Execu/Suite®

Report Generator Tools

With Execu/Suite’s on-board report generator you can customize and print a report, create an XLS file to import
into a spreadsheet such as Microsoft Excel®, or create an XML file to import info any XML editor and data tool
such as Microsoft Access® or Crystal Reports®. You also can print address labels or create a digital mailing list
to give to your mass market vendor.

You can find the Report Generator in the Sales Menu or in the Guest History Menu which is found in the Front

Desk Menu.

Creating and Printing a Report

To save paper while designing your report, you can select “Preview/Print o your screen” from the Select Printer
opftions located in your Master Menu or under File in Execu/Suite. When you're ready to send the report to the
printer, you can go back and select your printer.

Item deseription (length:

Beginning stay date (mm

Falio number (11]

Ending stay date (mm) | R rumber (5]

V| Guest name [31)
Guest address [31)

7] Ciy/st/zip [32)
Countiy [12]
Home phone (13)
Busns phone [13)
Campany (31]

Sert gue: 7] Group code [11)

7] Market segmt (5)

V| Source/business (3]
Ariival date (10]

Select and sub-to|

Select

Freport to ger

Departure date (10]
7| Rloom nites (5]
7| Room reverue (10)
V| Raom rate (10)

7] Total revenue (10)
7] Package code (5]
No of adults [6)
N of childhen (]

Employee (4)
Emai address [41]

Ok

Enter beginning market s

Enter ending market sepy

Select guest profiles only
It Include master falios

] Include future reservations
7] Include quests in-house

7] Include prior stays

[

% GUEST REPORT GENERATOR MAIN STREET INN & BJ'S BISTRO =Rilcl
L) Select your criteria or parameters:
Besvig o diobninh P00 B @ st st st e oy > Beginning and ending dates and whether to select
s I e by stay date or arrival date.
Soict and ubictlby: [Maket seanent -] A > Select and subtotal by (subtotal by a selected
sekaby(2): | - parameter or print “all guests”.
Sortquessy: [Baueaclbisness = > Select by (2) is an additional option but not
A [P = P——— required.
_ > Sort guests by: For each subtotal this will sort the
Eghgd;kk;: guests in the order you specify.
| > Report to generate: Select Print guest list.
[
Additional options, such as “Include master folios” are
benemereren | | Eoeel on the top right screen.
& GUEST REPORT GENERATOR MAIN STREET INN & BJ'S BISTRO =Rilc]
——— __ Next, click “Select print columns”. A list will display

for you to select items to print on your report. These
will be the columns. You are limited to a total of
132 characters because of the width of the page,
so each item shows you the number of characters
it needs. You'll get a message if you exceed that
number.

After you select your items to print, click OK and
then click "Generate Report”. A series of questions
will display. Answer each as appropriate for your

purposes.
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Execu/Suite® Report Generator Tools

The partial sample report below shows the subtotals for each market segment and the totals at the bottom. Each column was selected
from the “select print columns” items.

MAIN STREET INN & BJ'S BISTRO

DATE: 4/07/11 GUEST REPORT GENERATOR PAGE: 1
TIME: 14:41 GUESTS STAYING FROM 6/01/10 THRU 8/31/10

ROOM GUEST-NAME CITY-STATE-ZIP MARKTSRCE NITES ROOM-REV ROOM-RATE TOTL-REV
106 JOHNSON, WAYNE PAUL PANAMA CITY FL 32401 DISC ADMN 44 1,219.00 99.00 1,680.28
223 MATTHEWS, JAMES COLUMBUS OH 43222 DISC EXP 0 1,393.00 199.00 1,553.20
107 EDWARDS, JULIA LYNN HAVEN FL 32444 DISC EXP 1 99.00 99.00 122.42
210 JACKSON, MARLEY SMYTHE NY 01223 DISC EXP 17 597.00 199.00 698.64
107 JONES, SAMANTHA FORT LAUDERDALE FL 33322 DISC HOTL 31 1,773.00 239.00 2,100.76
109 JOHNSON, JANET PANAMA CITY FL 32401 DISC HOTL 6 547.00 99.00 637.64
101 TUCKER, MIKE LEWISTOWN OH 43333 DISC LOC 6 327.00 109.00 641.24
110 NIXON, BRUCE AND MARY FORT WORTH TX 76104 DISC ORB 31 693.00 99.00 881.16
SUB-TOTALS: DISC FOLIOS:8 NITES:136 ADULTS:9 CHILD:0 RM-REVENUE:6,648.00 TL-REVENUE:8,315.34

112 JOHNSON, RANDY ACME WA 98220 GOVF ADMN 31 1,393.00 199.00 465.16
121 SMITH, JOEY INDIO CA 92201 GOVF ADMN 31 1,393.00 199.00 1,675.16
205 BARTON, JOEY ORANGE CA 90232 GOVF EXP 34 594.00 99.00 661.82
222 ALLEN, JAKE SAINT CLOUD MN 56303 GOVF HOTL 19 308.00 199.00 489.96
103 ZUKERBERG, STEPHEN MARION OH 43302 GOVF LOC 31 793.00 99.00 888.16
106 VALEZQUEZ, RUPERT COLUMBUS OH 43201 GOVF LOC 14 198.00 99.00 218.30
408 KARMINGI, RALIJ FORT WORTH TX 76104 GOVF LOC 14 99.00

201 SEXTON, JEFFREY AKRON OH 44321 GOVF LOC 0 99.00 99.00 135.88
206 DOUGLAS, JAMES JACKSONVILLE FL 32222 GOVF REF 0 100.00 199.00 112.00
102 AARON, AARON PANAMA CITY BCH FL 32408 GOVF TC 0 398.00 199.00 565.76
SUB-TOTALS: GOVF FOLIOS:10 NITES:174 ADULTS:11 CHILD:0 RM-REVENUE:5,276.00 TL-REVENUE:5,212.20
GRAND TOTALS: FOLIOS:68 NITES:1,668 ADULTS:85 CHILD:0 RM-REVENUE:43,804.00 TL-REVENUE:47,529.73

Creating an XLS file

% GUEST REPORT GENERATOR IMAIN STREET INN & BJ'S BISTRO =)= = .
To create an XLS file, select the paramters as before but
o .
for Report to generate select “Export TAB delimited text
Begining stay date (mmddy] (60110 ] © Selectby stap date [ Select guest profies anky ﬁ|e”. C“Ck Generate Reporf. Answer each quesﬂon as it
sy ) Select by anival date [T inchude master folios
Ending stay dete [y} (23110 =) . e y .
displays. When the file is created you'll see a message:
Includs future reservations
¥ Inchct rh
T | e L st
Becieringstopdate kgt (90110 2 ® Seecttydaydan LR pR———
Ercdng sy dole frmdil 9110 =
Reportlo generate: Select print calumns 7] Inchie ke reservalions
Select and subrictal by: | Maiked segment -  EEDE e
¥ Inclade prior stays
Enter beginring market segment | Seiootbp 2t [Ls =
Enter ending market segment... | Bl =
St questsby: [5
I e ‘GAHMPLE TXT Crested
e [ O -ovrmenr e
I
e p— oK
—
R E ——
[ Generats Repatt ] I Carcel
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Execu/Suite® Report Generator Tools

You'llimport the file into your spreadsheet (such as Excel®). The images below are a guideline — your version or settings
might be different. Execu/Tech does not offer support for Microsoft® or other software products but help for those products
will be available from the company’s welbsite or from within their software.

(=P | = EE e e

£ e — S PR Select Data > Get External Data (or whatever

= B 2415 yours reads). The file type to import is a text
= — T T e ' . file. The location will be in your Hotel folder. If
T OO = ey o vt e <[5 N e e e ——— you don’t know where that's located, look at
; A — the lower left in your main Execu/Tech

:"" screen. Look for and select GAHMFILE.TXT.

. e —

2 e As shown below, you'll select "Delimited” and
:n 1 then “Tab”. If you don't want to import all

o columns you can opt to skip. Your screen
— e and options may be different from that

z o shown. If you need assistance, contact your
;: manager, your Microsoft support
5 I representative or use their on-board help.

M 4 b W] Sheetl  Sheet2  Sheets

Text Import Wizard - Step 1 of 3 (=] Text Import Wizard - Step 2 of 3 === Text Import Wizard - Step 3 of 3 7 ==
The Text Wizard has determined that your data is Delimited “This screenlets you set the delmiters your data contains. You can see how your text s affected in the preview This screen lets you select each column and set the Data Format.
below:
Ifthis s correet, choose Next, or ehoose the data type that best describes your data, ta format
Delimiters
Ongina data General
IR b = el converts numeric values to numbers, date values to dates, and al
Choose the fie type that best describes your data: L Flmeent e demter 0L remaiing values o text.
© Delmited - Characters such as commas o tabs separate each fied e (SRl S T i Date: MDY [-]
*) Fixed width - Fields are aligned in columns with spaces between each field. ElCorma Text gualfier: |* [=] ® D6 ot mport colum (Ski):
[ space =
= Other:
Startimport atrows |1 2| Fileorign: | 437 : OEM United states = Do
Data preview Data preview
Preview of e C:\Program Fils (¢86) Hotel GAHMFILE.TXT. " — —
T pYv— copercy Falio-no > X Ep— B
L fo-ne. = = = 1 00001162 000001162 fo BDAMS, ALEXANDER @
2 P10000001162CADANS, ALEXANDER1234 ADAMS AVENUELYNN HAVENFL 32414 ) . hon0o010is b 900001058 crson. ARz pAvL ot
2 1000000101 3H70KNSON, WAYNE PAVLS3S HARRISON AVENUSBANAMA CITYEL . bosooa1oss f 00001055 orSON, ARNDY
4 1000000105 3EIOHNSON, RANDY1234 MAIN STREETACMENA 38220NOTE . hooooorazs b 00001125 hoave, axe 3
5 P10000001129KADANS, JAKESZ4 MAPLE GROVE AVE.SPRINGFIZLDIL ABC G - | i) ;
< »
r 1 Gancel | [ <gack | [hextz | [ Enosh | Concel | [ <Back | Ensh |
Cancel Nedr ) [ Ensh | L )

Creating an XML File

. . . . S o e —’ Gionanate 5ML o1 expoit
You can find this opfion in the Report Generator CEn ) (sl Loa) :

Begiwing stap cete [rmaldgl W | Z0 @ Select by stay dote Solect guest profles arly
selected from your Guest History Menu. ¥ e e et [ 3 o
You might also have this option on your Sales 2 Display Guest Folio B B I Dot

Seleci by [2} =

St st by

Menu. \ \ 8 I Print Guest Folio

L 4 Display Multiple Stays S 5
J——— =
@ DECUSUTE )by oecurTech | MAAN STREET DI & BISSTRO. 5
Fia Rt e et Onk. (U] Nt ot Mansga S Dent Bl CONDO - Back Offc Pt e Report Generator
A
= e T . G
s &
I El J Lj L" E‘ § I Go to Front Desk N l [
Fol Posifolo CleckOt | maioet Nosse Counl Mosseseeprg | Clock w w0 Sasyrc wome Daismase ‘
’ i Go to Resenvations l [
| = |
Germts et Cance
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Execu/Suite® Report Generator Tools

“ XML GENERATOR MAIN STREET INN & BJ'S BISTRO (===

‘& XML GENERATOR MAIN STREET INN & BJ'S BISTRO [=ll=] &
[Prease seiect | Select Hotel Property Management -

f‘lfff"‘" Sele\cf Hotel Property Management or Direct E?“;g.ﬁ',:‘y
[ Bill Accounts Receivable. [ErR——
e | Select the options you want and a date range :::g“mfy'
e e ey if you wish. Click “Generate XML Files™.
. g \\ Beinning slay date [mddy) [0 =]
Endring ey date (ol 0 [

C——rc

Generate XML Files RJ l Fiun Crystal Reports Only ] l Cancel ] l Install Crystal Reports Viewer

Generate <ML Files ] l Run Crystal Reports Only l [ Cancel ] I Install Crystal Reports Viewer
Creating XML . . . JACKSON. MARLEY
[E=R{EEE| 5
Select Hotel Property b - @Uv‘ .« Hotel » - |¢f | | Search P |
File Edit View Tools Help
XML GENERATOR 2
[7] Selec| B
I’ “ The following XML files have been created in
Ll sl vtslrtml::b‘;j:unent Execu/Tech folder: Date modified Type Size |:|
Bl hotelprofiles.em! 115 records Spfebk 8/30/20103:20 PM  File Folder -
[ Irich hotel- el 190 d r .
e [l ) archive 3/7/2011 2:52 PM File Folder
(] Inchu . Backup 8/30/2010 3:43 PM File Folder
Run CryJl Reports now?
. documents 10,/7/2010 5:17 PM File Folder
Begiing sty dee st 1| i TTTREPORTS 47773071 330 B File Folder
[ temp4 k 3/7/2011 2:52 PM File Folder
ArpaEy by | = | 20101109 TXT 11/3/2010 440 PM  TXT File 19 KB
20100 16.TXT 12/16/201012:41 .. TXT File 5KB
achr2gui.dll 6/13/200611:55 AM  DLL File 14 KB
Generate $ML Files ] [ Fun Crystal Reports Only ] l \am:e\ ] [ Install Crystal Fieports Viewer aclnt.HIl 6/13/2006 11:55 AM  DLL File 108 KB
H:rm All AA2NNA11-52 ARA nil File 24n KR %
. . \ . . . . .
The report generator will display gémessagéwhen the XML files have been created. You will find those files in the
Execu/Tech Hotel folder. Once in the Hotel folder, find the(REPORTY folder.
Inside REPORTS, find the@erminalsXolder. Inside terminals, find the folder for you umber. Your terminal
number is part of the message that displays when the XML file is created. Insjeté thaf folder you'll find the
/ o e =T es / S=Es
@@v\ <« REPORTS » ~ [ 42 ][ search ) @Q.\ < terminals » % || sear: o] @Qvl «0 - T43 | [ search P
File Edit View Tools P P Y T S File Edit View Tools Helg
Wy Organize ~ 5"~ [ Open [ Share & Burn X Open E% Share @ Bum Wy Organize ~ ws - 455 Open M8 Email (g Bum
Name Date modified Type = Date modified Type Name = Date modified Type Size Tags
gacount 4/1/20113:32PM  File Folder 02 4/7/2011330PM  File Folder | AR-DETAILXML 6/11/20101:18PM XML Document 2K8
terminals x| 4772011 330 P File Folder [T WP 350 PM T Eile Folder =] AR-MASTERXML 6/11/20101:18 PM XML Document 6 KB
\Ejarr(ustnmkdetallrsample.rpt 10/23/200711:08 ...  RPT File C 05 \ 4/7/2011 3:30 PM File Folder HOTEL-DETAILXML 4/1/20113:29PM XML Document 1,697 KB
__ ar-customer-detail-sample. TXT 10/23/2007 11:08 ... TXT File HOTEL-GUESTS XML 4/7/2011 3:29 PM XML Document 479 KB
__ CRSPrintReadMe.txt 10/2/2007 12:28 PM  TXT File =|HOTEL-PROFILESXML  4/7/2011 3:29 PM XML Document 110KB
|| gacmainw.cob 10/13/200910:37 ...  COBFile (4
|| gammaint.cob 10/13/200911:48 ...  COB File
_| garmaint.cob 10/13/200911:23 ... COB File
2] hotel-guest-by-profile-sample.rpt 2/1/200810:44 AM  RPT File
2 hatel. t-detail ! it 2/7/2008 10:43 AM RPT File S
< i 3 « i 3 < . b

/..
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