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Workin’ the Reservation Board

Heservations

Reservation Board

Click on Reservation board - 1° page Reservation Preferences filters the reservation
board by features of choice

Reservation preferences

Selection criteria

nz/odfzno? Reservation beoin date
I:I Bedrooms
| | iz rent
@ morthly  Oiweekly O Daily | Showing rates [] | Peal
| | Apartment code fiter D R
Sofabed

| | Building R sofebeds

[] | Cable
(ALLREGIONS  |v| Region

[] | Parking
(ALLGROUPS || Apartment group

[] | Pets (accepted)
45 daws » Board extension
| ! [ ] [1 | smaoking

Meighborhood

| | FarRernes [] | High-speed internet
| | city [1 | Security
| Country

'@' Showy furnished Apartmernts {:} Showy unfurnished Apartments

‘Proceed’ - opens the reservation board

Date: Starts board forward or backward: days — months — years
Rates: Choice to show: monthly — weekly — daily rates show on board
Board Extension: 45-180 Days for the start date

Sort Combinations: Over 24 separate options

2 Separate reservation boards

a. Furnished inventory
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b. Unfurnished inventory
Click on “Proceed” » 2™ Page is the Reservation Board

The Reservation Board

| elesl [Flefe] Jrlefe| Jriels| [Flefe] [Flefs| | [ ][ MiaRR| palR] miaje] pajalr] |
| Code |  adiress  JRermosTIFls|smIThelT|FIs |s T T [F s s [T T IFs |5 jmiT b T FIs|s T wITIFs s [T T
| [1l2]s|afs(s[r]s|stofuireJsfrafsieeirsiiolaoftizeasioaipsiaserioele [2]3  als s 7 [s s ot rafralts

BARRINGTONOT 5775 Summerplace Par 802 11 HR FRREERERRRERRRRRRRRRRRRRRRER R
52100 150 Summit Place 13200 11 HRRRRRRF{F{RF{F{RF{RRRRRRRRRRRR RIRRF{F{RRRF{RRRRR

c3410 150 Summit Place. 1320 11 MRRRRRRRRRRRRRRRRRRRRRRRRRRRR I
c3544 150 Summit Place 1320 11 MHHHHHHHHHHHHHHHHHHHAA HHHHHE
PARKPLACEL  e002dh Sweethot 1320 1R RRRRRRRRRARRRARRRRRRRRRRRRR[Y

PARKPLACED 600 24h Streethot 1320 11 ABEEEEEEA

RIDGECROSSIM 100 Tree Crossing Pa 1042 11

WAROL 3001 Gallerialoods 2172 22 MrRRRRRRARRRRRRR

Reservation board fields:

Code: Codes reflect Building & ‘unit’ numbers: NO two codes can be alike

Address: Building Address — Unit Number should be in the Code
RET/M: Price Category is chosen on Preference page: Daily; Weekly; Monthly
BB: 11 - 21 - 22 - 32 etc.

Calendar: Start date is chosen on Preference Page: Defaults to Today’s Date
Reservation colors:

1. Green: Internal staff

2. Pink:  External Users — Reservation or Hold
3. Yellow: Internal Staff Hold

4. Black: Block time with no reservation

Arrival & Departure Dates:

. Blue ‘A’ & ‘D’: Click to view Reservation Details ***

2. Red B
a. Back to back reservation — same day departure/arrival
b.  Click to show details on 2 reservations back to back
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C. Click on underlined reservation number for detail

3.  Blue ‘D’ with Red border: Confirmed Departure: Guest gave notice
4.  The ‘light-colored ‘R’ is to ‘view’ reservation detail for ‘long’ bookings

Click on: the “A” (Arrival) or “D” (Departure) or ‘light-‘R’ to view reservation details.

Client main page {including invoices and payments)
(&) Edit Reservation ' Cancel Reservation ' Copy Reservation
Departure date not caonfirmed Confirm departure date
Reservation information {(Res. # 48942 2007-01-30 09:51:11)
Reservation Agent AAHEYESS . .
] This address is & Business ¢ Persanal
Client Last Name |Parker |
Use for billing & vES MO
Client First Name [Mick |
) Address 1 |1 01 California St |
Unit code [FSBC2417 |
Address 2 |Ste # 2345 |
Reservation begin date |E|1 J2greno? |
Reservation end date |02/28/2007 | e [Sen Francisco |
servation en e
state
# of People
Zip 94111
Company |IEEM |
Country s, |
Contact |._Iane Janes | | |
: Contact Phone |475-447-2000
Rent type b | O iDay & iMight
Contact email |aaxsystechnology@yal
Rent 3200.00
) Credit card 2345 3345 343 27000
Deposit L0000
. Holder |Ni|:k Parker |
Expiration dat
Tax 00000 wpiration date |Jan [Vl 2009 [V]
CWwW2 (CSC 123
Client type | CORPOPATE  |v| e
Note about this reservation:
[ Update Resersation ] [ Reset ]
Client Main Page including Invoice & Payments: Click to view All Guest

Accounting

Clickon: » Edit - Cancel - or Copy a Reservation

1. The Tab at the bottom of the screen changes to reflect the Action:
2.  Always click on the Tab at the bottom of the screen to confirm ANY Action:

Departure Date Not Confirmed:



Click on Confirm Departure Date when a guest has given ‘definite’ move out notice

1. This activates the ‘Red Square” around the “D” on the reservation board
2. Click on Confirm Departure Date once more to reverse the notification
3.  The ‘Red Square around the “D” disappears

Update Reservation | Reset

ALWAYS — use this when changing any reservation information

Reservation information (Res. # 48942 2007-01-30 09:51:11)

Information at the top of the reservation form displays”
1. Reservation Number
2. Date the reservation was made &
3. Time stamp

PR AT aaxsyszs  Click on: = icon in this form to view agent
information

Secondary user information page



https://www.globalaaxsys.com/cgi-bin/edituser?L=aaxsyszs&User=IHDGBFBIJBGICCDFHIIHBGGBBGIFGBBBCBIHDBBFCAACAJGAJCBCABGGACBAFIBDEDFGHCDFCEBDHFFHBIHBBHHGGEBBBBGGHBBBDGBBBHHJDBEFEBGGEDEJMS:http://www.aaxsys.com&Action=ShowInfo

User Information

U=er login code AANSYELS

U=er full name Zova L. Smithton

Company name Aaxays Technology

Addresz (1) 2800 Van Ness Ave

City San Francizco

State Za,

Zip 94109

Country LSa

Email address aaxzystechnologyidyahoo com
Phone number 415-447-2049

Morthly rate markup | 0.0000
Weekly rate markup | 0.0000
Dozily rate markugp 0.0000

All User information is viewed from this icon.
The Reservation agent can be contacted directly from the Reservation Board

1. Call for more information
2. e-mail ‘directly’ from this form on the reservation board

USE: the “X” at the top Right of your internet browser to deactivate this
screen

] A ; DNLG9321 900 Bush St. 3200 11
Click on the ‘Unit Code’ to:


http://www.aaxsys.com/cgi-bin/getprop?User=IHDGBFAIJCGICCDFHIIFBIABBIFGDCBABBGFGBCFBADCCGGHACCDECAEFCAAFHIFCBDHHDFBBDBGHFCDBBGBEGGGHBBBBBHGHBBHDJFEBFGFGEEDDBEFJDDFMS:http://www.aaxsys.com&PN=8318&BD=2-9-2007&ED=3-11-2007

“ieww This Unit

Lnit Reservation Calendar Rates: Daily 100 Weekly 0 Monthly 3200

Main Page for Linit

[ Mew Besersation

] [ Create Hold ] [ Create Block ]

Current Unit Features

Basic Kitchen & Electronics

Tv 3

Unit code DRLGEY9321 s

_ Cable T

Meighborhood South of Market o

Unit name La Galleria Microwave EL

Address 800 Bush St. DVD i

City San Francisco Fast Internet e

Sjtate CA Iron

Zip code 94108 Cven 5;{'

Phone 415-447-2040 .
Dishwasher T

Living Amenities

Deck

Bedrooms 1

Bathrooms 1 View

Bed si o Garden

Pe :lzes SUEEH# y Patio

D:ar_ ng Hace Sauna

iningroom Area Health club
Accommodates 2
Smoki Common pool
moking

Washer/Dryer

Pets . ve
Security s

Unit rates:

Daity 100 Weekhy 0 Monthly 3200

Mew Besersation ] [ Create Hold ] [ Create Block

Close this window

s~

View This Unit: Displays Unit as seen by the public through search availability
Unit Reservation Calendar: ‘Red Color Indicates Reserved Dates’

View Rates Daily — Weekly — Monthly:  Rates: Daily 100 Weekly 1000 Monthly 3200
Main Page of Unit: Click through to View Unit set up detail



Wiew This Unit  Unit Reservation Calendar Rates: Daily 100 Weekly 0 Monthly 3200

Main Fade for Unit

[ Mew Resersation ] [ Create Hold ] [ Create Block ]
Current Unit Features
Basic Kitchen & Electronics
Twv 5;{'
Unit code DMLGE321
Neighborhood South of Market Cable ot
Unit name La Galleria Microwave E
Address 900 Bush St DVD S
City San Francisco Fast Internet ;L{.
S_tate CA Iron
fip code 94108 Oven E:{'
Phone 415-447-2040 o
Dishwasher P
Living Amenities
- ’ Deck
B:t r:uums ! View
- rl-]ums g Garden
Pe :zes SUEEH# N Patio
[:r- ing JD‘pace Sauna
iningrootm tes Health club
Accommodates 2
— Common pool
mokKing
Washer Dryer
Pets i ve g
Security o

Unit rates:

Daily 100 Weekhy 0 Monthly 3200

Mew Reservation ] [ Create Hold ] [ Create Block

Close this swindow

1. Make a Reservation: Click through to the Reservation form - (R)
2. Make a Hold: Click through to a hold screen — (H)
3. Make a Block: Click through to a *Block™* - ******x****

Reservation Input Screen
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New Reservation Page: Red Fields are Mandatory

Rent Type:
Chose: Monthly — Weekly — Daily Rates
Per Day: Includes billing departure day

Per Night:  Calculates nights — no Departure day charge

Pricing is automatic from the unit set up
Client Type:  For Reservation Statistics by Catecory
Corporate
Private: Independent traveler or paying privately
External:  All non-staff user statistics;
Government

Choice of Billing Address: Choose Business or Personal
Credit card information: Secure

Note about this reservation - internal only — not for invoice

Submit the reservation: Migrates to the billing page
Reset: Clears all information from the form to start again



Reservation information (Member: AAXSYS)

Reservation Agent AAHENS

This address is & Business ¢ Personal
Client Last Name | |

Use for hilling &+ vES MO

Client First Name | |
Unit code DNLGE321

Reservation begin date | Feh vl 10 vl o007 vl Address 2

|

|
Reservation end date kA ar VI 10 VI 2007 VI Ciby |
# of People: |:| State I:I

Company: [getinfo) | | Zip I:I

Address 1

Contact | | Iy | |
Rent type O Day @& iNight Phone | |
Fo— ] Email | |
Deposit Credit card | |
One-time fees RRAtE] | |
Tax (stay < 30 days) Expiration date | Feh VI 2007 VI

Client type: | [v] cwz2icsey ||

Hote about this reservation:

[ Submit reservation ” Feset ]

2. Guest Billing Period Confirmation Page

a. Use Back arrow if incorrect
b. Proceed if dates are correct

Please confirm guest billing period

New Billing Period

The fallowing is a suggested hilling period based on reservation dates
Billing period start date: | 02/11/2007 Billing period end date:| | 03/11/2007
(Billing covers the period MOT INCLUDIMG the hilling period end date)

FROCEED

Guest charges page
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Confirm all charges are correct or

Use Back arrow to reservation page to correct
Choose to ‘Create’ an invoice or ‘Not’

“Make a Reservation”

The following charges apply to this reservation:

o] Oescrion ——— Jamoun] — ome

Rent 02/11-03/11 320000 021112007 07.24:34 AM
IN Security Deposit Invoice 10000 020172007 072434 AM
I NYC Room Tax per night 02/11-03/11 # 0.00 Q2/11/2007 07:24:34 AM
I NYC Room Charge per night 02/11-03/11 4 0.00 Q2/11/2007 07:24:34 AM

Totals 3300.00

Select the mode of reservation:

@ Create an invoice record automatically based on the above charges
(O Mo thanks, just make the reservation without creating invoice

[ FMake Reservation

Reservation Number assigned

Click Client main page for accounting database
Click client financial statement to view invoice
Client Invoice number assigned
Different from Reservation number

Reservation posted: Reservation No: 49117

Client expenses entered into the database

Clicls here for the suests financial statement

Chcle here for the guest man page

Client Main Page

Accounting ‘links’
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Client invoice: engages full statement

Client Invoice last balance

Edit invoice records: Delete or edit information

Edit Payment Records

Add Invoice record: Manual charge input

Add Payment record: Input client payment here
New Billing: If adding manually

Recalculate Rental Charges pulled from Unit record

Two Addresses — Personal & Business:

Choose either one for an alternate billing address
This page displays: All guest financial information
Set Master — Dependent - &/or Master invoice # if dependent
Save’ client information if edited

Client Notes: Internal Only

Main Menu Options | Be-login | Return

O Client Invaice (Fulll O Client Invaice (Last Balance) O Editinvaice records

O Edit payment records OAdd invoice record O Add payment record
O Mew Billing O Re-calculate rental charges
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Client Information {(Client # 131196)

Client Address Contact/Company Address
) Use this address for hilling () Use this address for hilling

| |JaneJDnea |
FirstName  [Nick | T 415-447-2000 |
Address1 | | M|am5ystechnulugy@yaﬂ
| |

| |

|

|

LastName |Parker

Address2 | Company |IEHv1
City | Address1  |101 California St
State [ ] Address2  |Ste #2345
Zip |:| City |San Francisco
Country | | State
Phone | | fip
E-rmail | | Country  |USA
Financial Rental

Deposit Propertycode  FSBC2417
ERE Begin date 2007-01-28

End date 2007-02-28
Short stay Tax Rent
Credit card 23453345 34327000 | oo
Creditcardtype | | Client type | CORPORATE ||
etz (e # People
Expiration date | Jan VI 2nog VI Agent
Last hi_ui_ng 2007-01-28 Account code |:|
Next hilling 2007-02-28

Relationship to Other Clients

Master vE5 () nO (%) Dependent vES () po (30 Master client nu|

[ Sawe Client Information ]

Guest Notes:

Client invoice: engages full statement
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AAXSYS TECHNOLOGY
2800 Van Ness Ave.

San Francisco CA 94109
Tel. 800-747-7784

CLIENT CHARGES, PAYMENTS AND REFUNDS UNTIL 02/11/2007

Client/Billing address Reservation information

Parker,Nick Guest Mo 131196

IBM Agent: aaxsyszis

Contact: Jane Jones Unit: FSBC2417

101 California St. Address: 201 Harrison

Ste # 2345 FPhane: 415-447-2040

San Francisco CA 94111 otart date: 01/28/2007

UsA End date: 02/23/2007
Class Reference # Description Date Amount
CHARGES:

374005 Rent 01/23-02/28 2007-01-30 3200.00

374006 security Deposit Invoice 2007-01-30 500.00

374007 Deposit to Hold 2007-01-30 500.00

Total charges: 4200.00
PAYMENTS:

Total payments: 0.00

Balance due 4200.00

[ =end by e-mail ta the guest ]

Printable version

Text (letter) version

3. Client financial statement

a. View All client, unit information & charges
b. Send the invoice by e-mail
c. Print & fax or Mail

d. View text letter version that e-mails

Add an invoice record: Can add more charges manually from this page
14




| Main Menu Options | Re-login | Return |

Current Client Expenses
No Trans No Vendor Amount Description DueDate Entered Date Action

T 374005 320000  Rert 01/25-02/28 2007-04-30 SYSTEM  2007-04-30 Edit Del
I 374005 500,00 Security Depostt Invoice 2007-01-30  SYSTEM  2007-01-30 Edit Del
A 374007 500.00 Deposit ta Hold 2007-01-30  ssxsyszs  2007-01-30 Edit Del

Add mvoice record

Add Payment record: Input client payment here

New Payment Record Information

Ertry type | Fayment [VI

Dezcription (50 chars) |

Select cost code | *LTRAY [v]
Check date |Feb [v]11 [v] 2007 [v]
Check no (RERERIEE) | |

[ Add payment record ]

Edit Payment Records: Click on Edit or Delete to access individual Records

Can Also Add a New Payment Record from this application

| Main Menu Options | Re-login | Return |

Current Client Payments
Mo Trans Mo CheckMNo CheckDate Amount Description Entered Date Action

i 374138 2007-02-11 500.00 Rent Deposit aERsySs 2007-02-11 Edit Del
I a74139 2007-02-11 270000  Rent 01-28-2007 to 02-25-2007 asxsys 2007-02-11 Edit Del
Add payment record

*** Remember to ALWAYS Use the CORRECT Cost Code for the Category Entered ***
This Allows you to Run Reports by Cost Code for All Payments & Charges
Per category for tax reporting & Totals for P & L's

Add a New Invoice Record:
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Mew Invoice Record Information

Ertry type | Imwoice M

Des=cription (50 chars) | |

Select cost code |*STFI><ED [One-time Rental Fees) kl

Due date Fel VIH VIZDD? VI

[ Add invoice record ]

New Billing: If adding manually

Please confirm guest billing period

Current Billing Period {Guest #131196)

Billing period start date: 015282007 Billing period end date: 025282007

Mew Billing Period

Billing period start date: |02/28,/2007 Billing period end date: |02/28,/2007
(Billing covers the periad MOT INCLUDING the hilling period end date)

FROCEED

Recalculate Rental Charges pulled from Unit record

Re-calculation of charges

The following charges {originally generated by the system)

o] oescrption Jamount] oats

Rent 01,/258-02/25 3200.00 01302007
1 Security Deposit Inwoice S00.00 01./30/2007
Totals 3700.00

are to be replaced by the following re-calculated charges:

o] oescrtion [Amound] _bate

Rent 01/23-02/258 3200.00 0241172007 05:35:22 Al
Totals 3Z200.00

Proceed to replace the shown expenses:

REFLACE




