’s turnover go down in the branching and include what it is sold per
subsidiaries, their contact persons and respective guests.

Link is established through the tab ~ Lirks

From a company profile, one can add a Guest by just clicking on ~ "&#lIk 504 finding the

guest, shown on the next page. After that, in IELEIEEE the program automatically fills out that
Guest is a Downlink to the Company, e.g. in downward order.

Agreement ] Products Links ll:nntactgers.l Orderboak. ] LContacts ] Mates ] Journal ] Cateqory ]

Mumber MameAFirm

Hjuul, Bianca

[ e
Profile
__Pulieat |

Profile Al

The other way round, if entering the same guest’s profile, and checking the tab ~ Links  one
will find the company name present already, but this time of course in an upward order : as an

Uplink in the column

Agreement ] Products Links | Orderbook. ] LContacts ] Motes ] Journal ] Categorny ]
MameFirmn Customer type Phonenurnber 14T 8 nurnber Recep.link MHew link
|F'Iar'|Ir'uterr'uati-:unal Danmark. |I::|:|rr||:|.3r|_l,l |I_I|:|Iir'|l=:_ |E:E:45 4552
Profile
Profile All

Many guests can be linked to a company profile.

A guest profile can also have several companies added as links, here however only one of them

Recep.link

can be ticked off as active at once: v

By a click on the green sign, the link can be done active or inactive again.

The link can also be deleted if desired by first making it inactive, then using the FRemavelink
function. — This concerns both deleting of companies in a guest profile, as well as deleting of
guests in a company profile.

MHew link.

To add a link, the user clicks on , and following search box appears:
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One can now search for
either a Guest, Company,
Agency, Agent, Sales

Searching for link

Search critenia

channel.
Customer seatchiype: : _
If commencing the search
from a guest profile, then
Namme automatically the search

box will chose Company in

|
Telephane no.: | its top field.
_ In opposite, if searching
Customer no. | 2 from a company profile,
IATA ho.: | then Guest will appear as
default in the top field.
SeMo/Omg Mo |
If the suggestion
corresponds to the
" Hew | | X Cancel | category to be found, then

a couple of letters are
typed in e.g. the name field,
followed by Search.

A list with records appears and the right one is chosen. By OK or double click it is linked to the
profile from which the search has begun.

Alternatively by W Hew | yser gets access for creating a new profile, which subsequently is
linked.

Once having completed the link, user leaves the customer profile by Ok/Save.

In a company profile, there is a tab "oM@=E=rs. pegide the tab Links. Contact persons are
those employees in the company who have responsibility for booking of company guests.

From statistical and marketing point of view, Picasso has the strength of saving history, in this
case — saving number of reservations and turnover per contact person .

Link of a contact person profile to a company profile is done through ~=aEtEe= however the
approach is exactly the same as by linking guest to a company or company to a guest, already
shown in the above box.
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FAST STATISTICS ON TURNOVER

Orderbook  js the next tab in the customer profile window, and it opens information of the
customer turnover per month, being a guest, company or a contact person — depending on the
profile concerned.

If the user is into a company profile and wants on other hand a fast overview of turnover per
guest (available in Lirks ) or how much the single contact person (available in
Lontactpers. ) has generated, the user opens the tab and double clicks on the record line.

The profile required appears, and its own Hidebook  contains the figures.

87



CONTACTS WITH THE CLIENT - ToDO

The tab  Lontacts  sgves information regarding all contacts between the hotel and the client in
past time, or contacts having been established as tasks for future follow-up.

In order to achieve a maximal yield of the ToDo facility, the hotel needs to enter in it all topics of
future character, related to the customer.

ToDo is a marketing tool, where one saves information about future activities, together with a
date for follow-up. For example follow-up of a sales meeting. Or, new tasks, planned by the
hotel to carry out in relation to the customer.

The bellow picture appears by clicking on ~ Eontacts

Lirks ] Orderbook LContacts | M otes ] Journal ] Categany
v Time W Usze State Priority =1
Mone| rintg om nye prizer
23-02- EDDE 10:34 TECHOTEL ? Mane | ring vedr. kommende firma arrangement et
01-11-2003 |14:58 kLALS x Mone| ring om invi Cancel
27-10-2003 1343 kLALS V’ Hohe|ring am nye priser
27-10-2003 |18:.02 KLALS x Mone | ring om nye priger Done
29-03-2003 | 0352 KLALS x Morne| Ring konf mail ma
Kl | B

j ToDo ||__:_| Hesewations‘ _# Eustomer]

Here all tasks are listed, that have been created on the client profile, with a date for follow-up
and name of the person whom the task has been created by.

New tasks which still to be followed-up are marked by the system with ?. Once a task is

fulfilled, the user marks it with \/, and with X if it no longer is relevant and have been
cancelled. Status Done and Cancel are given the tasks by marking their lines and just click on

Done Cancel

or beside.

If having a new tasks related to the client for a later follow-up, user creates it in the system by

clicking on Mew  The below window appears, where a date for follow up is given, the
message itself, as well as department and/or person are ticked off, whose responsibility the task
follow-up would be.

Task - GuestName - Created by KLAUS on 25-11 at 14:14 - New

Task. Hotel : Gucci Pride Hotel

Followup Custarner Departments M3
Date (31122013 ™ Lund &nni v Departments | v BODIL -
Bk Johan V.Jensenzalle 18 [ Swelhesz H W EUREHAG
; = [ Reception PH W JACOB
ype [ Technical PH v KLALS
FPhone : 364613602
e [ Barquet PH [ LEICH
. Email : Annie.Lund{@hm, com [ Kitchen PH W MAARE
Pricrity | M ore - — .—.I - er:._ T J e oA j
Mone | All N are |

% ’lng o hye priser
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It is then saved by Save/Close.

As an extra help, the Contacts window leads also to the client’s previous and present
reservations for being able easily to consult them if necessary. This happens by clicking on

|| Reservations in the window’s bottom corner.

Agreement l Products ] Links ] Contactpers. ] Orderbook, Contacts | Motes ] Journal ] Category l
ef.  Status Laszthame Allocated Booked A Date  Time Dep. Date  Time Room Adultz Ch 1 Ch n
37 Hiuul S 1 20 1

13628 O J k. 5 Do 28-01-2006 | 18:00) 30-01-2006 | 10:00) 105 3 i

13628 O Jargen K. 5 oo 28-01-2006 | 18:00) 20-01-2006 | 10:00 105 3 1]

13628 O Anderzen Olzen 5 Do 28-01-2006 | 18:00) 30-01-2006 | 10:00 105 3 ]

13666 . Agardh Peter/007 T D 23-01-2006 | 1208 27-01-2006 | 10:00) 205 2 1]

13666 . Agardh Peter/006 T B 23-01-2006 | 1202 27-01-2006 1 10:00| 205 2 1]

g = o w0 o = = 5 g ==y g e = =

[« | EE

2 ToDao L__J Reszervations ﬁ Cuztomer

The tab A& Customer jg 5 Log on all actions having been taken in regard to the client profile.
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FAST TASK MAKING

If one does not need an overview on all ToDo’s tasks, neither on the client's details or
reservations, but instead only desires creating a task to client’s profile, this is done without
necessarily entering the profile.

The customer’s record needs however to be on the screen, described in the chapter Find
Customer, and done by search through the relevant shortcut:

C a @ e B @& i E

Guest Contact Company  Company Co. Agency Agency Co, Agent Sal Ch.

Once the client’s record is show on the list with clients’ records, the user holds just its line with
left mouse button and drags it over the calendar to left. By slipping, a task window appears. It is
then filled out as described in the previous chapter.

FAST TASK MAKING ON SEVERAL GUESTS

It could be the case that same task is applicable not only to one, but to several customers.

The user brings a selection of the clients database on the screen by search on a criteria. By
holding the buttons Ctrl or Shift down and clicking on the mouse, one marks the lines of those
client records to whom the respective task would be created.

Once this is done, task is established as above. — The marked lines are dragged onto the
calendar to left and the task window is filled out.
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TAsK FoLLow-uP

The toolbar in the Marketing module contains the shortcut Tada | which opens the list over all
tasks, having been defined on client profiles.

This access to the tasks being created, is the most natural one for following them up. Here tasks
appear per their follow-up date - they are then treated and given status Done or Cancelled, the
content is changed or moved to a new date.

From an operational point of view, ToDo in Marketing reminds the ToDo function in Booking.
However, while the task list in Booking concerns single reservations, the tasks in Marketing are
of a character, concerning agreements with the customers.

In both modules the function ToDo is also used for sending internal messages, not related to a
customer or a reservation. This kind of internal tasks are therefore visible and accessible for
treatment from the ToDo lists in both modules.

As in Booking, clicking on the Tade  jcon gives access to the known ToDo manager:

Todo - [Updated: 12:31]

2301-2006 v | T: |SC5A j & Until Date | All Fax ﬂlE[ New | Cancel | Done

The options are as follows:

T In Task type it is possible to choose if only certain task types are
preferred on the screen in a given situation The choice is between
Customer, Private, Shared and Schedule.

X Shows the cancelled tasks
UNTIL Only tasks until the date chosen are being shown
DATE Only tasks for the chosen date are shown
ALL Both previous and future tasks appear on the screen
N Notes, written to each Todo appear as separate lines
NEw New task can be made
CANCEL The task is cancelled
DONE The task is given status Done. Alternatively, the task line is

dragged and dropped into the screen’s below part, which is the
area of tasks with status Done. The same effect can also be
achieved by right mouse clicking and choosing the Done option.

ToDos written in bold script have not yet been read. A Todo is open by double clicking on it.
Date is changed by dragging and dropping the line into a new date on the calendar.
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MIS - MARKETING INFORMATION SYSTEM

OPERATING RESULTS OVER A PERIOD

MIS gives analysis, among others for occupancy, both in number of accommodation facility and
turnover, divided into halls, rooms or day meetings. Further, one can chose whether the
statistical output includes packages, not includes or only is made on packages, as well as
whether the result is split on segments, point of sale or room/hall types.

Shortly, by this facility the decision taker can retrieve figures in all possible and desired ways.

D

MIS is activated by clicking the MI5 icon, being shown on the top toolbar in the module.
Following screen appears:

. = -m.
MarketinglnformationSystem Pés

Information - No period selected [ Incl. Package @ lncl. VAT,

Persons

i a0 P [ [ jaesiesln| aa et
| [Time periode|
Daily
‘wheskly
Morithly

“Yearly

I

Segment

FOS

R-Type

H-Type

&3 Refiesh

=1 Eie

x Close

The new window’s above toolbar makes it possible to select Segments, POS, Rooms and Halls,
as well as to choose a graphical presentation.

As default all types are marked | : | i | . | B . If either Rooms, Day meetings,
Halls, Restaurants or Other do not need to be included in the report, then it is unselected by

clicking once on its respective square.
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By clicking on one is able to leaf through three options: figures including
packages, figures without packages or figures only on packages to be comprised in the
subsequent statistical output. This is of course not relevant if accommodation occupancy or
guests but only on a turnover report.

Next, parameters for the report are selected on the vertical toolbar.

Type or report: The periodical break-down Type can also be
is defined: selected here alternatively:
" Plans | Draily Per dag S egmet; Segment
I Room numbers Weekly Per week POS POS

Persans Pax number Monthly o Per month R-Type Room type
Tunover o Turnover Yearly Per year H-Type Hall type

Concerning period to be included in the analysis, the system suggests as default the previous
three months from today, which is seen on the left-side calendar on the screen, appearing now
as being marked.

If another period is desired, then one clicks on the toolbar, line available just below the
I."« 4B r | e

calendar, in the window’s left-hand bottom corner: . The last
shortcut is selected, marked here with an arrow.
From: Now the picture is expanded, with a possibility to choose
|01-01-2008 | new dates From and To.
To:
[ 311 2-2008 -] The selection is confirmed by OK.
v’ ak x Cancel |

I._—Hiﬁ.'sh»

After all these parameters have been selected, Picasso is now ready to expose the result. This

&3 Refresh
is done by click on 2R some of the report’s criteria show need to be changed, they

are reselected and the Refresh button is applied again.

 Prewi
The icon B it shows the report in a A4 format. The report can be printed out, emailed or
transferred to Excel by the respective icons, available in the same column.
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Concerning the graphics, a column diagram is shown as default but other graphical options are
available too and can be chosen simply clicking now on a following button:

B sias) o

The report contains both of diagram and figures.

At this stage the user can chose by ticking on and off what to be included in the diagram
through the screen’s below toolbar. The options are:

| ek I o

The report output looks like this:

Marketing|nformationSystem

januar (2006) To december {2006} [ Incl. Package @ lncl ¥aT.

|

= SRRy T T 2/ =i o

ianuar 200851 235200 438051 200000 218,03 151 11
tebruar 0 191780 0 191780 200000 95,89 7789
marts o 235280 | 0 235280 200000 | 1763 7358
april o 275020 | 100000 | 75020 | 200000 | 18751 14026
i 0 504000 0 504000 200000 252,00 198,00
ri 0 255000 0 255000 200000 12750 12750
i o 272000 | i 272000 | 200000 | 136,00 136,00
august o 216540 | 0 216540 | 200000 | 108,27 103,32
september o 342000 0 342000 200000 171,00 99,00 |
oktober o 228100 o 228100 200000 114,05 65,00
november o 160000 | 0 160000 | 200000 | 0,00 an,on
december o 298500 | 0 298500 | 200000 | 14325 102,00
Total 200851 3213390 100000 3514241 2400000 145,43 0,00

By this, Picasso’s analysis function has been presented. It is a strong tool to employ also if the
hotel management choose to work with budgeting. The report shows Actual (from the period’s
beginning until today) and Booked (from today until end of the selected period), which together
make out the Forecast for the whole period.

Budget is filled in in advance, and Index in % calculates Forecast in compare with Budget. The
last column informs how much in percentage the budget has been achieved in relation to the
Actual (until today).

With this function, MIS gives a good overview over the past and current operation level as well
as the prognosis for the near future.

If a direct campaign is to be planned for selected customers, to this topic is dedicated the next
chapter.
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CUSTOMER SEGMENTATION

In order to improve the prognosis figure and lift the operation level, one of the ways is a better
knowledge of the already existing customers, and on this background — an active approach

towards them.

In order the function customer segmentation to be completely applicable as intended, it is
important in advance and consequently each customer profile to be related to its relevant
categories. They are all defined by the hotel and then available in the customer’s profile, in its

tab Category.

2

To carry out the segmentation, the user enters MI15 | then selects the type customer:

C L B e B @

[Fuest Contact Company  Company Co. Agency Agency Co

Following search window appears:

E' Find Customer - Guest

Firstniarme: |

Lastniame: |

Telephone no.; ||

Cuzstomer ho.:

CellPhone:

|
CPR / Card no.: |
|
|

E rmail:

Last uged Customers

Mame

010831 3 ALS
104752 Anderzen, Anette
Q04e1 2 Lund Anni

04612 Lund Anni

W Hew

[ ate

2301-2006

Time [

23-M-20068 11:15
2301-2006  10:33
23-0M-2006 10:33 v
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[— ] "
Agent Sales Ch.

*

One can now search in the
box either by beginning
letters, by “Y%may” returning
results with “may” in either
name, email address or by
other criteria.

It is confirmed by Search.

It can however also be
relevant to prefer beginning
the segmentation with full list
of customers from the
selected already customer

type.

In such case one needs only
to click on X Lancel in the

[ |
Refresh
box, followed by it .

The full list is now on the
screen and a segmentation
on it can be started.



Clear &l Category Products). Zipcode | Cust. o Mame | Segment: | POS | Purpose| Guesttype | Country | Flags [ ate Status | Top List‘

In the windows bottom part, a new toolbar now appears, and by click on each one of the tabs,
the available options can now be ticked off — as segmentation criteria.

A click on Refresh applies the selection on the customer group, originally brought to the screen.
Now only those of the records remain who fulfil the new criteria. The segmentation is carried out
and the result of records are ready for a next treatment.

=i cl) , available on the screen’s upper right corner marks now all posts. Alternatively, only
some of them can be selected by Ctrl or Shift from the keyboard.

Once the segment is selected, it is now up to the hotel’s creativity to carry out campaigns with
being offers or information.

On the selection, a task can also be defined for a later moment. This is done by dragging the

marked records onto a date on the calendar. The group can also be dragged onto the Todo
icon directly. In both cases the ToDo window is opened and a common ToDo can be
established. If dragging onto the ToDo icon, the default date into the window is the date of
today.

There is no limitation if the task is only to a single customer or a larger group.
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DIRECT MAIL

Segmentation is especially necessary if the hotel plans a marketing campaign with direct mail.

The campaign can be carried out by email if the client personally has left his email address, or
by post.

& ail
. . . . =1 Mal , .
If email, one clicks just on the icon , and all customers’ emails from the selected

group are added into the email program’s Bcc line. Bcc makes it possible the customer not see
the other recipients from the list.

The text content is set in into the email, and it is thus ready to be sent.

If one instead will send traditional letters by post to the marked customers, their adresses need
now to be fletted in Word with a Word document, containing the letter to be sent. This is easily

whord
done by choosing the icon after which the following window appears:

Picasso Merge Wizard W

The wizard will help you merge your data with a word document.
Select the action to camrry out in the box below and then click OK.

i Just link the data to an existing merge document.
i* Merge the data with an existing document and open the result for editing.
i~ Merge the data with an existing document and print the result.

i | want to create a new merge document linked to my datal

[ Cloze Word When Wizard Closes’? [

X Cloze |

By confirming the choice, Word starts up, and the user is asked to find the Word file, which
content to be used.
The Word document is now displayed and the relevant fields such as name and address of the

B2 2

Insert Merge Finish &
recipients are set in. This is carried out by the Word function ~ F¥'9™  followed by Merae~

In Word 2007 these functions are accessible under the tab | Mailings

Like this, the merge is done and all letters only need to be printed out.

97



LABELS

It is very likely that Labels also may become necessary in some cases as well.

They can easily be printed out in Picasso once the segmentation list is marked.

Lahel
This time it is the button g to be clicked, and the following box appears:

L~
Sort by
Ornit Include o & Mame
Field names I Field names i ¢ Address 1
Customer Mr. Firstname o  Address 2
Full name Lastname  Address 3
Title i ! Address 1 o
Address 3 Address 2 (__ Z'WC F
Country name 3 Country code IplOde
Phaone —-1 Zipocaode 57 i Country
Fax < ! Ciity  Phone
Email i (=
Website €€ ! :
oy
[Blank] Emall.
o " Wahsite
Label format
653.5x 381 mm (Awvery 7160)
[ 89,1 x 381 mm (Awvery 7163)

£3.5 x 46.6 mm
0% 52 mm

=3

~
i
 BRx 32 mm
s
P

Englund Exnar c

Skinsbergsvagen 27 ST-DOMSTOL S 7036 mm
<<Fields»>» <«<Field9»> <<Field10>>»
<<Field11>> <<Field12>> <«<Field13>> Icuncadpersun _:!
<<Field14>> <«<Figld15»> ]
<< Previous I Mext »> | Save ! Sawe As | Delete I

This page is used for design of the labels.

All fields, usually applicable in a label print out, are automatically available is the Include area. It
other fields appear being necessary, they are moved from Omit to Include, or the other way
round, by the arrows > and <.

If an empty line is wanted between two address lines, it is added by click on [Blank] .

In the below area Example, it is possible to see how the result will be composed on the print
out.

In the next area, Sort By, it is possible to choose in which order the labels to be printed out.
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Under Label format, the user can chose the measure of the labels. If doubting which one to
select, the measure of one’s own labels is written on the reverse side of the label sheet.

The same adjustments can be perhaps necessary later on again, and therefore they can be
saved by Save As...

ilpmgmw

With one can see how the sheet will look, which is closed by Close, and the user is
back in the label set-up window.

) ] ] Q;PMt .
Print out of the labels begins when pressing the icon.

UPDATE

The figures in the whole MIS are updated during the night audit.

If there have been considerable activities during that day and the user would like to review the
r‘“ts’._

?ﬁﬁ
newest figures, it is achieved by clicking on the top toolbar of the module, the icon Update, From
the two options, one chooses Normal.

The system warns now that the updating may take long time, to which one replies with Yes.

MIS can be updated in this way if necessary to work with the last figures. In order to avoid the
waiting time, it is a good idea to consider if an update will be of impact or not.
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REPORTS PRINTOUT

| Plans | In the Marketing module there is a vast opportunity to extract and print out
reports, which can be ordered by the one of the vertical buttons.
Custorner
First, the user chooses that customer group, which to be the report’s
Cust. Segm. background.
] The selection is done in the precisely same way as up to now — by clicking on

kIS Report
@
the MI3 icon and then on the customer type on top of the module. Additional
Names & Adr. segmentation on the customer type is carried out, or the whole type group is
marked.
Top 20

Subsequently, one can activate a report box, which each offers a variety of
Cust. Link choices on each axis.

Orderbock __1 Preview ﬁ Prirt
The result is shown by 4 followed by i
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MANAGEMENT

The management module is built graphically up as Picasso other modules — with a calendar in
the left frame and toolbars on top and right screen frame.

The top toolbar shortcuts lead further to the following functions:

= R 7

= 3 e
Aococounts Accountgrp:  WWaregroups Packets Products Allatrmnent |nternet
ACCOUNTS Is used for defining the accounts at the account plan

ACCOUNT GROUPS Is used for defining general account groups to which each single account
is related

WARE GROUPS Is used to defining general ware groups. Once done, a double click on the
ware group record opens the option for entering under it all desired wares

PACKETS Used to compose ware packets

PRODUCTS Used to compose products, by combining stay and wares consumed
ALLOTMENT Allotment agreements with agencies are entered

INTERNET Shortcut to the Internet

$ V @ B

Budget “ieldfilker Staff Tranzlation Eurreu:_l,l Exit
BUDGET Here a detailed budget can be defined, as well as budget groups, which

then are related to wares desired to be included in each group

YIELD FILTER Filter on facilities, used in online booking
STAFF All users of the system, and other employees are entered here with details
TRANSLATION All wares, products and room types, linked to the Internet for online

booking is translated here into the relevant languages

EXiT Clicked when closing the module
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Reports are available under the right-hand column

[t ] All transactions per account
Accounts
Printout of the account plan, as available in the system
Acc. Setup
Waregioups Printout on ware groups, as entered into the system
Packet Printout of a full list of packets as established in the system
Product Printout per room with prices for a day or period selected
Allatrnent Allotment agreements
Budget Printout per budget groups and all figures in force
St Printout of staff information
Curencis Printout of all currencies as entered into the system
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ENTERING ACCOUNT NUMBERS

N

Before entering account numbers, the general account groups are established under Accountgps

Accountgroups

1 Fapments
2 Huotel
3 Hotel extras
4 Café

W Delete | Edit | =¥ Mew | W Save | X Claze |

¥ Hew

new lines are added, followed by v Save | XK Close |

The next step is under £ccounts to enter each single account:

By clicking on

Accounts

Account Nel|Text 2. Gip. Tupe J[WAT walue AT Acc |lArt #p. acc. [[Ex Dep % Praj  ||Departments Statuz ~

0} Empty account _5 _D | _No _Stock | _Balance 1] | | | | q/

45 MUL VAT account 5 7 es VAT Balance 0 450 | J

&0 11% VAT o Mo VAT | Balance o | v

70 10% VAT 1] Mo WAT Balance 1] 23 v 4

555 Petrol 8 o (No Ware 125 Fesult 4000 0 1234567 q/

5050 wite B 1] Mo Ware 25 Fiesult 4000 0 J

R423 Deposit 0 Mo Paprment Balance 1] V4 b

x Deactivate | Recale acc.dai|y| D! Hew | | ' Save | | J SavefCIgsel x LCloze |

B3 L . )
By 8" anewlineis begun, and the user goes through following columns to fill out:
ACCOUNT NO Account number is given
TEXT Account name
A GRP If the account to be related to a general group, established above, its number
is entered here

CODE Used in some cases in relation to account export further to accounting system
TO Turnover group number. Needs that the hotel works with Budget, and that

Budget groups are established
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DFRB

TYPE

VAT VALUE

BALANCE

VAT ACCOUNT

ART

Exp. Acc.

EX. DEP.

EX. PROJ.

DEPARTMENTS

STATUS

Itis ticked Yes in case a customer is allowed to deduct the ware in taxation
Account type: ware or debtor, payment, VAT and stock.

Vat value if an ware account

This column is automatically filled out by Picasso, grouping the accounts into
Balance and Result.

If the account is an ware type — the value here is Result.

If Debtor, Payment, VAT or Stock — the value here becomes Balance.

If ware. Related to respective VAT account according to VAT % to be paid of
the ware

Account art.

Export account
Export department
Export project code
Departments

Marked by green if the account is active, or by red if inactive. To change

x Deactivate

status, userclick on the account and then on , or if already

inactive and to be changed, then mark it and click on V/ Aclivate

When being in a field, by * (Star) and Tab on the keyboard, the user gets a list on the possible
options, where available.

The user leaves the plan by Save/Close.
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BOOKKEEPING IN PICASSO

The below examples show how Picasso bookkeeping controls and transfers amounts internally
in its account system, from the moment of check-in until the account is settled.
This is done by the help of temporary accounts — Packet Debtors and In-house debtors.

DIRECT SALE

In a case of direct sale, the ware account in concern is paid simultaneously, as the amount is
deducted from the temporary account In-house debtors:

Ware: In-house debtors Lunch
Dinner EUR 20 ‘ ‘ 20

Guest to be 20
Invoiced EUR 20

PRODUCTS

If the guest also stays in the hotel for a night, then a product is booked to him, including a room
and at least a breakfast as ware in the packet.

During the night audit, the price of the product, for the current day and night, is automatically
deducted from the above mentioned In-house debtors account.

From In-house debtors, the amount for the room goes to room account.
The amount for wares included in the packet goes however not directly to the wares but first to a
temporary Packet Debtor account.

From Packet Debtor the amount is sent then to the separate ware accounts.

Product content: In-house debtors Room Packet Debtor Breakfast
Room EUR 80

Breakfast EUR 10 10
Guest 90 10

to be invoiced EUR 90

SETTLEMENT

The account for temporary transactions - In-house debtors - is up to now debited with EUR 110
(Dinner EUR 20 + Stay product EUR 90), and needs to be credited with the same amount.

The guest pays by Euro Card. The Euro Cards account in the system is thus debited with EUR
110, and the amount is credited to the account In-house debtors.
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WARES

ESTABLISHING WARE GROUPS

The icon *aregiups opens a table for entering the group of wares, used in the hotel, followed
afterwards by entering the single wares.

The below screen is an example of how such a table might look like.

Waregroups 8 <2l Departments> lll
; Department | biz type Link departments

1 Payment 123456 MHone FPayment =
2 Drinks 1123456 Restaurent Ware

3 Huotel extras 123456 Oither Ware

4 Technique 12345 Other Ware

5 Hall rent 12456 Maone Maral Hallz

G - Banquet 123458 Festaurent Ware

7 Halls 23567 Mane Halls

g Wihite wine 1245 Restaurent Ware

| 'Red wine 1245 Restaurent Ware

10 ‘Ao Turrover 2456 Mane Rooms

11 Extraz 124 Oither ‘wiare

12 Wellhess 124 Oitker Wiare 1

12 | Commission 1234567 Maone Provisions .

14 Galing 1234 Cther Ware [1

15 Fees 1234567 Mate Fees

16 Shows 1 Other Ware
Lodging corection Manual Rooms

¥ Delete I " } Inzert ‘ o } Hew I Edit ‘ é{, Cut ‘

o3} o3
New ware group is entered by ﬂ Or by & if the new ware group is to be
placed between two already existing ware groups. - Then first the below one of the lines is
marked with a mouse click.
When establishing, one skips further to the next field by the keyboard’s shift button.
No Filled out by the system

NAME Account name

DEPARTMENT With * Tab, a list is rolled out with all available departments in the hotel, where
the relevant both service and cashier departments for the ware are ticked on.

TYPE In regard to statistics, it is here defined if the payment is Halls, Rooms, Ware
or provision, fee, payment.
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Mis TYPE Again in regard to statistics, the Wares are split-up additionally into either
Restaurant, Other and None, if desired by the hotel. Where None is given to
the other Types than Wares.

Note: Only packet wares are included in the Mis statistic in the Marketing
module. “Mis type” is therefore not relevant if the ware not included in packets.

Note: The choice influences all wares going to be included in the particular group.

is applied to edit a waregroup line.

& Cut | and ok Paste | serves for removing a record and pasting it over another one,
thus the two records shifting place.

A ware group line is erased by & Det®

packets or in reservations.

, only possible if the belonging wares are not used in

All newly entered records and changes are saved with ﬂ
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ENTERING WARES

Once the ware group line is established, the system is ready the wares to be entered too.

Through the icon ¥aedoups one can always enter the plan described in the previous chapter.
From there, a click on the single group line opens a new list where the single wares to be
entered.

Management - Wares

1 Breakfast stor buffet | 50 ‘Yes Mo [l 1000 1245 20000 12000 Breakfast Mo Mo |0 ] 0 Ho
2 Breakfast extra 98 ez Mo [l 1000 234 45 'ware 9933 12000 Breakfast Mo (Mo |0 0 0 Ho
3 |Coffee B YesMo | 0 D 1000 12 45wae | 1000 12000 No No 0 0 |0 Mo
4 .Moming coffee with bread B0 ey Mo 1] o 1000 234 45 'Ware | 2000 12000 Moming Coffee Mo Mo |0 a 0 [ Mo
5 Moming caoffes 40 Yes Mo 1] o 1000 234 45 ‘Ware 9900 12000 Moming Coffee Mo Mo |0 a i} Mo
E  Moming juice and coffes 30 Yes Mo o o 1000 123 456 Ware 2000 12000 Moming Coffee Mo Ho |0 a 0 Mo
7 Breakfast plus a5 Yes Mo o 0 100,0 234 45 'Ware 99593 12000 Breakfast Mo Mo 0 0 0 Nao
8 Lunch E5 ‘ez Mo (I 1000 234 45w are 20100 12000 Lunch Mo Mo |0 0 1] Ho
9 Lunch beverage 15 ez Mo 1] 1] 1000 123 456 /'Ware 20000 12000 Mo Mo D I} 0 MNa
< >
¥ Delete ‘ ¥ Inzert | & Cut | Kitchen Printes | Advanced | | 7% Hew | W Save | v Save.-"[llgse| X Close |
oy oy
Again m bew |and aIn®t | are used for making new lines.

Then by Tab one is sent further through the columns and they are to be interpreted in the
following way. Star (*) Tab opens the options in the single fields, where available.

No Ware number

NAME Ware name

TEXT Extra text to the ware (appears on the confirmation too)
PRICE The ware’s price / or part price if a part of a package

PLU NO Additional no

ARR If the ware to appear under the Arrangement tab in Reservation and on the
confirmation sent to customer

MENU Yes/no

STOCK How many pieces available
0 LEVEL Zero level at stock
AMOUNT related to stock
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L. PRICE related to stock

% related to stock

CD Cashier Department — the department to receive payment

SD Service Department — the department to supply the ware

TYPE Usually the Type is a Ware

R. Acc Result account where the ware’s transactions are entered

B. Acc Balance account where the ware’s transactions are entered

S Acc Stock account

LINK Breakfast, Morning coffee, Lunch, Afternoon coffee, Dinner — shown in the

Hall no. break down when choosing Show wares.

AZP. Allow Zero Price (if to be included in a package /product at a zero price)
PZP. Print Zero Price. If Yes, the ware is included in the invoice at zero price
oL If the ware to be accessible through online booking.

With ¢ Save/Clase | the user saves all new entrances.
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ESTABLISHING PAYMENT METHODS

The first ware group differs slightly from the other ones as its wares define the Payment
methods applied later in the Cashier module when settling accounts with the guests.

Management

Waregroups
m I ame

1 Fayment 123456 Other Fayment

Behind the group Payment, all kind of payment-related “wares” are established. Here below an
example of payment wares is listed, and it is then shown how they are applied in the Cashier
module.

1 Tranzfer 1234 12 Transzfer 20000 12000 No Mao Mao
2 Cash [ 1234 1 |Cash 20000/ 12000 No | No No
3 |GB cad 0,00 1245 345 CreditCard | 13000 12000 No | No Yes| No
4 Dines | zm 1245 345 CreditCard | 13000 12000 No | No Yes| No
5 |Euocard [ 470 1245 345 | CreditCand 13000 12000/Mo Mo | ‘Yes Mo
B Ledger 50,00 1245 345 Ledger 15000 12000 No Mo Mo Mo
7 |[Voucher [ | om 1245 345 Voucher [ | 15000 12000/Ne  No | Yes No
8 Dutlet [ ' ' 12345 245, |Expenses | | zooo0 12000/ Mo Mo | N
9 Depaosit cash 1245 345 Received depos R423 33000 Mo MHa Ma
10 |3EK [ &1.00 1245 345 | Currency Sverige | 13000 12000/Ne Mo Mo
11 Euo 7EA50 1245 345 Curency Euro 13000 12000 No | No T
12 DK 100,00 1245 345 Cumency Denmark 13000 12000/ Mo Mo | Mo
13 |Pound [ 1008,00 1245 345 | Cunency |GreatBrtain | 13000/ 12000/ Mo Mo No
14 usD 100,00 1245 345 Currency Dermark. 13000 12000 MNa MHa Ma
15 |wanteddep | | ' 1245 345 ‘wanted deposit| | 3000 33000/Me Mo | N
16 | dep Checkin | ' ' 1245 345 | Checkin deposit | aso00 12000 No | No T
17 Fatient papment 1245 345 Cash 20000 12000 Yes Mo Mo
18 |Pre-paid [ 1245 345 |Cash+ 40000/ 12000/He Mo Mo

The columns are as in the previous chapter, elaborating on wares. Two columns need however
more attention:

NAME Account name. Once established in Management, Wares, it appears then in
the Cashier module to right of the invoice window.

TYPE The Type determines in which column the ware appears in Cashier, to right of

the invoice window. Below are shown examples of how the two columns —
Payments and Currencies — could be composed:

110



Payments

Curmencies

NAME TYPE NAME TYPE
i Transfer SEK Currency
Cash Cash Euro Currency
GB card Credit Card DKK Currency
Diners Credit Card Pound Currency
Eurocard Credit Card usD Currency
Ledger Ledger

Youcher Voucher

Outlet Expenses

Deposit cash| Received deposit
Patient payme Patient payment

Fre-paid Cash+

The Payment and Currencies buttons in Cashier can thus be designed quiet free, and the order
in which they appear, depends on their order in the Wares-Payment plan, shown above.
Especially Currencies might be relevant to choose if necessary. Before a currency can be

entered as a payment ware, it needs first to be established in the Cumenzy plan, which later is
mentioned in a separate chapter.
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PACKETS

ESTABLISHING PACKETS

The idea with ware packets is to make units, combining several wares, booked typically together
for a particular day. The Packet ware combinations are later picked up when defining whole stay

Products and rates.

The stay product can consist of more than one packets. - Usually, the guest consumes one kind
of packet at arrival, another one during the second/third.. day of his stay and a next kind of

packet at departure.

&

Ware packets are established by click on the icon Fackets| and this below box appears:

Find Packet 3

Find Packet

Search criteria

Packet Mame: a

Last uzed packets

Nare Dar e
317 23-01-2006

11-21 23-M-20068 1657
3d17 23-0-2006  13:32 hd

] Mew | ER Copy |

1}: Search

x Cloze |

To create a new packet, following box appears:
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Before creating new
packets, it could be a good
idea to print out and check
the packets already
available and their content.
This is done by the icon

Packet on the right
screen frame, selecting

then (¢ Specified Package

__l Preview

followed by

@ Print

New packet is created by

FF Mew



~ Mame - ~ Descrption

| I v

Adjust packet imes relatively |

AnTime DepTime Grp. Mo, Contents Price Deb  Departments  Arangement  Credit Account

W Del line ¥ Inz line W Cancel ' Save " Save/Cloze | X Claose |

On the top line, the packet’'s name is filled out. It could be ArrivalStandard, StayStandard,
DepartureStandard, or another specific combination.

One packet contains only wares used between 00h to 24h of the particular day.
Now the ware lines can be filled out.
ARR TIME Hour when the ware to be delivered.
Note: Once the packet is saved, all wares will automatically appear in

order per Arr. Time

DEP TIME Mostly needed if booking of equipment, thus telling the system from
when the tool is vacant be booked again

GRP Ware group. Can be selected by * (star) and Tab

No Ware number

CONTENS The ware name is automatically filled

PRICE The ware price is automatically filled

DEB For Internal bookkeeping. It is defined here what part of the product’s

price later to go to room/hall and what part to the ware’s result account
(look, please, at next page)

DEP Department

ARRANGEMENT Shall the ware be shown in the reservations, as being a part of the
arrangement, or not.
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CREDIT ACCOUNT The system fills it automatically with the ware’s bookkeeping number

DEB Select debit type

By typing * (star) + Tab in the field Deb, following Debit types
9 options appear:

Drebit type

They are predefined in Picasso. | e

. . Al

If a reservation uses a product where this ; "
package is included, then: 2 Percent of roomprice [Adult]

3 Price » Adul-pax
Option 1 -3 is automatically applied by the system 4 Fixed Price per raom [Children1)
to the adults in the reservation g Price » ChildrenT -pas
Option 4 -6 is automatically applied by the system E Percent of roomprice [Childrent]
to the children1 in the reservation 7 Fixed Price per room [Children2)
Option 7.-9 is agtomatlcally apphed by the system q Price » Children2-pas
to the children2 in the reservation : .

3 Percent of roomprice [Childrens]
Option 3, Price x Adult-pax is the most usual 0K ¥ Cancel |

choice where each ware in the packet is debited
with its price, multiplied by number of adults in the
reservation.

a ,
¥ |z line

Back in Create Packet, with _ < 22" n® lines are respectively deleted and inserted.

K Lancel | gng LAKENE ] are used to Disable or Enable the whole packet. However it cannot
be disabled if already used in Products, which the system advices about when trying to save.

Once the package is composed or corrected, one leaves it with /' Savellose |
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EDITING PACKETS

©

As in the previous chapter, by click on the icon Facketz| this below box appears:

Find Packet x| _
— The user writes a letter or

Find Packet “  (star) and applies

Search criteria Iri Search

The packet is found and
opened, then changes are
entered and the packet is
saved.

Packet Mame; a

If only a slight change to be
made to a previously
existing packet and saved
as a new one, then the
existing packet is called by
letter or * (star), followed by

Copy

Last uzed packets

Drate

23-01-2006
11-21 230-2006 1657
917 230-2006 1332 v
7] >
E] Mew | Copy | =} Search X Cloze |

Packet records appear, the desired one is open by double click and modified, including that new
name to the packet is given too. The new packet is registered in the system by o SavelClose
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PRoDuUCTS

Products are used to link the ware packets further with accommodation facilities such as rooms
and halls.

In order to easier structure and manage products, they are split up into two groups:
Day Products — for only day activities, such as meetings, mostly related to Hall booking.
Overnight Products — include visits where the guests stay over through night and book a Room.

If the stay both includes booking of Halls and Rooms, one combined product can be made,
combining Rooms, Halls and relevant wares. Such product will established under the category
Overnight products.

In this last case, the reservation can also be made by a combination of:
A separate Day product in the Hall tab on the reservation window, and
An Overnight product in the Room tab of the reservation window.

Product price:

A reservation is booked and a product chosen; after the guest’s arrival and during the night
audit respective amounts are sent further to the accounts included into the product.

Wares prices are deducted from the product price, and entered into the wares accounts, with
amounts as originally given to the single wares.

The remaining part is then entered onto the Room, or Hall account.

When giving reductions to product prices, the ware keep usually their prices, while the income

on Room/Hall is decreased. There is a possibility for a percent-regulated price reduction, thus
equally distributing the reduction between all accounts included into the product.
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ESTABLISHING DAY PRODUCTS

Making a Day Product is commenced by clicking on the icon Froducts

Find Product | Now one needs to mark

f* [ay product
Find Product

Search criteria Before creating new

packets, it could be a
good idea to print out

Productname: ||

Search for and check the packets

(" Owvernight % Day product already available and

their content. This is

. [ Show expired products done by the icon
e ;

Froduct | 51 the right

screen frame, selecting
=, Preview
then 4, Prey or

@ Erint

New packet is created

@ Mew

Last uzed Products
Product name by

FF Mew | Recalculate | XK Claze |

When clicking on New, a new similar window appears, where one only needs additionally to
chose if price per person or fixed price, as well as start date.

Mew Product parameters
Product Type Start Date

/2008 |

* Day Product. Price pr. person

" Day Product. Fized price

The choice is confirmed by OK.

The product’s prices and content are now entered:
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Product [ I 1 1 Show availabiity [ Remember cursar position

I Description Stait Date - EndDate MOTE: & wesk is

i
[ |23/ /2006 ~| {23/01/2006 ~| | monday thraugh sundap.

E I™ Possible to overide price [~ Price per Type
¥ MewtPeriod | sddon per PAX & o FloomType ™

B aduts | T Chiren1 | 3y Chidenz | &Eil | Condiions | (&) Cust History |

Jay Price  Package
prof. room Allat -

Mald [23/00 0

Tu| |24/ 0

e | 25401 0

Th| |z6/m1 0

Fr 27/01 0

Sa| |28/ 0

Sul |23/ 0

One enters Name and Description of the product.

| Possible to cvermide price. s ticked off if it should be possible to change price when making a
reservation with this particular product.

Start Date and End Date define from to when this product is active.

Under the Tab B Adubs is now necessary to enter prices. By right click on a price field, it
can be chosen Copy day ta period

From:

(01/m /2008 -] Under the calendar, in the window's left frame, below, it is
) now possible to chose the end date to which the given price

To: to be valid — e.g. from 01/01/2006 to 31/01/2006.

|31/01/2006 - The interval needs to be within the time frame, already
7 O ¥ Carcel | defined to the product.

If prices defer during the week’s days, they are entered per day for the whole week, after which
one applies it to period by the right-click option “opy wesk to perind

The same is done under the Tabs - Chidient or &y Chiden2 | if they are relevant for the
product.

Once prices are entered, next it is to relate a packet to each date, done by clicking * (star) and
Tab in the respective field. This opens an overview on existing packets, and the wished packet
is chosen.

Again as above, a field, or a whole week, can be copied to a period.

Under the tab @ Bil it is possible to chose a default bill template when this product is used in
a reservation. The template can also be chosen or changed in the moment of reservation.
If it wanted the invoice to state separately product text, such text can be added here.
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The tab Landtions opens fields for new additional information related to the product.

Type

bdigc:.

Pergion: | BB

Cancellation Fee: |0 oA Curmency: |DEE. -

=l
Product; | j Stay interval min; |0 BedSheets after |3 = | Days
=l

Sub Prod.: | R ack
Day Product
[ Fized Price

Yalid &rrival Dates
[ Mon. [ Tues. [ ‘wed.

kdir. Awvailable Booms

Stay interval max: |0 Ervviranment Fee: |0 [ %

Stay interval only online [

Mamelizt b atch Day Color
[+ Par pErEOn " Per Boom/Hall - D
[ Thur. [ Fii [ 5at [ Sun. - -

Segments P.OS Filtertypes
Corp. ” FPhore ” Aevailabiliby
Mo agreement Fax Online
YWeekend Online Cugtomer
T ournizt GDS Customer Group
Conference Pegasuz Other Systems
Draw M eeting b Best Westem b

TYPE One can give here characteristics, used when retrieving a report
through the ~ T™342t  overview at the screen’s right frame. Not used
in other situations.

Misc. Miscellaneous. Possibility to enter if a cancellation fee to be required

at booking of this certain product, if a min or max Stay days to be
required for booking the Product, and if this requirement to be
applied to the online booking only.
Beside this: Currency, which appears on the reservation, but can
then be changed. Bed Sheet after a number of days — appears on
the daily Housekeeping report. Environment fee can be added to the
invoice if the hotel might find this necessary.

NAMELIST How Name list to be created in the reservation when this product

MATCH DAY COLOURS

applied. Perhaps just per hall could be enough in some cases.

Could be used in order to link the product to days with given colour.
The day is given a colour by the hotel, if desired, in the Booking

23/01 M 2401 T/
module IEETENEN ~Foomipes or Reomro HNIE REE just

by clicking on the colour field.

119



VALID ARRIVAL DATES If applicable. Defining here can prevent e.g. giving a Monday-
Thursday product to another day , if it is decided like this.

MIN AVAILABLE ROOMS If this might be a condition for giving the product.

SEGMENTS, POS,.. This information has to be ticked off in each reservation window.
Instead, it could be defined in the product, in case a certain product
always or mostly is related to same categories. Thus, it will appear

as default in the reservation. Can of course be modified there each
time.

All adjustment are saved with @ Save o & Savelllose
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ESTABLISHING OVERNIGHT PRODUCTS

An Overnight Product is established in the same way like already done with Day Product.

After click on Fraducts it is however to chose * Qvemight in the below box:

Find Product @

Find Product

Search criteria

Productname: |
Search for
i+ [Overnight " Day product
. [ Show expired products
=Y

The window for Price and related Packets is however more extensive, as it includes all room
types in the hotel, as well as three packets can be attached — for the day of Arrival, the day of
Departure and for the Stay day (s) —i.e. the days between day of Arrival and Departure.

Product
r D escription StartDate -  EndDate NOTE: & week is
[10 [Discount 10% | 01 42002~ | |01/02/2007 ~| | monday thiough sunday.
P PN | Poszible to averride price
1 2 3 4 5 B iz 8 3 :
¥ Mest Period | addon per PAX & or FoomType (™
B Aduls ] 0 Chicien1 | Gy Chidenz | & B0l | Conditions | (2} Cust History |
S sul JuUl E ) Addon: g
Amival Stay  Depart Amival Departure
Mol | 23401 350 A52 850 1,000 1500 a0 470 430 430 0 ] 0 BB+ BE+
Tu 24/ 3580 552 850 1,000 1,500 750 470 420 4490 0 1] 0 BE+ BE+
el 25/01 350 552 850 1,000 1500 a0 470 430 430 0 ] 0 BB+ BB+
Th 26401 350 552 8500 1,000 1,500 780 470 420 4490 0 0 1] BE+ BE+
Fr 27 350 552 850 1,000 1,500 750 470 480 4490 0 a 0 BE+ BE+
Sa 28401 350 552 850 1,000 1,500 780 470 420 4490 0 1] 0 BB+ BE+
Su 23/ 350 552 850 1,000 1,500 750 470 480 4490 0 a 0 BE+ BE+
The columns 4 4 5 4 4 5 4/ 25 28 include automatically the

room types in the hotel, with their numbers below.

In some cases the hotel might want to add an amount to the arrival day and deduct it on the
.":". lj lj ar:

departure day, or another combination. This can be done in the area GUEENEEIMNZED
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Packages

Arrival Stay D eparture
BE+ BB+
BB+ BB+

The last three columns are for entering the packages, related to arrival, departure and stay, if
any. When placed in each of the fields, by * (star) and Tab, one gets a list on existing packages
in order to choose one for Arrival, Stay and Departure.

If the Product only offers a breakfast beside the room, than the package e.g. could be called B
for breakfast or BB. This package is of course not relevant for the day of arrival and its field can

be left empty. The package can then be related only to the next days, if any, as well as to the
day of departure.

When a whole day (row) is filled in, then the day can be copied to a whole period, as in the
previous chapter. This is done by right click, followed by: Copy day ko perind

If the combinations are different during the week’s days, then a whole week is filled in from
Monday to Sunday, then right clicking on a Monday an choosing: Copy weskto period

All adjustment are saved with @Em or ¥ Savelllose
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EDITING PRODUCTS

The previous chapters showed building up of an empty product, which function is accessed by

@ Mew

Another alternative for creating a new product is picking up of an existing product, renaming it
and making the necessary corrections — regarding either prices, packets included or conditions,
then saving.

This can be done by searching for an existing product, doing the search however by the button

Copy

Once the product is found it can be renamed and saved and this will not influence the previous
product from which it is copied.

An existing product can also if necessary be edited and resaved directly.
In case a product is edited, and in case it already is used in future reservations, the user might
desire to apply the new content to concerned future reservations. This is done by clicking

Recalculate

Find Product [5__<|

Find Product

Search criteria

Productname: |1
Search for

o Owemight ¢ Day product

[ Show expired productz

Last uged Products

Product name

EF Mew | ER Copy | Fiecalculate I=: Search | X Claze |
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The product can also be changed during performing a reservation in the Booking module.

128/ /2006 18:00 230/01/2006 10:00 105

Edit product

Delete Line  F7

In the reservation window’s product column, the user right clicks on the product already chosen,
and chooses Edit product. The product content is thus open, and one is allowed permanently to
change the product’'s rate and content, after which the changes are valid for all future
reservations where the product is used.

This approach can be relevant when a product is made and used for one certain client. If a

correction appears to be necessary in a moment of caring out of reservation and while in
contact with the client, then it's practical to have direct access to the product’s content.
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USING ALLOTMENTS

Some of the hotel rooms may stay reserved for an agency/agent/company. Agreements of this

¥
-4

kind are entered each one separately under the shortcut #llatment

The different allotments appear then in the booking overview and their numbers per room type
are automatically deducted from the room type numbers available in the hotel.

In order to create an allotment, one clicks on the above icon on the tool bar, followed by

EF Mew

Then a Start date for the Allotment is given, followed by
details need to be entered.

o OK

Create Allotment [aZ]

Allotrent
Marme Dezcription i~ Belease daps
|a2 | |
Segments FOS
Corp. A Phone
Mo agreement - Fan
Weekeand L Orline
T ourist F GDS
Conference || Pegazus
[ray Meeting b Best Western
Dy Wk Date Sa

Mo 4 23/M 14 18 B 1 2 2 3

4 1

Tu 24/M 43

We  25/01 g2

Th 26/ 63 1

Fr 27/ 76 1

Sa 28/ E7 10

Su 23/ 70 10

Mo 5 30701 749

Tu /m 748

We /02 B4 8

Th oz/02 B4 8

Fr 03402 4 B8

Sa 0402 44 13

Su 05/02 5414

Mo B 0B/02 52 14

X Cancel @ Save | V4 5ave#’§|cuse| x Cloge |
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, after which the allotment

NAME

A short and precise
name to the allotment
is given.

DESCRIPTION
Details about the
allotment

RELEASE DAYS

These are the
number of  days
before date where the
rooms are released.

SEGMENT AND P.O.S
Can be wused as
notification for which
group of guests the
allotment is.



Rooms days are entered per day and room type. As when establishing products, a whole day
row (or a week beginning Monday) can be copied and applied to a whole period.

Again, this is done by right clicking on the day (week) and choosing Copy day (week) to period.
Then, an extended calendar option appears for indicating the period’s start and end. — the
period option becomes available at screen’s left bottom frame, under the calendar, and the
period choice is confirmed by Ok.

All adjustment are saved with @ Save o & Savelllose

As at Products, Allotment can also be changed from the Booking module. This is done through

the overview Foemipes  the tap | &lotment . The relevant allotments for that date are displayed,
and one double clicks on the desired Allotment in order to enter its contents. The allotment can
also be opened by a right click and choosing the change option. The allotment’s content is thus
available for user to edit and save changes.

Once the allotment is defined, it is added to the Agency Customer profile in the Marketing
module — Agency profile — Agreement — Allotment.

Several allotments can be thus related to an Agency/Agent/Company, and the right one is
chosen in the reservation window when processing a reservation. The choice is done in the

Allatment: | field in the reservation window.

Once saving the reservation, the reservation’s guest number is deducted from the allotment
applied.
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BUDGET

The icon

"

Eudget follows further to Picasso’s budget sheet.

Budaet for: 23/01/2006 {Today)

TGH# | Group name [, actual ]M. actual |M. booked |M. correcteq(iRiE M. indexl L. index |Last meyear |Index ]Year actual |Year booked |Year corecter A

7 Lodging 71 2059 1] a 20595 20000 103% 103% a 0% 20596 a a

11 | Breakfast 1] 0 1] 1] 0 o 0% 0z 1] 0z 1] 1] 1]

12 [TV G806 13886 1] 1] 13086 10000, 139% 1% 1] 0% 13886 1] 1]
Gruppe total: 6877 34482 1} 1} 34482 300000 115% 92% 1} [1¥:4 34482 o 1}
Fiestaurant

4 'Wine 3600 10533 1] a 10533 20000 B3% 35% a 0% 10533 a a

18 Water 1] 0 1] 1] 0 1000 0% 0z 1] 0z o 1] o

19 F&B 1] 1] 1] 1] i] 1] 0% 0% 1] 0% 1] 1] 1]
Gruppe total: 3600 10633 1} 1} 10633 21000 14 33% 1} 0% 10633 1} 1}

21 Hals 0 0 0% I a
Gruppe total: 1] o 1] L] 1} L] (114 0 1] 14 L] L] L]
Conference

16 | Technique 1] 1] 1] 0 1] 0% I+ a 0% 1] a 1]
Gruppe total: 1} 1] 1} 1} 1] 1} (114 [1¥:4 1} [1¥:4 1} 1} 1}

14 | Alcohal 1] 1] 1] 1] 1] 1] 0% 0% 1] 0% 1] 1] 1]

15 | Beer 1] 1] 1] 1] 1] 0 0% 1] 0% 1] 1] 1]
Gruppe total: 1} 1] 1} 1} 1] 1} (114 [1¥:4 1} [1¥4 1} 1} 0w

A3 ?

= 7 2 Exclusive of value added tax. | ‘

i\ Configuration This budget anly calculates tumover for accounts to which a turnover group number iz azsigned o Save x Close

TG#

GROUP NAME

D. ACTUAL

M. ACTUAL

M. BOOKED

M. CORRECTED

M. FORECAST

Turnover Group number. Once defined in _-~ -2nfiguation | the number is

then entered into the T.0O. column of the respective accounts in the
hotel's Account plan. Thus, linking the Turnover group to one or more
accounts, which result is summed and appears in the 4™ column.

. . % Configurati
The Turnover Group name as given in A -onfiguration |

The accumulated turnover for the day, coming from the account (s)
related to this turnover group.

The accumulated turnover for the month, coming from the account (s)
related to this turnover group.

The figures as booked for the rest of the period through Products
By right click on the field, one can enter correction in percentage if one
considers the month will accumulate a higher turnover than visible

through the booked figures.

Monthly forecast. M. Actual + M. Booked.
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M. BUDGET Entered by the hotel

M. INDEX M. Forecast/ M. Budget

The budget sheet links directly its Turnover groups to the hotel accounts — in a way defined by
the hotel. Some accounts from the accounting plan could be less interesting to be included into
the budget sheet and followed-up. In opposite, accounts related to the accumulated turnover
are extremely relevant and will be linked to a turnover budget group. Several accounts from the
accounting plan can, if wanted, be linked to a same turnover group.

This is done by two steps:

The main budget groups are defined, as well as their subgroups, called also Turnover groups.

\ Configuration | .

This is done in in the bottom left corner of the overview.

Then the turnover group number is entered into the T.0. column of the respective accounts in
the Account plan of the hotel.
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BOOKING FILTER

The Filter in Picasso is used to filter availability at Online Booking, thus room number availability

vary depending on the search criteria. Filters are defined behind the icon Tieldiilter

Yield filter,

Filter options - ]
Filter narme: |Hh S5 Dezcription:
Filter Type:

| = Jd
Sales note: |
Foom booking
Time range type: (% Fixed time range [~ Whole weeks P

" Time periods

Fram |5 ﬂ ta |'||:| ﬂ days Amival days: v Monday v Tuesdap | Wednesday
[w Thursday [v Friday v Saturday v Sunday
L
Days before; |0 &
Filter colar: HEEEEEERERND N | Watch
K Al
Ol e ol el el ol el o Sl o ﬁday-color: - |:I - -
Fort colar - Ji, Min. stay price: 0,00 Min. price per day: 0.00
Example in roams 0 = b &% rooms 0 =
SO avail: ha avail x
Onlire l
rooms
Dobbelt 5[+]
¥ Delete ' Save/New | ¢ OK./Save | x Cancel |

FILTER NAME Filter name

FILTER TYPE Beside Online filter it is intended Picasso also to offer internal
Availability filter.

TIME RANGE TYPE It is possible here to point out criteria if the filter to be valid for a
certain stay length, e.g. for stays between 5 and 10 days.

ARRIVAL DAYS Arrival days for which the filter to be valid.

MATCH DAY COLOUR Is used if the filter only to be offered when its colour corresponds to
the day colour, as given by the hotel in the Booking module, Room
types or Room no overview.

ONLINE In the below tab, the room number is given per room type, thus

selecting only a part of the hotel rooms when the above conditions
are valid.
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SYSTEM USERS

All Picasso users need to be entered as separate user profiles. This is important as log-in
identity which also relates to the user’s rights and access to the Picasso features.

82

New employee is entered by a super user through the toolbar icon  &taff |

Search for staff If an gxisting user has to be
found in respect to changes of

personal details or access
Last name: | rights this is done by
1} Search | ;
First name(z]: | | in the box.
IJzer login id: |
-5
By ﬂ a new user can
be established if the same has
similar characteristics as the
ones of an already existing
user.
o Mew s Copy =} Search X Cancel | W Mew opens for en

empty profile box.

Establishing of a user profile goes through following steps:

1. Entering personal information, such as name, address, etc. in the upper part of the next
window. The user’s username and password to Picasso is entered here as well. If password is
set to “0” days validity, this will allow using the same password without time limitation.
It is also ticket off here to which hotel departments the user is allowed to have access.

2. In the window’s below part, through tabs, the supper user defines the user’s access rights for
each separate Picasso module.
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Hotel related informations Personel related informations
Ladin ID: I— Passward  [pp = S Frivate address
g : Expires after T ztreet:

Pazzword/Confirm:

|
=== |
|

Booking ] Caszhier

Firzt namelz]/ | I
Last name
e | | Countrycode., ’— I I
Local job title: &P Zipcode/City
Englizh job title: | Phone/F ax; | J
Deutch job title: | Frivate e-mail: |
Departments): v| Banquet PH Al & Homepage URL: |http:/#
v| Kitchen PH 3 o |
v Marketing &P bt Bank narme: |
Hatel e-mail | 52  Bank account #: | [ I:__Dhi: access fights |
* Uszer
Phore/Fax: | I Social zecurity #: | ™ Power uzer

Moblphore: Plarner syster. |~ T8 Bith date: [14/05/2001 || Superisor
Emplopment date:  [14/05,/2007 - | Use time o fctive persor; [
reqistration:

Start work, time: 000 El: End work. time:  |00:00 EI:

ey

] tdarketing ] I anagement Repartz Hotel Setup ] Selector ]

| Fead and wite] Fead only

Change

Cxl/Reb

Todo

MHarmelizt

Copy

Welcome

CARSAASA

X Delete

D Mew function added to the staff profile. ,/ Save#EIDse| x Close ‘

Once the personal information is entered, then behind each tab, the modules features are listed.

By putting w/, the super

user marks if the user is given No access, Read only access, or Read

and write access to each single feature. This is done just by clicking on the relevant field.

All the features which to be ticked off are listed here below.

BOOKING

NEW
CHANGE
CXL/REB
Tobo
NAMELIST
CoprYy
WELCOME
CHECK-IN
WAKE-UP
HOUSEKEEPING
INUSE
LETTER
YIELD

Making new reservation

Editing reservation

Cancelling or rebooking reservation
Access to the task list for follow-ups
Creating namelist to a reservation

Making new reservation by copying an existing one
Checking guests in

Checking guests in and allocating rooms
Entering wake-up schedule

Changing room clean status after clean-up
Setting rooms to status Out-of-Order
Making confirmation letter

Colour/note rank giving to each day
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GOODBYE
CHECK-OUT
REPORTS

CASHIERS

SALES

INVOICES

INVOICE

Roowms
RESERVATION
TABLES

TABLE

EXCHANGE
SETTLEMENT REPORT
TURNOVER REPORT
BILL NO REPORT
TRANSACTION REPORT

IN-HOUSE DEBTOR REPORT

STOCK REPORT
BANK/GIRO
REPRINT
BILL/COPY REPRINT

MARKETING

GUEST

CONTACT

COMPANY

COMPANY CO
AGENCY

AGENCY CO

AGENT

SALES CH.

UPDATE ORDER BOOK
FoLLow-UP

M.I.S

UPDATE M.I.S
IMPORT

EXPORT

CUSTOMER REPORT
ToOP 20 REPORT
CONTACT REPORT
CUSTOMER SEGMENT
FoLLow-UP REPORT
ALL CUSTOM TYPES
CUSTOMER LIST
CUSTOMER LABELS
WORD

EmMAIL

Checking-out function if Picasso without Cashier module
Checking-out function if Picasso without Cashier module
Access to the overviews in the booking module right frame

Direct sale

Overview and access to main reservations and open invoices

Access to open invoices or creating new invoices
Access to all reservations per room, with sub-folios
Finding reservation/room

Access to a table overview and separate tables
Access to a separate table

Access to the currency converter

Retrieving cash settlement report

Retrieving turnover rapport

Report on bills per number

Full transaction report per user/time

Follow-up report

Not active

Not active

Reprint invoice

Reprint Copy of invoice

Establish guest profile
Establish contact person
Establish company

Establish parent company
Establish travel agency
Establish parent travel agency
Establish agent

Establish sales channel
Establish order book

Not active

Marketing information system
Update Marketing information system beside of Night audit
Import of guest records

Export of guest records
Customer report

Top 20 report

Report on contact persons
Report per segment

Access to Todo list

Access to all custom types
List on customers

Label print out

Access to process Word letters
Access to process Emails
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REFRESH
PREVIEW

PRINT

FILE EXPORT
NEW CUSTOMER
BONUS SYSTEM

MANAGEMENT

ACCOUNT

ACCOUNT GROUPS
WARE GROUPS
PACKETS

PRrobDuCT
ALLOTMENT
INTERNET

BUDGET

YIELD FILTER

STAFF

CITY LEDGER
CURRENCY
ACCOUNTS REPORT
WARE GROUP REPORT
PACKET REPORT
PRoDUCT REPORT
ALLOTMENT REPORT
INTERNET REPORT
BUDGET REPORT
YIELD REPORT

STAFF REPORT

CITY LEDGER REPORT
CURRENCIES REPORT

ACCOUNTS SETUP REPORT

REPORTS

ARRIVAL

IN HOUSE
DEPARTURE
ARRANGEMENT
NAME LIST
MAINTENANCE
DEPOSIT
PROVISION
FINANCIALS
CONTROL
STATISTICS
NIGHT REP
LETTERS

Refresh function

Preview function

Print function

File Export function

New customer

Retrieval from the bonus system

Entering Accounts

Entering Account groups
Entering Ware groups and wares to the groups
Right to establish/ edit packets
Right to establish/ edit products
Right to establish/ edit allotments
Internet shortcut

Budget report

Right to establish/ edit yield filter
Right to establish/ edit employee profiles
Not active

Currency set up

Accounts Report

Ware Group Report

Packet Report

Product Report

Allotment Report

Internet Report

Budget Report

Yield Report

Staff Report

Not active

Currencies Report

Accounts setup Report

Arrival lists

In house lists

Departure lists

Arrangements lists

Name lists

Cleaning lists

Not active

Provision to owners

Not active

Report on actions done in Picasso
Statistics on products, occupancy
Not active

Not active
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HOTEL SETUP

NO ACCESS FOR HOTEL STAFF

SELECTOR

EXECUTE BOOKING
EXECUTE CASHIERS
EXECUTE MARKETING
EXECUTE MANAGEMENT
EXECUTE HOTEL SETUP
EXECUTE REPORTS
EXECUTE NIGHT AUDIT
EXECUTE NEW VERSION

Once all adjustments

o Save/Cloze |

Access to Booking module

Access to Cashier module

Access to Marketing module

Access to Management module

Access to Hotel Setup module

Access to Rapport module

Access to Night Audit

Access for update is only done in accordance with Techotel

in the personal profile are made, the user profile is saved by
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CURRENCY

The currency converter allows entering currency rates, accessed through the icon Cumency

Exchange Rate

v Alwavs Recalculate v Fecalc. after Mew | |
[ Show All Countries & Recalc Row | | |
Currency (|Currency Mame cliv
Drenmark: DkK D anske kroner 100,0000 1000000 100,0000 1000000 &
Marge MOE Marzke kroner 9g,0000 83,3000 88,2000 84,1500 ¢
Swenige SEK Swvenska kroner 90,0000 76 RO00 81,0000 89,1000 ¢
IS4, so Coollar 850.0000 722,5000 755.0000 930000 &
Great Britain GEF Pund 1120.0000 952,0000 10082,0000 8286300
Euro ELR Eura 355,0000 7267500 769.,5000 821,7000
- e - e I P

Degctivate| Dt[nsert | E4 ‘ Name‘ Fate | ’ Save | ¢ SaveHEIgsel x Cloze |

The desired currencies are entered here, and through the Payment ware list can then be added
as payment buttons in the Cashier module.

The chapter ESTABLISHING PAYMENT METHODS shows the Payment ware group in #aregoups gnd
the wares behind it. The chapter shows further how the wares appear in the Cashier module,
ready for use.

D‘. 2
By _ ®!™® |4 new line is added, and a country can be deactivated by M.

If wanted by the hotel, the bank rate can be modified when applying to the hotel internal rates.

Instead of entering such modifications for each currency separately, the icon % gives
opportunity to do it for all currencies at once, by entering a % figure. The percentage is then
applied respectively to: Exchange, Settlement and Product.

BANK the bank exchange rate

v Recalc. after Mew (7 Reset All % %” Recalc All &

% RecalcRow |15 z [0 z 1 o EXCHANGE the hotel exchange rate,
if the guest only exchanges money

100,0000 100,0000 100,0000 1o0oo0g  SETTLEMENT - the hotel exchange

rate when the guest settling account
33,0000 83,3000 82,2000 84,1500

PRODUCT the product price when
booking a product in that currency

Currencies and rates are then saved by  Save/Close|
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MANAGEMENT REPORTS

In the Management module right frame, following reports are available for retrieving information
related to accounts/budget/currencies and wares/packets/products/allotment — as available in

the system at the moment of retrieval.

Accounts
Acc. Setup
W aregroups

Packet
Product
Allatrent

Internet

Budget
“rield
Staff
City Ledger

Curencies

ACCOUNTS

AccC. SETUP

WARE GROUPS

PACKET
PrRoODUCT
ALLOTMENT
INTERNET
BUDGET
YIELD

STAFF

CITY LEDGER

CURRENCIES

Turnover by accounts

List over the account plan, entered into the system
List by ware group and ware

List over packets entered into the system

List over products entered into the system

List over allotments entered into the system

Not active

Ready to print list reflecting the Budget overview
Not active

List over staff

Not active

List over currencies entered into the system

Once selection done, the user asks for output by clicking on one of the following functions:

% Befrezh
A Presiew
ﬁ Prirt
=1 File
% Ewcel
& E-Mail

x Cloze

REFRESH
PREVIEW
PRINT
FILE
EXCEL
EMAIL

CLOSE

Updates the screen picture

Displays on the screen report’s printout
Printout

The report result is saved as file

The report result is transferred to Excel
The report result is attached email

Closes the invoice or report, open on the screen
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Once a report is chosen, different relevant criteria appear on the screen in a window and need
to be ticked off. The criteria covers all parameters that could be relevant for the certain topic and
are related to the extraction and layout of the coming report.

General about all reports is the facility who appear available on the right top corner
of the window.

S Save makes it possible to save a certain selection, which again appears by next log-ins.
D Default. By clicking on it, the user goes back to the report’s criteria default selection.
L Load is applied if the user from default lay-out would like going back his specific (S) settings.

Account D 8§ | L

Include Sort By
T

v Result ol
i ; Default * Account Mo,
[v Balance ﬂ e
[v VAT lg Miohe " Acc.groups
[ Stock -~
[+ Corections included Ao+ VAT S Totals
[ Depositincluded 8 " Department
Account Humbers Folio Mumbers All tranzactions
i Date
Jz Clear lﬁ Clear
. L .
Reference Numbers Bill Murnbers Drebbor audit

,ﬁ Clear lg Clear o, ﬂ Night
= Deposit

Account Groups

Paymerits Y Default Selected from date 23/01/2006 = Tod
Hotel _ v i Selected to date  23/01/2006 e
Hatel extraz }3 MNore
Cafe bt L [~ Show export account number
Turnower Group
Wine ~ V’ Ciefault
Lodging — Lo
Breakfast }2 Mone
™ b
Department
v| Banquet PH ~ J’ D efault G
| Kitchen PH E
v| Marketing AP i Nore
v Rrerentinn &P A

v

The criteria fields in the different reports will not be elaborated in the User Guide as they are
directly related to a certain report and the user will be asked to have a look at own hand, as well
as to ask their contact person from Techotel, if necessary.

Herewith the Management module is deemed covered.
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REPORTS

The module Reports is intended to supply the hotel with out-prints for the activities going on in
the hotel.

S B A 4 & g = ¢ @

Artivals In-House Depart,  Arrangement  Mamelist  Housekeep.  Prowision Todo Controle Statistics

By click on each icon, a relevant report overview appears at the screen’s right frame. Then one
of the below reports is chosen and the user, by ticking off, selects specific criteria for the report.

A report could look like this:

Arrivals - Rooms
Sori oy

Sr? |
Coowi
v S i v Daymesting re N L " Lastname
¥ Group rezerva JIE D ayroan rezer 4| % Groups - Lasthame
W wWalk-inrezer v Schema Hioas )
¥ Conferencere [v Halls " Date
™ Reference Mo.
" Roomnumber
S| O GuestType

s I

v wafaitinglist Al Selected from date :  23/01/2006 Today

v @ Tentativ o | Selectedtodate ;0 23/001/2006

W () Provisional Default Tomarrow

W (3 Confirmed

I . Guaranteed s B nercy
[o . In-House o

[ O Out of Hous 1] ¢1 Extra lines
[ . #-Cancelled

[ . Mo-Show p

W Show deposit difference

— W Show main nobe
€52 | v Show Booking notes
| [ Show Sales notes
[nrt.nrZ.ned) [ Shaow Letters notes
Froduct | [nrl.nr2,ne3] [ Show prices
[~ W Show alt res instead of allatrment
[T Show country code
v Show arangement name

Cuztomer number

Min number of rooms |

As in the Management module reports, also here the buttons appear available on
the right top corner of the window.

S Save makes it possible to save a certain selection, which again appears by next log-ins.

D Default. By clicking on it, the user goes back to the report’s criteria default selection.

L Load is applied if the user from default lay-out would like going back his specific (S) settings.
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On the calendar, it is now possible to choose a day or a period for which a report is wanted.

The result is retrieved through the right frame’s system functions, as in the previous Picasso
modules:

|__System |
=3
REFRESH Updates the screen picture
B e PREVIEW Displays on the screen report’s printout
o Print PRINT Printout
(=l File FILE The report result is saved as file
I EXCEL The report result is transferred to Excel
EMAIL The report result is attached email
) Mail
CLOSE Closes the invoice or report, open on the screen
X Close

ARRIVAL LISTS

o)

By click on Arivals g regort overview appears at the screen’s right frame. It contains the

Fooms Spec, Groups Halls Spec. W'eekplan Tables Halls
following reports: , , , ) ,

IN-HOUSE

S

The in-house shortcut In-Hause makes following reports active at the windows right frame

_In-House |
Rooms Spec, Halls Spec. Tables Halls Paxfhak ‘
DEPARTURE

b
il !’ Rooms Spec. Halls Spec.
Depart, .

Rooms/Tvpes

Halls ‘
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ARRANGEMENT

Il Wareplan Waregrp,timne arrftirme Reesjfirm/time Firrn/day Room Service
Arrangement
F&E plan
NAME LIST
"Ml Rooms,Price Foams Labels Mametags Req. Card
Mamelist -
HOUSEKEEPING
Houzekeep.
ﬁ Clean.-Rooms | Staktus-Room Tokal Room
Housekeep, :
PROVISION
El Pravisions Onner Fukure res.,
Prowision -
TO-DO TASKS
Tod Depasitum Groups Marmelist ‘ Shared ‘ Private ‘ Fieseryatian
odo .
Cuskomer Schedule
CONTROL
j MewChanged| Cancellation
Controle - , ,
STATISTICS
Stak Occupancy HotelManager Products

Skatistics -
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NIGHT AuDIT

Before running the Night Audit, one makes sure that the system users have closed
down all Picasso’s modules. The Selector may only remain opened.

By clicking on

Might&udit [F8]

in the Selector, this below screen appears:

Loadina Niaht Audit Pluains . _.
GenerateMiceD atalR eport.plg
57% |
followed by:
{] picasso Night Audit x|
File
Sunday —
¥ October 2uu121 :
#S#TECHOTEL Quickrun

Skolegade 12E
L, DK-2500 Valby
T Copenhagen
Denmark
v techatel k.

suppoitEitechotel.dk

2 Distibuted by
Techotel Sweden
=2 Bergkallavagen 31C
Sollentuna 182 79
1, Sweden

v techotel.com

1, Haotel Name
Licence no.

L, [F14E08H41
o
Last backup
31.042000

’e 4 , ’ ’ Night Audit Funpecd

Stop.

Rapport

Euit

E’_) Hefresh

_J) Frewiem

@ Birt

[=1Eile

< Erecel

E-pdail

2@ Eloze

[21-10-2001  [15:14  [ersion: 0.4 {1.0.0,240) [

Run

By click on

the

night audit begins. The operation is finally confirmed by the

E st

statement: Might Audit completed successfully! and the module is closed by
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