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NOT AN AAXSYS MEMBER YET? CALL FOR 415-447-2097

We show you the money. View your current and past receivables by your own sorting preferences,

and close out departed guests with zero balances. Another time - and money - saving feature from Aaxsys.

1 first, log in to get to your personal

2 from the select
3 you will now be on your — I
4  select by preference:

a by client number (as in our example)

b by unit code —_— |

c by last name
d by company code

5 check box to _

guests; you can use this feature m

to recall previously closed reservations
6 click on
unlike other corporate housing \
operating systems your reservation and
guest accounting information always
remains in Aaxsys — even if you
‘delete’ the property!

7 click

o

XEXX

: invoices, payments, credits,
refunds and balances

2 there will be a check box next to the entry for

I

3 if you wish to close out these departed
guests —an alert
window will open asking you to confirm your
request to close out the guest; to confirm

click “OK”
4  after you have finished,

Aaxsys will close out the display of this
record - but remember, these can be

recalled at any timel!
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