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1. Post All Queued Transactions

1.1 Click on the “Posting” button.

X||Arrivals Worksheet

Aged
01/02/2019 11:06:42

Transactions Reservatiuns

Check-in I Post to Guest ‘ I Worksheet [
Check-out J I Batch Posting ‘ I Reservation [

Occupied ‘ I Cash Sales | | Reports [

Accounts Reports

Invoices ‘ | Inventory ‘
Debtors I Housekeeping \
i i I Address Book ‘

1.2.Click on the “Post” button.

i RHS V8.3.49.45 DB:rhs\sqlexpress,1435:RHS_Hotel:1  User: RHS  Business Day:01/02/2019 POS:1 Term:1 01/02/2019 16:16:05
Worksheet Auto PostingX|

Date Time Guest Transaction i Amount  Status

01/02/2019 | 14:00:00 Keeter Kenneth Accommodation ¥ . 42.85 Pending
01/02/2019 | 14:00:00 Farrer Betty Accommodation " q 132.00 Pending
01/02/2019 | 14:00:00 Thompson Linda Accommodation . ¥ 121.00 Pending
01/02/2019 | 14:00:00 Hill Ginger Accommodation " 7 108.90 Pending
01/02/2019 | 14:00:00 Boyles Juan ‘Accommodation 3 ¥ 140.00 Pending
01/02/2019 | 14:00:00 Hamilton Sharon Accommodation | E 960.00 Pending
01/02/2019 | 14:00:00 Smith Michael Accommodation A . 0.00 Pending
01/02/2019 | 14:00:00 Smith Michael ‘Accommodation o . 0.00 Pending
01/02/2019 | 14:00:00 Smith Michael Accommodation " . 0.00 Pending
01/02/2019 | 14:00:00 Smith Michael ‘Accommodation . . 0.00 Pending
01/02/2019 | 14:00:00 Smith Michael Accommodation ¥ . 0.00 Pending
01/02/2019 | 14:00:00 Smith Michael Accommodation " . 0.00 Pending
01/02/2019 | 14:00:00 Smith Michael Accommodation X . 0.00 Pending
01/02/2019 | 23:59:00 Parker Richard Accommodation STUDIO " X 0.00 Pending

 ByDate | ByRoom | ByName
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1.3. Confirm posting of all transactions.

Worksheet Auto PostingX

Transaction i Amount Status

-

.
mﬁoﬂ_"“ 1

e '

< ByDate | ByRoom | ByName

[penang || voses | a_ [ ost [ voresn ][ v [ cos ]

1.4. All transactions are posted and the queule@aed.

i RHSV8.3.49.45 DB:rhs\sqlexpress,1435:RHS_Hotel:1  User: RHS  Business Day:01/02/2019 POS:1 Term:1 01/02/2019 16:16:10

Worksheet Auto PostingX

Room Guest Transaction Amount  Status

| (0)P: 10f 1

 ByDate | ByRoom | ByName

[ roses [ [ o ][ reresn ][ i |
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2. Post Transactions at Check-in

2.1. Click on the “Check-In" button.

Left Button Click

.

Aged
01/02/2019 09:06:42

I Check-in |

| Check-out |
I Occupied |

Accounts

I Invoices |
I Debtors |

I Reports |

OTA

30/01/2019 20:17:18

I Batch Posting
| Cash Sales

I Daily
| Audit Trail |

Reservations

Worksheet |

Reservation
| Reports |

Inventory ‘
| Housekeeping ‘
Address Book

2.2. Double-click on the guest to open the profomnvaice.

Main |Arriva|s

g
3

Company

Commment

Charge

fe ByDate "“E‘y‘ﬂ.oam & By Name

(14)P: 1of 1

[[checen [[reo o

|
[reiesn || _pore ][ coee |
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2.3. Click on the “Check-in" button.

Main Arrivals |Invoice Xl a ﬁ

oo | Vel El=» [E8 - [ GoWeEsms
3 022019 [T o000 = [F R 604.40

410212019 - IR 25012019 -] 00:00 =

Proforma 1% m 361 Invoice MAIN

IA:!&ve Bl Pending 1 oz Eraicuma A
| —

EE:
[aren | [t [ ew | [ etote || tose | .- & =

CostC Ref Room  Code Description Qty Price Amount

B Lunch 6500
19 Breakfast - Continental 50.00]
20 | Breakfast - Cooked 55.00|
75 = -

(7)P:1of 1

]
|_earch [[__ait || ew || elete [[ tose | | E-mail Print Reg.Form Post ‘l

2.4. Confirm that you want to post all transactions

Main Arrivals | Invoice Xl 'ﬂ'

I g ok F e | ow

oo | lzs—ﬁ CEEMERE [

B rrotorma -] T FiT overseas 361 Invoice MAIN

W W 362 Proforma MAIN
o | —

EE: o
[ earch [[ dit [ ew || elete [[ lose I;HSEJ-‘_ c A— = i| NISA | |’%
Dt CostC Ref oo 4 ! . Do you want to post all transactions? Qty Plice Rttt
‘01/02/2019 39 1.00) 108.60
01/02/2019 39 ] e 108.60)
o1/02/2018 ED s w0
02/02/2019 108.60|

Toss0

]

| earchH dit H ew H elele|| Ime|

| E-miail Print Reg.Form ‘ Check-in Finalise
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2.5. Check-in is confirmed.

[
o

Main Arrivals |Invoice Xl a ﬁ

IE [ Kang Jackie FEEMESE 0 [ ow

) [iat (oo > [T o= (BN o~ |-=roc I

Proforma 1% m 361 Invoice MAIN

IA:!&ve Bl Pending 1 oz Eraicuma A
o | —

R [
[ earch [[ dit || ew |[ elete |[ lose | — [ = E\| TSA ||%
R RMA MA oice 36
CostC  Ref Room Code I Ehieckiisuscessial Qty Price Amount
1 100 108.60

(7)P:1of 1

Print Reg.Form Finalise

2.6. The invoice is shown with all transactionsniggposted.

B RHS V834945 DB:rhs\sqlexpress, 1435:RHS_Hotel:1  User: RHS  Business Day:01/02/2019 POS:1 Term:1 01/02/2019 15:14:46 i m] X

Main Arrivals |Invoice Xl a ﬁ

oo | Vel (oo > [ o= BN o~ |o-=ro- | I

 Create| TP TY R T [canapa anzi2013 - |7 0000 = [ Ry [ ]

Invoice 1% m 361 Invoice MAIN

W W 362 Proforma MAIN
| —

E&E: [
| earch H dit H ew H elete || lose |
CostC  Ref Description Qty Price Amount

Breakfast - Continental
| Breakfast - Cooked

(7)P:1of 1

|_earch [|__dit [ ew [|_elete [[ tose Print .For. ; Finalise
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2.7. Select the payment method and click “OK”. Yoau also change the amount if
partial or split payment. Credit card fees aredaked automatically.

3RHS Hotel!  Usen RHS  Business Day:01/02/2019

B RHS VE340.45 DB:ihs\sglenpre Term:1 01/02/2018 15:14:48
Main Arrivals | Invoice Xl B
I [ o e - G| [ ota0
oo | I [ Bl [EE s [ ERSEs| |

I |
a7l

oo | — - R W
I 022019 -] B referar IR 25012019 - |7 0000 —
B irvoice z IEEE P17 Overseas
362 Proforma MAIN
X

[nvscs e [Starus |[ErP—
l—Payment
EE: o L
T T I | T WVISA

Llcetron

Amount 604.40

2.50 zFee=s| 15.11

Tatal Amount 619.51

(7ZyP:1of 1

Reg.Form 0 Check-out| Finalise

2.8.The payment and surcharges (if any) are p@steainatically.

B RHS V834945 DBirhs\sqlexpress, 1435:RHS_Hotel1  User: RHS  Business Day:01/02/2019 POS:1 Term:1 01/02/2019 15:14:54 a2 m] X

Main Arrivals | Invoice Xl o
I [ o e Gl [craroe] T om
oo | K [ El=» B8 [ GESED) |

oo [ - (RO [l rorom v | o
B[ 1022019 -] B8 (retorar IR |20012019 |7 00:00 =
|In\mice 1i¥] lm 361 Invoice MAIN
|A:.1ive B Checked-In *I il Brarorma MAIN

| —

BRI [

elete || lose |

-mail Print Reg.Form G Finalise
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