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Introduction

The Bookeasy Room Operator Console is now available to you as an upgrade of your existing Bookeasy Member Console.
Room Operator gives you practically all of the functionality of an expensive Property Management System (PMS)
without the fees.

This upgrade will allow you to manage your business in a more efficient manner, as mentioned above, Room Operator is
an upgrade of your existing Bookeasy Account, meaning that all the information currently stored in your Bookeasy
account, will still be there once the upgrade has taken place.

Not only is the Room Operator console easier to navigate, it also removes a lot of the irrelevant areas of Bookeasy that
accommodation providers don’t usually require, such as car hire, tours etc. leaving the remaining functionality to
resemble your day to day needs.

Upgrade

To upgrade your Bookeasy console to Room Operator, kindly follow the steps below;

1. Click on the Room Operator Upgrade button in the top right hand corner of your Bookeasy Member Console

L S e
bookedsy
@ MEMBER CONSOLE J Brittni is Iogged into the Brittni's Chalet - Test Console Console | Logout |

Main Menu  Business Details  Reservations Online Distribution Room Operator Upgrade

BOOKEASY TEST CONSOLE NOTICES

Bookhow Buttons are a great, cost effective way for vou to capture bookings from your wehsites

Essentially, 3 BookMow Button is 2 way faryou to have a booking engine an your own website

Bookings rmade using this BookMow Button are fed through to the Mothership Booking Centre for processing/managing. The operator just pays their standard comrnission to their Mothership
Any booking that comes from a BookMow button will record that it has been booked by Twebsite?.

2. Once done, the below Pop Up box will appear;
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New Room Operator Console Released

The new room operator console offers greater
flexibility to sell your accommodation through your
Visitor Centre and can be used as your
complete in-house system.

This latest release offers the following features:

Linked availability - Sell tewo or rore rooms that draw awailahility frorm the same source

Ability to easily copy rooms

Additional flexibility several rate types

Ability to stop sell individual days

Ability to have rooms availahle for a date range andior days ofthe week

We have also produced a range of video tutorials and help documentation. Click here to view

Upgrade Now

Don't upgrade now, but remind me again in a few days

3. Click Upgrade Now to upgrade your Bookeasy Member Console the Room Operator.

The system will now complete the upgrade itself, once done, you will see a Welcome to Room Operator Pop Up appear,
simply click Start using Room Operator to continue through to your new, upgraded console.

Welcome to
Room Operator

Room Operator console has been designed to be your complete Room Management system

Communicate with your clients

Track cash and agent payments and commissions

Manage your business from anywhere you have an Internet connection
iPad compatible

Start using Room Operator
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Welcome to Room Operator

Main Menu
R
-
|
ROOM Oﬂp{ CONSOLE . Brittni i< logged into the | Britini's Chalet- Test Console | Cansole |Logout | 00000 |
Daily Mana emeni
s Manag TO-DO LIST

NEW ONLINE BOOKINGS a

@ There are no new online bookings
ARRIVALS D

Brittni Stewart 0400000000 28 2:00 P

Marketing Tools E DEPARTURES a

There are no unchecked deparures for today

iew the full repart E =
i ) " i 5 d
. \J

THIS FORTNIGHT AT A GLANCE

Distribution Availability Su | Mo

15 | 16

Su
22

Tu | we Th|Fr|Sa
9

Mo
2

17 [ 18 | 1 20 [ 2
setup {10]  support {11} v |
2 02.1 Bedroorm Chalet
//H\_,( 7 03_2 Bedroom Chalet
& W
[N \ -
£ 05.3 Bedroorm Chalet

& M. 1 Bedroomn Chalet
~ 04. 2 Bedroom Chalet

Operator Details m Video Tutorials ‘ | |
o~ UE. 3 Bedroom Chalet

room Apartmes

|

Above is the Main Menu of your Room Operator console, this is the screen you will see, each time you login.

1. Reservations Calendar - The reservations calendar is where you can view an expanded version of the Fortnight at a
Glance Calendar.

2. Online Distribution - This link will take you to the Online Distribution section of Room Operator. Here you can connect
your Room Operator rates and availability to Australia's, and the world’s top online travel agents (OTA's). You can also
access the booking button functionality for your website and many other features to help sell your rooms. See Online
Distribution - Home for more details.

3. New Online Bookings - When you receive a new booking from a Bookeasy Visitor Centre it will be displayed here. You
can click on the booking and view the details as well as allocate them to an individual room. For more information see
"New Online Bookings"

Page 6


http://www.roommanager.com.au/help/online_distribution.htm
http://www.roommanager.com.au/help/online_distribution.htm
http://www.roommanager.com.au/help/new_online_bookings.htm

Room Operator Manual v2 | March 14

4. Arrivals - If a guest is arriving today, then their name will show here. You can click on their name to view their details.
5. Departures - Any guests departing today will show here. You can click on their name to view their details.
6. View Full Report - Clicking on this link will take you to the relevant report interface so you can view all the details.

7. This Fortnight at a Glance - This is a snapshot of your reservation calendar for the next 14 days. You will notice that
today is highlighted in yellow. For a better view and day to day work you should go to the "Reservation Calendar" link in

the top menu.

8. Daily Management — This area consists of;

Rooms and Rates (aka List of Units/Rooms and Rates)

Reservations — this will take you to your Reservations Calendar, so is an alternative to #1 above.
Reports — Will take you to your Monthly Bookings Report

9. Marketing Tools — This area consists of;

Questions — Questions added here will display on your booking from when a guest makes a reservation.
Distribution — Will direct you to the Bookeasy Distribution Network Page

Availability — Will take you to your Availability screen.

10. Setup — This area consists of;
Operator Details — This is the same operator details page as the Bookeasy Member console so should already be filled in.

11. Support — This area consists of;

Support —
Video Tutorials —
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Reservations Calendar

I[’) o=y
@ ROOM OF’ERATOF\':‘-C’O‘ié-‘O.L-E J Brittni is logged into the | Brittni's Chalet- Test Console Console | Logout | l:l

Online Distribution

RESERVATIONS

~
3

1} 2} 1} 5 6 !
Displayu Search (g l 2 I Room L,J Date Range % l.# Bookings With Status Display As
Search

|ElUUKing5 v‘ | | |ALL V‘ |September v||2013 v| |AHUcated Rooms V| ‘ALL v| |Ca|endar V|

Gl

| 11 I «Previous Morth - September 2013 nexd morth » 12

|10 'Su Mo | Tu |We (Th | Fr | Sa (Su |Mo (Tu (We | Th | Fr | Sa | Su (Mo | Tu (We | Th | Fr | Sa | Su (Mo ( Tu |We | Th | Fr | Sa | Su | Mo

0 (02 |03 |04 (05 | 06 | OF (0B |09 |10 [ 11 (12 | 13 | 14 | 45 | 16 [ 17 | 18 | 19 | 20 [ 29 | 22 | 23 | 24 | 25 | 26 | 27 | 26 | 29 | 30

01. 1 Bedroom Chalet

\\

02. 1 Bedroom Chalet

13

S

03. 2 Bedroom Chalet

S

04. 2 Bedroom Chalet

%

05. 3 Bedroom Chalet

%

06. 3 Bedroom Chalet

%

1 - 3 bedroom

S

10 - 1 Bedroom Apartment

Stewart, B

S

10 - 3 bedroom

Bool

S

11 -1 Bedroom Apartment

©

Su (Mo (Tu |We [ Th | Fr | Sa | Su (Mo | Tu (We | Th [ Fr | Sa | Su (Mo (Tu |we (Th | Fr | 5a | Su (Mo | Tu (We | Th [ Fr | Sa | 5u | Mo
01 (02 |03 (04 |05 |06 | OF | 03 | 09 | 10 M| 12 |13 |14 (15 | 16 (17 | 18 (19 | 20 | 24 | 22 | 23 | 24 | 25 | 26 (27 | 28 | 29 | 30

10.

11.

Display — By default, your reservations calendar will display bookings only, should you wish to view Quotes you
must select Quotes from the Display drop down box.

Search — Allows you to search for a particular reservation using either Guest Name, Booking Number, Agent
Voucher or Booking Question

Room — Gives you the ability to have your calendar display bookings from all room types, or just one in
particular

Date Range — This field allows you to choose which month you would like the Calendar to display. Should you
require a search that goes over more than one month, simply click on the black arrows to change date format
Bookings With — You can search for either bookings already Allocated, or Unallocated by altering this field
Status — you can also search for bookings with a particular Status, for example, you could just search for all
Cancelled Bookings byu selecting Cancelled from the Status field.

Display As - Gives you the option of either displaying the Reservations Calendar as Bookings (displayed above) or
a Text List which will instead list all reservations down the page, in order of arrival date.

Search — Click to search

Rooms — Are listed down the left hand side

Clean - This page allows you to set the current status of your room. Your reservation calendar will then display a
visual indication of the room status.

Dates — Are displayed along the top of the grid
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12. Month — The currently viewed month will display at the top of the page, you can click on Previous Month or
Next Month to navigate, or you can simply use the Date Range field in your Search Options instead (#4)

13. Booking — Your reservations will be displayed within the grid, simply hover over them to bring up a summary
box that allows you to see more details of the reservation. To open the reservation completely, click instead of
hover.

Reservations

This will direct you to the Reservations Calendar, however is defaulted to Text View, instead of Calendar View which is
shown in the above screenshot. Navigation in this area is the same as the above instructions for the Reservation
Calendar.

Search Contacts

Contacts relates to any guest or agent that has been added into the system and acts much like a Guest Profile for each.
Viewing a particular guest’s Booking History is also available from this area. To search all contacts (Guests and Agents),
please be sure to tick the View All box to the left of Search, if you just want to view Agents, please tick the Agents box.

Add Contact
This is where you can add a Guest or Agent Profile to the system which can then be located via the Search Contacts
section.
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Availability

ROOMOPERATOR CONSOLE

Online Distribution

ACCOMMODATION AVAILABILITY

You must save your changes at the bottom of the screen using the SAVE button. m @
Click here to show previous dates an your availahility screen | 8 I
~ 9 !
B u 3 4
« Previous Month Septermber » | 2013 » | Refresh Dates MHext Month »

Sep 2013 1 2 3 4 ] [i] 7 8 a 0 | 11 12 |13 | 14 (15 16 17 18 |19 20 | 21 | 22 | 23 24 25 |26 | 27 28 | 20 30

Sun Mon | Tue Wed | Thu | Fri | Sat Sun Mon Tue Wed | Thu | Fri | Sat Sun |Mon Tue Wed | Thu @ Fri | Sat | Sun |[Mon  Tue Wed | Thu | Fri | Sat | Sun |Mon
5 % 1 Bedroom Apartment 4 I
Close Ouf= 5 o o] o o o o of of of o o o
BookiNGS feed 6
Available 1] 7 a a a a a a a a a a (& a
2 % 1 Bedroom Chalet
(A 2 o[ o 2] 2] o] 4 o 2] 2] 4
Bookings
2 % 2 Bedroom Chalet
C [ o 2l o 2] o 2] 9 o] 2] 4] 3
Bookings

1 2 3 4 ] [i] 7 8 a 0 | 11 12 |13 | 14 (15 16 17 18 |19 20 | 21 | 22 | 23 24 25 |26 | 27 28 | 20 30
ST Sun |Mon | Tue Wed | Thu | Fri | Sat | Sun Mon | Tue Wed| Thu Fri | Sat | Sun  Mon | Tue Wed Thu | Fri | Sat | Sun Mon | Tue Wed Thu | Fri | Sat | Sun | Mon
« Previous Month |Septemberv|2013v Refresh Dates Mext Month »
)

Line 1: The number of rooms used by yaurself i the operator. This can be updated by entering a number of rooms and clicking the SA/E Button.
Line 2: The number of rooms that the Yisitor Centre or Agent has boaoked for you.
Line 3: The number of rooms available.

1. Date Range - This field allows you to choose which month and year you would like the Calendar to display.
Refresh Dates — Click here after using the Date Range fields to refresh the page to that date you selected
Dates — are displayed along the top of the grid

Rooms — are displayed down the left hand side of the grid

vk wN

Close Out — Shows the number of rooms that have been manually closed out by the operator. This may be due
to a number of reasons that require a room to be removed from the availability pool.

o

Bookings — Shows the number of reservations for that particular room on any given day

7. Available — Equals total number of rooms, minus Close Out and Bookings ie the number of rooms you currently
have available.

8. Next Month — Use these to toggle between next and previous months on the Calendar

9. Previous Dates — Note that past dates will display as per the black hatched squares above (before the 19"
September) to view past dates availability, click here.

10. Save Changes — Be sure to click on Save Changes after making any amendments to this area.

11. Helpful Hints — Should you forget what each (Close Out, Bookings, Available) means, see here.
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Block/Unblock Range

@DOOK‘,\‘QJ

ROOMOPERATOR CONSOLE

Online Distribution

AVAILABILITY RANGE BLOCK QUT OR UNBLOCK

Enter details below to block out g room for a date range.

Block Out 1 {ifthis hoxis ticked the range of dates will be blocked out (made unavailable) ; if unticked the range will be cleared {i.e. made available)
Start Date I:I Please OMLY enter dates covering one calendaryear

End Date E I:I Please OMLY enter dates covering one calendar year

Room Bh Bedroom Apartment

Number of Rooms ICI (Enter a number of rooms to block out. Leave blank or O for ALL rooms).

THIS FUNCTION CAN ONLY BE USED

FOR INDIVIDUAL ROOMS '_A_.

1. Block Out - (if this box is ticked the range of dates will be blocked out (made unavailable) ; if unticked the range
will be cleared (i.e. made available)

Start Date — Enter the date in which you would like to start closing or opening availability

End Date — Select the final date for closing/opening availability

Room — Select either a particular room or ALL rooms

Number of Rooms — Enter the number of rooms you wish to close out or open

Save — Remember to Save your changes once done

o Uk wnN

Note: Changes here will reflect on your Availability screen
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Reports

Monthly Bookings

[BboOoKedsy

ROOMOPERATOR CONSOLE

Logout ) [T

Online Distribution

MONTHLY BOOKINGS

Thiz report shows total invaicing figures for Room Manager operatars.

Month Year 4!1 I

2013 ]|
Perform Search E

SUMMAR MOU@AYABR Aueusg @ @

Ho Bunkingg Nights Occupied |No Persons Avi). Cost Per Room ($) [Avi. Cost Per Person () Revenue &3] Commission ($) |Monthly Fee ($) | Amount Payable ($)
1 1 4 -§E75.00 -31BB.7S -BE7S.00 $0.00 &0.00 $0.00

ITEMISED AMOUNTS PAYAELE FOR AUGUST, 2013

Booking # |Booking Date |Arrival Date |Departure Date |Nights Occupied |No Persons | Avy. Cost Per Room ($) | Avy. Cost Per Person ($) (Revenue ($) | Commission ($)
324}53?4 OBM82013 15J‘D‘EIZD13 1EJ’DSJ"2013 1 -5675.00 -5168.75 -§6745.00 §0.00

4
A 1 | L_ -s67s.00 1 -$160.75 | _|$675.00 $0.00
(12 }——{13] (14 & 16 (17 13 ) {19 [20 21

Search Options

1. Date Range - This field allows you to choose which month and year you would like the Report to display.
2. Perform Search — Click here once you have selected the Month/Year which you would like the report to display

Summary of Amounts Payable for (Month/Year Selected)

No. Bookings — Will display the number of reservations over the Date Range selected in step 1
Nights Occupied - Will display the number of nights occupied over the Date Range selected in step 1
No. Persons - Will display the number of guests staying over the Date Range selected in step 1

3
4
5
6. Avg. Cost Per Room — Shows the average cost for rooms booked over the Date Range selected in step 1
7. Avg. Cost Per Person — Shows the average cost for each person staying over the Date Range selected in step 1

8. Revenue — Will display the total revenue made over the Date Range selected in step 1

9. Commission — Is only required for those using the Room Manager Property Management System, please ignore
10. Monthly Fee — Is only required for those using the Room Manager Property Management System, please ignore
11. Amount Payable - — Is only required for those using the Room Manager Property Management System, please

ignore
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Itemised Amounts Payable for (Month/Year selected)

12. Booking Number — Shows the booking number of the reservation, this is clickable and will open the Booking
Screen

13. Booking Date — Displays the date the booking was made

14. Arrival Date — Displays the booking’s arrival date

15. Departure Date - Displays the booking’s departure date

16. Nights Occupied — The number of nights occupied by this reservation

17. No. Persons — The number of guests on the reservation

18. Avg. Cost Per Room — Shows the average cost for rooms booked over the Date Range selected in step 1

19. Avg. Cost Per Person — Shows the average cost for each person staying over the Date Range selected in step 1
20. Revenue - Will display the total revenue made over the Date Range selected in step 1

21. Commission - Is only required for those using the Room Manager Property Management System, please ignore

Booking Summary

L = o
ROOM OPERATOR CONSOLE Brittni is [ogged into the | Brittni's Chalet- Test Consale | Console | Logout | [T 010 ]

BOOKING SUMMARY

This report =hows total invoicing figures for Room Manager operatars.

Product Booking Date [ Clear] |Arrival Date [Clear] | Departure Date [Elear]

All Products v (12014 B0 M0 2 = o = Bt =

Perform Search
SUMMARY OF AMOUNTS PAYABLE
Room Name No Bookings |Nights Occupied |No Persons | Avg. Cost Per Room ($) | Avg. Cost Per Person ($) |Revenue ($) | Commission (%) | Total of Bookings (%) | Total of Revenue (%)
1 Bedroom Chalet 1 1 2 10000 F50.00 §100.00 §0.00 A0.00% 2.78%
3 Bedroom Chalet 1 7 5 $3,500.00 §ro0.00 | 350000 §0.00 a0.00% 97.23%

2 8 7 $3,600.00 $750.00 |  $3,600.00 $0.00 100.00% 100.00%

ITEMISED AMOUNTS PAYAELE

Booking |Booking Room N Arrival Departure Nights Ho Avy. Cost Per Room | Awy. Cost Per Person (R Ci issi Total of Booki Total of R
] Date omMAame | pate Date Occupied Persons (%) (%) (&) % %) %)
3 Bedroom
34840580 (020172014 Chalet 070202014 | 140272014 i a §3,500.00 §700.00 | %3,50000 F0.00 a0.00% 7.23%
1 Bedroom
3609717 (230152014 Chalet 28/0102014 | 26/01/2014 1 2 $100.00 $a0.00 §100.00 F0.00 a0.00% 278%
a 7 $1,800.00 $375.00 | $3,600.00 $0.00 100.00% 100.00%

The Booking Summary report is much like the Monthly Bookings report except that you have more parameters to
narrow your search by, including Product (Room Type), Booking Date, Arrival Date and Departure Date.
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Extras Summary

@ ROQM OF’ERATOR CONSOLE J Brittni is logged into the | Brittni's Chalet - Test Consale Console | Logout | I:l

Online Distribution

EXTRAS SUMMARY

This repor shows total invoicing figuras for Room Manager operators.
F ¥

F o ¥ F F o ¥
product— !} [Booking Date — 2} [clear] [arrvaiDate = 3} [Clear| [Departure Date—_*_Jicizar
AllProcucts v [ 11/2014 ™ 10 287212014 = = =]

G F G ) . . G4 G

4]

ExtFa Name |No Bookings |Mights Occupied |No Persons | Avi. cust'Per Room ($) | Avg. Cost Per Person ($) (R Total of" { (%) | Total uf.'z (%)
Breakfast Ad 1 1 2 §138.00 F63.00 $138.00 §0.00 100.00% 100.00%
$138.00 $69.00 $138.00 $0.00 100.00% 100.00%

ITD Ar@ws FA"r' @ @ @ @ @

Booking |Booking Extra Hame Arrival Depariure nghts Avy. Cost Per Room  (Avg. Cost Per Person | Revenue Commission Total of Bookings Total of Revenue
# Date Date Date Occupied F'ersuns $) $) (€] €3} (%} (%)
Breakfast
3809717 (230102014 Al 280172014 | 260172014 1 2 J138.00 $69.00 13800 §0.00 100.00% 100.00%
1 2 $138.00 $69.00 $138.00 $0.00 100.00% 100.00%

Search Options

1. Product — Default search is for All Extras, however to search for a particular product simply select it form this

dropdown box.

Booking Date — Enter the Booking Dates you wish to narrow your search by
Arrival Date — Enter the Arrival Dates you wish to narrow your search by
Departure Date - Enter the Departure Dates you wish to narrow your search by

v wN

Perform Search —Click here to view results below

Summary of Amounts Payable for (Month/Year Selected)

Extra Name - Will display the name of the Extra

No. Bookings — Will display the number of reservations that booked this Extra over the Date Range specified

6
7
8. Nights Occupied — Will display the number of nights occupied over the Date Range specified
9. No. Persons - Will display the number of guests staying over the Date Range specified

10. Avg. Cost Per Room — Shows the average cost for rooms booked over the Date Range specified

11. Avg. Cost Per Person — Shows the average cost for each person staying over the Date Range specified
12. Revenue — Will display the total revenue made over the Date Range specified

13. Commission — Is only required for those using the Room Manager Property Management System, please ignore

14. Total of Bookings (%) —
15. Total of Revenue (%) —
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Itemised Amounts Payable for (Month/Year selected)

16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.

Booking # - Displays the booking number associated with the Extra

Booking Date — Displays the date the booking was made

Extra Name — Displays the name of the Extra

Arrival Date — Displays the reservation’s Arrival Date

Departure Date — Displays the reservation’s Departure Date

Nights Occupied — Displays the number of nights occupied over the Date Range specified

No. Persons - Displays the number of guests staying over the Date Range specified

Avg. Cost Per Room - Shows the average cost for rooms booked over the Date Range specified

Average Cost Per Person — Shows the average cost for each person staying over the Date Range specified
Revenue — Will display the total revenue made over the Date Range specified

Commission — Is only required for those using the Room Manager Property Management System, please ignore
Total of Bookings (%) —

Total of Revenue (%) —
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Accounts

Payments

ROOMOPERATOR CONSOLE Brittni is logged into the | Britini's Chalet - Test Console Console | Logout | l:l

Online Distribution

LIST OF ALL PAYMENTS@ a

Fayment From Date 01032013 = To 190920135 F’aymemtT\rpel ~

Recanciled Start Date = To Date = fou must enter ddimméyyy in BOTH fizlds

3

Payment# | Payment Date |Recon Date !’aymemﬂy Room N:ame l'u Client‘Name Des::riminn Paeram Type gi:j;;lr;rrw Am‘nunt
3 We n 013 [wie 013 . 2 Bed n halet Tes y 4@70 d  |3297 89115
34 Fri T9RT2013 1 Bedrig halet Ricframeretcher Ca 3308 00421 | § o)
3453984 |Fri19i4/2013 2 Bedroom Chalet Lis Fletcher Credit Card A310299/3101300 | $50.00
3455372 | Sat 200402013 3 hedroom Edward Hoskin Cash A3MTE08/3102536 | §300.00
3454211 | Sat 20042013 1 Bedroom Chalet Edward Hoskin Eftpos 3310595/3101593 | §100.00
3455324 |Sat 200402013 2 Bedroom Chalet Richard Fletcher Account A311590/2102518 | 350,00
3461597 |Wed 2451452013 1 Bedroom Chalet Warren O'Leary Gift Youcher AMTETE/I109199 | §154.00
3461592 |Wed 2442013 2 Bedroom Chalet TestJerermy Cash 3297086/3088115 | §1.00
3873033 | Thu 11972013 1 Bedroom Aparment | test test Cash A423509/3209867 | §125.00
3897923 |Fri 266772013 Online 4 hedroom test Credit Card 344B639/3230013 | §0.00
Cash F461.00

Account $350.00 ‘@

Credit Card | $400.00

Eftpos $100.00

Gift Voucher | §154.00 m

TOTAL PAYMENTS: $1,565.00

1.

14.
15.

Payment From and To Date — Enter the dates in which you would like to search payments

Payment Type — You can narrow down your search by specifying a Payment Type using this drop down field
Reconciled Start and To Date — You can again narrow down your search by specifying a Reconciled Date, see
Payment Reconciliation for further details

Search — Click here once you have entered your parameters to commence the search

Payment # - Displays the Payment Number for the corresponding payment

Payment Date — Shows the date the payment was made

Recon Date — Shows the date the payment was reconciled

Payment By — Displays who made the payment ie — Online, Staff Member etc.

Room Name — Shows the Room Type that was booked

. Client Name — Displays the name of the guest

. Description — Is only required for Visitor Centers wishing to add a note to a payment, please ignore

. Payment Type — Shows which method was used to make payment

. Itinerary/Booking Number — Displays the itinerary and the booking number of the reservation, this is clickable

and will open the Booking Screen
Amount — Shows the amount that was paid
Totals Summary — Provides a summary of Payments for the date range selected in Step 1
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16. Total Payments — Displays the Total of all Payments for the date range selected in Step 1
Payment Reconciliation

@ ROOMOPERATOR CONSOLE ¥ Logout | [0

LIST OF UNRECONCILED PAYMENTS

Please editthe payment frorm and to dates and press Search to view all unreconciled payments

Fayment Date From 010320135 To 1900920132 | Search E

Payment.# Payment Date.i'li[ne Payment py Client Narrlle Description i Payment Type i Receipt # f tiniSale # . Booking #I Amount N Action |
Briftni's C, Test
3453 Frmam:zmsrf‘l I_An] Lis Flel_sn] Cunsuler‘!h] Credit Gard I_?n] I_an‘l 331029@7 31013‘“ ssu.utj O |.f I
—r — e ints CETET. — e
3697823 Fri 26712013 11:01 Online st g’n':l';leoha TS it can 3446539 2230013 $0.00 O
Credit Card | §50.00
3454211 Sat 20042013 08:53 ‘ ‘Edward Hoskin ‘g;’m’oﬁfham' Test ‘Eﬂpos ‘ ‘331 0595 3101593 §$100.00 O
Efipos | §100.00
3453127 Fri 19412013 12:24 Richard Fletcher gro':”s'osleoha‘m' st cacn 3309583 2100421 §135.00 O
3455372 Sat 20/412013 21:47 Edward Hoskin grn'm'jeoham' Tt caen 3311608 2102536 $300.00 O
2451502 Ved 240412013 21114 Test Jerermy gro'rr']r;'osleoha‘Et'TESt Cash 3287066 2088115 §1.00 O
3673033 Thu 11/7/2013 14:20 testtest gro'm'osleoham' Test e aen 3423508 3203867 §$1246.00 O
IBERLET Thu 19/9201 3 0557 Lis Fletcher gro'm'oslec“a‘m' Test aen 3310299 3101300 $550.00 O
Cash [§1,111.00
3455324 Sat 20/412013 20:10 ‘ ‘Rlchard Fletcher E’D':r;'jeoha‘m' st aceount ‘ ‘3311 540 2102618 $350.00 O
Account | §350.00
14515097 Vied 240412013 21:33 ‘ Warren OlLeary gro'm'oslec“a‘m' Test ‘Giﬂ Woucher ‘ ‘331 7516 3108199 §154.00 O
14
GitYoucher [§154.00 Q

Feconcilialion Date |18/09/2013 Secure Payments ® Cither Payments O | Rreconcile
(1 L_ToTAL PAYMENTS: $1,765.00

1. Payment Date From and To & Search — Enter the dates that you would like to see payments made and click
on Search to display results

Payment # - Displays the Payment Number for the corresponding payment

Payment Date/Time — Shows the time and date of the payment

Payment By - Displays who made the payment ie — Online, Staff Member etc.

Client Name — Shows the Guest Name that relates to the payment

Description — Shows the name of your property

Payment Type - Shows which method was used to make payment

Receipt # - Is only required for Visitor Centers, please ignore

Lo NOU R WN

Itin/Sale# - Reflects the bookings’ Itinerary Number, this is clickable and will open the Booking Screen

10. Booking Number — Displays the Booking Number of the reservation

11. Amount — Shows the amount that has been paid

12. Action — Tick this box to reconcile the Payment. Once done, the reservation will remove itself from this list
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Setup

Business Details

Mbookedsy

ROOMOPERATOR CONSOLE

Brittni is logged info the | Britini's Chalet - Test Console onsole | Logout | l:l

Online Distribution

EDIT DETAILS

Please type in uppewilll (ower case. What you enter below will be displayed exactly as you enter it on the wehsite,
Customer ID 1 56581

Surname 2 |Stewart |

First Name 3 |ritini |

Business Hame M |Elrirtni'5 Chalet- Test Consale |

ABH _n (11 numbers)

Email _n |britlm@resunline com |Freecall:|

Email Notifications -{7_. wWould yau like to receiva emails upan full payment of 2 hooking?
Website 8 | |i.e no http:!! - JUSt WWW.XKRE.Com
Phone 9 ie. B745 3456 Faxno: | mobie:
Postal Address 10 |38 Burbank Ave |

Town _@ Gladstone Park

Postcode _@ [3043 |state: e |

Preferred Currenw..{&. [Beiiz Doliars (BzD) v
Local Taxes Label: ie. GST VAT etc., Amount: %
Locale _‘@ | English (Australia) v

| (GMT+10:00) Canberra, Melbourne, Sydney -

Date Format Wednesday, & March 2044
Time Format 94998 A

Mumber Format 1224356789

Currency Aunstraiian Doilar
Currency Format §12 34365

Surname — Managers Surname

First Name — Managers First Name
Business Name — Name of the Property
ABN — Enter your business’ ABN here

o Uk wnN PR

Freecall number if applicable

Customer ID — Displays your Bookeasy Customer ID, this is for internal use only so no need to memorise this

Email & Freecall — Enter the email address which you would like Bookeasy correspondence to go to and a

7. Email Notifications — Tick the box if you would like to receive emails upon full payment of a booking? If not,

leave un-ticked
8. Website — Enter your business’ web address

9. Phone, Faxno, Mobile — Enter your properties phone number, fax number and mobile, if applicable
10. Postal Address — Enter the address of your property
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11. Town — Enter the name of the town in which your property is located
12. Postcode — enter the Postcode for your property
13. Preferred Currency — Select your preferred currency from the dropdown menu supplied.
14. Local Taxes — Enter the name and the amount (%) of any local taxes that must be added to your daily rates if
applicable.
15. Locale — Select your Locale and Timezone from the dropdown boxes supplied.
Business Location
PLEASE NOTE:
For Google Mapping to carrectly identify yvour husiness location, please enter in the format of:
"=Street Number= =Street Name =, =Suburh= =State> =Postcode=, =Country="
For example, 1626 Minchin Way, Margaret River WA 6285, Australia
Latitude : Longitude :
Accommodation Type E | BudgetBackpackers v | v
Setting [ < | ¥ (2 choices)
Location I "
Username Ean;i"l:’r;rndr?i:;n protect your data when updating passwords vou are required to reach a certain standard “our passwaord will only be alteredisaved ifyou have awalue in the

Puoint of Difference

Username

Fazsward LIITIT LY

Mewly Renovated Chalets

This will display at the TOP of your

webpage.

16.

17.
18.
19.
20.

21.

Characters |eft: 2000

Business Location — Enter the address details of your business in sentence format and click on Refresh Map
to display your location.

Accommodation Type — Select from the dropdown lists one or two types that best describe your property
Setting — Select up to two settings that can describe your properties surroundings

Location — Select a location closest to your properties’

Username — Here you can see the username for your account, Passwords are hidden but can be reset using
this field

Point Of Difference — Enter the Point of Difference for your property, this should be one sentence that sums
up the accommodation and experience you offer, this will display on Visitor Centers websites
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Directions from your nearest town

Characters left: 2000

Business Description Affordable Accommodation

[

Characters left: 3000

Insert <p> for paragraph breaks and <br= for line breaks!

For Booking Centre Staff Only (i.e.

Key Details)

For Hinerary Only

ged

e &

Bank Hame || OPERATOROMLY
Bank Branch ||
BSB Number | gpoonn Up to & Murnbers (eq. 123456)
Account Number ||
Account Title ||

Account Code

Include Extras In Agent Commissions | [7] E

@ Limit Back-To-Back Bookings | [ Frevent hookings being added to the cartwhere the departure date of one is the same as the arrival date of the other. Only applies to your external users.

Display booking questions in | [7]
manifest
@W Send Email When Fully Paid | [7] please Note: This setting will be only applied for Online Bookings

N
N

26.

27.
28.
29.
30.
31.
32.

33.

34.

35.

. Directions from your Nearest Town — Enter instructions for Directions from your nearest town

. Business Description — Here is where you can elaborate on your Point of Difference, this will display on
Visitor Centers websites

. For Booking Centre Staff Only — Whatever is entered here will display on the Visitor Centers console when
looking at your property listing from within their internal system.

. For Itinerary Only — Information entered here will display on booking confirmation sent from Visitor Centers

websites when a guest makes a reservation

Bank Name — Enter your Bank Name, these details will be used by the Visitor Centre to deposit funds when

running their returns

Bank Branch — The branch in which you opened your bank account

BSB number — Your BSB Number

Account Number — Your account number

Account Title — The name of the account

Account Code — Is for internal use only, please ignore

Include Extras in Agent Commission — Tick this box if you are happy to pay Agent’s commission for any Extra

they may book. If all Extras are offered at property level, please leave this box un-ticked

Limit Back-to-Back Bookings — Tick this box to prevent bookings being added to the cart where the

departure date of one is the same as the arrival date of the other.

Display Booking Questions in Manifest — Tick this box to include the guests’ answers to your booking

guestions on the reservation manifest

Only Send Email When Fully Paid — If selected, the operator will only receive a confirmation email once the

booking is full paid.
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EDIT CANCELLATION, INDEMNITY POLICY AND ACCREDITATION

Flease type in upper AND lower case. What you enter below will be dizplayed exacily a= you enter it on the website.

Cancellation and Indemnity Policy || Cancellations within 7 days of arrival: Full Fees

Cancellations within 14 days of arrival; 1 Might Fee

@StarRating 15 v

m— AAA Record Number I:I WOTE: Leave this emply if you are self-rated.

&%murism Accreditation | []

L40 Touristm Accreditation Number l:l

TQual Accreditation | []

42 TQual Accreditation Code l:l )
‘jﬂ

. Cancellation and Indemnity Policy — Enter your Cancellation policy here and it will display on your

properties listing on the Visitor Centre website.

. Star Rating — Enter your properties’ Star Rating

. AAA Record Number — Enter your AAA Record number if applicable

. Tourism Accreditation — Tick if you have a Tourism Accreditation

. Toursim Accreditation Number — Enter your Tourism Accreditation Number here
41.
42.
43.

TQual Accreditation — Tick if you a TQual Accreditation
TQual Accreditation Number — Enter your TQual Accreditation Number here
Save — Don’t forget to Save your Changes
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Property Details
[Ebookedsy —

EDIT ACCOMMODATION DETAILS

Flease type in upper AND lower case. YWhat you enter below will be displayed exactly as you enter it on the wehbsite.

Online Distribution

B Tariffs range from To

Enter a number only. AUD (Australian Dollars) per night. Please enter your Lowest and Highest Tarriff rates.

E? Tourism Accreditation | [ accredtationNumber| |

EF ARARating || 15 |« AAA Record Number l:l

| 4 ? Internal Rating |

—
Tick this box if ALL your rooms do not take children| [ 5§

Tick this box if ALL your rooms do not take infants | [T 6

Humber of RoomsUnits

22 Description of accommodation units |Cha\ets

‘i.e. rooms / chalets / houses etc.

o nrrival THMe|[14:00 | HH:M (e, 14:00) |

Departure TimE:‘ 10:00 | HH:MM (e, 10:00)

Cancellation Policy:Terms and Conditions

Mazimum of 2000 characters are allowed to be
entered

Cancellations within 7 days of arrival: Full Fees
Cancellations within 14 days of arrival: 1 Might Fee

NowewN e

Facilities

24 Hour Reception

[ 5-5tar RAC rating

[0 adult Retreat

(] Air Conditioning

[ Baby Sitting

(] Balcony

O sarbeque

[ gicyzle Hire

[ gicycles Avallable

[ ereatiast optional

[J Bush Retreat

[ sushwalking Trails

[ cafer Cofiee Shop

[ camp Kitchen

[ carark

1 child Activity Program

[ chilgrminding Facilities

[ carmrmunal Bathraorm

O communal Fridue

[ cormmunal Kitchen

[T cormmunal TV

name for the style of accommodation on offer
Arrival and Departure Time — Enter your standard Arrival and Departure Time

9. Cancellation Policy/Terms and Conditions — This area should be populates with the information you
entered into the Business Details section — Step 32

10. Facilities — Select the facilities that apply to your property

Tariffs Range From — Enter the Minimum and Maximum rates you offer for your accommodation
Tourism Accreditation — Tick box if applicable and enter your corresponding Accreditation Number
AAA Rating — Select your AAA Rating from the drop down list and enter your AAA Record Number
Internal Rating — Select your Internal Rating if applicable (self rating)

Tick this box if ALL your rooms do not take children
Tick this box if ALL your rooms do not take infants

Number of Rooms and Description — Enter the total number of rooms at your property and a descriptive
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Rooms and Rates
[FRROOKeqsy —

Online Distribution

LIST OF ROOMS AND RATES

Gl ) 0 1) &)

Room Name Rates Availability Links 7 Facilties 70

BO716E - 1 Bedroorm Apartment Edit Daily Rates - Edit Edit | Delete
a0017 - 1 Bedroom Chalet Edit Daily Rates - Edit Edit | Delete
A0018 - 2 Bedroom Chalet Edit Daily Rates 3 hedroom (13 Edit Edit | Delete
BO573 - 2 hedroom Edit Daily Rates 2 Bedroom Chalet (1) Edit Edit | Delete
40019 - 3 Hedroom Chalet Edit Daily Rates - Edit Edit | Delete
54589 - 4 bedroom Edit Daily Rates - Edit Edit | Delete
61266 - FAMILY SEAVIEWY Edit Diaily Rates - Edit Edit | Delete
61255 - SEAVIEW Edit Daily Rates = Edit Edit | Delete

Add a new Room

Room Name — Click on the Room Name to view the Edit Rooms and Rates screen

Rates — Click on Edit Daily Rates to view the Edit Daily Rates screen

Availability Links — Will display your current availability links between room types
Facilities — Here you can select facilities per room type

Edit | Delete — Click on Edit to view the Edit Rooms and Rates screen (alternative to Step 1)

vk wN e
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Rooms and Rates

Add a New Room

ROOMOPERATOR CONSOLE

[l Knowledgebase

Help and Support

Main Menu  Reservation Calendar Reports Accounts Setup  Booking Centre Functions Online Distribution

Business Details
LIST OF ROOMS AND RATES prporypaats (1]
Seasonal Rates Rooms and Rates

Rates Calendar | Specials | Booking Conditions

Cancellation, Indemnity Policy &

Room Name Rates Accredtation bility Links Facilities

60715 - 1 Bedrmom Aparment Edit Daily Ra YP0ad Pictures / Images Edit Edit| Delete
50017 - 1 Bedroom Chalet Edit Daily R2 Staff Logans Edit Edit | Delete
50018 - 2 Bedroom Chalet Edit Daily Rz State Holidays roam 1) Edit Edit| Delete
B0570 - 3 bedroom Edit Daily Rz Booking Guestions room Chalet (13 Edit Edit| Delete
50019 - 3 Bedroom Chalet Edit Daily Rg Upgrade to Room Manager Edit Edit| Delete
54589 - 5 bedroam Edit Daily Rates = Edit Edit| Delete
61256 - FAMILY SEAVIEVY Edit Daily Rates - Edit Edit| Delete
w1255-5E4] 2 | Edit Daily Rates = Edit Edit| Delete

Add & new Room

1. Hover over the Setup Menu and click on Rooms and Rates
2. Click on Add a New Room

You will then be redirected to the below screen;
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RDOoOKedasy

ROOM OPERATOR CONSOLE

Online Distribution

ADD ROOMS & RATES

Room Setup

Room Type * -41_| |

Should this room type display for online bookings?

O Display onwehsite for anline bookings?

()

How many actual rooms do you have?
1
Entar the nurmber of this "pe" of accomimodation
Room Hames
Enter the Room NameNumber for the number of rooms | |*
entered above
Room Configuration 5 | Powered Site v
Link Availability 6 l?—l [ Use availabiltiy from other rooms?

Mazimum Number of Guests I:I
Maxirum number of peopie that this accommodation holds

Maximum Number of Days
Maxirolrm number of davs that can be booked at a time, I:I
I eave biank to aliow an uniimited manber of days to he

hooked.

Description

Flease Include:

* Bedding Configuration
* Breakfast Detalls

* Chifcren Differences
*Cot Prices

1. Room Type - Enter the name of the room type e.g. 1 Bedroom Apartment

2. Should this room type display for online bookings? — Only tick this box if you would like this particular room
type to be available to book through online channels.

3. How many actual rooms do you have? — Enter the number of rooms you have for this room type e.g. 14 x 1
bedroom Apartments

4. Room Names — Enter the names/numbers of each apartment, this is how you will tell them apart when
allocating via your Reservations Calendar

5. Room Configuration — Select the option that best describes that room type.

6. Link Availability — Tick this box if the availability for this room, must be linked to another. Once ticked, a drop
down box will appear that allows you to select the linked room

7. Maximum Number of Guests — Enter the maximum number of guests that can be accommodated in that room
type.

8. Maximum Number of Days — Enter the maximum number of days that can be booked at a time, fo example, use
this feature if you do not take reservations over 7 nights.

9. Description — Add a detailed description of the room type.

s & ]
Current Bedding Configurations 3 n “
Icon Displayed |Bedding Types Bedding Description u Additional Cost |Per Night? | Default | Action

E ._|1 v |D0uble Bed + Remoye ||1Double Bed |D-DD | O ® |Remaove

Add Bedding Type

’ Add a Mew Bedding Configuration l‘ﬂ
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ok wnN PR

8.

Click on Add New Bedding Configuration
Bedding Types - Select the quantity of beds (of the type selected in Step 3)
Bedding Types - Select the type of bed
Bedding Description - Will drop in automatically, however this can be altered if required

Additional Cost — Add an any additional costs for that particular configuration

Per Night — Tick this box if the Additional Cost should be on a per night basis, leave un-ticked to charge only

once for entire stay
Default — This must be selected for one particular bedding configuration, for example, a 1 Bedroom

Apartment could come with a King as default, but may be split into twin share

Action — Click on Remove to remove that specific Bedding Configuration

Repeat steps 1-8 to add additional bedding types available to that room. See below for a completed example what a 2

Bedroom Apartment may consist of.

Current Bedding Configurations

Icon Displayed |Bedding Types Bedding Description Additional Cost |Per Night? |Default | Action

ﬁﬁﬁ |1 v IKingZip B Rermove |1 King Zip Bed and 2 Single Beds | |D.DD | | & |Remove
[2 % |single Bed Remove
Add Bedding Type

ﬁﬁ [2 % [KingZip Bed Remaove ||2 King Zip Beds oo ] O O |Remaove
Add Bedding Type

AO0O0 [+ [singiesed Remove |4 Single Beds |looo | O O |Remave
Add Bedding Type

[ Add a Mew Bedding Configuration
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Rate Setup

Which type of rates setup will this room use? .{1_I I Daily w

Mumber of guests included in daily rates * 2 | |
Enfer the number of guests inciuded [n daily rates ‘{_I

[;?5-1:?;? .Ir::;efor your Daily Rates chart -;'Tl ¥ | |

Mighthy charge per extra adult * M 5 | |

Nightly charge per extra child * ,;l 5 l 5 | |

I?__?”s; t':ﬂ:;:ru;;::r:fel:?:goidﬂﬁedalOperators _;'5_ O] This room is to be included in Last Minute deals
Do not allow infants (< 2 years) ﬂ [ *vou do not take infants (less than 2 years old)
Do not allow children (2 - 12 years) 8 [ ou do not take children (2-12 years old)

Is a bond required?

WOTE: The bond will only be charged T booked through a Moo w

Booiing Centre that has enabled bonds,

Campaign Information

Is this room hookable for Campaigns onby? 10 [ This room is only bookable for campaigns
Campaigns able to book this room ._J. 11 I | Mo Campaigns W

Save Changes ._J. 12

10.

11.
12.

Which type of rates setup will this room use? — Select either Seasonal or Daily, for ease of use we suggest
using Daily Rates

Number of Guests included in Daily Rates — Enter the number of guests included in your Daily Rate

Default Rate — Enter your Default (Rack) Rate

Nightly Charge per Extra Adult — Enter the nightly charge for any Adults above and beyond those included in
your Daily Rate (Step 2)

Nightly Charge per Extra Child - Enter the nightly charge for any Children above and beyond those included
in your Daily Rate (Step 2)

Last Minute Inclusion — Can only be used of you are a Gold Medal Operator, if you are unsure, please check
with your Mothership Visitor Information Centre. Tick this box to be included in your Visitor Information
Centers Hot Deals.

Do not allow infants (< 2 Years) — Tick this box if you do not allow infants at your property

Do not allow children (2-12) — Tick this box if you do not allow children at your property

Is a Bond Required? — To enable a Bond, your Booking Centre must have this option select in their console,
please reach out to them to check this setting.

Is this room bookable for Campaigns only? — Tick this box if this room is part of a campaign run by your
Visitor Centre

Campaigns able to book this room — Select the corresponding campaign from the drop down list

Save — Don’t forget to Save your changes once done
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Edit Daily Rates

Main Menu

bookKeds

ROOMOPERATOR CONSOLE

Reservation Calendar Accounts

Reports

Setup

Booking Centre Functions

Online Distribution

Business Details

LIST OF ROOMS AND RATES ropery Detale

1
Rooms and Ratesg

Seasonal Rates

Rates Calendar | Specials | Booking Caonditions cancellation, Indemnity Policy &

Room Name Rates Accreditation ability Links Facilities

50716 - 1 Bedroom Apariment Edit Daily Ra WPI2ad Piclures /images Edit Edit| Delete
50017 - 1 Bedroom Chalet Edit Daily R St Logons Edit Edit| Delete
50018 - 2 Bedroom Chalet Edit Daily g State Holidays raam (1) Edit Edit| Delete
605749 - 3 bedroom Edit Daily R Booking Questions roorm Chalet (1) Edit Edit | Delete
50019 - 3 Bedroom Chalet Edit Daily Rg Upgrade to Room Manager Edit Edit| Delete
4589 - 5 bedroom Edit Daily Rates — - Edit Edit | Delete
B1256 - FAMILY SEAVIEW Edit Daily Rates—lz_l - Edit Edit| Delete
51255 - SEAVIEW Edit Daily Rates - Edit Edit| Delete

Add a new Room

1.
2. Click on Add a New Room

You will then be redirected to the below screen;

ROOM OPERATOR CONSOLE
Main Menu Accounts

Hover over the Setup Menu and click on Rooms and Rates

Knowledgebase

Reservation Calendar  Reporis

EDIT D TES 3
This scresn 1 update your availability PIEM here to update availability.

| September 2013 |+ ‘Add Mew Might Rate | Add Rate |Change Roorn | FAMILY SEAVEW hd |OK|

Setup

Booking Centre Functions

Online Distribution

September 2013

Help and Support

6

ot 3 Nt 220 [220 [220 [220 [220 [220 (220 [220 [220 220 [z20 [220 20 [220 [z20 [z20 |20 [220 [220 [220 220 (220 [z [220 220 [220 |20 2o (220 g
A A A A x| x|x|x|x]|x |||/ ]7]7]"]~

7 Mights

200 [200 [200 J200 [200 [200 [200 200 [200 [200 [200 |200 |200
[Remove Jloetat | v [ [ v [ v | v | v | v |[v | v |v|v]|v] ¥

200 200 |200 |200 200 [200 [200 200 [200 [200 [200 200 [200 [200 [200 200 [200 [o
Y v v ||| x|k x| x| ]|v]V

Sun |Mon | Tue |Wed | Thu | Fri | Sat | Sun |Mon | Tue Wed | Thu | Fri at | Sun |Mon | Tue (Wed | Thu | Fri | Sat | Sun (Mon (Tue Wed [ Thu | Fri | Sat |Sun |Mon| LM

FAMILY SERY 4 23| 4|56 | 7|89 10| M [12]13[14[15 16 |17 [16 |19 |20 [ 21 | 22 |25 |24 | 25 | 26 |27 | 26 | 29 [ 30 | %
1 Wit [240 [200 240 240 [240 240 [240 J240 |290 [240 [240 [240 [290 [240 [240 [240 [240 [240 [240 |2e0 [240 (240 240 240 [240 [240 [2e0 [2ed [o
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Current Location:

| Online Help

1.

Month — Select the month you wish to view in the grid below

2. Add New Night Rate — Click here to Add a New Rate, once done, the below pop up box will appear. Fill in the
details and click on Create Rate to add it to your list of Rate Plans
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Standard Highthy Rate E

minimum Mights
Rate
w0 |-
Create Rate

3. Change Room — Click this drop down list to switch between room types

4. Rate Lines — These are your rate plans, each rate plan must have a different nightly minimum

5. Rates — This is where your rates are displayed on a daily basis, should you need to amend your rates, click on
the rate itself and the below pop up box will appear; Enter the date range that you would like to amend,
enter the New Rate and the days in which it applies, remembering to Save Changes once done. You should
then see your Edit Daily Rates screen update

6.

Edit Date Range
From Date To Date
13-ep-2013 T  |13-5ep-2013 (B
NewRate“ |* [ Save Rates ]
o] hl T W T F o] [
Return To Standard

Stop Sells — The green ticks and red crosses depict your Stop Sells. A green tick means that o stop sell is in
place and the room is bookable. A red cross means that a stop sell is in place and the room cannot be
booked. To add or remove stop sells, click on the tick or cross itself and the below pop up box will appear;
Enter the date range that you would like to add or remove a stop sell and the days in which it applies,
remembering to Save Changes once done. You should then see your Edit Daily Rates screen update

!

Edit Date Range
Frorm Date To Date
16-Sep-2013 [T  |16-5ep-2013 [EE g
[ Enable Dates H Disahle Dates ]
S M T w T F 5 [
Return To Standard
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Cancellation, Indemnity Policy & Accreditation

ROOMOPERATOR CONSOLE

Main Menu  Resenvation Calendar Beports  Accounts Setup  Booking Centre Functions Online Distribution

EDIT CANCELLATION, INDEMNITY POLICY AND ACCREDITATION

Please type in upper ARD [ower case. What you enter helow will be displayved exactly as you enter it on the wehsite.

Cancellation and Indemnity Policy Cancellations within 7 davs of arrival, Full Fees
Cancellations within 14 days of arrival: 1 Might Fee

Star Rating || 45  +

AMA Record Number I:l MOTE: Leave this empty ifvau are selfrated.

Tourism Accreditation | [

Tourism Accreditation Number | |

TQual Accreditation | [

TQual Accreditation Code

Sawe

All information on this screen will read from your Business Details section (see Business Details Steps 32-38)
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Upload Pictures and Images

abookedasy

ROOMOPERATOR CONSOLE Brittni is logged into the | Britni's Chalet- Test Console | Console | Logowt | |00

Main Menu  Reservation Calendar  Reports  Accounts  Setup  Booking Centre Functions Online Distribution Help and Support

Business Details

UPLOAD PICTURES / IMAGES ropery Delails

This utility allows you to Upload images. Rooms and Rates

Cancellation, Indemnity Policy &
Accreditation 1

Upload Pictures f Imane
Staff Logons

0 State Holidays

Booking Guestions
Add

Image

PRIMARY THUMENAIL

4

Add
Image
Mo fle selected.

1. Hover over Setup and click on Upload Pictures / Images
2. Click on Add Image so bring up the Browse button, click this to locate the image on your computer

Upgrade to Room Manager

3. Save Changes once done

You may upload as many images as you like onto this page. Modifications or additions can be made at any time.

Staff Logons

abookedasy f—

ROOMOPERATOR CONSOLE

Main Menu Reservation Calendar Reports Accounts Setup Booking Centre Functions Online Distribution Help and Support

STAFF LOGONS

Name Email Phone Active? Action
Example PTY LTD MacLang John example@example.com.au 0400000000 YES Delete
Add New Staff Logon
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Click Add New Staff Logon to setup an individual username and password for any member of your team. Once done, the
below screen will appear, fill out the details and Save your Changes to create a logon.

ROOMOPERATOR CONSOLE

Main Menu  Reservation Calendar Reports  Accounts  Setup  Booking Centre Functions Online Distribution

ADD STAFF

*SUrname: | |Acti\re Driver [

*Firstharne: | |

Business | |
Mame:

Email: | |

“Phone: || |Faxno: | | maile: |

Fostal | |
Address

Town: | | Courtry: | |

Posteode:; | |State:| |

Residential: | |

vsemame: || Passwos| |

Description::

Save

*=Required Fields
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State Holidays

Mbookedasy

ROOMOPERATOR CONSOLE

I Main Menu  Reservation Calendar Reports  Accounts  Setup  Booking Centre Functions Online Distribution

STATE HOLIDAYS

This page allows you to setup the Australian state haolidays used throughout the system.

Remeirny click 5j anges u're done.
1 2 3
State Year

lalb  »]|[2013 v | Perform Search |

. 5 B T 8
Hame 4 Start Date End Date State Tvne
Schoal Holidays - Term 1 29732013 127452013 QLD Schoal Holiday
Queen's Binhday 10652013 10/6/2013 QLD Fublic Haliday
School Holidays - Term 2 24602013 AITIZ03 LD Schoal Holiday
Royal Gueensland Show 147802013 147872013 QLD Fuhlic Holiday
Schoal Holidays - Term 3 23013 THOZ013 QLD Schoal Holiday
Labour Day 2013 02013 QLD Fublic Haliday
School Holidays - Term 4 161202013 27014 LD Schoal Holiday
| 20092013 [ | 20082013 [ || All States ~ ||| Public Haliday + ||Remove

Add a new State Holiday @

_ Save Changes m

Current Location:

State — Select the relevant State from the dropdown list

Year — Select which year’s holidays you would like to view

Perform Search — Click on Perform Search to view your results

Name — Displays the name of the Holiday

Start Date — Shows the Date the Holiday starts

End Date — Shows the Date the Holiday ends

State — Displays the applicable State/s

Type — Shows the type of holiday

Add a new State Holiday — Click here to add a new Holiday, this will bring up the row at the bottom of the
above screenshot, here you can enter the name of the holiday, start date, end date, state, type.
10. Save Changes — Don’t forget to click Save Changes after making any amendments to this screen

Lo N R WNRE

Page 33



Room Operator Manual v2 | March 14

Booking Questions

Rabookeasy

ROOM OPERATOR CONSOLE

MainMenu  Reservation Calendar Reports  Accounts  Setup  BooKing Centre Functions Online Distribution

Business Details

BOOKING QUESTIONS

Froperty Details

| Add a new set of Booking Questions | Rooms and Rates

3 Cancellation, Indemnity Policy &
Internal HName/Description Accreditation
Test Question Edit | Archive Upload Pictures f Images

Staff Logons
Booking Guestions

Upgrade to Room Manager

1. Hover over the Setup Menu and click on Booking Questions
Click on Add a new set of Booking Questions to create a set of questions presented to the guest upon
booking, this will direct you to the below screen;

3. Already existing Booking Questions will be displayed here, where you can Edit or Archive

Mbookeasy

stConsole | Console | Logout | |00

Main Menu  Reservation Calendar  Reports  Accounts  Setup  Booking Centre Functions Online Distribution Help and Support

ADD A NEW SET OF BOOKING QUESTIONS

This page allows you to create and maintain customised guest details forms.
Ifyou require any assistance with creating this form, please contact Bookeasy support.

Name
This description i= for internal reference only and will not appear on the wehsite

For all productsispecific products
If specific products is picked show a tick box for the user to selectwhich product | Al Products
this guestion applies to

Questions asked per PAX
Ifticked, the following gquestions will be asked to each PAX in the booking O
Ctherwise, the guestions will only be asked once per hooking

FORM FIELDS

Create each field you want to have displayed on your custom form.
@ Hoveryour cursor over the heading for more information.

@ | Compuisory Answer @ | Question g Tyne of Answer (@) |Possible Answers (@) |Default Answer (@ Link (g
[ *|[Test ] [ [ [ tinkactions | | [ Remova |

Add a new Field
Save Changes
L= - - =

Current Location: Britini is logged into the Brittni's Chalet - Test Console Console | Logout | Online Help

* Hover over any Question Mark to see an explanation of the field
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Upgrade to Room Manager

Would you like to use Room Manager
as your complete in-house system?

Special Offer - Free Setup & 1st Month Free

e

Foom mManager console has heen designed to be your complete Room Management system.

[fyou continue using Room Manager after the 1 manth free trial, then you only pay 1.9% commission of maonthly
turnover.

You can manually enter hookings inthe reseration calender
Communicate with waur clients

Track cash and agent payments and commissions

Take bhookings directhy off yvour website with the tour Book Mo botton
Manage your husiness from amywhere yvou have an Internet connection
IFad compatible

Upgrade Now
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Booking Centre Functions

Online Booking Control

Confirm your Booking Status

Gold Medal Operator - This means that you 100% guarantee your availability and rates and Booking Centre staff and
clients making a booking will not have to wait for confirmation from the Operator. Operators that guarantee their
availability will appear at the top of availability searches and be eligible to be part of the Last Minute Rates feature
(Accommodation operators only; excludes room types using Daily Rates). You have the option to revert to the conditions
of a 24 hour operator for bookings made the same day as arrival.

Gold Medal bookings will display in the Reservations screen of the Member Console and Staff Console as a RED booking,
or BLACK if the booking has been paid in full. Gold Medal Operators must keep their rates and availability100% up-to-
date

To become a Gold Medal operator (instantly confirmed), tick OPTION 1. This does not apply if the guest is booking on
the same day they are due to arrive. However, if you wish to also be instantly confirmed for same day arrivals/tours, tick
the second box as well.

*Bookings made for a Gold Medal operator beyond 365 days will revert to 24 Hour*

Advantages of being a Gold Medal operator include: you will appear at the top of the listing when a general search is
conducted (based on criteria selected), and you will be eligible to be part of the Last Minute Rates. All operators who are
Gold Medal will have the logo beside their name.

24 Hour Operator - This means that the Booking Centre staff should respond to the client to confirm their booking
within 24 hours of the booking being made. 24 hour bookings are unconfirmed and will display in the Reservations
screen of the Member Console and Staff Console as a BLUE booking.

Operators will need to click Confirm next to the booking if they wish to accept the booking. Alternatively, the staff from
the Booking Centre will contact the operator to request confirmation and confirm the booking from their end. Operators
with a 24hr confirmation period will listed below the gold medal operators in the Availability search listing.

If you wish to be a 24 Hour Operator, tick OPTION 2 and the Booking Centre staff will contact you to confirm availability
before a booking is confirmed. All operators who are 24 hour confirmation will have the logo beside their name.
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JOIN THE BOOKEASY BOOKING CENTRE NETWORK: By ticking this box, your inventory will distribute to
other Booking Centres around Australia that use the BookEasy software. The default commission for
bookings made via the BookEasy External Search is 15%, although Booking Centres may negotiate

different rates with you at the time of booking your product. Ask your Booking Centre or the BookEasy
team for more detail on External Searches in the BookEasy network.
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News, Events, Awards and Opening Hours

This screen allows the operator to display further information about their business on the webpage ie: tell customers
about any news or awards you may have won/been nominated for. If information is not entered for a particular section,
then that field will not be activated on your webpage.

Enter your Opening Hours in a sentence format.
Enter any Latest News/Awards/Special Events; this is an opportunity to market your business. For example, in the news
section you could let customers know that you have recently renovated your rooms or started a new tour.
Updating this section regularly to keep your page looking fresh! Press SAVE at the bottom of the screen to
record your changes.

Booking Centre Functions > View your Changes on website

ROOM OPERATOR CONSOLE

Online Distribution

Online Booking Contral

QUICK LINKS

Reservations
Reseration Calendar

TO-DO LIST

NEW ONLINE BOOKINGS

Mews, Events, Awards and
Opening Hours

IView your changes on Website

There are no new online hookings

Meeting Minutes, News|stter &

THIS FORTNIGHT AT A GLANCE

Th | Fr | 5a | Su
19 [ 20 | 21 22

Mo
23

Tu
29

We
25

Th
26

Fr
27

Sa
28

Su
29

Mo
30

Tu
14}

We
02

03

# 0.1 Bedroom Chalet

Reservations
Guotes ARRIVALS

Search Confacts There are no unchecked arrivals for today I I I I I I ] I I I ] I I I
add Movw M antact

Latest Mews |

2~ 02. 1 Bedroom Chalet

Clicking here will open a new page showing you your listing on the Visitor Centers website.
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ONLINE DISTRIBUTION

Property Details

Most of the information in this area is controlled from your Room Operator console; the areas you need to

manage from this area are highlighted in RED below;

DUUKU\J\-’!]

ROOMOPERATOR CONSOLE

| Knowledgebase |

Online Distribution

Online Property Details

Select Language | 7 v

Property Details Address Descriptions Images Resonline Fees Fayment Options Booking Policies Security
X Save Changes
Property Information @Proper‘w Features
rFront Des ir Conditioning
O 24 HrFront Desk [ sir conditioni
Property Hame | Erittni's Chalet- Test Consale |
[ Room Serice Restaurant
Accommodation Type | Chalet |
O Fool [0 Business centre
Star Rating 450 ‘a O 24 Hour Security O BBG Faciities
Fating Type Self Rated
Reting Hmber O pabysiting O BanLounge
[ bBreakfast [0 Business centre
Primary Email Address | support@resonline. com.au | . o
O car parking (fees may apphd O children facilities
rimary Fhone | 07 5608 2540 | O conference facilities O Currency exchange services
PrimaryFax | |¢@ O Disanled facilities O Dy cleaning facilities
Website Address | | @ [0 Free parking O GuestLaundry
O GymFitness centre Internet Access
Oty of Rooms | 22 | n H
O Lirs Luggage Storage
Tax Type | hone selected "l n
O Mon-smoking roomsfoors O Farking
ABHTax  [11111111111 | m
O pets allowes O Photocopy services
Property System | Room hManager "l m O Forterage O sauna
Force a Full Refresh of Resonline's Room, Rate and Availability infarmation with what is stored on Bookeasy [0 spa Tennis Court
Time Zone | Mone chogen vl [ TourDesk
Contacts @
First Name Last Name Email Address Phone Humber
General Manager Birittni | Stesart support@resonline com_au ||D7 GRAS 2549 ‘
Reservations Brittni | Stewart support@resonline.com.au ||U7 56GS 2549 ‘ &

1. Property Name — Enter the name of your property, this information will be displayed online.

2. Accommodation Type — This field will already be populated with the Accommodation Type selected during
the sign up process. This information will not be displayed online. Should you need to change this field, kindly

contact Support

3. Star Rating & Type — These fields will already be populated with the details added during the sign up process.
This information will be displayed online. Should you need to change these fields, kindly contact Support
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4. Primary Email Address — Enter the email address that booking emails and general communication from
ResOnline are to be sent to. This information will not be displayed online.

5. Primary Phone — Enter the phone number for the property, this information will not be displayed online.
6. Primary Fax — Enter the fax number for the property, this information will not be displayed online.
7. Website Address — Enter the website address for the property, this information will not be displayed online.

8. Qty of Rooms — Enter the number of rooms that ResOnline will be managing for your property. This
information will not be displayed online.

9. Tax Type — Select the applicable Tax Type for the property, this information will not be displayed online.
10. ABN / Tax ID — Enter your ABN / Tax ID. This information will not be displayed online.

11. Property Management System — Should you already have a Property Management System, kindly contact
the company and advise that you want to link your ResOnline Channel Manager to your PMS. They will then
advise how to move forward. If you are using RMS or EzyRes as your PMS, please contact Support.

12. Property Features — Tick the boxes that describe the features available at the property. This information will
be displayed on your online booking form.

13. Contacts — Enter the contact details of both the General Manager and Reservations, this information will not
be displayed online.
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Address

Most of the information in this area is controlled from your Room Operator console; The areas you need to
manage from this area are highlighted in RED below;

ROOMOPERATOR CONSOLE ||:|
Online Distribution
Online Property Details Select Langusge | 7
Froperty Details Address Descriptions Images Resonline Fees Payment Options Booking Policies Security
" _ Fanie Channes
DEGe. ¢ g -
Street Address Drid opet £ Map | Satellite
fal (&) + )
Jack Ginifer El
Address | 38 Burbank fve ‘E < w > Gaynor Crag Reserve =
A
City/Location | Gladstane Park \-@ S g,
oz, ‘%,c ke
State /Region [ vIC | ‘E @ ‘e i
B & & &
- o Y
Postal /ZIP Code | 3043 | _E' Sy & A S .—r“a{‘
St o & o o
Country [ Australia | ¥ oo o 4
Ulg, & S
B o A
Postal Address (Seme as Above) -{E %, &
— o <
= i, by ¥
Address | 38 Burbank fve ‘ ok d,% \_?an 7;
& 1, 7, 3
i i o £ =
City / Location | Gladstone Park ‘ Fas %, % )'_’
& < 5
State / Region | L] ‘ 45 & &
Ay .S ki 6\?\"“9
= £ = Affordable e
Postal fZIF Code | 3043 ‘ i £ g =) Home Loans & &
i o A Mortgage Advice y
Country |Austra\ia v| Katring prve IIZEI',
. Winde; /
Geo-location E 108Mere Creg
— Gabrielle Crg
Latitude  [-37 692701 |
4
Longitude |144.898513 ‘ e e Map data ©2013 Google TermsofUse Reportamap eror
Yol can drag the mariker on the map to correct the focation if needed. We suggest vou place the marker ciosest o the
BRHENCE f0 FOUr propery

1. Address — Enter the street address of the property, this information will be displayed online.

2. City / Location — Enter the City / Location of the property, this information will be displayed online.

3. State / Region — Enter the State / Region of the property, this information will be displayed online.

4, Postal / Zip Code — Enter the Postal / Zip Code of the property, this information will be displayed online.

5. Country — Select the Country where the property is located, this information will be displayed online.

6. Postal Address — If this address should be the same as the Street Address section, click on (Same as Above)
and this will automatically populate the fields below. If this address should be different to the Street Address
kindly enter postal details manually.

7. Geo-Location — Once the above address fields are complete, the map to the right should display your
properties location and automatically populate the Latitude and Longitude fields.
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8. Note - You can drag the marker on the map to correct the location if needed. We suggest you place the
marker closest to the entrance to your property. The map will be displayed online.

Descriptions

Some of the information in this area is controlled from your Room Operator console; The areas you need to
manage from this area are highlighted in RED below;

RRDOooOKedasy
ROOMOPERATOR CONSOLE

] fnowledgebase |

Online Distribution

Online Property Details

Praperty Details Address Descriptions Irmages Resonline Fees

Descriptions

Property Description m

Payment Options

Select Language ¥

Booking Paolicies Security

Check In Instructions m

Save Changes

Welcome to the home of the world's most romantic and luxurious tent accommodation. Escape, relax and indulge in
the unzurpazsed luxury and spectacular surrounds of

& |eizurely drive from busy Brisbane, Alure is nestled in tranguil bushland in the heart of the Granite Bett wine
region. With easy access to the regions outstanding cellar doors, olive and fruit orchards, Alure is sophistication
and luxury combined the uttimste in self contained bed and breskfast accommodation

iz the perfect retrest for couples and romantics who love the best in food and wine. ts heautitully appointed
bouticue vilas and ey terted vills are set on S0 acres well back from & country road on a hiltop, ensuring
privacy, peace and spectacular views,

Our Housekeeper will provide the guests with the keys to the holidsy home. In addition, guests would have to sign
the Rertal Agreement & Booking Confirmation form. Guest will be provided with Self-Travel & Transportation
information which will be extremely useful. Tour packages are available as wel

Travel Directions

Fram Brizhane:

Take the Cunningham Highvway trayeing west by passing lpswich, pass through Aratula and begin the climb up
and on to the Grest Dividing Range through Cunningbams. Gap. Take in the beautitul zcenary of the lush v
rainforest on Cunninghams gap that then opens up to the farms of the Southern Downs. You will then reachithe —

bishevie sl b mf Witsriel Treasl | s sl s Bl Erndand Hiskossw bmnraeds Ghardharne Taba b

|

-2
Business Facilities -

Things To Do

-
- Printer
- Conference Rooms

Explore thiz developing wine region. Yisit the Granite Belt wineries, delightful cafes and restaurants and treat ~
wourgelf to a delicious lunch or dinner. Graze the local farmers market, selecting fresh produce to cook up a
fesst, & gourmet snack or & romantic dinner back at your vils.

-
Pick up & unigue collectible amongst the markets and country stores or brovwse the galleties and museums. IF -
wan'rs faslinn mare advantiivn i@ avhlore the mannificert < rvnondine natinnal karke And =t dave snd hathe in

Car Parking Details a

7
Children and Extra Guest Details

There i ample space for car parks

A cot and high chair are available for babies and young children upon reguest. Please communicate your needs at

time of hooking
Bxdra guests are charged LIZD 30 per person

1. Property Description — Enter a description of the property, this information will be displayed online.

2. Business Facilities — Describe what business facilities your property offers, this information will not be
displayed online.

3. Car Parking Details — Describe the car parking that the property has available for guests to use; this
information will not be displayed online.

4. Check In Instructions — Enter information such as reception hours, after hours check in instructions etc. This
information will not be displayed online.

5. Travel Directions — Describe the directions guests should take from the nearest Town Centre, Airport,
Landmark or Motorway/Freeway etc.

6. Things To Do — Describe/List local attractions
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7. Children and Extra Guest Details — Explain the property’s Children and Extra Guest Conditions and
Procedures, this information will not be displayed online.
8. Save Changes — Don’t forget to Save Changes once done

Images
This section allows you to add an unlimited number of images to your account.

Rbookedsy
ROOMOPERATOR CONSOLE |
Online Property Details Select Language | ¥
Property Details Address Descriptions Images Resanline Fees Payment Options Booking Policies Security
Save Changes
Images

02

Add New Imageﬁ

No file selected.

Tool Tip Text 7
d

\

Y@

Save Changes

1. Add New Image — ‘Click Browse’ and select the image from your computer.

2. Tool Tip Text — (Optional) Enter the text that you would like to be displayed alongside the image.
3. To edit text - Simply click on the corresponding image, delete the text and replace with new text.
4. To delete an image - click on the image in question and click on delete

These images will also appear in the Rooms and Rates section of your account and can be attached to particular

Room Types (see Rooms and Rates for more info)

Page 43



Room Operator Manual v2 | March 14

ResOnline Fees

ROOM OPERATOR CONSOLE

[} Knowledgebase

Main Menu  Reservation Calendar  Reports  Accounts  Setup  Booking Centre Functions Online Distribution Help and Support

Cnline Property Details Select Language | ¥
Property Details Address | Descrigtions | | Images | R line Fees | Paymert Options | Booking Policies | Security |

X Save Changes
Resonline Fees

These details will be be used to charge for Resonline Fees

O Credit card | O Direct Debit

Select either Credit Card or Direct Debit and fill out the details, remembering to Save Changes once done

Page 44



Room Operator Manual v2 | March 14

Payment Options

Here you can customise where money collected from bookings placed on "your website" will be deposited.

ROOM OPERATOR CONSOLE )| Knowiedgenase |

Online Property Details Select Language | ¥ | 1A
Froperty Details Address Descriptions Irmages Resonline Fees Payment Options Booking Paolicies Security
X Save Changes
Payment Options

If you have your own Merchant or Paypal details with one of the following supported Providers enter your details here. This will allow the money collected for future Bookings placed on "Your Website', to
be deposited directly into the account that you have setup with your Provider.

[ No payment details will be coll 1. All bookings will be ful with pay t E
1 will collect payment Manually E

Electronic Gateways

O ENETT E
[ SecurePay E
Online Payment Providers
O PayPal - Standard E
O ERilling Solutions E

Accepted Credit Cards @

| accept the following Cards [ American Express [ Ciners O Jce Mastercard Yisa
swewes [ [ N s B o B o
Surcharge Type | Percent Vl | Fercent Vl | Percent Vl | Percent Vl

Tax and Other Additional Charges to be applied to Each "our Website' Booking

If the country you trade in requires that Additional Taxes or charges are required, eg, WAT, you can enter your specific requirernents here, along with a label to be placed next to each tax so your Guests
can understand what the charge is for h

Label / Description Value Type

| ‘ ” Dollars "‘ Delete

Add a new Charge

|€

1. Tick this box if you do not want guests to have to enter any credit card details to make a reservation via your
own website’s booking form

2. You can choose to collect payment manually - by receiving the credit card details and manually processing

them

You can choose to collect payment through ENETT

You can choose to collect payment through SecurePay

You can choose to collect payment through PayPal.

Here you can select which credit cards you will accept.

No v sw

In this section you can set any taxes or additional charges that will be applied to bookings booked online on
your website

8. This area allows you to enter any extra charges or taxes a guest might need to pay during the booking
process
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Booking Policies

@ bUUK-@ Uy
ROOMOPERATOR CONSOLE

Online Distribution

Online Property Details

Froperty Details Address Descriptions Irmages

Booking Palicies @

The following Policies apply to the "Your ¥Website' Book Button only
Deposits
I require a Deposit of

This depositisdue & gt time of hooking

o] El Days after booking
o] El Days befare arrival

Full payment is due O on arrival

O EI Days after booking

>

Select Language | ¥

Resonline Fees Fayment Options Booking Policies Security

Save Changes

Booking Conditions
Added to payment page and Booking Email sent to Guest

Ifcancelled 1 ar raore days before atrival, the rate eguivalentto 1 nights accommodation will
be charged. —

Guests are ORLY able to make amendments to reservation dates hefore 2 weeks (14 days)
ofthe arrival date

Guestwill he charged a Refundahle Security Deposit of USD $300 upan arrival. This will
cover any hreakagesliterns being stolen/removed fram the holiday horme. Ifthe holiday home
is in good order, a full-refund will be given within 1 month of departure.

REMTAL RULES z
@ Days before arrival
Check In and Check Out Policies
Guests may Check in on or after | 14:00 %
Guests must Check out before 10:00 |+
Cancellations
Cancellation Rule and Fee Actions
[ 1f Cancelled up 1o v|[2 |days beforeanival, [1 | Mights %] of the [total armount (] will be forfeitad
Add
Amendments
Amendment Rule and Fee Actions
Add

Save Changes A

1. Booking Policies — From the dropdown, select Percent, Dollars or Nights and enter the number that applies.
Enter your Deposit and Final Payment due dates.

2. Check In and Check Out Policies — Select your standard Check In and Check Out times for your guests.

3. Cancellations — Click Add to create a new cancellation rule.

4. Amendments — Click Add to create a new amendment rule.

5. Booking Conditions— This is a free text field where you can enter any message you wish your guest to adhere
to before confirming a reservation via your website
6. Save Changes — Don’t forget to Save your changes
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Rooms and Rates

Room types and rate plans created in your Setup > Rooms and Rates section of Room Operator, will automatically drop
into your Online Distribution Rooms and Rates section. Once they have dropped in, please use this area to enter finer
details regarding the room or rate plan only, these fields are highlighted in RED.

Room Types

Mbookeasy

Brittni is logged into the | Brittni's Chalet- Test Console ~ Console | Logout | |00 ELE

ROOMOPERATOR CONSOLE

Online Distribution Help and Support

Main Menu  Reservation Calendar Reporis  Accounts  Setup  Booking Centre Functions

Select Language | e

Rooms and Rates

Delete Room Type
Mew Rate Plan

|T Eedroom Chalet |

I
@ 1 Bedroom Chalet

Room Details a

1 Bedroom Chalet - 3 night Hame

& 1Bedroom Chalet

1 Bedroom Chalet - 1 night

1 Bedroom Chalet - 2 night

1 Bedroom Chalet - 5 night

Availability alerts | a v ‘

1 Bedroom Chalet - 7 night

hotel room only

Madimum Bedding Configuration -

King Bed

hatel room with breskfast

€ € &€ @ & €© €

Single Bed

i 2 Bedroom Chalet
& 3 Bed Chalet King Zip Bed (2 singles) Double Sofa Bed
edroom Chale

Images for this Room @

Select images from your image gallery below that you wish to associate with this room type. To add a new image, go to your
image gallery located under Property Details.

Room types shown in red have no rate plans attached. Rooms without a Rate Plan are not for sale online.
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o 3 Bed Chal Queen Bed Single Sofa Bed
edroom Chalet
© 3 hed Double Bed Single Roll Away Bed
edroom
=) O Room Features @ =
= FAMILY SEAVIEW
Ajr conditioning D Balcony D Barbegue
@ Family Room room 9 Bath O ceiing Fan O coffes Maker
faryer istrevasher nLite
DVD P O pistwash Enuit
(=] Family Spa Room & D Fireplace D Hairlryer In-house movies
In-rootn Sps D In-room safe Irternet access
Irondroning Board KitchenMitchenette Laundry
= Queen Room O O 0
o SEAVIEW D Linen provided Mini bar Mon-=smaking
D Pay movies D Pets Alloweed D Phone
O retrigerator O sate Satellte/Cable Tv
e Test Tour 1
O seit cantained O Separate bathtub and shower Showver
‘e Triple Share Room O smaking rooms Tealcoftes taciities Teafcoffes making faciities
LI Telephone LI Television LI washeridryer
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1. Room Types - Are listed on the Left with a Blue Bed next to each, indicating that it is a Room Type
2. Room Details > Name — Enter the name of the Room Type
>Availability Alerts — Selecting a number in this field will ensure the system automatically sends
you an Availability Alert email once the availability for that room reaches the number selected
3. Maximum Bedding Configuration — Select the bedding configuration for the room
4. Room Features — Tick all applicable features that are inclusive in this particular room type
5. Images for this Room — Tick the image you wish to display as a thumbnail on your website’s Booking Form
next to this particular room type
6. Save Changes — Please remember to save your Changes before leaving the Room and Rates section
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Rate Plans

As with your Room Types, the rate plans you created in your Room Operator console > Room and Rates > Edit Daily
Rates, will automatically add themselves to this Online Distribution Rooms and Rates section. Again, areas that do
require your attention in this section are highlighted in RED, all other auto update from Room Operator.

@ ROOMOPERATOR CONSOLE y Brittni iz logged into the | Brittni's Chalet- Test Console Console | Logout |

MainMenu  Reservation Calendar Reports Accounts Setup  Booking Centre Functions Online Distribution Help and Support

Rooms and Rates Select Languege | ¥ A

= 1 Bedroom Chalet (& 1 Bedroom Chalst - 1 night
& 1 Bedroom Chalet - 1 night
& 1 Beckoom Chalet - 2 night Rate Package ld 121727
& 1 Bedroom Chalet - 3 night @ Hame ‘1 Bedraom Chalet-1 night |
(& 1 Bedraom Chalet - 5 night B" o |
. . escription Qur 1 Bedroom Aparments offer luxury at its finest. Spail vourselfin our fully self contained
2 BRI SfETE = 7 i apattrment Teaturing Spa Bath
‘& hotel room anly
& hatel room with breakfast .
& 2 Bedroom Chalet Standard Guests Included in Price ‘ 2 v|
@ 3 Bedroom Chalet B Mazimum Guests Allowed ‘ 3 v|
= 3 Bedroom Chalet E‘ Extra Adult Charge ‘40 |
@ 3 hedroom n— Extra Child Charge ‘40 | W
= 5 hedroom E‘S‘a“dafdME ‘1UU |
= FAMILY SEAVIEW ear Round Defaults (2]
& Family Room room 9
= Family Spa Room 8 Rate @
& Queen Room Min Nights &
Default Inclusions | ‘
& SEAVIEW These Defaults roll in at manths in advance
& Test Tour 1 Owerwrite Existing Rates [ (Tick this box to aversrite rates entered manually with these Defaults)
& Triple Share Room Last Minute Defaults (7]

M T W
e ] [ (] [ [ mm
mnngns®[ 1 [ ] [ 1 [ ][] /om m

Default IncIusions] ]

These Defaults roll in at days in advance

Overwrite Existing Rates [ (Tick this box to overwrite rates entered manually with these Defaults)
Images for this Rate Package

Each rate plan will inherit the room images chosen. You can override this by selecting specific rate plan images from your
image gallery below. To add a new image, go to your image gallery located under Property Details.

DG Fmtens

G |

Room types shown in red have no rate plans attached. Rooms without a Rate Plan are not for sale online.
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1. Rate Plans - Are listed on the Left, with a yellow dot next to each, indicating that it is a Rate Plan

2. Rate Package ID — This is for internal use only; you will never need to reference this number.

3. Name — The name of this Rate Plan

4. Description — Displays a description of the rate plan that the guest will be able to view on your website when
making a reservation.

5. Standard Guests included in Price — Displays the number of guests included in your Daily Rates

6. Maximum Guest Allowed — Displays the maximum number of guests allowed to stay in the room.

7. Extra Adult Charge — The amount you charge per extra adult, only applies if your Maximum Number of Guests
is greater than your Standard Number of Guests.

8. Extra Child Charge — The amount you charge per extra child, only applies if your Maximum Number of Guests
is greater than your Standard Number of Guests.

9. Standard Rate — Enter your standard Daily Rate, note that this does not feed out or display anywhere else so
don’t worry about this field too much.

10. Images — Tick the image you would like to be displayed next to this particular Rate Plan on the Booking Form
on your website, SEE BELOW for an example of where this is displayed

11. Save Changes - Please remember to save your Changes before leaving the Room and Rates section

Brittni's Chalet - Test Consale 00001

38 Burbank Awve, Gladstone Park, VIC, 3043

Arrival Adults Children  Humber Currency Promo Code
per Room  per Room  of Rooms
| Fizonano1a @ | (2 w| (0w [ pustralian Dallar (AU0) v |

Sa Vo B /e Sa ] Mon
Room 2 2 2 2 2 :] 30

Tue
1

%m Chalet- 1 night -

Room Type Descriptions

1 Bedroom Chalet - 1 night T,
Cur 1 Bedroom Apartments offer luxury at its finest. Spoil yourself in our fully self contained apartment featuring Spa Bath -
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Distribution

The Distribution Screen will show you a full list of all of the Last Minute Websites that are available for you to connect
to. Once you have signed up with the channels you wish to use, if you haven’t already done so, simply click ‘Connect’
enter your username and password and click on Fetch Rooms. Once ResOnline has finished importing your rooms and
rates from that channel, you will need to map them to the matching Rate Plan you have loaded in ResOnline.

[FRROOKEASY o

Online Distribution

Website List

Wehsite
Roamfree com

Room Marager -

Bookeasy

‘rour Wehsite
TripAdvisar

whl tranvel

THA

o887

SANE

0T
Accommodation Guru
Agoda
Booking.com
Bookithlow
CentralR
Check-in.com.au
Dizcover Australia
Entertainment Book
Expedia
Ezibed.com

Galden Chain

mbmdDmnlemn

Status

O Active
O Active

& Active

@ Inactive
@ Inactive
2 Connect
& Connect
& Connect

& Connect

2 Connect

2 Connect
& Connect
& Connect
& Connect
2 Connect
2 Connect
& Connect
& Connect
& Connect

2 Connect

o TN

Select Language | 7

WIDED
TUTORIAL

*
* ok

TOURISM %~

Mew to AAAT?

If you do not have an account with AAAT, click here to sign up with thern first.

Important!
Prior to the connection to AAAT you will need to infarm ther that you are using ResOnline as your Channel Manager. Please click here to send them a
pre-formatted email.

Once connected, Bookeasy will update the AAAT calendar with the following details for 365 days :

v Awailability

v’ Rates

v’ Stop Sell

V" Minimurn Mights per Night
v Inclugions

AAAT will inforrn you of the commission rate and the billing process when you are signing up.
Far any further information on AAAT, please visit here or contact the ASAT support tearm

By clicking Accept and Connect, you are indicating your acceptance of the Terms and Conditions of using the Bookeasy Channel Manager,

= The information above only serves general information purposes, it may be subject to change at any time without prior notice.

Accept and Connect

Always remember to save your changes!
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Specials
The specials interface allows you to create specials around your existing rates.

FRbOoOKedsy
ROOMOPERATOR CONSOLE ||:|

L 5
Add a new Special . .
Spec|a| Sett”‘]gs Copy this Special ] l Dielete thiz Special I
Specials
1 Bedroom Chalet- 1 nightPay 4 Stay 5 What Type of Special ‘ Pay Stay Deal hd ‘
:
1 Bedroam Chalet- 3 night Stay 4 Pay 3 Based on Rate Package \ 1 Bedroom Chalet- 1 night A \
1 Bedroom Chalet- 3 nightiest E" Short Description ‘ Pay 4 Stay & ‘
E—L““Q Deseription | oy Bedroom Apartments offer luxury at its finest. Spoil yourselfin our fully self
contained apartment featuring Spa Bath
@-—This Special can onby be "unlocked' D
by a Promotion Code
.—Deal: If a Guest Pays for nights they can stay for nights.
n Is this Repeatable? (a guest can pay for 8 nights and stay for 10 and so on...)
E—-\lalid far Specific Dates | %
[ 20-02-2013 | @ to |[E] 31-01-2014 | @ inclusive
Days of Week Available For — mon  Tue Wed Thu Fri Sat Sun
O
Excluding these Dates
@— e [ 24-12-2013 |to|[=] 02-01-2014
[ Add a Date Range ]
Booking Date Restrictions
[ 20-02-2013 | @ to |[#] 27-02-2013 | @ inclusive
- o o]
Any Last minute or advanced purchase Yaz W
restrictions? -
Must be booked days hefore arrival 0
Search Rate Package Id 22151908

£

You can be as creative as you wish with options to include or exclude dates the special is valid for along with setting the
bookable dates. Any specials you create here will be available on your own Website if you are using the booking button
as well as being displayed on Roamfree if you have set this channel to "active".

1. Click ‘Add a new Special’

2. What Type of Special - Select what type of Special you would like to offer

- Percent Discount — Reduces your rates by the specified percent

- Dollar Discount — Reduces your rates by the specified dollar amount

- Stay Pay Deals — where a guest can stay for (e.g.) 4 nights but pay for 3

- Package Deals — Where you can include things like dinners, breakfasts, tours etc.
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3. Based on Rate Package — Select the rate plan from the dropdown list that you would like this special to pull its
availability from.

4. Short Description - Enter a Short Description of your Special
5. Long Description - Elaborate on your short description in the Long Description Field

6. This Special can only be Unlocked by a Promotion Code — Should you decide that you want your special to appear
only after a guest enters a promotion code on your booking form, please check this box. The system will then ask you to
select the Promotional Code that you want to attach to this special.

7. Deal: If a guest stays for — Enter the values of the special, note this section only applies to Stay Pay Deals.

8. Is this repeatable? — Check this box if you would like your stay pay deal to apply to bookings containing more nights
9. Valid For — Here is where you can setup validity dates for the special, kindly note that this field refers to Travel Dates
10. Days of the Week available for — Select the days of the week you want this special to be available for.

11. Excluding These Dates — Enter any date ranges that you do not want the special to be available for that fall within
your Valid Dates period.

12. Booking Date Restrictions — Enter any date restrictions that you do not want to receive bookings for this special on.
Kindly note that these restrictions are in relation to booking date, so should you set this to Feb, the special will not
appear as available if the guest is making the booking in Feb

13. Last Minute or Advanced Purchase Restrictions — Selecting Yes will prompt the system to display - Must be booked —
then you select either at least or greater from the drop down box — enter the number of days — days before arrival.
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Extras

Booking extras are a great feature that will allow you to sell extra products or services to your guests when they are
making a booking. You could offer services such as airport transfers, daily breakfast or tours etc. The extras feature has
been designed to allow you great flexibility in how you wish to sell your products.

The options include...

- Per Booking Extra — ie: Bottle of wine on arrival

- Per Night Extra —ie: Fold up bed

- Per Person Extra — ie: Breakfast daily

- Per Quantity Extra —ie: Dinner Vouchers

ROOMOPERATOR CONSOLE

Booking Extras e
| |
Book"']g Extra Sethngs Copy this Booking Extra ] [ Delete this Booking Extra I
Booking Extras
Houze Wing What Type of Booking Extra | Per Booking ~ |

& hattle of wine @-‘Sh“” Description | Housze Wine |
E" Long Description [ B of qur House Yine

@—- Amount | a0

Only for the Rat:
@—- niy for these Rate - L |1 Eedroom Chalet-1 night Vl

e |1 Eedroom Chalet- 3 night Vl

e |T Bedroom Chalet-5 night Vl

Add a rate package

B" Only for these Room Types e | 2 Bedroom Chalet ol

Add a room type

1. Add a new Booking Extra — Click here to add a new Extra

2. What type of Booking Extra? — Select the type of Booking Extra you are offering;

- Per Booking — will apply the Extra Cost once per booking

- Per Night — will apply the Extra cost per night booked

- Per Person — will apply the Extra Cost per guest booked

- Per Quantity — will apply the Extra per number specified by guest on your Booking Form
3. Short Description — Enter a short description of the Extra being offered.
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4. Long Description — Elaborate on the details of the Extra you are offering.

5. Amount — Enter the dollar amount that you want the system to pply to the guests booking once Extra has been
selected.

6. Only for these Rate Plans — Should the Extra be available for certain rate plans only, please select them here.
7. Only for the Room Types — Should the Extra only apply to particular Room Types, please select them here.

Extras will display on your Booking Form on your website, as per the below; Should the guest like to add an Extra to their
reservation, they simply check the box next to the desired Extra, chose the quantity and the cost will be added to their
reservation. Please note that any Extras booked, will display on the email confirmation sent to both yourself and the
guest.

Make a booking

Your Booking
Property Arrive Accommodation
Brittni's Chalet - Test Console Fri20 Sep 2013 at 2:00 PM AUD $495.00
Meibourne Afrpart
Depart Booking Conditions:
Room Type Mon 23 Sep 2013 at 10:00 AM Cancellations withing 7 days of anival: Full Fees Cancellations
1 Bedroom Chalet - 1 night within 14 days of amival: 1 Night Fee
Adultts 2
Children 0
Booking Extras
House Wine
[] ©ne per booking ALD $20.00 Bottle of our House Wine AUD $0.00

Booking Extras Total AUD $0.00
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Promotions

The promotional code interface allows you to setup a discount to offer your guests when they enter a valid code into the
booking form.

Once a guest enters in a valid promotional code, the discount will be applied and the particular rate plans highlighted.
The discount will then flow through to the booking page and e-mail correspondence sent to you and your guest.

A promotional code can be valid for all rates and specials or just the ones you choose.

There are many ways you can use Promotional Codes to increase sales from your website.

You can...

- Create an e-mail campaign and motivate guests to book by providing them with a code to receive a discount

- Create a code so that your corporate clients receive their special discount

- Create a "Past Guest" promotional code and provide to each guest as they check out

- Provide to a travel agent so that they take their commission and only pay you the net amount at the time of booking.
- Add special links to your website that automatically add the promotional code to the booking form when clicked.

Tip: If you want a promotional code to be valid for a specific period, create a special first and then attach the code to

that special.
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ROOM OPERATOR CONSOLE Brittni is 10gged into the [ Brittni's Chalet- Test Cansole — Console | Logout | [0 1]

Online Distribution

Promotions @

Promotions

SaLE: 20% off room rates @" Promotion Code SalE
@' Description 20% off room rates
@Prommion Type Fercent Discount -

@Applya 20 | % discount to the Standard Rate for the entire booking.

B- Applies To All Rate Packages |:|

Tick'the Rate Packages you want this Promotion to be applicable to

Promaotion SettlngS l Copy this Promaotion I l Delete thiz Promaotion

1 Bedroom Chalet
1 Bedroom Chalet - 1 night

n_ 1 Becroom Chalet - 2 night
1 Bedroom Chalst - 3 night
1 Bacroom Chalet - 5 night

1 Bacroom Chalet - 7 night
D hatel room anly .

@-Applies To All Specials |:|

Tick'the Specials you want this Promotion to be applicable to

m D Pay 4 Stay 5 - 1 Bedroom Chalet - 1 night
D Stay 4 Pay 3 - 1 Bedroom Chalet - 3 nighit
[ test - 1 Bedroom Chalet - 3 night

1. Click "Add a new promotion"
2. Of Copy this promotion, to copy an existing promotion.

3. Enter the promotional code. This is the code the guest will need to enter on the booking form, see below. It is not
case sensitive; however for the discount to apply your guest must enter the exact code.

4. Add a description. This will appear on the e-mail correspondence and payment confirmation page.
5. Enter the type of promotion. It can be either a percent or dollar discount.
6. Enter the amount.

7. A promotion can apply to all rate packages or specific rate packages. Tick this box if the promotion is to apply to all
rate packages.

8. If the tick box in point 7 above is not ticked, then you will see a drop down list of all your rate packages. You can then
choose which ones the promotion is to apply to.

9. A promotion can apply to all specials or specific specials. Tick this box if the promotion is to apply to all specials
packages.

10. If the tick box in point 9 above is not ticked, then you will see a drop down list of all your specials. You can then
choose which ones the promotion is to apply to.
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Questions

The booking questions feature allows you to add particular questions to your website that guests will answer during
their booking process.

Question Types

The booking questions module provides a lot of flexibility. You can ask....

A Yes / No question. Example, “Would you like a non smoking room”

A Text question. Example “Please let us know if you have any specific dietary requirements” Your guests can enter,
in a text box, their specific requirements

A Multiple Choice question. Example, “How did you hear about us” and then provide a choice of answers such as
“Newspaper” “Google” “Friend” etc.

You can also enter an alert only. This is where you would like to add specific information to for the guest. Example,
“Don’t forget to bring sunscreen and a towel”

Is the question compulsory?
Once you have created your question you can choose if it is compulsory that the guest answers.

Is the question for a specific room?
You can also ask specific questions for a room type. For example, if you have a room that has a king zip bed in it,

you can ask if the guest would like a king bed or two single beds.

Booking Questions F
| Add a new Booking Question ‘
Booking Question Seﬂings Copy this Booking Question | | Delete this Booking Question |

Booking Questions
What Type of Bocking Guestion Maore (St Onby)

11 =

Smoking or Mon-Smoking
—please choose —

How did you find us 2 | Guestion Yes or Mo
Tent
Mew Booking Questicn Compulsory Answer Muttiple Choice

Cinly for these Rate Packages Add a rate package 3
Cnly for these Room Types Add a room type

Save Changes
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Booking questions will appear on the page where the Guest is asked for their details.

Booking Extras
Bottle of Wine

[l © + Adutts AUD $1.00 pip

Per Night Extre

[[] AUD $20.00 each for 1 nights

Your Details

» Children: AUD $1.00 pip

This is a bottle of wine AUD $0.00

AUD $20.00 Per Night Extra AUD $0.00

First Name

Last Name

Address

City

State/Region

Postcode/Zip

Country Please Choose

Phone

Email

Special Reguests
including spprox
arrival time

Booking questions will
appear here.

How did you hear  —please choose—
about us

Do you have any
dietary
requirements

Would you likea  —please choose—
smaoking room

Booking Extras Total AUD $0.00

Payment

Accommodation $1.00 ALD
Booking Extras Total $0.00 AUD
Total Cost (Inc Tax) $1.00 AUD
Amount Due Now $1.00 AUD
Available Payment Methods &) WISA © a

Make Booking

clicking 'Make Booking' you acceptthe Terms & Conditions of purchase.

acurity E
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Booking Form
ResOnline’s Turbocharged ‘Booking Form’

More than just a form...FesCnline offers you much more than just a booking form! Check out this demonstration below:
You can see the different ways it can be integrated into your site by following these links to sites that are already
using the same technology you could have for your websitel

] _
- <= e =
= siTEETCimm

= :l = i
= M . = =
Integrated Form multi-property Form

Wiew Dermo YWiew Dermo YWiew Dermo

The ResOnline ‘Booking Form’

specifically designed to turn your web traffic into bookings;
fully integrated widget embeds into your wehsite;

lets users stay on your website to view availability and rates;
integrates with the online distribution channel manager,
allows you to have a complete e-commerce booking site;

LALLAK

gives you plenty of options to be incorparated into your website the way ¥ O want.

All this, with just a few simple additions to your web page!

To implement this technology on your own website and allow for commission free bookings to be made, please direct
your web developer to the Booking Button section for your ResOnline account, alternatively, please contact the support
team here at ResOnline who can supply you a quote for this work to be done.

Page 60



Room Operator Manual v2

March 14

Yearly Deals

PDOOKeds

ROOM OPERATOR CONSOLE

Single Rate Plane Update

Once you have completed Setup, head over to Yearly Deals, next to Rate Plan, there is a drop down box, click on the
arrow and select one of your Room Types (do not select a channel, this is optional). A Calendar should appear with 5
Tabs at the top; Availability, Rates, Stop Sell, Min Nights & Inclusions. This will always be set on Availability when first
opened.

Y

Brittni i logged into the | Brittni's Chalet- Test Console

All of the data that has been entered during the Setup process should have dropped in automatically to your calendar.
Select each tab and ensure that the data has moved across correctly.
See below for an example of the Availability View, see following page for an example of the Rates View

censor Logou | [T

Online Distribution

Yearly Deals

Single Rate Plan Update Bulk Update Channel Overrides
Rate Plan: |1 Bedroom Chalet-1 night | | — Standard Rates — v
Availability Rates Stop Sell tin Mights Inclusions
Seasons @ Selectable Days

—Seazons — S

Dielete Season

Mor | Toe | Wed Thu

Sep 13
04| 02| 03

Oct 13
150 150 150

Mo 13

Dec 13
o1 oz

Jan 14
150 150

Feb 14

Mar 14
o1 0z oz

spr 14
120 120 120
o1

My 14
120

L]

Create Season

Fri Tue | wed
04 05 05 07 03 o3
100 400 400 150 150 150
o1 0z o0z 04 05 i3
150 150 150 150 150 150
o1 oz oz o4

100 150 150 150

1k} 04 1l 08 a7 ik
100 400 400 150 150 150
o1 0z 03 o4 05

100 400 150 150 150

o1 0z 03 o4 05

1200 120 120 120 120

o4 [ (=3 a7 o2 o9
1200 120 120 120 120 120
oz ik} o4 o5 08 a7
1200 120 420 120 120 120

Thu

150

o3
150
i3
150

i3

120

[MIMan [#]Tue [Plwied [F]Thu [#]Fri [¥]5at [¢]Sun

Tue Thu Mon

23 24

00 400 150 150

20 21

23
150
20
120

20

120 120 1200 120 120

Clear dates

Clear

Fri T v

20 21 2z 23

1500 450 150 150

25 25 27 28

100 400 100 150

22 2z 24 25

180 150

20 21

100 100

24 26 26 27

100 400 100 150

21 22 23 24

1200 120 120 120

21 2z 22 24

120 120
25 28
1200 120

23 24

[ o)
Select Language | ¥
) sdlac esalect | TR 1o ght or ghoups
Change Rate to
‘ ‘ l Save ]
Tue  wed  Thu
24| 25| 28| 27| 28| 29| 30
150 150 150 150 150 150 150 u
29 300 3
180 150 150
25 27| 28| 28| 20
180 150 150 150 150
24| 25| 26| 27| 28| 29| 20| 31
150 150 150 100 100 100 150 150
28| 28| 30| 31
150 150 150 100
25 26 27 28
120 120 120 120
25 28 27 28| 28 20 21
120 120 120 120120 120 120
23| =0
120 120
27| 28| 23| 30| 31
1200 1200 120 120 120

1200 420 120 120

|=
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e N e
@ ROOM OPERATOF{-C':Q\iéAOIFE J Brittni is logged into the | Britini's Chalet - Test Console Console | Logout | l:l

o] '
Yearly Dea|5 Select Language
-
Single Rate Plan Update Bulk Update Channel Cwerrides Ll
Rate Plan: 1 Bedroom Chalet-1 night || [ — Standard Rates — v
., Click cells to 1 s, Click and drag left
= - - 115 select / deselect to right f
Awailability Rates Stop Sell Win Mights Inclusions J select /deselec " gkt torgraup:
Seasons @ Selectable Days Clear dates Change Rate {0
— Seazans — v [Flwon [#Tua Flwed M Thu FIFri [#]Sat [ Sun 175 LE::L
Delete Season Create Season LY
Mom | Tue | Wed Thu  Fri Mon | Tue |wed  Thu | Fri Mon | Tue  Wed  Thu | Fri Mon | Tue | Wed Thu  Fri Mom | Tue | Wed Thu | Fri Mon | Tae
Sep 12
150 450 150 1500 1500 1500 150 150 150 150 150 N
Dot 12

150 1500 150 100 100 100 150 150 450 150 100 100 400 450 450 150 150 1000 400 100 1500 150 150 1500 400 100 100 150 150 150 450

Mow 13
150 150 150 150 150 150 150 100 150 150 150 150 150 150 150 150 150 150 150 150 150 150 150 1350 1580 150 150 150 150 150
Dec 13
100 150 150 150 150 100 100 100 150 150 150 150 100 100 100 150 150 150 150 100 100 100 150 150 150 150 100 100 100 150 150
Jan 14
150 150 100 100 100 150 150 150 150 100 100 100 150 150 150 150 100 1q Clickand Drag§ 150 150 100 100 100 150 150 150 150 100

Feb 14 k

100 100 150 150 150 150 100 100 100 150 150 150 150 100 100 100 120 120 120 120 120 120 120 120 120 120
Mar 14 .

120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120120 120120 120
Bpr 14

1200 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120 120

From here you can change Rates and Minimum Nights as well as adding or removing Stop Sells and Inclusions. To do this,
select the corresponding tab e.g. Rates, click on a specific date to select or click and drag to select a entire date range.
Your selection will appear in Blue

To change the rate for your selected dates, enter the new rate into the ‘Change Rate To’ field and click Save.
Your selection will have updated to your new rate, in the above example, $199
To clear your selection, click in Clear Dates.

Bulk Update

From the dropdown Menu, select what you would like to update, whether it be Availability, Rates etc.
Select a room type

Select Dates

Select Method — (Set To, Increase By, Decrease By)

Input Number and Save

NOTE — Availability must be controlled via your Room Operator console, should you try to amend availability from Yearly
Deals an error message will be received, advising you to take action in Room Operator instead
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Rate Plan
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Select the filter (Rates, Min Nights or Stop Sell)

Select the Month

Month | Sep-2013 v

Clear dates

L] 04
Thu Fri

Select Language | ¥

| [ Save and Clear

Change to: |

The section operates much the same as the Yearly Deals section, the only difference is that you are viewing one month

at a time instead of the entire year.

From here you can change Rates and Minimum Nights as well as adding or removing Stop Sells.

NOTE — Availability must be controlled via your Room Operator console, should you try to amend availability from Yearly
Deals an error message will be received, advising you to take action in Room Operator instead

Support

Should you require any further assistance while using ResOnline, please refer to the Support section which can be found

on the Home Page. Here you will have access to a full knowledge base and video tutorials to help guide you, step by

step, through the ResOnline system.
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