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June 8, 2004
RE: Execu/Tech Systems Installation Checklist

TO: Execu/Tech Systems Software Customer 

From: Execu/Tech Systems Customer Care Department

Dear Customer,

    Thank you for your purchase of the Execu/Tech Systems software package.  We are committed to making this installation proceed in an orderly and efficient manner.  In order to help us please review the attached questionnaires; they will allow us to know that you are ready for the installation and training of the Execu/Tech Systems Software. The questions listed in the handout will help ensure that you are ready for the technician to install your hardware and the trainer to utilize the most time possible in training and instruction. Once all items are checked, please sign the form and fax it back to 850-747-0491 and your sales advisor will contact you to schedule your installation and training dates.

If Execu/Tech Systems supplied your computer hardware, we ask that you also fax any packing lists to use for review. This will allow us to ensure that all of the equipment ordered has arrived on-site.

Execu/Tech Systems

INSTALLATION & TRAINING

Pre-Installation Preparations

Terms contained in this document:

Server: Server is referred to as the HOST machine where the Execu/Tech Systems software is stored. In a peer-to-peer network, this would be the computer that the software diskettes or CD were loaded.

Workstation: A workstation is any computer, touch-screen, dumb terminal, or wireless terminal, which accesses the Execu/Tech Systems software that resides on the server.

Switch: A switch is the unit used to connect all off the networking cables together to form the network. This is the central point where your networking cables come together. 

Remote: Remote is defined as any area or device not physically connected to the computer.

Dedicated: Dedicated refers to a phone connection that is ONLY accessible to the purpose that is describe in this document. 

Equipment Preparation

xe "Equipment Preparation"xe "Processor"

xe "Network Server"

xe "Backup Devices"
The customer is responsible for designing the overall layout for the placement of all computerxe "Computer" hardware.  Execu/Tech Systems must approve this layout prior to installation.  All computer workstations and servers should be setup in a clean, well-ventilated area.  It is important that the computer equipment is kept clean from dust, dirt, liquid, and any other contaminate that may affect the operation of the hardware. A detail sketch should be drawn showing the placement of equipment as follows:

Computerxe "Computer" Host/Server - The computerxe "Computer" should be placed in an area accessible to the night auditor.  The night auditor is responsible for such activities as file backup each night.  The computerxe "Computer" site needs the following preparations:

1.
Clean 110 volt grounded power line.  A UPS system (uninterrupted power supply- battery backup) should be installed.   A surge protector must be used to plug into the clean line.  Care should be taken to insure that the electrical ground at the computerxe "Computer" site matches the ground at each terminalxe "Terminal", printer or other interface ground.  Mismatched ground can result in damage to all computerxe "Computer" boards when the data line connectors are connected to the computerxe "Computer".

3.
Dedicated telephone line near the computerxe "Computer" for modem connection to Execu/Tech.  This allows Execu/Tech to dial into the computerxe "Computer" from its home office for support and diagnosis. You may have a static IP address instead or a modem. You must also have Symantic’s PC Anywhere installed on the server, with Execu/Tech set up

4.
Terminals, Printersxe "Printers" and other interface data lines must terminate at the rear of the computerxe "Computer".  The data lines must be 4 wire shielded.  Check with Execu/Tech before ordering this wire.  Data lines require special 25 pin data connectors to be attached to the computerxe "Computer" equipment.  Qualified personnel must wire these connectors.  The customer's electrician may or may not be able to complete this task.  Execu/Tech can give direction in this area if needed.

Computerxe "Computer" terminals - The terminals should be placed in such a manner that the responsible personnel can easily access them.  The terminal site needs the following preparations:

1.
110 volt grounded power line.

2.
A surge protector/Power Strip.

3.
A data line to be connected to the computerxe "Computer".

Printersxe "Printers" - Printersxe "Printers" should be placed in an area that can be easily accessed by the responsible personnel.  Care should be taken to avoid placing the printersxe "Printers" close to telephones. Printersxe "Printers" tend to be noisy.  A sound cabinet that will completely enclose the printer can overcome noise.  The printer site needs the following preparations:

1.
110 volt grounded power line.

2.
A surge protector.

3.
A data line to be connected to the computerxe "Computer".  Slave printersxe "Printers" connect to the terminals and will not be connected to the computerxe "Computer".  If you are in doubt about your printer type contact Execu/Tech.

4.
A suitable area to place the printer. Printersxe "Printers" use lots of space for the paper to feed and stack.  Printer tables and desktop stands can be acquired from a local office furniture store.

 Execu/Tech prefers a branded Laser Printer, consider the quality. Execu/Tech’s products print HTML documents for guest folios and registration cards, on plain paper.

Backup devices – Contact Execu/Tech or your hardware vendor to determine the type of backup drive or device you need.  In the event your computerxe "Computer" crashes or data is otherwise lost or corrupted, you will need backup tapes or other media. Execu/Tech can not be responsible for lost data. Execu/Tech recommends an external tape back up with the appropriate software for backing up.  Please consult your hardware and operating systems support for this recommendation. It is recommended that there be a tape for everyday of the week, keeping one tape off site at all times, with the others in a fire proof safe.
Other devicesxe "Devices" - Devicesxe "Devices" such as telephone interfaces require special instructions. To insure proper connections your device supplier must contact Execu/Tech.  It is the responsibility of the customer to have that supplier provide Execu/Tech with the necessary information to insure the proper connections.  In general, you will need the following:

1.
Grounded power lines that will work in phase with the computerxe "Computer" system. 

2.
Make sure the polarity is the same for all lines connected to the computerxe "Computer".

3.
A surge protector on the devicesxe "Devices".

4.
A data line to connect to the computerxe "Computer".

Windows NT Serverxe "Server" Setup - Network Properties – Your Network Administrator or Information Systems Manager will need to document the following:

Computer:

Computerxe "Computer" name

Domain

Services:

Computerxe "Computer" browser name and settings

DHCP relay agent settings

Microsoft DCHP serverxe "Server" settings

Microsoft TCP/IP printing settings

NetBIOS interface settings

RPC configuration settings

Serverxe "Server" settings 

Workstation settings

Protocols:

TCP/IP protocol settings – (1) Specify IP, and (2) Subnet

DNS settings – (1) Hostname, and (2) Domain
Terminalxe "Terminal" Setup for Execu/Tech Software - Your Network Administrator or Information Systems Manager will need to list and save the each of the following, if applicable, for each terminal:

Terminalxe "Terminal" Number - In Windows, this is the 2-digit number displayed at the end of the terminal’s shortcut.  In Unix, this is the 2-digit number in parentheses in the upper left of the screen.

Terminalxe "Terminal" Location - This is the physical location of the terminalxe "Terminal".

Digi Number (Unix only) – This is the “tty number of the port to which the terminalxe "Terminal" is connected.   This number can be seen in the upper left screen of MASTER MENU.

I.P. Number – This is the I.P. address assigned to the computerxe "Computer".  This can be found in Network Properties in Windows.

Patch Pan Number – If there is one, you will know it.

Switch  Port Number – This is the number labeled on the hub to which the computerxe "Computer" is attached.

Windows Computerxe "Computer" Name – This is the name given to identify the computerxe "Computer" on the network.  This can be found in Network Properties in Windows.

Unix Terminalxe "Terminal" Emulation – This is the terminalxe "Terminal" type that the terminalxe "Terminal" or PC is emulating while connecting to the Unix serverxe "Server".

Windows Printer Name – This is the Windows Shared name of the printer attached to this computerxe "Computer".  This can be found in Printer Properties in Windows.

Unix Serial or Parallel – Whether the printer attached to this terminalxe "Terminal" is serial or parallel.
Hardware Installation Checklist

This form can be used to check the network and telephone configuration. Review this form with your telephone/network company to ensure that everything has been completed prior to Execu/Tech Systems arrival for installation. 

Please answer the following questions and fax this form back to Execu/Tech Systems.  

YES / NO
Networking/Data Cabling: There is a network data run to each station where the computer terminal and/or printer will be located.  Keeping in mind that EACH computer requires a RJ45 network connection.  This includes Terminal, Network Printers, and Servers.  All wires should terminate to a patch panel that is located beside the location of the SERVER computer and/or the agreed upon location of the network switch.

YES / NO
Has the server been taken out of the box and configured properly to communicate with the workstations? This includes configuring your Windows network, not just the cabling.
YES / NO
Have all workstations been taken out of the box and configured properly to communicate with the server? This includes configuring your Windows network, not just the cabling.

YES / NO
Have all folio printers, receipt printers and remote been connected to the workstations / network / print servers and configured in windows so that a test page can be printed from each computer needing access to the printer or printers?
YES / NO
Power Outlets: there are at least 3 power outlets available for each workstation and at least 6 outlets available for the server. (These outlets must be within 3 feet of the location that the computer equipment will be installed)

YES / NO
Phone System (Call accounting/Voice Mail): Has the telephone system been installed and programmed for the rooms that will be posting to the Execu/Tech Systems software. 

YES / NO
A 9 pin Male serial cable been run from the phone system to the location of the server computer for EACH of the interfaces from the telephone system.

YES/ NO
Have you complied with the Master Service Agreement for credit card processing, if Execu/Tech is processing credit cards for you?
YES / NO
Do you have a dedicated phone connection, or static IP address for the server computer for dial-in support? If this will be an IP connection, you may need to configure your router to forward the ports to the server. If you do not know how to do this, you must contact a network professional to do this. 
YES/ NO
Has Symantic’s PC Anywhere, VNC or RDP/Terminal Services been loaded on your server and tested for Execu/Tech remote login? 


USER:________________
PASSWORD:_______________
YES / NO
Do you have a shelf or counter top installed in the locations were remote printers will be no more than 3 feet from a power outlet and network cable connections.

YES / NO / NA
If Execu/Tech Systems was not the networking company, are you certain that the computer network is including the following: 10/100 base network, TCP/IP networking protocol, computer components that equal or exceed the recommended specs available at www.execu-tech.com/hardware. If Execu/Tech Systems was your networking company, circle NA.
Please list the contact name and phone number of the hardware/software contact person at your site. An Execu/Tech Systems advisor will contact each person to coordinate the installation and training sessions.  We do recommend the network/telephone technician is on-site on the first day of the installation to ensure that the network and telephone interfaces can be setup efficiently. 

____________________________       __________________________________

Owner / Manger



Phone Number

____________________________       __________________________________

Network/Telephone Engineer             
Phone Number

Execu/Tech Systems will be faxing an estimated itinerary for the installation and training session once these questionnaires are returned.  It is the responsibility of the property to be certain that all party’s involved in the installation and training are notified of the dates and times that an Execu/Tech Systems advisor will be on-site.  

If any of the above items are not prepared prior to Execu/Tech arriving, and this causes a delay in training, the property will be expected to pay for additional training to conclude the training. If a scheduling conflict causes the employees to not attend the training, additional training must be purchased for these employees to be trained, unless a manager assumes this responsibility. 

Interface Installation Checklist

Call Accounting System:

Room number length (3/4):



__________

Folio Number for Administrative calls to post:
__________

Communication Port Settings (Circle One):

Communication Port Settings are REQUIRED before we can set up the interface.


Port Number:
COM1   COM2   COM3   COM4   COM5   COM6   COM7   COM8

Baud Rate: 
0300   1200   2400   9600   19200


Parity:

(N)one   (E)ven   (O)dd   (M)ark   (S)pace



Stop Bits:
1   2


Data Length:
7   8

Call Costing information (needed if using Execu/Tech Systems Call Costing):

Charge a per call fee(connect fee): 
YES  |  NO
if YES enter amt: 
___________

Local Call Charge (per min): 

___________

Long Distance (per min):

___________

International (per min):

___________

Free 800 Number calls
YES | NO
if NO enter amt (per min): 
___________

Are all numbers in an area code local even if 10 digits are dialed

YES | NO







If YES enter Area Codes:
___________

Example: Your area code is 850 and your number is 747-0581

___________

Answer YES if you can dial both 747-0581 and 850-747-0581

___________











___________

Charge for Dir. Assist:
YES | NO
if YES enter amt:

___________

Additional information may be needed to complete setup, please include the name of a contact person and telephone number to reach them for question.

Contact: _______________________________
Phone: ____________________________

Interface Installation Checklist 

Voice Mail System:

Data Format: 

Centigram  | GuestWorks  | VoiceNet  | Active Voice | Other: __________

Communication Port Settings (Circle One):


Port Number:
COM1   COM2   COM3   COM4   COM5   COM6   COM7   COM8

Baud Rate: 
0300   1200   2400   9600   19200


Parity:

(N)one   (E)ven   (O)dd   (M)ark   (S)pace



Stop Bits:
1   2


Data Length:
7   8

Additional information may be needed to complete setup, please include the name of a contact person and telephone number to reach them for question.

Contact: _______________________________
Phone: ____________________________

PBX System:

Data Format: 

ATT System  | Lucent  | Hitachi  | Mitel |  NEC  |  Notel  | 

Other: __________

Communication Port Settings (Circle One):


Port Number:
COM1   COM2   COM3   COM4   COM5   COM6   COM7   COM8

Baud Rate: 
0300   1200   2400   9600   19200


Parity:

(N)one   (E)ven   (O)dd   (M)ark   (S)pace



Stop Bits:
1   2


Data Length:
7   8

Additional information may be needed to complete setup, please include the name of a contact person and telephone number to reach them for question.

Contact: _______________________________
Phone: _____________________________

Point of Sale System:

Data Format: 

MICROS  | NCR  | Sable  |  

Other: __________

Communication Port Settings (Circle One):


Port Number:
COM1   COM2   COM3   COM4   COM5   COM6   COM7   COM8

Baud Rate: 
0300   1200   2400   9600   19200


Parity:

(N)one   (E)ven   (O)dd   (M)ark   (S)pace



Stop Bits:
1   2


Data Length:
7   8

Additional information may be needed to complete setup, please include the name of a contact person and telephone number to reach them for question.

Contact: _______________________________
Phone: _____________________________

Movie System:

Data Format: 

Spectradyne  | OnCommand  

Other: __________

Communication Port Settings (Circle One):


Port Number:
COM1   COM2   COM3   COM4   COM5   COM6   COM7   COM8

Baud Rate: 
0300   1200   2400   9600   19200


Parity:

(N)one   (E)ven   (O)dd   (M)ark   (S)pace



Stop Bits:
1   2


Data Length:
7   8

Additional information may be needed to complete setup, please include the name of a contact person and telephone number to reach them for question.

Contact: _______________________________
Phone: _____________________________

Any remote set up of interfaces require an appointment. This appointment must be set up at least 2 days ahead of time. Please contact Execu/Tech technical support at 1-850-747-0581 option 2.

If the installations of these interfaces are to take place while the Execu/Tech’s trainer is on site, the customer is responsible to have the respective vendor contact Execu/Tech to arrange an appointment on site.

The Following Document is directly out of Execu/Tech HOTEL Manual and is used as a guideline by the management for data preparation. 

Data Preparation

Data must be entered into the computer by the customer. Execu/Tech provides the computer

programs and a skeleton of specialized codes that are necessary for the system to run, but the

actual input of the information (rooms, room types, etc.) is done by the customer. The following

data must be input into the system:

PARAMETER RECORD - This is the first screen that must be set up upon installation. Use

this screen to tailor the system to your individual property's requirements and to set or reset the

guest folio number, reservation confirmation number, and reservation cancellation number. Once

set, these numbers are incremented automatically by the system.

ROOM TYPES - A list of the type of rooms in the property must be prepared. If you use a

franchise's reservation system, use their room types. If not, you may set up room types 4 characters long. (See Manager Menu - Set up/ Change Room Types for examples).

ROOMS - A list of all rooms with description, status and room type must be prepared. Use

numeric room numbers. Room numbers can be three or four positions in length. If three digits are

used, the room number 10 would be entered as 010. If four numbers are used the room number 10

would be entered at 0010. Enter any special features of the room (handicapped, non-smoking) in

the room description field (See Manager Menu - Set up/ Change Rooms).

SECURITY CODES - Security codes may be used in one of two ways:

As an employee ID. This allows each employee to sign into the system and be responsible for his

own balancing. Please be prepared with every employee name, creating a user id and password, you may consider the employees initials as the ID and  the last four digits of the employees’ social security number or a special date that the employee will remember, as the password. If Time and Attendance is being used, limit the ID to 1 – 3 alpha characters.

As a shift ID. This allows the shift (day, night, or audit) to be responsible for balancing.

MENU LEVEL PASSWORD

Within HOTEL you can set up passwords on specific menu items, preventing anyone from entering into these areas of the software that are secure, such as Night Audit or Manager Menu. Refer to our HOTEL manual, or the Technical Support Documentation Library on our web site at www.execu-tech.com
CONFIRMATION and CANCELLATION LETTERS - A brief letter for confirmation of

reservations and cancellation of reservations must be created. Execu/Tech will put this letter into

the computer once it is completed. Please have your existing confirmation and cancellation letter ready for review.

MARKET SEGMENT CODES - Compile a list of all market segments needed by the sales

department. The system can handle as many market segments as you require. Up to four

characters may be used. All reservations and in-house guests must be given a market segment, unless you set the Parameter Record to allow the user to bypass this field within Reservations and Front Desk.

RESERVATIONS - A complete list of all future reservations and advance deposits needs to be

compiled. The reservations must be entered into the computer as soon as possible, beginning with

the reservations that are first to arrive. It is possible that Execu/Tech can import this from your existing system, contingent upon the approval of your existing property management system provider. This will need to be addressed with your sales person at least 60 days prior to the installation date.

CHARGE CODES - A list of all charges that will be posted to folios must be compiled. Up to

four characters may be used. Some codes are already pre-assigned by Execu/Tech. They are:

RC Room charge

RCTE Room charge tax exempt

RT Room tax

DEPU Advance deposit applied to guest

LC Local phone call

LD Long distance phone call

TD Transfer Debit

TC Transfer Credit

P/O Cash paid-out

REF Guest refund

All room tax codes must begin with RT and all non room items but begin with ST. 

PAYMENT CODES - A list of all types of payments must be compiled. Up to four characters

may be used. The codes commonly used by our customers are:

CA Cash (and check) DS Discover Card

CK Check DC Diner's Club/ Carte Blanche

AX American Express DB Direct Bill (with city ledger)

MC Master Card DR Direct Bill (no city ledger)

VS Visa Card DEP Advance Deposit

VM Visa/ Master Card combined

If you are using our Credit Card Interface program please refer to our Credit Card User Guide on how to post credit card payments.

MASTER FOLIOS - The following master folios will be required by the system:

Advance Deposits- All outstanding advance deposits are entered into this folio as CREDIT entries in Enter Advanced Security Deposits on the Reservations Menu.

When a guest with a deposit checks in, an offsetting DEBIT is posted, by the computer, and the deposit is credit to the guest’s folio. The payment type must be "CA and the folio type must be "DE". Please refer to the HOTEL manual on how to set up Master Folios.

DIRECTLY TO THIS FOLIO.

Food and Beverage Master Folio(s)- This folio is used to break out the sales, sales taxes, and tips

for the restaurants and lounges. Sales charged to rooms are first credited out, then the sales, taxes,
and tips breakdown is debited back in. Then all cash and credit card sales, taxes, and tips are

entered. This folio is cleared each day automatically. Folio type is "CL".
IN-HOUSE-GUESTS - The day the system goes "live", all in-house guests must be entered along

with their folio balances. Set up a special charge code called "BB" (beginning balance).

Personnel Preparation

During the installation, it will be necessary to over-staff the property. This will make it easier for

all personnel adequately to be trained and the property's business to continue in a normal manner.

Each person who will be using the computer needs to read the HOTEL User Guide before the

system is installed at the property.

Each person who will be using the computer needs to have a working knowledge of Windows.

We would suggest purchasing and reading Windows for Dummies, which can be purchased at most

bookstores, discount department stores, and office supply outlets. If the property will be using an

operating system other than Windows, it is imperative to staff at least one person who is

knowledgeable and proficient. Please refer to our web site for alternative operating systems. Microsoft Windows is preferred. 

Management must appoint one individual who is responsible for the computer system. This key

employee will be given the title of Computer Systems Coordinator. This person should have

knowledge of computers, if possible. This key employee should attend all training sessions to act

as the primary interface to Execu/Tech. In addition, this person will assist in on-the-job training

of all personnel during the training period. Once the system is operational, this person will be the

authorized interface to Execu/Tech if problems arise. Execu/Tech should be given a resume' of

this person prior to his/her appointment to this position. Execu/Tech should be notified when this

person no longer is the Computer Systems Coordinator.

Computer systems are most successful when everyone is excited and ready. It is the responsibility

of the property's management to include all personnel, as much as possible, in the installation

process. Everyone should understand the advantages. All conversations concerning the computer

system should be upbeat and positive. Personnel who are opposed to management's decision

might best be moved to other areas of the property where they can continue as valued employees.

Training will be in several phases. These phases may be altered to fit the property's work

schedule. However, the overall success of the computer requires that time for training be set

aside. This is why the property is over-staffed during training. The exact dates and times of

training must be scheduled with Execu/Tech prior to arrival of Execu/Tech's training staff at the

property.

Implementation Schedule

Each installation requires special schedules based on the size of the property, the number of

personnel to train, the number of terminals/printers on the computer, and the HOTEL™ software

systems to be installed. This implementation schedule is to provide a generalized basis of

installation.

Before any activity can begin, a signed order must be in the possession of Execu/Tech.

Execu/Tech will provide customer with at least one copy of HOTEL™ documentation.

Customer is to begin completing an installation checklist.

Execu/Tech will provide customer with scheduled date of installation of hardware if Execu/Tech

provides the hardware. This delivery of hardware should be within two to four weeks from

signing of the order. Otherwise, the hardware vendor will provide this schedule.

Computer hardware will be delivered to Execu/Tech for installation of all HOTEL™ software.

The computer will be run for several days to "burn-in" the hardware. The computer must be

delivered to Execu/Tech even if Execu/Tech does not sell the computer hardware to the customer.

After software installation and "burn-in", Execu/Tech will ship the computer to the property.

Execu/Tech will provide the customer with training schedule dates. The dates of training will

follow as closely as possible the installation of the hardware. Initial training will be within two to

four weeks from signing unless the computer hardware delivery schedules cause delays.

Customer will provide Execu/Tech with transportation tickets for personnel to travel.

Execu/Tech personnel will arrive at the property as per schedule.

Training will follow the schedule as described in the "Training" section of the Execu/Tech Users

Guide.

The hotel software will go "live" in the following order.

Reservations will be entered into the computer for the "next days" arrivals as soon the date for

going "live" is determined. This date should be one day after classroom training is completed and

during the "on-the-job" training sessions.

Front Desk will go "live" as follows:

All next day’s arrival reservations will be entered into computer.

Prior to the present system being closed (Z out), "stay-overs" can be entered into the computer.

After the present system is closed (Z out) by the night auditor, enter "stay-overs" and enter "stay-overs"

folio balance into the computer. Phone System, Movie System and POS are to be

activated.

The following morning, "stay-over" guest will be checked-out via the computer. Incidental

charges not in previous night's balance will be entered into computer.

All cashiers will balance their shifts during the day.

Night auditor will balance the first day’s "live" operation.

The night auditor will post room and tax using the Post Room and Tax program.

Estimated Implementation Time:

Reservations: 2 days

Front desk: 3 days

Telephone interface: ½ day

Point-of-Sale interface: ½ day

Other interfaces: ½ day

Point-of-Sale system: 2 days

Back Office/ City Ledger: 2 days. Back Office, with the exception of City Ledger, will require at

least 30 days to become completely operational.

Management Training

The Execu/Tech HOTEL system is more than a tool to keep track of guests and their charges. It is

a system of management reports giving insight into the property's performance. Management

training will cover the use of several vital reports.

A) Overall view and use of Guest Accounting System

1) Reservations

2) Front Desk

3) Night Audit

4) Travel Agency Accounting

B) Printing of House Count

C) Forecast Report

D) Night Audit Recap Report

E) Automated Morning© Report

F) Guest History System

G) Adjusting Automated Morning© Report amounts

Front Desk Training

Desk clerks must understand how reservations are passed on to the front desk system. They must

know how to handle walk-ins as well as reservations. Balancing at the end of each shift and how

that balancing affects night audit are of primary concern. Training will cover the following

subjects:

A) Signing onto the system

B) Use of the keyboard

C) Check-ins

1) Reservation

2) Walk-in

D) Moving guest in house

E) Checking availability of rooms

F) Looking up a guest in house

G) Changing guest information

H) Entering charges and payments

I) Checkout of guest

J) Reverse checkout of guest

K) Refunds to guest

L) Error correcting

M) Closing out shift

1) Printing Cashier Report

2) Printing Charge and Payment Journal

3) Balancing methods

N) Leaving work for the Night Auditor

Reservations Training

Each reservationist and sales person must understand how the reservation system affects the entire

property. Training will cover the following subjects:

A) Reservations for groups

B) Reservations for individuals

C) Advance deposits

D) Cancellations

E) Confirmation letters

F) Registration forms

G) Cancellation letters

H) Printing and understanding Reservations Status Reports

I) Travel Agency System

J) Guest History System

Night Audit Training

The night auditor is a key employee in the overall success of the computer system. He must

understand not only normal audit procedures, but also must have experience and/ or aptitude for

working with computers. All areas of training will focus on equipping the night auditor to run

various reports and check them for validity. He also will be trained in backing up the computer

system, starting and checking the running of various interfaces (phone system, point of sale, etc.)

and reorganizing the computer data files each night.

A) Printing and understanding Room Inventory Report

B) Posting room and tax charges

C) Balancing each desk clerk's Cashier Report

D) Balancing the Charge and Payment Journal

E) Printing the Guest Trial Balance (Detail)

F) Printing and balancing the Night Audit Recap Report

G) Printing Cancelled Advance Deposit Report

H) Reorganizing Data Files

I) Creating Back Office Data Files

J) Printing Automated Morning Report

K) Presenting reports to management in an orderly fashion

L) Backing up the system

M) Diagnosing potential problems

Housekeeping Training

Housekeeping managers will be trained to use the computer and printed reports effectively.

A) Printing and using the Housekeeping Report

B) Changing the room status

Recovery Procedures Training

Every computer system has the potential of going down. The Computer Systems Coordinator is

the primary person responsible for diagnosing problems and initiating recovery procedures. This

person must be notified of problems before anyone else is contacted. The following potential

problems and recovery will be covered:

A) Power outages

B) Computer failure

C) Terminal failure

D) Printer failure

E) Backup and recovery of data files

F) Status error messages from the system

G) Interface device failures

H) How to run the property until the computer comes back on-line

BACK OFFICE Accounting Installation

When preparing for the assistance provided by Execu/Tech in the set up of BACK OFFICE, you will need to prepare for the following items:

· Chart of Accounts – This chart of accounts must be no longer that 10 digits long including any hyphens or decimals. Also, be prepared with beginning balances.

· Accounts Payable vendors - These vendors will be set up in our software using a code for each vendor. These codes can be up to 5 characters long. For instance for American Express, you may consider using a code AMEX Also be prepared with any beginning balances, or individual invoices outstanding.

Payroll – Please be prepared with a list of all employees, including their social security number, demographic information, and payroll distribution code, and what GL accounts number that distribution code will interface to. You will also need to provide any withholdings pertinent to your state, if applicable.
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