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INTRODUCTION TO HART PMS
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HART is a new experience in working with hospitality software. Its integrated design puts you in control of
your business. The savings that can be achieved, due to its simple and robust design, are a pleasant
surprise. Manage all the operation of your business from a single application, bringing down costs while
increasing efficiency.
HART PMS is a product for hotels of all sizes. It assists and simplifies their daily operation. Several
features are combined to maximize productivity and minimize running cost. One of the best examples is
the workflow definition feature that guarantees consistent level of service to the client. This is achieved
through the product integration that eliminates double data entries (often resulting in non-consistent data)
and enhances co-operation between departments, in order to deliver a positive guest experience. The
guest is at the centre of the attention, as co-ordination is achieved in a much easier way using a single,
fully-integrated system, which, among other features, includes a full blown POS module.
The operation delivers data whose quality, precision and simplicity is the base of an accurate and complete
reporting system which is the heart of decision processes. Integrating all business activities of such a
complex environment is the main reason why HART PMS is a unique product.

LOG ON TO HART PMS:
In order for you to logon to the HART PMS environment, you need to double click on the HART icon on
your desktop:

Once you have done that, the log on screen appears in front of you:

There, you need to:
Enter the User ID, given to you by the administrator of the software.
Enter the Password, given to you by the administrator of the software.
Select the Language you want the software to use from the already given drop down menu.
Optional: If you want to have a training session you need to check on the: ‘I want to have a
training session’ check box.
Optional: If you have multiple hotel access and you must choose the hotel you want to connect to,
you must select the desired hotel from the: ‘I want to connect to’ drop down menu.
Optional: You can check the: ‘I am working remotely’ check box, if you are indeed working
remotely.
Optional: You can check the ‘On the Cloud check’ box, if the database you are working on is on
the Software Underground cloud environment.
Then, by pressing the Logon button you can proceed with logging on to the software.
Additional information:
The Exit button closes the Logon window.
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The Configure button offers you the opportunity to configure the access to the hotel’s server and database
(in order to be able to do that, you need to enter an Administrator’s User ID to the Logon screen and then
press Configure):

The information you need to enter is the following:
Base Hotel: The name of the property you want to use as your default connection.
Base server: The server name.
Base database: The database name.
Training server: The training server name (if there is one).
Training database: The training database name (if there is one).
Update location: The server name (this is used for automatic updates).
Cloud Database: The cloud database name.
Right underneath the main configure access details, you are able to enter information regarding your
remote hotel connections.
By pressing the Add button (at the bottom of the window) you can add a new row of information.
By pressing the Remove button (at the bottom of the window) you can remove a row of
information.
By pressing the Save button you can save the information you have just entered.
By pressing the Exit button, you can exit the Configure Access window.
The information necessary for each remote connection, are exactly the same as the ones you have
entered while configuring your default hotel connection.
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USER SETTINGS / PRINTER DEFINITION:
Immediately after you have pressed the Logon button, the first window that appears in front of you is the
User settings window or otherwise, the printer definition window:

Here, at the Printer Name column you can see all active printers connected to your PC. The Usage
column describes which printer does what. You can choose the desired usage from the existing drop down
menu. In particular you can choose:
Report: For printing reports.
Folio: For printing folios.
Information: For printing information.
None: For printing nothing.
Receipt: For printing receipts.
Registration: For printing the hotel’s Door book (applies in Greek regulation).
PDF: For converting your invoices and reports into .pdf files (iconic printer, eg. Bullzip).
If you want to use one printer for more than one printing usages, you can first select the printer (by left
clicking on it) and then press the Add Usage button at the bottom of the window. This action creates a
clone of the first printer with None usage, so that you can then select the desired usage by yourself.
The Delete Usage button deletes the selected printer along with its usage.
The Exit button closes the User settings window.
The Continue button allows you to enter the HART PMS software.
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HART PMS MAIN SCREEN DESCRIPTION:
This is the screen you will see in front of you once you have logged on to the HART PMS software:

As you will see from first glance, HART PMS’s functionalities resemble a lot with Microsoft’s Windows,
software we are all familiar with. Windows open and close, minimize and maximize the same way as your
PC’s windows and have an environment easy to use.
Top part of the screen:
On the top left part of the screen you will be able to see the name of your hotel, the date and the User ID
of the user currently logged on to the software.
Right underneath, lies an assisting menu, which helps you with your everyday tasks. This menu consists
of the following choices:
Actions: Depending on the possibilities of every window of the software, this choice allows you to
see what you are able to do. HART PMS has many actions available which you can activate either
by:
o Selecting them from the Actions menu or
o Choosing one of the icons on the tool bar right underneath or
o Using one of the Function Keys of your keyboard which HART PMS uses as shortcuts.
The most used shortcuts are the following:
F1: Disappears / Appears the main (left) HART PMS menu
Shift + F1: Quick Search
F3: Saves data
Alt + F4: Exits HART PMS
F6: Places every window in Search mode
Shift + F7: Restores toolbar
F8 (or double click): Opens Search Wizard for Accounts, Guests, Rooms, Rate
Plans, Suppliers etc
F9: Clears the window in front of you
F10: Logout of HART PMS
F11: Exits HART PMS
F12: Adds/Removes compulsory fields (compulsory fields are marked yellow)
Tools: Here you have some helpful tools like:
o Calculator: A mini calculator for your math
o Logout: Logout’s shortcut (F10)
o Quick Search: Quick Searches shortcut (Shift + F1)
o Vouchers: A quick voucher wizard
o Password change: If you want to change your log on password
o Mail logon: Quick access to your emails
o Web bookings: Quick access to your web bookings
o Restore Toolbar: Restore Toolbar’s shortcut (Shift + F7)
Open Windows: HART PMS works a lot like your windows and you can work with multiple
windows open. If your open windows are one too many, HART PMS hides them instead of
minimising them, so that you don’t have many minimized windows that interfere with your work. In
order for you to find your “hidden” open windows, you go to the Open Windows menu and choose
the one you want from the list.
Help: This is a menu where you can get help regarding the following:
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o
o
o
o
o

Update license: Here you can enter your new license codes in order for HART PMS to
work properly. Ask your support team for the codes.
Online support: Instead of calling your support team you can send a direct message to
them immediately by choosing this option.
What’s new: Direct link to new release notes published on our website.
About: Exact details of your HART PMS software (product, version, company, copyright,
installation details).
Updates: You can choose this option in case there is a new HART PMS release you have
not yet received. Once you select this option, the update of your software commences
immediately. Do not close the window until the process is completed.

Left part of the screen:
Here lays HART PMS’s main menu separated by the working categories of the hotel. The categories and
their subcategories are the following:
Reservations:
o Account Profile
o Availability
o Facility Booking
o Function Booking
o Function Diary
o Group Booking
o Guest Profile
o Non Resident
o Restaurant
o Room Booking
o Room Rack
Front Desk:
o Arrivals
o Cash Card
o Cashier
o Close Day
o Departures
o Directories
o Guests in House
o House Status
o In House
o Non Residents
o Traces
Sales Office:
o Account
o Account Query
o Competition
o Direct Debit
o Guest Query
o Import Guests
o Marketing
o Membership
o Office Diary
o Profile Merge
o Rate Matrix
o Rate Plans
o Renewals
o Restrictions
o Room Yield
Materials:
o Deliveries
o Items
o Payroll
o Place Orders
o POS Browser
o Purchase Orders
o Quotations
o Requisitions
o Stocktake
o Suppliers
o Suppliers Merge
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o Transfers
Financials:
o Account Browser
o Direct Debits
o Sales Ledger
o Voucher Link
o Vouchers
Configuration:
o Accounts
o Budget
o Facilities
o Financials
o Front Desk
o Functions
o Global
o Housekeeping
o Loyalty
o Maintenance
o Materials
o Memberships
o Outlets
o Profit & Loss
o Report Schedule
o Reservations
o Services
o Translation
Housekeeping:
o Assignment
o Maintenance
o Out of Order
o Quick Status
o Room Status
Reports:
o Financial
o Front Desk
o Golf
o Housekeeping
o Point of Sales
o Sales
o Spa
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INTRODUCTION TO HART POS
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HART POS can be either used independently or in link with any of the HART PMS modules.
As a result it can be configured to run a business in a variety of configurations. Some examples include:
Single Retail Point Of Sales including just the till application
Multiple point Of Sales configuration including multiple tills
Any Point Of Sales configuration with Stock Control option
Any Point Of Sales configuration with Sales & Marketing option
Any Point Of Sales configuration with Sales Ledger
Any combination of the previous with or without Central Management
Hotel EPOS in the framework of HART PMS
After you have completed your POS configuration (inside the HART PMS software –see the relevant
manual) you must double click on the POS icon that exists on your desktop:

The first window that opens in front of you is the POS logon window:

Here you can select:
Whether you want to use the HART POS training mode by checking the Training check box
The desired Language from the drop down menu.
The desired Hotel (in cases of multiple connections) from the drop down menu.
Otherwise you can press the Logon button if you want to logon to your POS or Exit if you want to close
the window.
Once you press Logon the Configure/Choose Outlet window opens in front of you. This window allows
you to select which outlet you want to connect to:

11

At the left part of the window you can see all Configured outlets and the computer port in which their
receipts are printed. The Up and Down buttons allow you to scroll the window up or down in cases that
you have many available outlets and cannot see all of them.
Usually the configured/available outlets will appear in front of you immediately, but in cases that the
administrator has not already configured the outlets, you can use the buttons on your right to do that. Let’s
see what these buttons allow you to do (from top to bottom):

: Once you press this button the window expands to your right and there you can see all
POS Available outlets:

You can select the outlet you want to add to the configured outlets list by left clicking on it (on the right part
of the window) and pressing the
button in the middle part of the window. The outlet will be
immediately transferred to the configured outlets list on your left.

: Once you press this button the window expands to your right and there you can see all
POS available outlets:
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You can select the outlet you want to remove from the configured outlets list by left clicking on it (on the left
part of the window) and pressing the
button in the middle part of the window. The outlet will be
immediately transferred to the available outlets list on your right.

: Once you press this button the HART PMS logon window opens in front of you, so that you
can enter your software and configure your outlets further.
: Once you press this button the Configure/Choose Outlet window closes.
Select the configured outlet you want to connect to, by left clicking on it.
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MAIN HART POS WINDOW:
This is how the main HART POS window will look like (more or less):

The window is separated in five parts:
The buttons at the far top row of the window show you the outlet’s primary sales groups.
The buttons at the wide left part of the window show you each primary sales group’s items (you
must first select the primary sales group you want to see items for).
The buttons at the far bottom part of the window allow you to make all your actions.
These buttons are the following:
o
o
o
o
o
o
o
o
o
o
o

o
o
o
o
o
o
o
o

New: Opens up a new order.
Open: Opens up all open orders.
Table: Opens up the open orders of the table number/name requested.
Save: Saves the order you have entered.
Close: Closes the order in front of you.
Payment: Opens up the payment window.
Gratuity: Opens up a window where you can key in the gratuity amount.
Receipt: Issues a receipt for the order in front of you.
Shift: Opens up a shift report for the operator requested.
Reopen: Reopens orders already closed.
Diary: Links your outlet with the restaurant diary (basically it gives you a list with all
restaurant bookings and opens up the order by bringing its basic information
automatically).
Reprint: Reprints the receipt requested by order number.
Transfer: Transfers an order from one POS to another.
Change table: Changes the table number/name.
Change Covers: Changes the number of covers inside the order.
Merge Tables: Merges more than one table into one.
Printers: Opens up a POS Receipt and POS Report printer window definition.
Remove Service Charge: Removes the predefined service charge.
Add Service Charge: Adds the service charge to your order.
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o
o
o
o

Top Up Card: Allows you to enter more money inside a card (by keying in the cards
number and the amount).
Open Drawer: Opens up the POS cashier drawer.
Statement: Opens up a transaction statement for the card requested.
Exit: Closes the POS.

TIP: The red button (with the small arrow on it -> or <- expands the button selection to your
right and to your left.
The white area at the top right part of the window is the order sheet (items will appear here once
you start selecting them). The information appearing at the top part of the order sheet is the
following:
o
o
o
o
o
o

Room: The room number in which the guest stays in (if there is one).
Table: The number/name of the table from which the guest made the order.
Order No: The order number.
Covers: The number of covers (usually the number of guests seating on the table).
Guest: The name of the guest who ordered.
Discount: If the operator has given a discount to the order.

The information that you can see for each item inside the order is the following:
o
o
o
o
o
o

Item: The item name/description.
Qty: The item quantity.
Price: The item price.
Discount: The amount of discount given (if any).
Amount: The final item amount (together with the item quantity and any given discount).
Option: The item option (if any).

The buttons at the bottom part of the order sheet allow you to make the following actions:
o
o

o
o
o
o
o
o
o
o

o
o

o
o
o
o
o
o

Plan: Opens up a table plan of the outlet (you can create the outlet plan from your HART
PMS; specifically from Configuration→ Facilities→ Layout button).
House: Gives a house use discount at the order; usually 75% on the order total (you can
enter the outlet’s house discount from your HART PMS; specifically from Configuration→
Outlets→ Configuration tab).
Void: Erases the selected item.
Quantity: Allows you to change the selected item’s quantity.
Price: Allows you to change the selected item’s price.
BIN: Allows you to find an item by its BIN code (you can enter the item’s BIN code from
Materials→ Items).
Split: You can split an order by item; this button is helpful when guests ask you to pay an
order separately and by item. You can split the items of one order up to 10 smaller ones.
Up: Moves your item selection (highlighted) upwards.
Today: Gives you a summary of the outlet’s Revenue, Covers and Open Orders for the
day so far.
Line: Creates an empty line inside the order (this is helpful for the preparation of the order
because the empty line separates the items, for example: Salads, Appetizers, Main Dishes
etc).
Cancel: Cancels the entire order.
Option: Opens up a window with the selected item’s options (you can edit the item’s
options from your HART PMS; specifically from Materials→ Items→ Options tab). The
Custom button inside the Option window allows you to key in options that are not
predefined.
Discount: Allows you to make a discount to the order (either the entire order or specific
items of it).
Guest: Allows you to link the order with a specific guest (non resident).
Included: Allows you to manage your guest’s inclusive services (usually allowances).
Down: Moves your item selection (highlighted) downwards.
Page Up/Page Down: Allows you to move your order upwards or downwards (in cases
where orders are very long and cannot see them entirely).
Refer: Links a specific operator with a specific item (in cases where operators are advised
to promote specific products and can get commission of their sale).
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RESERVATIONS ON HART PMS

16

ACCOUNT PROFILE:
The Account Profile window is the place where you can create and edit the archive of your associates,
meaning Companies and Agents. Imagine this window as a big file where you can always find the Agents
and Companies that your hotel regularly works with and create new ones.
Here’s a description of the Account Profile Window:

Account: The name of the account, as you want it to appear inside the HART PMS software.
Country: The country of the account
Post Code: The post code of the account
Address: The address of the account
County: The county of the account
Town: The town of the account
Email: The account’s email
Phone: The account’s telephone number
Fax: The account’s fax number
Type: The type of the account. Select Company or Agent from the drop down menu, depending
on the nature of the account.
After you have completed entering the main information of the account press Save. You will see that the
window immediately acquires a unique ID, used as a reference for both you and your support team.
This window has two tabs:

Tab Folios:
Here you can see all folios opened for the specific account (top part of the window), their details (middle
part of the window) and a small cashier with folio charge and payment possibilities (bottom part of the
window).
Top part of the window:
ID: The folio ID.
Folio: The folio name.
Active: This check box is checked if the folio is active.
Balance: The folio balance.
Include in Revenue: This check box is checked if the folio transaction are included in revenue.
Lat field: The hotel business unit.
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Middle part of the window:
Date: The transaction date.
Revenue-Payment: The revenue centre or payment method.
Debit: The amount of debit.
Credit: The amount of credit.
Notes: The transaction notes.
Bottom part of the window:
Charge: When you right click and Add Entry here, you can make a folio charge for the folio
previously highlighted. The information that you must enter about each charge is the following:
o Revenue Centre: The revenue centre charged.
o Amount: The amount charged.
o Notes: The relevant notes of the charge.
o Reset: The Reset button clears all previous entries.
Payment: When you right click and Add Entry here, you can make a folio payment for the folio
previously highlighted. The information that you must enter about each payment is the following:
o Payment: The method of the payment.
o Amount: The amount paid.
o Notes: The relevant notes of the payment.
o Balance: By pressing this button you get the highlighted folio’s balance automatically.
o Reset: The Reset button clears all previous entries.

Tab Billing Details:
Inside the Billing Details tab, you can add the billing details of the account, which appear only on VAT
Invoices and Information sheets.
For opening lines of registration you can either right click and choose Add Entry or press the Insert button
on your keyboard.
Then you can enter:
Billing Name: The full billing name of the account.
Country: The country of the account.
Post Code: The post code of the account.
Address: The address of the account.
County: The county of the account.
Town: The town of the account.
Activity: The professional activity of the account (select from the drop down menu. In order for you
to edit the choices of this drop down menu you must go: Configuration→ Front Desk→ tab
Activities*).
IATA Code: The IATA code of the account.
VAT Code: The VAT Code of the account.
Tax Office: The tax office of the account.
Website: The account’s website.
After you have completed entering the necessary information press Save.
On the top right part of the window you can see a Proforma button. If you press it a report opens which
allows you to see all reservations entered inside the HART PMS software that involve this specific account.
Specifically, you can choose the dates you want to see reservations for, from the two calendars on the top
left part of the report and then press Run. The information given to you for each reservation are the
following:
Reservation: The reservation ID.
Guest Name: The name of the guest.
Date from: The arrival date.
Date to: The departure date.
Package: The package of the reservation (eg. Room Only, Bed & Breakfast etc).
Adults: The number of adults coming to the hotel.
Charge: The accommodation type charge (eg. Standard Double Room, Suite etc).
Nights: The number of room night.
Rate: The daily rate.

18

Total: The total rate (at the bottom of this column you can see the same of income that your hotel
will have from all those reservations).
By double clicking on each line of information the Room Booking window opens so that you can see the
reservation itself or/and make changes.
TIP: The Account Profile window is one of the windows inside HART PMS where you can use the HART
PMS Wizard.
Once you have opened the window you can double click (or press F8) inside the Account field, so that the
Account Wizard window opens:

There you can type the three first letters of the account you are searching for and then press the Search
button (or Enter on your keyboard) so that the Wizard searches for any results.
If it finds something, you will see the result on the main part of the window. By double clicking on it, the
information of the specific account will open in front of you.
If it does not find something no information will appear. You can then either close the Wizard and start
typing the account’s information from scratch or you can select the New button to do the exact same thing.
The Filter button offers you the possibility to filter your search by specific information, the OK button
accepts each of your actions and the Exit button closes the Account Wizard window.
The Account Wizard is a smart way for you to always check whether the information of the account you are
searching for are already inside the HART PMS software or not. That way you can avoid entering
information of the same account more than once and therefore, always have a clean and clear archive of
the hotel’s associates.
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AVAILABILITY:
The Availability option opens a report (which you can also find inside Reports→ Front Desk) where you can
see general information for the hotel’s availability and occupancy (per business unit):

From the top left part of the window you can choose the date you want to see availability for, using the two
calendars that exist and then press Run.
On the left part of the window, you can see all selected days – dates (Friday, Saturday and Sunday are
marked with pink because usually these are the days that have more guest traffic).
On the top part of the window you can see the short codes of all your room types (eg. DBL for Standard
Double, SGL for Standard Single, TRPL for Triple etc) and right underneath -where it says Existing
Rooms- you can see the total rooms that exist for each room type. In the specific screenshot for example,
there exist 9 DBL rooms, 4 SGL rooms, 1 SUITE, 5 TRPL rooms and 3 TWN rooms in the hotel.
The list underneath shows the number of rooms available for each day and each room type (cross check
it). Zero (0) means no room type available and minus (-) means you have over sold the specific room type.
The AVL column shows the total of available rooms, the TEN column shows tentative reservations and the
WLS shows reservations that are on waiting list.
On the top part of the window you will see a drop down menu which is by default set on Availability, so
that when you run the report you will immediately see the hotel’s availability. There, you can also choose
Sold Rooms, in order for you to see the occupancy of the hotel.
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The buttons next to the drop down menu offer the following choices:
Tentative: It opens a small window with all tentative reservations.
Confirmed: It opens a small window with all confirmed reservations.
Enquiries: It opens a small window with all enquiries.
Waiting list: It opens a small window with all reservations on waiting list.
The Individuals check box shows the names of guests inside the Confirmed bookings.
The Availability report (as all reports inside the HART PMS software) can be printed, exported to Excel or
converted to .pdf file, depending on the action you want to perform.
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FACILITY BOOKING:
This option is the gateway to make a facility (i.e. Restaurant, Spa, Fitness and Golf) booking.
Such a booking is made in two steps:
In the first step, the facility is selected: As the booking process is different for each facility type, the
first action to be taken is to select what facility is being booked.
In the second step, the actual booking is made. Based on the selection of the first step, a different
screen is available for each facility type. The booking screen of the facility is often referred to as
the facility’s ‘Diary’.
Choose Facility:
This window groups available facilities per type. Currently three types of facilities can be booked from
HART:
Restaurants
Golf Courses
Spa & Fitness
Based on the facilities being configured in the system, not all groups are present on this window, i.e. if no
golf course has been set up, there will be no golf group. This window has no fields. The facilities appear as
buttons, so in order to book a specific facility the user has to click on it.

RESTAURANT BOOKING:
Selecting a Restaurant opens the Restaurant Booking window. This window is used to book a table in the
restaurant selected. The name of the Restaurant selected (this is useful in case there are more than one
restaurant available) is displayed on the window as ‘Restaurant Booking/Restaurant name’:

This window contains a number of pop-ups which are either automatically displayed by the system upon
retrieval of the booking if they contain information, or requested by the user by clicking on a button. For
example, if a booking that has a deposit is retrieved then the deposit pop-up (which is normally not visible)
will come up automatically to inform the user of the existence of the deposit.
By clicking on the arrow to the right of the date on the upper left part of the screen, a calendar comes up to
assist you navigate to the date for which is booking is considered. (By default the system displays today’s
date on opening the window). Once the date is selected, you will be able to see the Restaurant booking
information inside the middle part of the window.
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Right underneath the calendar where you select the date desired, you can see four yellow buttons. Here’s
what each one of these buttons does:
New: Clears the booking details section of the screen so that a new booking can be made.
List: Displays a list of the bookings for the day, based on the table layout as configured in the
Configuration→ Facilities section. The fields of the list are described below:
o Service: Each service offered in the Restaurant (e.g. Breakfast, Lunch, Dinner) is listed
separately on a new page. As a result there are so many table lists as there are services.
o Table: Table number.
o Cap (Capacity): Number of people the table can accommodate.
o Bkd (Booked): Number of people booked for the table.
o Guest: Guest Name.
o Time: Time of the booking.
o Comments: Booking Notes.
o Menu: Key in Yes or NO, if you have given a menu card to the guests (alternatively you
can track the time).
o Where: Where they are located inside the property (eg. Lounge, bar etc).
o Sitting: Key in Yes or No depending on whether the guests have sat down (alternatively
you can track the time).
o Canapes: Key in Yes or No depending on whether you have sat the guests somewhere
inside the restaurant rather than their table.
Today: Changes the diary date to today and retrieves booking and availability information for
today.
Quick: This part extends along the left side of the window. It represents the booking status of the
restaurant for the date selected broken down by the different services provided (e.g. Breakfast,
Lunch, Dinner) and time slots. It contains the following fields:
o Time: The time slots that have been set up for the availability to be monitored against.
This is done in the configuration of the utility and each slot is set up to accommodate a
number of covers in order to control the flow of service.
o Bkd (number of people booked): the number of people who have booked at the specific
time slot.
o Cap (Capacity): The number of people that can be admitted at this time slot. This is set up
in the Configuration section of the facility.
o Ttl (Running total): The total number of people that have been booked until the specific
time slot. This is a running total value that, in the case of the last time slot of the service, it
contains the total number of people for the service on the day.
o Avl (Available): The number of people that can book for the specific time slot. It is the
difference between the Capacity and Covers booked columns.
o Tbl (Tables): Number of tables booked for the specific time slot.
A subtotal of how many people have booked and how many tables have been reserved is displayed at the
end of each service, i.e. how many people and tables have been booked for lunch.
At the last line of the availability, the total number of people and tables for the day is displayed.
At the top middle part of the window you can create/edit the restaurant bookings themselves. The
information that you must enter about each restaurant booking is the following:
Guest: The name of a guest. Select through the Guest Wizard.
People: The number of people.
R(egular): This check box is ticked automatically by the system based on the guest that is
selected. If the guest has been to the restaurant before, the system ticks the box to indicate that
this guest has been to the restaurant before.
Company: The name of a company if the booking is a corporate one. Select through the Account
Wizard. The name of the company may appear in the company field if no contact name is known at
the time of the booking.
Contact: Select a contact from the Account Profile in case this is a company booking. Double
click, press F4 or in case no contact profile is required simply type a name. Please bear in mind
that simply typing a name will not allow best use of data for future marketing activities as this
booking will not be linked to a registered contact having a profile.
Date: The booking date. The fills in this field automatically when the date is selected from the
diary. The only reason to change the date is when an existing booking is changed to another date.
Time: The time slots the facility can be booked for. Just open the drop down.
Surprise: Check this field of the booking is a surprise booking. This displays on the restaurant
diary.
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Table: A drop down with the available tables displaying in black colour and the booked tables
displayed in crossed out red colour. Used in assigning a table to the booking. This action can be
done at any stage of the booking.
Confirmed: Check box used to signal that the booking has been confirmed to the guest.
Status: The status of the booking. There are five possible values (all selected through the drop
down list):
o Definite: The booking is definite or confirmed.
o Tentative: The booking is not confirmed yet.
o Cancelled: The booking has been cancelled. To cancel a booking, just set its status to
Cancelled.
o Wait List: The booking is added to a waiting list due to fully booked conditions
experienced on the day. Wait list bookings can become confirmed if there are
cancellations.
o No Show: The guest did not turn up and no cancellation was made.
How Heard: Select a source from which the guest found out about the restaurant. This allows
identification of the business sources of the restaurant.
Spa#: A restaurant booking can be part of a Non Resident Booking. If this is the case, the number
(ID) of the Non Resident Booking is displayed in this field. This field cannot be edited directly.
Rm#: A restaurant booking can be part of a Room Booking. If this is the case, the number (ID) of
the Room Booking is displayed in this field. This field cannot be edited directly.
Phone/Room: This field works in conjunction with the next one (Phone Type). The options are the
following:
o Mobile: The field contains mobile phone number.
o Home: The field contains home phone number.
o Office: The field contains office phone number
o Room: The field contains room information (the treatment is part of a room booking)
The first three options retrieve information from the guest profile. Changing the selection, retrieves
the relevant information from the profile, i.e. changing from Mobile to Office the system will change
the value of the field to the Office phone number. Any change in the number will update the guest
profile upon Save.
Package: Some bookings (e.g. Christmas bookings) are predefined in terms of menu and charges.
These arrangements are known as packages in the system. By linking a booking to a package,
when the order for the booking will be created from the POS, the package charge will be made
automatically by the system. This fields cannot be edited directly, the Package button is used to
select a package.
User: The name of the HART user who made the reservation and the date on which he/she made
the booking.
Notes/Requests: Special requests or short notes for the booking.
At the bottom part of this frame you can see several buttons. Here’s what each one of these buttons does:
+Table: Opens a smaller window where additional tables can be linked to the same booking.
Useful in cases a single booking is made for a number of tables. Click on + to add a table, - to
remove a table from the booking. There is a list of tables in the drop down field; the cross out ones
are booked; However for flexibility purposes the system will allow you to save an additional table
that is already booked as this is the means of sharing a table between two bookings.
Deposit: Opens the deposit window used to add (or minus off) a deposit. A deposit is
automatically posted against the order which is created for the booking on the POS. To create a
deposit click on the button named ‘Add’. As a deposit is linked to a Cashier (for cashing up
purposes), if the user is not yet linked with a Cashier, a Cashier logon screen will come up before
the deposit is created. Failing to logon as cashier, cancels the addition of the deposit.
The following fields make up a deposit:
o
o
o
o

Payment Method: Select the payment method of the deposit from the drop down list
Amount: Type in the amount.
Date: Today’s date. Automatically supplied by the system; not editable.
(Processed): A non editable checkbox that the system ticks automatically when the deposit
is transferred to the POS bill. In this way, the user can find out from the reservation screen
that the deposit has been used up.

To remove a deposit, press the ‘Remove’ button. To link a deposit to a credit card, press the
‘Credit Card’ button. To issue a deposit receipt, press the ‘Receipt’ button. To transfer a deposit to
another booking or folio, press the ‘Transfer’ button.
Notes: Opens up a window where you can add more notes about the booking.
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Package: Used to select a package to be linked to the booking (see Package field).
Traces: Used to add traces and activity to be followed up for the booking. Actions like
communication with the guest prior (or after!) the booking can be programmed using this button.
By clicking on it the Trace window comes up.
A trace can be added by clicking on the plus(+) button and can be deleted by clicking on the
minus(-) button. Each trace is made up of the following fields:
o Trace: a drop down of the available traces as set up in the Configuration section. Due to
the breadth of the subject, the user can free type apart from selecting from the drop down.
o Date due: The date the trace should be dealt with. By default the system fills in the
booking date but this can change.
o Department: The hotel department responsible to carry out the activity defined in the
Trace.
o User: The user responsible to carry out the activity defined in the trace.
o Status: There are three options in the drop down:
o Every Trace starts its life as Pending.
o After the trace has been dealt with, it is Done.
o At any stage the trace can be Cancelled.
o DateIn: The date/time the trace was created. Filled in by the system, not editable.
o Requested By: The user who created the trace. Filled in by the system, not editable.
Profile: Opens up a guest profile window along with an account productivity report, so that you are
able to see more information about the guest who made the restaurant booking and his/her
productivity on your property.
History: Opens up a restaurant booking history window.
Right underneath the restaurant booking details part of the window you can see information about the
day’s Definite Bookings. A list of the definite bookings for the day, broken down by service (e.g. Lunch,
Dinner) sorted by time. Apart from providing a quick list of the bookings, this part of the screen is used to
retrieve a booking. Just double click on it, and all its details (and relevant pop-ups) are retrieved in the
Booking details area for editing.
At the top right part of the window and the bottom right part of the window you can see Cancelled
Bookings, Waiting List, Tentative Bookings and No Shows:
Cancelled Bookings: Same layout and functionality as the Definite Bookings section, only that it
contains Cancelled Bookings for the day.
Waiting List: Same layout and functionality as the Definite Bookings section, only that it contains
the waiting list for the day.
Tentative Bookings: Same layout and functionality as the Definite Bookings section, only that it
contains Tentative Bookings for the day.
No Shows: Same layout and functionality as the Definite Bookings section, only that it contains
the No Shows for the day.
At the middle right part of the window you can see the Table Yield frame:
Displays the availability partitioned between Residents and Non Residents.
The following steps are part of the yield process:
There is a number that represents the number of tables that the hotel wants to guarantee for residents.
This is affected by room booking and policies. This number is known in this section as the Yield. In other
words, the Yield represents the number of tables that should be reserved for residents.
Restaurant guests can either be residents or Non-Residents (they are not staying with the hotel). Each of
the two groups has its own bookings which have been assigned a table or not.
The fields in the first line are grouped in two groups:
Residents
Non Residents
Each group has two fields:
Assigned: The number of tables assigned to either residents (green field)or non residents
(yellow).
Unassigned: The number of bookings in each category (resident or non residents) which have not
been assigned a table (both red fields).
The next line displays the totals (assigned + unassigned bookings) in both categories (green for
residents, yellow for non residents)
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The next line displays the yield number for the day. As stated previously, this is the number of tables
guaranteed for residents.
Finally the availability for each category of restaurant guests (resident or non residents) is displayed in the
last line. This includes two fields:
Residents Available (green): The number of remaining tables available for residents (Yield –
Resident Totals).
Non Residents Available (yellow): The number of remaining tables available for non-residents
(All the tables in the restaurant – Yield – Non resident totals).
This section is totally meaningless if Yield levels have not been set up in the Configuration section of the
facility
Right underneath the Table Yield you can see the Blocks frame. Blocks are periods of the day when the
restaurant is blocked (not available for bookings). The blocks are added in the Configuration→ Facilities
section.
Making a new restaurant booking:
To make a new restaurant booking, please follow the steps below:
Select the date from the drop down calendar on the left of the screen
Check the availability from the availability sections below the calendar.
Add the booking details in the main window (entitled Booking Details). This is done as described
below:
Double click on the Guest field. The guest wizard screen is displayed. Specify part of the guest’s
surname and click on search. A list of existing guest profiles whose names match the search string
is displayed. If the search produces no results or the person is not included in the results then it
must be a new guest and a profile should be created. Clicking on New creates the profile, selects it
and returns to the booking form to continue.

SPA/FITNESS BOOKING:
Selecting a Spa/Fitness facility opens the Spa Diary window. This window is used to manage bookings of a
Spa/Fitness facility. This window works on a daily basis, i.e. the appointments of one day at a time can be
displayed. The selection of which day to view is done using a calendar on the top left corner of the window.
Once a date is selected, the appointments for the day are displayed. In the following section of the
documentation the words booking and treatment are used interchangeably in most references.
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Apart from the main diary area, there is a set of controls along the left side of the screen.
These are:
Layout: There are two options in this control:
o Therapist: The appointments are displayed on a therapist chart. Each column
corresponds to a therapist who is on shift on the day. The first column is blank and
contains the appointments that have not been assigned to a therapist yet. In case a
Fitness Diary is in question, the Therapist option is named Instructor.
o Room: The appointments are displayed on a treatment room/fitness studio chart. Each
column corresponds to a room/studio. The first column is blank and contains the
appointments that have not been assigned to a room/studio yet.
Package Breakdown: A list of spa day packages booked on the day. This gives an overview of
how many spa days have been booked per type of package.
Notes: Notes that are relevant to the day. Normally special events or booking instructions are
contained in this part.
Each appointment is represented by a box on the diary time chart. The box size is proportional to the
therapy duration while the time slots are set up in the configuration section of the facility. Normally 15
minute slots are set up.
To make a new appointment, just click on the desired time for the therapist (if in Therapist layout) or room
(if in Room layout). By releasing the mouse button, a Booking Details screen comes up.

It includes the following fields:
Guest: Double click to bring up the Guest Wizard to select a guest for the appointment. If the
guest exists in the guest database, the record can be added to the booking by double clicking on
the name. If it is a new guest, use the New button after specifying Surname, Name and title.
P(eople): Number of people (in most cases the default 1 is OK)
Times: The time on which the user clicked to create the booking is copied in the first field (start of
the treatment). At this stage, the second field (end of treatment) contains the same time. This time
is adjusted after the treatment is selected and the system knows its duration.
DNM: Check this box if you want to system to disallow moving of the appointment to another time.
Status: Status of the booking. The options are the following:
o Definite: The booking is confirmed
o Tentative: The booking is provisional
o Wait List: The booking is in a waiting list
o Cancelled: The booking has been cancelled (not available for direct selection – use the
Cancel button)
o No Show: The guest didn’t turn up but didn’t cancel either (not available for direct
selection – use the No Show button)
o Checked In: The guest has arrived and is having the treatment (not available for direct
selection – use the Check In button)
o Checked Out: The guest has departed (not available for direct selection – use the Check
Out button).
Date: The date of the booking. This is the field that is used to transfer the appointment to another
day.
Room: If the booking was created in Room layout, the column where the user clicked contains the
room information which has been automatically copied to this field. If in Therapist layout, there are
two options to fill this field:
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Select a room from the drop down. This does not guarantee its availability which is
checked when the booking is saved.
o Use the Wizard button which gives a list of available/suitable rooms for the specific
treatment/time.
Therapist: If the booking was created in Therapist layout, the column where the user clicked
contains the therapist information which has been automatically copied to this field. If in Room
layout, there are two options to fill this field:
o Select a therapist from the drop down. This does not guarantee availability/suitability which
are checked when the booking is saved.
o Use the Wizard button which gives a list of available/suitable therapists for the specific
treatment/time.
DNM: Check this box if you want to system to disallow moving of the appointment to another
therapist. Used when the customer has a preference for a specific therapist.
Treatment: Select a treatment for the drop down list.
Wizard: Use this button to activate the booking wizard. The booking wizard gives a list of available/
suitable rooms and therapists for the treatment chosen at the specific time on the specific day. If
no combination of room/therapist can be found there are two options:
o Changing the time in the wizard and click on Search. Available/suitable rooms and
therapists are displayed
o Click on Suggestion: The system iterates through all possible times and stop at the first
available when there is a valid combination of therapist/room.
o Select OK to accept the current selection of therapist/room or Exit to go back to the
booking screen without using the information available on the Wizard.
Non R(esident): If the appointment is part of a Non Resident Spa Day package, the field on the
right of this button contains the ID of the Spa Day booking. Clicking this button, opens up the Non
Resident Spa Day booking screen.
Booking ID: If the appointment is part of a Room Booking, the field on the right of this button
contains the ID of the Room booking. Clicking this button, opens up the Room booking screen.
How Heard: Select from the drop down list.
Phone/Room: Room or telephone number.
(Phone Type): This defines what the previous field contains. The options are:
o Mobile: The previous field contains mobile phone number.
o Home: The previous field contains home phone number.
o Office: The previous field contains office phone number
o Room: The previous field contains room information (the treatment is part of a room
booking)
o

The first three options retrieve information from the guest profile. Changing the selection, retrieves
the relevant information from the profile, i.e. changing from Mobile to Office the system will change
the value of the previous field to the Office phone number. Any change in the number will update
the guest profile upon Save.
Financial: There are two check box options in this line:
o Paid: Check if the treatment has been paid for
o Voucher: Check if a voucher has been used to pay for the treatment
Type: The system (based on information available on the booking) determines the type of the
booking (this field is not settable by the user). The options are:
o Spa Day: The treatment is part of a Spa Day package
o Resident: The treatment is part of a room booking
o One off: The treatment is not related to any other booking
Notes: Some notes about the booking
At the bottom part of the Spa booking you can see several buttons. Here’s what each one of these buttons
does (from left to right):
Deposit: Clicking this button brings up the deposit window. Use this window to add deposits to the
treatment.
Cancel: Clicking this button cancels the treatment.
No Show: Clicking this button marks the booking as No Show
CheckIn: Checks in the spa booking.
CheckOut: Checks out the spa booking.
Notes: Clicking this button brings up a window to add more notes to the booking
History: Clicking this button displays the stages the booking has gone through
A number of additional options are available from the Diary Option of the main menu. These options are:
View: Opens pop up windows with additional information. The selection includes:
o All: A list of all the treatments/blocks of the day
o Cancelled: A list of cancelled bookings
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Legend: An explanation of the symbols that appear on each booking
Lunch: A list of spa lunches
No Show: A list of the no show bookings
Profile: Display guest information from the guest profile. A booking must be open for this
option to work
o Shift: A list of therapists on Shift for the day (along with their colour codes)
o Tentative: A list of tentative bookings
o Wait List: The waiting list of the day
Tools: A collection of tools that help the user carry out management tasks for the Spa/Fitness
facility. They are all examined in detail in separate sections, however a quick introduction is
provided here:
o Clipboard: This tool allows the user to reorganise the appointments for the day in order to
maximise usage. The user can experiment without interfering with the main diary and once
happy with the outcome, the changes can be copied to the main diary.
o Courses
o
o
o
o
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GOLF BOOKING:
In order to create a golf booking you must follow the indicated steps below:
1. Go to Reservations→ Facility Booking→ Select the Golf Facility:
2. Select the date you want to book for and double click on the timeslot available (available where no
names booked). The window below will come up:

3. Start typing the surname of the player in the ‘Players Name’ field an
a. If a golf member-select ‘Members’.
b. If you want to look for all profiles select ‘Everybody’.
c.

If you want to create a new profile select ‘New’.

4. Once profile is added – double click and the name will drop into the 1st Tee off time on the bottom
right (if more than one person playing – select next box and double click on players name again –
you can have a maximum of 4 people teeing off at one given time. If the player is a member or part
of a match etc, please select the option for the appropriate on the top right (this needs pre-loading)
5. Once all players added press the ‘Make Booking’ at the bottom right part of the window. This will
show the name in the time slot (see below):
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You can add how many Buggies are required in the ‘B’ column and add special notes regarding the
booking inside the ‘Notes’ column.
TIP: In order to cancel a tee time, right click on the name and select ‘Cancel Player’ (if one or more people
less) or/and ‘Cancel tee time’ if the whole tee slot needs to be cancelled.
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FUNCTION BOOKING:
The Function Booking option allows you to create/edit bookings for functions that will take place on your
property, whether they involve groups or not.
Let’s see what the main Function Booking window looks like:

The information that you can see/enter at the top part of the window is the following:
Function: The name of the function. You can double click inside this field in order for the Function
Wizard to open (works the same way as any other wizard inside HART PMS) and there check if
the function name already exists. If it does double click on the existing function so that you can see
its details. If it does not just key in the name of the new function.
Status: The function booking status. Double click inside this field to select the appropriate function
booking status from a list.
Meeting: Select the function’s meeting type from the drop down menu (you can edit the choices of
this drop down menu from Configuration→ Functions→ tab Meetings).
ID: The function booking unique ID (given automatically by the system once you save for the first
time).
Arrival: The arrival date.
Depart: The departure date.
Occasion: The function occasion (you can edit the choices of this drop down menu from
Configuration→ Functions→ tab Occasions).
Rate: Select the appropriate function rate from the drop down menu (you can create function rate
plans from Sales Office→ Rate Plans→ Functions).
People: Key in the number of people that will attend the function (whether they will stay on your
property or not).
The rest of the upper part of the window is separated in three discreet parts:
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Left part:
Guest: Use the Guest Wizard (by double clicking or pressing F8) in order to find the guest in
charge of the function billing. This is the one who usually pays for the arrangement of the function
(if the billing is Guests Settle Extras).
Company: Use the Account Wizard (by double clicking or pressing F8) in order to find the
company in charge of the function billing. This is the one who usually pays for the arrangement of
the function (if the billing is Guests Settle Extras or Full Account to Company).
Contact: You can select the contact person of the Company from the drop down menu that exists
there or add one by pressing the Edit button on your right:

There you can enter:
o Surname: The surname of the contact person
o Name: The name of the contact person
o Title: The title of the contact person, by selecting it from an already existing drop down
menu
o Office: The office name of the contact person
o Email: The email of the contact person
o Fax: The contact person’s fax number
o Mobile: The contact person’s mobile number
o Dear: How you want the hotel to address the contact person
By pressing Save you can save the information you have just entered. By pressing Add
New you can add a new contact person’s details. By pressing Exit the Add Contact
Window closes.
Agent: Use the Account Wizard (by double clicking or pressing F8) in order to find the agent in
charge of the function billing. This is the one who usually pays for the arrangement of the function
(if the billing is Guests Settle Extras or Full Account to Agent).
Booker: You can select the booker of the Agent from the drop down menu that exists there or add
one by pressing the Edit button on your right (see instructions right above on Company Contact).
Host: Type the name of the person from the hotel staff who will host the function.
Board: Key in what you want the function board to show.
Middle part:
Source: You can select the source of the function booking by selecting it from the already given
drop down menu (you can edit the choices of this drop down menu from Configuration→
Accounts→ tab Sources*).
Segment: You can select the market segment of the function booking by selecting it from the
already given drop down menu (you can edit the choices of this drop down menu from
Configuration→ Accounts→ top part of the window –for more details please see the relevant part
of this manual).
Subsegment: You can select the market subsegment of the function booking by selecting it from
the already given drop down menu (you can edit the choices of this drop down menu from
Configuration→ Accounts→ tab Subsegments).
Manager: You can select the manager of the function booking by selecting it from the already
given drop down menu (you can edit the choices of this drop down menu from Sales Office→
Marketing→ top part of the window –for more details please see the relevant part of this manual).
Best Tel: You can type the telephone number of the person best fit to contact for the specific
function booking.
How heard: You can select how the person who made the function booking heard of your hotel by
selecting the source from the already given drop down menu (you can edit the choices of this drop
down menu from Configuration→ Reservations→ tab How Heard*).
Created: The date and time that the reservation is created.

Right part:
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Hotel Co-ordinator: You can select the coordinator of the function booking by selecting it from the
already given drop down menu (you can edit the choices of this drop down menu from Sales
Office→ Marketing→ top part of the window –for more details please see the relevant part of this
manual).
Credit Policy: You can select the credit policy followed for the specific function booking from the
drop down menu (you can edit the choices of this drop down menu from Configuration→
Functions→ tab Credit Policy).
Purchase Order: Key in the purchase order number for the specific function booking.
Decision/Confirm: Key in the date that the function booking was decided (left calendar) and the
date that the function booking was confirmed (right calendar).
Contract: Select from the drop down menu whether the contract for the function booking was sent
(Contract Sent), signed (Contract Signed) or if there is no contract at all (No Contract).
Billing: Choose the billing method for this function booking by selecting it from the already given
drop down menu. You can choose one of the following:
o Full Account to Company: If you want the Company in charge of the billing to pay for all
charges made (arrangement and extras paid by the company).
o Guests Settle Extras: If you want the Agent or Company in charge of the billing to pay for
the function arrangement and individual guests to pay for their extra consumptions.
o Pay Own Account: If you want all reservations involved with this group booking to pay
their billings individually (arrangement and extras paid individually by each guest).
o Full Account to Agent: If you want the Agent in charge of the billing to pay for all charges
made (arrangement and extras paid by the agent).
o Not Agreed: Choose this option in case the billing method of the function is not yet
agreed. Be careful with this choice because if the billing method is not agreed, then the
HART PMS software cannot know who to charge.
By: The name of the user who made the reservation.
At the right end part of the window you can see several buttons. Here’s what each one of these buttons
does (from top to bottom):
Events: This button allows you to make additional event actions like:
o View Event Summary: View a summary of the events already entered.
o Redo Events: Turns the events you have created into the template ones of the meeting
type.
Group: This button allows you to create a group booking and link it immediately to the specific
function.
Diary: Opens up the function diary.
Sheet: This button allows you to see:
o Function Sheet: A function sheet with all the function booking basic details.
o Contract: A function contract with all the function booking basic details. You can use this
template as a function contract.
Modify: This button allows you to cancel a function booking or redo a function booking
cancellation (brings the booking to its previous status).
Copy: Allows you to copy specific parameters of this function booking to another one. The window
that opens in front of you is the following:

34

Check the check boxes in front of the parameters you want to copy (Copy and New Status frames) and
key in the arrival date (Dates frame) of the new function booking.
The buttons at the bottom part of this window allow you to:
o
o
o
o

Edit New: Edit the new booking (opens the new Function Booking window).
Copy: Copies the parameters entered inside the new function booking.
Find Space: Allows you to find spaces for the new function booking’s events).
Exit: Closes the window.

Check In: Checks in the function booking.
Check Out: Checks Out the function booking.
After you have completed entering all necessary information of the Function Booking you can press Save.
Immediately after you press Save HART PMS will ask you if you want to add events to the function booking
(Add Events?). If you want to, press Yes and you will immediately be transferred to the Function
Booking’s first tab (Events) so that you can start editing the appropriate events. If you do not want to,
press No and you can edit the events later.
TIP: If you press Yes, HART PMS will ask you if you want to add events on departure date (Add Events
on Departure Date?). Press Yes or No accordingly.
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Tab Events:
You can create events for the function booking either by pressing Yes on the ‘Add Events?’ question (on
Save) or by right clicking and selecting Add Entry. The difference between these two options is that the first
one creates events for all the function stay (one for each day) and the second one just creates one event.

The information that you can enter for each event is the following:
Event: The event name. Just key it in.
Type: Select the event type from the drop down menu (you can edit the choices of this menu from
Configuration→ Functions→ tab Meetings).
Setup: Select the function space setup from the drop down menu (you can edit the choices of this
menu from Configuration→ tab Features).
Date: The date on which the event takes place.
Space: The space in which the event takes place.
Doorcard: Key in what you want the function doorcard to show.
From/To: Key in the times during which the event will take place.
Do Not Move: Check this check box if you want the event not to move from the space given.
Status: Select the event status from the drop down menu.
Max: Key in the maximum number of people that can attend the event.
GTD: Key in the number of guaranteed people that will attend the event.
Notes: Key in some notes for the event.

Tab Groups:
Here you can link a group booking with the specific function booking. In order to do that you must press the
Group button at the top right part of the window. Once you press the Group button, the upper part of the
Groups tab is filled with fields with the group booking information. By entering the necessary group
information here you simultaneously create a Group Booking:
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At the top part of the window you must enter the group booking’s basic information. Specifically you must
enter:
Group: The group name.
Status: Select the group status from the drop down menu.
Country: Select the group country from the drop down menu.
ID: The group unique ID (generated automatically once you press Save for the first time).
Arrival: The group arrival date.
Departure: The group departure date.
Package: The group package (appears automatically once you select a group rate).
Rate: Double click in order to select a rate for the group booking.
Discount: These fields show you if anyone has given a discount to the group (the amount or
percentage of the discount and the user who generated it).
On your right you can see one button:
Profile: Opens the specific Group Booking window.
At the bottom part of the window you must enter the group’s stays (exactly the same as the Stays tab
inside the Group Booking window). The information that you must enter about each stay is the following:
Arrival: The arrival date, day and time.
Departure: The departure date, day and time.
TIP: The arrival and departure date of the group stays can differ from the ones of the group booking but
can only be in between dates.
Room Type: Select the room type given from the drop down menu.
Quantity: Key in the quantity of the rooms given for the specific room type.
Sold As: Select the accommodation type of the rooms given from the drop down menu.
Over: The number of overbookings made for the specific room type.
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Tab Rooms:
Here you can see all of the room bookings of the group one by one. The information that you can see
about each room booking is the following:
Guest: The guest name.
Arrival: The arrival date of the specific room booking.
Departure: The departure date of the specific room booking.
P: The number of persons involved in the specific room booking.
Status: The room booking status.
Type: The room type of the room given.
Package: The package given.
Room: The room number given.
Sold As: The accommodation type of the room given.
Rate: The room rate.
ID: The room booking ID.
Sync Rate: Check this check box if you want the specific room booking to ‘follow’ the group rate. If
you want to give a different rate to the specific room booking, just uncheck the checkbox, enter the
booking (by double clicking on the ID) and then select a different rate for the booking.

Tab Attendees:
Here you can manage the function sheet breakdown and the function attendees:

At the top part of the window you can enter details about the charges shown on the Function Sheet, so that
the customer knows what the services charged involve. You can right click and Add Entry in order to enter:
Charge On: Key in the time span of the charge.
Date from: Select the starting date of the charge.
Date To: Select the ending date of the charge.
Item: Key in the item charged.
Item Charge: Key in the item charge itself.
At the bottom part of the window you can enter some attendee details. Specifically you can enter:
Surprise: Check this check box is the specific attendee does not know about the event because it
is a surprise.
Attendee Name: Double click to search for the attendee name from the Guest Wizard.
P: Key in the number of people involved.
How Heard: Select how the attendee heard for our property from the drop down menu.
C: Check this check box if there will be no charges for the specific attendee (Complimentary).
Discount: Key in the discount given for the specific charge (if you want to give one).
Charge: The total charge appears automatically once you enter the discount parameter.
Dietary: Key in some dietary requirements for the specific attendee.
Notes: Key in some notes about the attendee.
Last drop down: Select Post or Email in order to know how you want your property to contact the
specific attendee.
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At the top right part of the window you can see three buttons:
Bills: Creates a folio for the specific attendee inside the Billing tab.
Profile: Opens the Guest Profile window for the specific attendee.
Summary: Prints a special events booking form with the following information on it:
o Event Name: The name of the event.
o Event Date: The date of the event.
o Guest Name: The name of the guest.
o Guest Address: The guest’s address.
o Email: The guest’s email.
o Work: The guest’s work telephone number.
o Home: The guest’s home telephone number.
o Mobile: The guest’s mobile telephone number.
o Dietary Requirements: The guest’s dietary requirements.
o Surprise: If the attendee will be surprised (Yes) or not (No).
o No of Attendees: The number of attendees.
o Confirmation: If the property has a confirmation for the specific attended or not.
o Notes: Some notes for the specific attendee.

Tab Billing:
Tab Billing is very important for the function booking because here you can see:
How many folios the booking has on the left part of the window (according to the billing type you
have previously selected).
The inclusive arrangement on the right part of the window.
All charges and payments included in the folios on the bottom part of the window.
In other words, the money is here.
Top part of the window:
For each folio here you can see the following information:
ID: The folio ID.
Folio: The name of the folio (eg. Arrangement, Full Credit etc).
Paid by: The name of the payer (the guest or company or agent you have entered inside the
Customer Info frame explained previously).
S/L: This check box is checked if the folio has debtor rights (You can give debtor rights to a folio by
going to: Financials→ Sales Ledger→ ”call” the account→ Inside the Credit Related frame, where
it says Credit Approval, you choose Granted from the already given drop down menu).
M: This check box is checked if the folio is the main folio of the group booking.
Unit: The business unit to which the transactions of the specific folio will go.
Receipt: The receipt type that you will need to issue (this selection can be overwritten on check
out).
The last field of the line shows you the folio balance.
ATTENTION:
Here is how you should see your folios according to the billing type previously set:
Full Account to Company: Both S/L and M should be checked
Guests Settle Extras: Arrangement should be S/L and Extras should be M
Pay Own Account: Own Account should be M
Full Account to Agent: Both S/L and M should be checked
Not Agreed: Folios are not created in the first place, so you will not have a problem with that.
At the right part of this frame you can see three buttons:
LateCharge: By pressing this button you can issue a credit note for the folio previously selected.
Paid By: By pressing this button you can select the payer of the folio from the account wizard.
Details: By pressing this button you get a detailed analysis of the folio transactions right
underneath.
Bottom part of the window:
For each line of information you can see the following:
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Date: The date of the transaction.
Revenue/Payment: In which revenue center the transaction was made or/and which payment
method was used.
Debit: The amount that was charged.
Credit: The amount that was paid.
Notes: Charges involving packages usually show notes that describe the package automatically.
The user can change the notes by typing the ones he/she wants.
On the bottom right part of the window you can see several buttons. Here’s what each one does (described
from top to bottom):
Items: If the billing includes charges coming from HART POS, the user can press this button so
that he/she is able to see the items bought by the customer:

This small window gives the user some information about the customer (name, arrival, departure
and Room No), the order (Order No), the items included in the order (item name, quantity, amount,
date of transaction) and the total of each order.
On its bottom you have some extra choices, like:
o
o
o
o

By Check: If you check this check box and press Retrieve you can see the order as it
appears printed (including its fiscal signature).
Retrieve: Retrieves the information you want to see.
Close: It closes the window.
Print: It gives you a printout of the order.

View: This button offers you a more detailed description on all transactions inside the billing.
Bill: By choosing Bill a new small window appears offering you the choices described below:

Info: For printing an Information printout (this is not a VAT Invoice)
Reprint: For reprinting VAT Invoices already issued or converting them to .pdf files.
VAT: For issuing a VAT Invoice.
Origin: Here you can see the origin of all transactions.
Modify: This is a nice and helpful window if you want to modify all or some transactions inside the
billing of the booking. To put it in simple words Modify helps you move transactions
around, from one folio to another, from one room to another and from one account to
another.
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On the left part of the window you can see all of the transactions inside the booking separated by the folios
inside it. You can see each folio by ID, Payer and Name and you can also see each transaction by Date,
Revenue/Payment and Amount.
On the right part of the window you can see the folios existing inside the booking (Same Room Folios top) and you can also search for folios existing in other rooms (Room field inside the Folio Browser frame
-middle) or other accounts (Account field inside the Folio Browser frame -middle).
Modifying transactions from one folio to another (inside the same booking):
1. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
2. Go to the top right part of the window and place the little hand in front of the folio you want to
transfer the selected transaction(s) to.
3. Press the top arrows that exist in the middle of the window.
4. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Modifying transactions from one room to another:
1. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
2. Go to the middle right part of the window (where it says Folio Browser) and type the room number
in which you want the transaction to go to inside the Room field.
3. Press the Get Folios button on the right.
4. Right underneath, inside the frame that says Available Folios, all available folios of the room will
appear.
5. Press the bottom arrows that exist in the middle of the window.
6. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Modifying transactions from one folio to another:
1. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
2. Go to the middle right part of the window (where it says Folio Browser) and type the account name
in which you want the transaction to go to inside the Account field.
3. Press the Get Folios button on the right.
4. Right underneath, inside the frame that says Available Folios, all available folios of the account
will appear.
5. Press the bottom arrows that exist in the middle of the window.
41

6. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Split: The Split option works almost the same way as the Modify option. The difference is that
Modify transfers specific transactions whereas Split can split a selected total amount of
transactions by percent or by amount according to what the customer wants.
Let’s take a quick look:

The motif is the same as the Modify window. The only difference is that in the middle of the
window, where you can see the Split Amount frame, you can type an amount or a percentage (by
checking the Percentage box) and split the selected amount to another room or another folio.
The steps you need to follow are:
I. Go to the left part of the window and check the transaction(s) you want to split. Press the Select All

II.
III.
IV.
V.

button (at the bottom of the window) if you want to select all transactions or the Clear All button (at
the bottom of the window) if you want to clear all selections.
Go to the middle right part of the window (where it says Split Amount) and type the amount or the
percentage you want to split (check the Percentage check box in case you want to split by percent)
Find the folio you want the amount or percentage to be split to.
Press the top or bottom arrows accordingly.
Once you get the “Action completed successfully message” you will know that the split has been
done.
Redo: This option undoes your last move inside the billing, eg. If you have modified a transaction
you can undo this modification.
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Tab Financials:
This tab allows you to see/edit the financial details of the function booking and also add its deposit.

At the top part of the window you can see/edit the financial details of the function booking. Specifically you
can see:
Day: The day range of the charge.
From: The starting date of the charge.
To: The ending date of the charge.
Service: The service itself.
Rate: The rate of the service charge.
Charge: The charge type. Here you can select:
o Function
o People
o Room
o Guests
o Custom
o Attendees
Qty: The charge quantity.
T: Check this check box if the charge includes taxes.
Revenue Centre: The revenue centre in which the income from the specific charge will go.
C: Check this check box if you want the charge to be complimentary.
Notes: Key in some notes about the charge.
Currency: Here you can select the currency of the transactions
At the bottom part of the window you can see/enter any deposits for the specific function booking.
The information that you can see/enter for each deposit is the following:
Reference No: A reference number for the deposit.
Payment: Select the payment method from the drop down menu.
Amount: Type the amount of the deposit.
Guest/Account: Select the name of the payer from the drop down menu.
Date: This is the date you enter the deposit and it is given automatically by the software.
Cheque Date: Select the date of the cheque (if the payment method is by cheque), so that you will
know when to cash it.
After you have entered all necessary information you can press Save.
On the right part of the window you can see several buttons. Here’s what each one does (described from
top to bottom):
Remove: This option removes the deposit you have already entered. After you have pressed this
button a small window opens:
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The Deposit Amount field shows you the total amount of the deposit. If you want to charge cancellation
fees, you can either type the percent you want to charge inside the Charge % field or the straight amount
you want to charge inside the Charge Amount field. Check the Print Invoice check box if you want to
print a VAT Invoice for the cancellation fees.
Press OK for proceeding or Exit for closing the window.
Activate: By pressing this button you can activate deposits that have not been processed during
the check in procedure.
Credit Card: By pressing this button you can connect with the Credit Card interface (for more
information on the CC Interface please contact your support team).
Receipt: By pressing this button you get a receipt printout of the deposit.
Transfer: You can transfer the deposit by selecting where you want it to go:

You can transfer it to another:
Room Booking
Function Booking
Facility Booking
Group Booking
Non resident Booking
Folio
For each one of these choices you must also type its ID inside the ID field. Then you can press OK to
proceed or Exit to close the window.
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Tab Rates:
Here you can see all room charges and services included inside the Rate Plan you have chosen for this
function (Group Booking rates):

The Rates tab is created as soon as you press the first Save of the booking. You can always visit this tab
in order to have a full idea of the rate plan or change the rates/prices (if necessary) to the ones you want.
You can do that by just typing the new rate/prices and press Save.
At the top part of the window you can see all accommodation rates. At the middle part of the window you
can see all inclusive services rates. At the bottom part of the window you can see all Add On rates.

Tab Packages:
Here you can see the function’s package coming from the rate plan you have chosen for the group linked
to it:

On the left part of the window you can see the package for every day of the group stay. On the right part of
the window you can see the inclusive service(s). On the bottom part of the window you can see the
additional charges.
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In particular on your left you can see:
From: The date the package starts.
To: The date the package ends.
Package: The description of the package (as entered inside the rate plan).
Complimentary: The check box is checked if it involves a complimentary package (complimentary
packages are usually not included in the hotel’s revenue).
On your right you can see:
Service: The service included
Complimentary: The check box is checked if it involves a complimentary service (complimentary
services are usually not included in the hotel’s revenue).
On the bottom you can see:
o
o
o
o
o

From: The date the add on starts.
To: The date the add on ends.
Charge Type: The add on charge itself.
Complimentary: This check box is checked if the add on service is complimentary.
Availability: The day range of the add on’s availability.

Tab Activities
Here you can schedule and enter activities related to the function booking. Activities are referring to the
hotels inside tasks and management:

Top part of the window:
Right click and choose Add Entry or press the Insert key on your keyboard, in order to create your
activities. The information you must enter are the following:
Manager: Choose the manager of the activity by selecting him/her from the already given drop
down menu (you can add or edit the hotel’s managers on: Sales Office→ Marketing→ top part of
the window (for more information please visit the relevant part of this manual).
Activity: Choose the nature of the activity from a list given to you in a drop down menu (you can
edit the activities on: Configuration→ Accounts→ tab Activities*).
Done: Check this check box once the activity is completed.
Purpose: Type the purpose of the activity.
Times: Select the times the activity will start and end.
Notes: Type some relevant notes about the activity.
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Bottom part of the window:
Here you can enter information about function lost business. Specifically you can enter:
Competitor: Select the name of the competitor to whom you lost the specific business from the
drop down menu.
Lost to: Check this check box if the specific function booking went to the competitor entered.
Notes: Some notes about the lost business.

Tab Notes:
Here you can enter some notes about the function booking, any equipment that will be need for the events
and the lost business reason (if the function booking is cancelled):

At the top part of the window you can right click and Add Entry in order to enter some notes about this
function booking.
At the middle part of the window you can enter the equipment necessary about the specific function
booking. Specifically you can enter:
Equipment: Select the appropriate equipment from the drop down menu (you can edit the choices
of this menu from Configuration→ Services→ Functions→ tab Equipment).
Day: Select the day range availability of the equipment.
On Date: Select the date on which the equipment will be needed.
Qty: Key in the equipment quantity needed.
Rate: Key in the equipment rate.
Tax: Check this check box if the rate includes taxes.
Notes: Key in some notes about the equipment.
Own Stock: Check this check box if the equipment comes from the property’s own stock.
At the bottom part of the window you can see the cancellation reason of the function booking. Specifically
you can see:
Lost Business Reason: The lost business reason.
User Id: The user who made the cancellation.
Date Registered: The date on which the cancellation was made.
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Tab Menu:
Here you can enter the function menu and drinks:

At the top part of the window you can enter the dates during which the menus and drinks will be available.
At the left part of the window you can key in the function menu and at the right part of the window you can
key in the function drinks.

Tab Comments:
Here you can enter some comments and complaints about the function:

At the top part of the window you can right click and Add Entry in order to enter some comments about the
function booking.
At the bottom part of the window you can right click and Add Entry in order to enter some complaints about
the function booking. Specifically you can enter:
Complaint: The complaint made.
Contact: The person you will need to contact about the complaint.
Date: The date on which you must contact the person who made the complaint.
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Tab Accounts:
Here you can see the account (agent/company) information involved in this function booking:

The information that you can see for each account is the following:
Agent/Company: The agent/company name.
Country: The account country.
Post Code: The account post code.
Address: The account address.
County: The account county.
Town: The account town.
Email: The account email.
Phone: The account telephone number.
Fax: The account fax number.
Type: The account type (Company or Agent).
ID: The account ID.

Tab Guest:
Here you can see the guest information involved in this function booking:

The information that you can see about the guest is the following:
Surname: The surname of the guest.
Name: The guest’s name.
Title: Select the guest’s title from the drop down menu (you can edit the choices of this drop down
menu from Configuration→ Reservations→ tab Titles*).
Vip: Select the guest’s VIP category from the drop down menu (if he/she is a VIP)
Gender: Select the guest’s gender from the drop down menu.
Post Code: Type the guest’s post code.
Address: Type the guest’s address.
Town: The guest’s town.
County: Select the guest’s county from the drop down menu.
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Country: Select the guest’s country from the drop down menu (you can edit the choices of this
menu from Configuration→ Global→ Countries*).
ID: This is the unique ID that HART PMS software gives to the guest once you Save the
information you have entered for the first time.
Empty field: Here you can type whatever you want about the guest, as a reference.
Email: Type the guest’s email.
Fax: Type the guest’s fax number.
Office: Type the guest’s office telephone number.
Home: Type the guest’s home telephone number.
Mobile: Type the guest’s mobile telephone number.
Pref. Room: Select from the drop down menu the room that the guest prefers to stay in while at
your hotel.
Birthday: Type the guest’s birthday.
Dear: Type how you want the staff of the hotel to address the guest.
Job Title: The guest’s job title.
RegNo: Type the guest’s registration number (in case your hotel has a spa, golf or fitness facility).
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FUNCTION DIARY:
The Function Diary option allows you to see a plan of all your property’s function bookings.
Here’s what the Function Diary main window looks like:

Let’s see what this window tells us:
At the top left part of the window you can see a small calendar where you can select the date for which you
want to see function bookings for.
At the top middle part of the window you can see a small part of the Availability report, so that you can
have a quick weekly view of your property’s availability (from the day selected and seven days forth).
At the top right part of the window you can see a small part of the Restaurant Availability report, so that you
can have a quick view of your restaurant’s availability for the date previously selected from the calendar.
At the main part of the window you can see the function events plan:
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At the top left part of the function event plan you can select to see:
Tentative: The tentative group bookings of your property.
Confirmed: The confirmed group bookings of your property.
View: A Diary colouring scheme based on booking status and numbers.
Avl: The event availability.
At the middle part of the function event plan you can see:
At the far top row the hours of the day previously selected from the calendar.
At the far left column the property’s spaces.
In between you can see all of your property’s function events.
If you right click on any function event you get the following options:
Edit Booking: Opens the function booking window.
Info: Opens a small window with the function booking’s basic information (Events, Times, People,
Room).
Cancel Event: Cancels the specific event.
Cancel Function: Cancels the entire function booking.
Lose Function: Loses the entire function booking.
Weekly View: Turns the function event plan into weekly view (if you right click on the weekly view
you can select the Daily View again).
New Booking: Opens an empty Function Booking window so that you can create a new one.
At the far right column of the function event plan you can see:
The function booking periods (AM, PM, EVE).
The function booking events.
The function booking notes.
At the bottom part of the function diary you can see:
(Left) Function bookings that are tentative and on request.
(Right) Function bookings that are cancelled and lost.
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GROUP BOOKING:
The Group Booking option allows you to create and edit group bookings inside the HART PMS software.
You can imagine Group Booking as an “umbrella” under which you can create edit and manage multiple
room bookings quickly and easily. Here is what the Group Booking window looks like:

Let’s see what the main part of this window shows us:
Name: The name of the group. You can enter the name of the group by typing it. If you want to
previously search for already existing groups, you can double click (or press F8) inside the Name
field, so that the Group Wizard opens. Please have in mind that the Group Wizard only searches
for already existing Group Bookings.

You can search for the group you are looking for by typing at least the three first letters of its name inside
the Group Name field and then press the Search button (or Enter on your keyboard).
If the Group Name you are looking for exists, you will be able to see it inside the line of information on the
main part of the Group Wizard. If it does not exist you will get no information at all.
The Filter button offers you the possibility to filter your search by specific information, the OK button
accepts each of your actions, the Print button gives you a printout of the Group Wizard’s results and the
Exit button closes the Group Wizard window.
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Status: The status of the Group Booking (you can select it from the existing drop down menu).
Function: If there is a function (event) linked to the group booking you are creating, you can select
it from the drop down menu there.
Arrival: The date that the first booking of the group arrives.
Departure: The date that the last booking of the group departs.
Option Date: If there is an option date for the group you can enter it here by selecting it from the
calendar (in order for you to see all option dates you can go to Reports→ Front Desk→ Option
Date).
After you have finished entering the main information of the group booking you can proceed by entering its
Customer Info, its Marketing Info and its Financial & Other Info, which are right underneath, separated with
each other by discrete lines.
Customer Info:
Guest: Use the Guest Wizard (by double clicking or pressing F8) in order to find the guest in
charge of the group billing. This is the one who usually pays for the arrangement of the group (if
the billing is Guests Settle Extras).
Company: Use the Account Wizard (by double clicking or pressing F8) in order to find the
company in charge of the group billing. This is the one who usually pays for the arrangement of
the group (if the billing is Guests Settle Extras or Full Account to Company).
Contact: You can select the contact person of the Company from the drop down menu that exists
there or add one by pressing the Edit button on your right:

There you can enter:
o Surname: The surname of the contact person
o Name: The name of the contact person
o Title: The title of the contact person, by selecting it from an already existing drop down
menu
o Office: The office name of the contact person
o Email: The email of the contact person
o Fax: The contact person’s fax number
o Mobile: The contact person’s mobile number
o Dear: How you want the hotel to address the contact person
By pressing Save you can save the information you have just entered. By pressing Add
New you can add a new contact person’s details. By pressing Exit the Add Contact
Window closes.
Agent: Use the Account Wizard (by double clicking or pressing F8) in order to find the agent in
charge of the group billing. This is the one who usually pays for the arrangement of the group (if
the billing is Guests Settle Extras or Full Account to Agent).
Contact: You can select the contact person of the Agent from the drop down menu that exists
there or add one by pressing the Edit button on your right (see instructions right above on
Company Contact).
Host: Type the name of the person from the hotel staff who will host the group.
Marketing Info:
Source: You can select the source of the group booking by selecting it from the already given drop
down menu (you can edit the choices of this drop down menu from Configuration→ Accounts→ tab
Sources*).
Segment: You can select the market segment of the group booking by selecting it from the already
given drop down menu (you can edit the choices of this drop down menu from Configuration→
Accounts→ top part of the window –for more details please see the relevant part of this manual).
Subsegment: You can select the market subsegment of the group booking by selecting it from the
already given drop down menu (you can edit the choices of this drop down menu from
Configuration→ Accounts→ tab Subsegments).
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Manager: You can select the manager of the group booking by selecting it from the already given
drop down menu (you can edit the choices of this drop down menu from Sales Office→
Marketing→ top part of the window –for more details please see the relevant part of this manual).
Best Tel: You can type the telephone number of the person best fit to contact for the specific
group booking.
Web: Check this check box if you want the specific Group Booking to be managed from a web
application where all guests of the group can see/edit the details of their bookings.
How heard: You can select how the person who made the group booking heard of your hotel by
selecting the source from the already given drop down menu (you can edit the choices of this drop
down menu from Configuration→ Reservations→ tab How Heard*).
Financial & Other Info:
Co-ordinator: You can select the coordinator of the group booking by selecting it from the already
given drop down menu (you can edit the choices of this drop down menu from Sales Office→
Marketing→ top part of the window –for more details please see the relevant part of this manual).
Purchase Order: Type the purchase order number for the specific group booking.
Billing Notes: Choose the billing method for this group booking by selecting it from the already
given drop down menu. You can choose one of the following:
o Full Account to Company: If you want the Company in charge of the billing to pay for all
charges made (arrangement and extras paid by the company).
o Guests Settle Extras: If you want the Agent or Company in charge of the billing to pay for
the group arrangement and individual guests to pay for their extra consumptions.
o Pay Own Account: If you want all reservations involved with this group booking to pay
their billings individually (arrangement and extras paid individually by each guest).
o Full Account to Agent: If you want the Agent in charge of the billing to pay for all charges
made (arrangement and extras paid by the agent).
o Not Agreed: Choose this option in case the billing method of the group is not yet agreed.
Be careful with this choice because if the billing method is not agreed, then the HART PMS
software cannot know who to charge.
Rate Plan: You must double click inside this field so that the Rate Query Window opens and you
are able to select which rate plan you want the group to follow. You can choose the desired rate
plan by double clicking on its name and then pressing the OK button in the middle of the window.
Package: The package included in the rate you have selected for this group. This field draws
information automatically, once you select the desired Rate Plan (see previous step).
Discount: This field shows whether you have given a general discount to this group booking (you
can do the discount inside the rate query window using the Discount field –for more information
please visit the relevant part of this manual). The Percentage checkbox is checked if you have
made a percent discount.
After you have completed entering all necessary information of the Group Booking you can press Save.
On the bottom right part of the Group Booking window several important tabs exist. Here is what each of
these tabs does:

Tab Stays:
Here you can group all the stays that the specific group booking involves. This tab is really important
because it gives you the opportunity to create the reservations of the group, without having to create them
one by one.
What you need to do is create lines of information for each room type sold, by right clicking and choosing
Add Entry or pressing the Insert key on your keyboard.
Then for each line of information you must enter the following:
Arrival: Select the arrival date from the calendar.
Time: Type the time of the arrival if you know it.
Departure: Select the departure date from the calendar.
Time: Type the time of the departure if you know it.
Room Type: Select the room type you are about to sell from the already given drop down menu
(eg. DBL).
Quantity: Select the total number of rooms you will sell for the specific room type (eg. 2).
Sold As: Select the accommodation type you want to sell the room from the already given drop
down menu (eg. Double Standard). Here, you have the opportunity to sell room types by giving
them different accommodation types than the ones attached, eg. You can sell a DBL room as a
single room.
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After you have finished entering all necessary information press Save.

Tab Bookings:
If you then go to tab Bookings you will see that HART PMS has created all of your bookings one by one,
according to the stays you have entered previously.
The information given to you for each of these bookings is the following:
Guest: The name of the guest. HART PMS uses the Group Member Mr. by default, until you insert
each room booking and change it to the one you want.
Arrival: The arrival date of the booking.
Departure: The departure date of the booking.
P: The number of persons/adults in each booking.
Status: The status of the booking.
Type: The room type given to each booking.
Package: The package included in the room rate.
Room: The room number the guest will check in. This field is by default empty until you insert each
room booking and insert the room number you want.
Sold As: The accommodation type for each booking.
ID: The unique ID of each booking.
Sync Rate: This check box indicates that the specific booking will follow the rate given to the
whole group booking. If you want some of the bookings to have different rates than the ones given
to the group you need to do the following:
o Un-check the Rate check box.
o Press Save.
o Double click on the booking you want to change the rate for, so that the Room Booking
window opens.
o There you can change the rate to the one you want, by double clicking inside the Rate
Plan field –Rate Query, select new rate and save).
TIP: You can see all bookings one by one and edit them only by double clicking on each line of
information. The Room Booking window opens and there you can do all necessary adjustments.

Tab Billing:
Tab Billing is very important for the group booking because here you can see:
How many folios the booking has on the left part of the window (according to the billing type you
have previously selected).
The inclusive arrangement on the right part of the window.
All charges and payments included in the folios on the bottom part of the window.
In other words, the money is here.
Top part of the window:
Here you can see the group folios.
For each folio here you can see the following information:
ID: The folio ID.
Folio: The name of the folio (eg. Arrangement, Full Credit etc).
Paid by: The name of the payer (the guest or company or agent you have entered inside the
Customer Info frame explained previously).
S/L: This check box is checked if the folio has debtor rights (You can give debtor rights to a folio by
going to: Financials→ Sales Ledger→”call” the account→ Inside the Credit Related frame, where it
says Credit Approval, you choose Granted from the already given drop down menu).
M: This check box is checked if the folio is the main folio of the group booking.
Unit: The business unit to which the transactions of the specific folio will go.
Receipt: Select the receipt type needed to be issued for the specific folio.
Last field on the right: The folio balance.
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ATTENTION:
Here is how you should see your folios according to the billing type previously set:
Full Account to Company: Both S/L and M should be checked
Guests Settle Extras: Arrangement should be S/L and Extras should be M
Pay Own Account: Own Account should be M
Full Account to Agent: Both S/L and M should be checked
Not Agreed: Folios are not created in the first place, so you will not have a problem with that.
At the far right part of this frame you can see a Late Charge button from where you can issue debit/credit
invoices for the previously selected folio.
Bottom part of the window:
Here you can see each folio’s transactions.
For each line of information you can see the following:
Date: The date of the transaction.
Revenue/Payment: In which revenue center the transaction was made.
Debit: The amount that was charged.
Credit: The amount that was paid.
Notes: Charges involving packages usually show notes that describe the package automatically.
The user can change the notes by typing the ones he/she wants.
On the bottom right part of the window you can see several buttons. Here’s what each one does (described
from top to bottom):
Items: If the billing includes charges coming from HART POS, the user can press this button so
that he/she is able to see the items bought by the customer:

This small window gives the user some information about the customer (name, arrival, departure
and Room No), the order (Order No), the items included in the order (item name, quantity, amount,
date of transaction) and the total of each order.
On its bottom you have some extra choices, like:
o
o
o
o

By Check: If you check this check box and press Retrieve you can see the order as it
appears printed (including its fiscal signature).
Retrieve: Retrieves the information you want to see.
Close: It closes the window.
Print: It gives you a printout of the order.
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View: This button offers you a more detailed description on all transactions inside the billing.
Bill: By choosing Bill a new small window appears offering you the choices described below:

Info: For printing an Information printout (this is not a VAT Invoice)
Reprint: For reprinting VAT Invoices already issued or converting them to .pdf files.
VAT: For issuing a VAT Invoice.
Origin: Here you can see the origin of all transactions.
Modify: This is a nice and helpful window if you want to modify all or some transactions inside the
billing of the booking. To put it in simple words Modify helps you move transactions
around, from one folio to another, from one room to another and from one account to
another.
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On the left part of the window you can see all of the transactions inside the booking separated by the folios
inside it. You can see each folio by ID, Payer and Name and you can also see each transaction by Date,
Revenue/Payment and Amount.
On the right part of the window you can see the folios existing inside the booking (Same Room Folios top) and you can also search for folios existing in other rooms (Room field inside the Folio Browser frame
-middle) or other accounts (Account field inside the Folio Browser frame -middle).
Modifying transactions from one folio to another (inside the same booking):
5. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
6. Go to the top right part of the window and place the little hand in front of the folio you want to
transfer the selected transaction(s) to.
7. Press the top arrows that exist in the middle of the window.
8. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Modifying transactions from one room to another:
7. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
8. Go to the middle right part of the window (where it says Folio Browser) and type the room number
in which you want the transaction to go to inside the Room field.
9. Press the Get Folios button on the right.
10. Right underneath, inside the frame that says Available Folios, all available folios of the room will
appear.
11. Press the bottom arrows that exist in the middle of the window.
12. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Modifying transactions from one folio to another:
7. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
8. Go to the middle right part of the window (where it says Folio Browser) and type the account name
in which you want the transaction to go to inside the Account field.
9. Press the Get Folios button on the right.
10. Right underneath, inside the frame that says Available Folios, all available folios of the account
will appear.
11. Press the bottom arrows that exist in the middle of the window.
12. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Split: The Split option works almost the same way as the Modify option. The difference is that
Modify transfers specific transactions whereas Split can split a selected total amount of
transactions by percent or by amount according to what the customer wants.
Let’s take a quick look:
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The motif is the same as the Modify window. The only difference is that in the middle of the window, where
you can see the Split Amount frame, you can type an amount or a percentage (by checking the
Percentage box) and split the selected amount to another room or another folio.
The steps you need to follow are:
VI. Go to the left part of the window and check the transaction(s) you want to split. Press the Select All

VII.
VIII.
IX.
X.

button (at the bottom of the window) if you want to select all transactions or the Clear All button (at
the bottom of the window) if you want to clear all selections.
Go to the middle right part of the window (where it says Split Amount) and type the amount or the
percentage you want to split (check the Percentage check box in case you want to split by percent)
Find the folio you want the amount or percentage to be split to.
Press the top or bottom arrows accordingly.
Once you get the “Action completed successfully message” you will know that the split has been
done.
Redo: This option undoes your last move inside the billing, eg. If you have modified a transaction
you can undo this modification.
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Tab Deposits:
Here you can enter any deposits that have been made for the group booking:

Right click and choose Add Entry or press the Insert key on your keyboard, in order to create a line of
information. Then enter:
Reference No: A reference number for the deposit.
Payment: Select the payment method from the drop down menu.
Amount: Type the amount of the deposit.
Guest/Account: Select the name of the payer from the drop down menu.
Date: This is the date you enter the deposit and it is given automatically by the software.
Cheque Date: Select the date of the cheque (if the payment method is by cheque), so that you will
know when to cash it.
Receipt No: The receipt number of the deposit (you must previously press the Receipt button in
order to print a numbered deposit receipt).
After you have entered all necessary information you can press Save.
On the right part of the window you can see several buttons. Here’s what each one does (described from
top to bottom):
Remove: This option removes the deposit you have already entered. After you have pressed this
button a small window opens:

The Deposit Amount field shows you the total amount of the deposit. If you want to charge cancellation
fees, you can either type the percent you want to charge inside the Charge % field or the straight amount
you want to charge inside the Charge Amount field. Select the Revenue Code to which you want the
deposit removal amount to be charged and check the Print Invoice check box if you want to print a VAT
Invoice for the cancellation fees.
Press OK for proceeding or Exit for closing the window.
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Activate: By pressing this button you can activate deposits that have not been processed during
the check in procedure.
Credit Card: By pressing this button you can connect with the Credit Card interface (for more
information on the CC Interface please contact your support team).
Receipt: By pressing this button you get a receipt printout of the deposit.
Transfer: You can transfer the deposit by selecting where you want it to go:

You can transfer it to another:
Room Booking
Function Booking
Facility Booking
Group Booking
Non resident Booking
Folio
For each one of these choices you must also type its ID inside the ID field. Then you can press OK to
proceed or Exit to close the window.
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Tab Notes:
Here you can enter any notes regarding the group booking you need to be notified for:

Right click and choose Add Entry or press the Insert key on your keyboard, in order to type your notes.

Tab Rates:
Here you can see all room charges and services included inside the Rate Plan you have chosen for this
group:

The Rates tab is created as soon as you press the first Save of the booking. You can always visit this tab
in order to have a full idea of the rate plan or change the rates/prices (if necessary) to the ones you want.
You can do that by just typing the new rate/prices and press Save.

Tab Packages:
Here you can see the group’s package coming from the rate plan you have chosen:
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On the left part of the window you can see the package for every day of the group stay and on the right
part of the window you can see the inclusive service(s).
In particular on your left you can see:
From: The date the package starts.
To: The date the package ends.
Package: The description of the package (as entered inside the rate plan).
Complimentary: The check box is checked if it involves a complimentary package (complimentary
packages are usually not included in the hotel’s revenue).
On your right you can see:
Service: The service included
Complimentary: The check box is checked if it involves a complimentary service (complimentary
services are usually not included in the hotel’s revenue).
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Tab Rate Change:
There are cases where a group checks in with one rate plan/package/rate but during its stay this
agreement changes. In those cases you can use the Rate Change tab in order to change the already
selected rate plan/ package/rate:

Right click and choose Add Entry or press the Insert key on your keyboard, in order to make your rate
change. The information you need to enter are the following:
From: The date when the rate change starts.
To: The date when the rate change ends (the ending date must always be the date of the check
out. If you need to enter rate changes in between, you must enter more than one records of the
change).
Agent: The name of the Agent in charge of the group billing (it appears automatically given from
the main group booking).
Company: The name of the Company in charge of the group billing (it appears automatically given
from the main group booking).
Rate Plan: You need to double click inside this field in order to open the Rate Query window and
select the new rate plan/package/rate (as always, double click on the rate and press OK).
Package: The package selected (it appears automatically once you have chosen the Rate Plan).
Discount: If you have given any discounts (it appears automatically once you have chosen the
Rate Plan).
Authorized: The name of the person who authorized the discount).
Taxes: This check box is checked if taxes are included in the rate plan (it appears automatically
once you have chosen the Rate Plan).
Person: This check box is checked if rates are calculated per person (it appears automatically
once you have chosen the Rate Plan).
Once you have finished entering all necessary information you just press Save.
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Tab Activities
Here you can schedule and enter activities related to the group booking. Activities are referring to the
hotel’s inside tasks and management:

Right click and choose Add Entry or press the Insert key on your keyboard, in order to create your
activities. The information you must enter are the following:
Manager: Choose the manager of the activity by selecting him/her from the already given drop
down menu (you can add or edit the hotel’s managers on: Sales Office→ Marketing→ top part of
the window (for more information please visit the relevant part of this manual).
Activity: Choose the nature of the activity from a list given to you in a drop down menu (you can
edit the activities on: Configuration→ Accounts→ tab Activities*).
Completed: Check this check box once the activity is completed.
Purpose: Type the purpose of the activity.
Times: Select the times the activity will start and end.
Date due: Type the date on which you want this activity to be completed.
Review: Type the date on which you want this activity to be reviewed.
Notes: Type some relevant notes about the activity.
On the top right part of the Group Booking window you can see several buttons. Here is what each if these
buttons does (from top to bottom):
Availability: It opens the Availability report we have talked about previously (for more information
on the Availability report please visit the relevant part of this manual).
Cancel: This option allows you to Cancel the group booking already saved. Once you press this
button a list of cancellation reasons will appear in front of you:
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Double click on the cancellation reason you want or just click on it and Press Continue. Press Cancel if
you want to close the window. The choices of this list can be edited from Configuration→ Reservations→
tab Lost Business*).
Lose: The same thing as with Cancel.
Check Out: By pressing this button you can check the group out of your hotel. In order to do that,
all bookings included inside the group booking must be already checked out.
Check: This option checks for any rate changes already made inside the rate plan given for the
group booking.
Restore: This option restores any previous cancellations or loses for this group booking. The
group booking is restored as a Tentative booking.
Guest List: This button gives you a report of all guests coming with this group:

The information given to you in this report is:
o
o
o
o
o
o
o

ID: The reservation ID.
Guest: The name of the guest.
SN: Each reservation’s special needs (if there are any).
VIP: The VIP category of the guest.
Room: The room in which each guest will stay.
Time: The time of the guest’s arrival.
Status: The current status of the guest’s reservation.

67

o
o
o
o
o
o
o
o
o

Arrival: The guest’s arrival date.
Departure: The guest’s departure date.
Type: The room type in which the guest will stay in.
Rate Code: The small code for the Rate Plan given to each booking.
Rate: The daily rate given for each booking.
Package: The package included in each booking, eg. Bed & Breakfast.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: Each reservation’s occasion (if there is one).
Balance: The guest’s financial balance.

On the top part of the report you can select whether you want to see rates and balance in it by checking or
un-checking the Rates and Balance check box.
You can print the Guest List by pressing the small printer icon on HART PMS’s toolbar.
RecheckIn: This option allows you to recheck in the group in case you have checked it out by
mistake.
Proforma: This is a report that shows the daily rates of each booking inside the group booking:

The information shown here is the following:
o
o
o
o
o
o
o
o
o
o

Resas: Each reservation ID.
Guest Name: The name of each guest.
Date from: The date from which the specific rate starts.
Date to: The date in which the specific rate ends.
Package: The package included in the rate.
Adults: The number of adults the rate refers to.
Charge: The accommodation type of the room (sold as).
Nights: The number of room nights.
Rate: The daily rate for each reservation.
Total: The total rate that will come from each reservation.

On the top part of the report you can select whether you want to see it analytically (one by one) or by
reservations, by checking either the Analytical or the By Reservation check box.
You can print the Proforma by pressing the small printer icon on HART PMS’s toolbar.
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GUEST PROFILE:
The Guest Profile window is one of the most important windows inside the HART PMS software. And that
is because here you can create, edit and manage the “archive” of all the guests of your hotel. That does
not necessarily mean only at have come and left or will come and leave, but also people who have given
you their details during enquiries. Us, at Software Underground, we would like to think of the Guest Profile
window as the hotel’s “treasure”.
Here is what the Guest Profile window looks like:

The main information of the guest is at the top part of the window and includes of the following:
Surname: The surname of the guest.
TIP: The Guest Profile window is one of the windows inside HART PMS where you can use the HART
PMS Wizard.
Once you have opened the window you can double click (or press F8) inside the Surname field, so that the
Guest Wizard window opens:
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There you can type the three first letters of the guest’s surname and then press the Search button (or
Enter on your keyboard) so that the Wizard searches for any results.
If it finds something, you will see the result on the main part of the window. By double clicking on it, the
information of the specific account will open in front of you.
If it does not find something no information will appear. You can then either close the Wizard and start
typing the guest’s information from scratch or you can select the New button to do the exact same thing.
The Filter button offers you the possibility to filter your search by specific information, the Select button
accepts each of your actions and the Exit button closes the Guest Wizard window.
The Guest Wizard is a smart way for you to always check whether the information of the guest you are
searching for is already inside the HART PMS software or not. That way you can avoid entering
information of the same guest more than once and therefore, always have a clean and clear archive of the
hotel’s guests.
Name: The guest’s name.
Title: Select the guest’s title from the drop down menu (you can edit the choices of this drop down
menu from Configuration→ Reservations→ tab Titles*).
Vip: Select the guest’s VIP category from the drop down menu (if he/she is a VIP)
Gender: Select the guest’s gender from the drop down menu.
Post Code: Type the guest’s post code.
Address: Type the guest’s address.
Town: The guest’s town.
County: Select the guest’s county from the drop down menu.
Country: Select the guest’s country from the drop down menu (you can edit the choices of this
menu from Configuration→ Global→ Countries*).
ID: This is the unique ID that HART PMS software gives to the guest once you Save the
information you have entered for the first time.
Email: Type the guest’s email.
Fax: Type the guest’s fax number.
Office: Type the guest’s office telephone number.
Home: Type the guest’s home telephone number.
Mobile: Type the guest’s mobile telephone number.
Preference: Select from the drop down menu the room that the guest prefers to stay in while at
your hotel.
Birthday: Type the guest’s birthday.
Dear: Type how you want the staff of the hotel to address the guest.
Car Registration: Key in the guest’s car registration number (plates).
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Capture: If you have a camera on your computer you can take the guest’s picture by pressing the
Capture button.
Clear: If the guest’s picture does not work for you, you can press the Clear button for the picture to
disappear and try again.
Fitness: This option gives a printout of the guest’s gym schedule (if the hotel has a fitness facility).
After you have completed entering all necessary information you must press Save.
The Guest Profile window has many tabs on the bottom right part of it. Let’s see what each one of these
tabs does:

Tab Details:

This part of the window is separated in three smaller parts:
The top left part has fields concerning the guest’s details.
The top right part includes the guest’s interests.
The bottom part has some of the guest’s statistics.
Let’s see these parts of the tab one by one:
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Top left part:
Here you can add some more helpful details about the guest like:
Title: Type the guest’s title.
Comms: Select from the drop down menu whether the guest wants the hotel to communicate with
him/her (Contact) or not (No Communication).
Passport: The guest’s passport or ID number.
Profession: Select the guest’s profession from the drop down menu (you can edit the choices of
this menu from Configuration→ Front Desk→ tab Professions*).
Company: If the guest’s previous reservations have a company in charge of the billing, this is the
field where you can see it.
Car Make: Type the guest’s car brand.
Contact Name: Type the name of the contact person for this guest.
Segment: Select the market segment from which the guest comes from from the drop down menu
(you can edit the choices of this menu from Configuration→ Accounts→ top part of the screen –
see the relevant part of this manual).
CC Info: By pressing the Edit button there you can enter the credit card number that the guest has
given to the hotel for payments:

After you have finished entering the CC number you must press OK in order to Save the data or Cancel if
you want to close the window.
For security reasons, once a CC number is saved only the user with a CC password can see the number of
this credit card (CC passwords can be configured from Configuration→ Financials→ tab Sales Ledger –
see the relevant part of this manual).
Kind: Select the kind of the guest from the drop down menu (you can edit the choices of this drop
down menu from Configuration→ Reservations→ tab Kinds*).
Nationality: Select the guest’s nationality from the drop down menu (you can edit the choices of
this drop down menu from Configuration→ Global→ Nationalities).
Language: Select the language that the guest uses from the drop down menu (you can edit the
choices of this drop down menu from Configuration→ Front Desk→ Languages*).
Agent: If the guest’s previous reservations have an agent in charge of the billing, this is the field
where you can see it.
Payment: Select from the drop down menu the payment method that the guest prefers to use (you
can edit the choices of this drop down menu from Configuration→ Financials→ tab Payments –see
the relevant part of this manual).
Contact Data: Type any additional data for contacting the guest.
Subsegment: Select the market subsegment from which the guest comes from, from the drop
down menu (you can edit the choices of this drop down menu from Configuration→ Accounts→ tab
Subsegment* -see the relevant part of this manual).
Top right part:
Here you can enter any Interests that the guest may have regarding his/her stay at your hotel.
Right click and Add Entry or press the Insert key on your keyboard in order to open a line of information.
Select from the drop down menu the interest that the guest may have (you can edit the choices of this drop
down menu from Configuration→ Front Desk→ Interests*).
After you have finished entering the necessary information press Save.
Bottom part:
Here you can see some of the guest’s Room Statistics coming from his/her previous stays at you hotel:
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In particular you can see:
Last Stay Info:
Arrival: The date of the guest’s last arrival.
Nights: The guests last roomnights.
Room: The room in which the guest stayed in.
Rate plan: The rate plan that we have given the guest the last time he came.
Price: The daily room rate that we have given the guest the last time he came.
Aggregates:
Stays: The number of previous stays in total.
Nights: The number of previous roomnights in total.
No shows: The number of No Shows that the guest made in total.
Cancellations: The number of Cancellations that the guest made in total.
Revenue: The total revenue that the guest gave to the hotel.
Fist Stay: The guest’s first stay at the hotel.
Next Stay: The guest’s next stay at the hotel.

Tab Enhanced:
Right click and Add Entry or press the Insert key on your keyboard in order to see the following:
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Spa Notes: Spa Notes for the guest.
Golf Notes: Golf Notes for the guest.
Dietary requirements: Dietary requirements of the guest.
Mini Bar: Mini Bar preferences of the guest.
Hobbies: The guest’s hobbies.
Allergies: The guest’s allergies.
Complaints: The guest’s complaints.
Papers: The guest’s choice of newspapers.
Comments: Any additional comments on the guest.
Hotel Contact: The hotel contact for the guest.
Business Card: Check the check box if you have the guest’s business card.
After you have finished entering the necessary information press Save.

Tab Room History:
Here you can see the Room History of the guest:

The information given for each line is the following:
ID: The reservation ID.
Arrival: The arrival date of the guest.
Nights: The room nights of the stay.
Room: The room in which the guest stayed in.
Room Rate: The daily room rate.
Revenue: The total revenue coming from the specific reservation.
Rate Code: The small code of the rate plan given.
Account: The account (company/agent) in charge of the reservation’s billing (if any).
Right underneath you can also see: Total Nights, Average Stay, Average Room Rate, Total Revenue
and Average Revenue.

Tab Outlet Use:
Here you can see all the Outlet Use that the guest made to your hotel.
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In particular you can see the following:
Facility: The facility that the guest has visited.
Visits: The number of visits the guest has made to this facility.
CXL/NS: Cancellations or/and No Shows that the guest has made at the facility.
Revenue: The revenue that the guest has brought to the facility.
Avg Spend: The average amount that the guest has paid at the facility.
Date: The date the guest visited the facility.
Time: The time the guest checked in at the facility.
Spend: The amount that the guest has spent for each of his/her visits to the facility.
Notes: Here you can type some notes about each one of the guest’s visits to the facility.
Status: The status of the guest’s visit to the facility.
The Items button shows the items consumed by the guest during his/her stay at the facility.

Tab Remarks:
Here you can enter some Remarks about the guest:

Just right click and Add Entry or press the Insert key on your keyboard, in order to type the necessary
remarks about the guest.

Tab Medical:
Here you can see all the Medical notes that the hotel needs to know about the guest. Due to the fact that
this information is private, only users with a specific password can have access to this tab, otherwise they
get a message that says “Invalid action!” once they press on the tab.
Medical information is connected to the hotel’s facilities and you can create the password from
Configuration→ Maintenance→ tab Security –for more information please visit the relevant part of this
manual.
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Tab Anniversaries:
Here you can enter the guest’s Anniversaries:

Right click and Add Entry or press the Insert key on your keyboard, in order to enter the necessary
information:
Anniversary: Select the anniversary type from the drop down menu (you can edit the choices of
this menu from Configuration→ Front Desk→ Anniversaries*).
Date: The date of the anniversary.
Notes: Type some notes about the anniversary.
Press Save.

Tab Spa History:
Here you can see the Spa History of the guest:
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Particularly you can see:
ID: The reservation ID of the spa booking.
Date: The date of the therapy.
Status: The status of the spa booking.
Time: The scheduled time of the therapy.
Service: The spa service offered.
Room: The room in which the therapy will take place.
Therapist: The therapist who will perform the spa therapy.

Tab Golf History:
Here you can see the Golf History of the guest.

Tab Item History:
Here you can see the Item History of the guest:

The information given for each item is the following:
Outlet: The outlet from which the item comes from.
Date: The date on which the item was bought.
Item: The item itself.
Revenue: The revenue that came from the item.
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Tab Billing Details:
Here you can enter the guest’s Billing Details:

Specifically you can enter:
Billing Name: The full billing name of the guest
Country: The country of the guest
Post Code: The post code of the guest
Address: The address of the guest
County: The county of the guest
Town: The town of the guest
Activity: The professional activity of the guest (select from the drop down menu. In order for you to
edit the choices of this drop down menu you must go: Configuration→ Front Desk→ tab Activities*)
IATA Code: The IATA code of the guest
VAT Code: The VAT Code of the guest
Tax Office: The tax office of the guest
Website: The guest’s website
Press Save.

Tab Vouchers:
Here you can see the entire guest’s Vouchers.
The information given for each voucher is the following:
Code: The voucher code.
Usage: The voucher usage.
Expires: The expiration date of the voucher.
Value: The value of the voucher.
Status: The status of the voucher.
Redemption: Any rebates made regarding the voucher.

78

Tab Facility Usage:
Here you can see all of the guest’s Vouchers:

Specifically you can see:
Date: the date and time that the voucher was issued.
Facility: The facility it involves.

Tab Memberships:
Here you can see whether the guest has any memberships.
The information you can see here is the following:
Membership: The name of the membership.
From: The date the membership starts.
To: The date the membership ends.
Membership #: The membership’s number.
Join date: The date that the guest became a member.
Pay In: The date that the guest paid for his/her membership.
Revenue Discount: The discount that the guest must get from his/her membership.
Status: The status of the membership.

Tab Attendee:
Here you can see if the guest has attended or will attend any of the functions in the hotel.
The information you can see here is the following:
Function: The function in which the guest will participate.
ID: The function booking ID.
Date: The date that the function takes place.
Event: The event connected to the function.
Name: The name of the guest.

Tab Fitness:
Here you can see the Fitness schedule of the guest.
Specifically you can see:
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Date: The date of the class.
Status: The status of the class.
Class: The name of the class.
Room/Studio: The room/studio in which the class will take place.
Instructor: The name of the class instructor.

Tab Activity:
The Activity tab offers you the opportunity to connect a hotel Activity with the guest:

The information you can enter here is the following:
Manager: Choose the manager of the activity by selecting him/her from the already given drop
down menu (you can add or edit the hotel’s managers on: Sales Office→ Marketing→ top part of
the window (for more information please visit the relevant part of this manual).
Activity: Choose the nature of the activity from a list given to you in a drop down menu (you can
edit the activities on: Configuration→ Accounts→ tab Activities*).
Purpose: Type the purpose of the activity.
Contact: The contact person for this activity.
Times: Select the times the activity will start and end.
Status: Select the status of the activity from the drop down menu.
Date: Type the date on which you want this activity to take place.
Notes: Type some relevant notes about the activity.
Press Save.

Tab Comms:
The Comms tab offers you the opportunity to see the newsletters the hotel has sent to the guest:
The information you can see here is the following:
Template: The newsletter title.
Sent: The date the newsletter was sent.
By: The name of the person who sent the newsletter.
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Tab Social:
Here you can enter the guest’s profile addresses for the following social media:
Facebook
Twitter
Linkedin
Pinterest
Google
Instagram

Just key in the appropriate information and press Save.
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NON RESIDENT:
Here is where you can create or/and edit reservations for non residents of the property that is people who
will visit the hotel and enjoy its services but will not stay:

At the top part of the window you can enter/ edit the following:
Guest: The non resident name (you can double click inside this field for the Guest Wizard to open
and either select one of the existing guests or create a new one).
Group Ref: Type in a group reference number (if there is one).
Status: The reservation status (set to Definite by default. If you want to change the status double
click inside this field and select the status you want).
ID: The unique ID of the reservation (generated automatically once you press Save for the first
time).
Arrival: Type the non resident arrival date.
Adults: Select the number of adults visiting the hotel.
Special Needs: Select any special need from the drop down menu.
Contact Info: Type the non resident’s contact information.
Rate Info:
Rate Plan: Select the rate plan of the package that the non resident will use by double clicking
inside this field.
Discount: Show the amount or percent of discount that you have given to the reservation.
Authorised: Shows the name of the person who authorised the discount.
Total Rate: Shows the total rate of the reservation.
Marketing Info:
Package: Shows the package of the reservation:
Source: Select the source of the reservation from the drop down menu.
How Heard: Select the how heard information of the reservation from the drop down menu.
Occasion: Select the occasion of the reservation from the drop down menu.
Financial & Other Info:
Payment: Select the payment method with which the non resident will pay (if you know it) from the
drop down menu.
Credit Card: Type the non resident’s credit card number (if you know it).
Expiry Date: Type the expiry date of the credit card.
Issue No: Type the issue number of the credit card.

82

Credit Limit: Type the credit limit of the credit card.
Cash All: Check this check box if you want all of the non resident’s payment to be made by cash.
At the top right part of the window you can see several buttons. Here’s what each one of these buttons
does (from top to bottom):
Diary: It opens up the facility diary so that you can see availability of the facilities.
Rates: Opens up the rate query window so that you can select a package for the reservation.
Modify: Allows you to cancel the reservation.
Lose: Allows you to lose the reservation.
Check In: Checks in the non resident reservation.
Check Out: Checks out the non resident reservation.
At the far right part of the window you can see some tabs. Let’s see what these tabs show us:

Tab Profile:
On the top of the window you can see some information about the non resident(s). These are the same
information that you have inside the Guest Profile and no matter where you change it both windows (Non
Residents and Guest Profile) are updated.
The information you can see or/and enter about the guest are the following:
Surname: The non resident’s surname.
Name: The non resident’s name.
Title: Select the non resident’s title from the drop down menu (you can edit the choices of this drop
down menu from Configuration→ Reservations→ tab Titles*).
Vip: Select the non resident’s VIP category from the drop down menu (if he/she is a VIP)
Gender: Select the non resident’s gender from the drop down menu.
Post Code: Type the non resident’s post code.
Address: Type the non resident’s address.
Town: The non resident’s town.
County: Select the non resident’s county from the drop down menu.
Country: Select the non resident’s country from the drop down menu (you can edit the choices of
this menu from Configuration→ Global→ Countries*).
ID: This is the unique ID that HART PMS software gives to the non resident once you Save the
information you have entered for the first time.
Line 2: This is the second address line.
Email: Type the non resident’s email.
Fax: Type the non resident’s fax number.
Office: Type the non resident’s office telephone number.
Home: Type the non resident’s home telephone number.
Mobile: Type the non resident’s mobile telephone number.
Pref Room: You can select the non resident’s room preference from the drop down menu.
Birthday: Type the non resident’s birthday.
Dear: Type how you want the hotel to address the non resident.
Job Title: Type the non resident’s job title.
Reg No: Type the non resident’s registration number.
TIP: In case you are searching for fields that do not exist here, you can press the Profile button so that the
Guest Profile window opens. There you will find anything you want.
On the bottom left part of the window, you can right click and Add Entry or press the Insert key on your
keyboard in order to write some remarks about the reservation. All remarks are presented inside the Front
Desk Reports, if you select to include Traces.
On the bottom right part of the window you can right click and Add Entry in order to enter any of the non
resident’s interests that involve the hotel (Interest field).

Tab Billing:
Tab Billing is very important for the non resident booking because here you can see:
The folios of the non resident booking at the top part of the window
All charges and payments included in the folios on the bottom part of the window.
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Top part of the window:
For each folio here you can see the following information:
ID: The folio ID (generated automatically).
Folio: The folio name.
Balance: The folio balance.
Bottom part of the window:
For each transaction here you can see the following:
Date: The date of the transaction.
Revenue/Payment: In which revenue center the transaction was made or which payment method
was used.
Debit: The amount that was charged.
Credit: The amount that was paid..
Notes: Charges involving packages usually show notes that describe the package automatically.
The user can change the notes by typing the ones he/she wants.
On the bottom right part of the window you can see several buttons. Here’s what each one does (described
from top to bottom):
Items: If the billing includes charges coming from HART POS, the user can press this button so
that he/she is able to see the items bought by the customer:

This small window gives the user some information about the customer (name, arrival, departure
and Room No), the order (Order No), the items included in the order (item name, quantity, amount,
date of transaction) and the total of each order.
On its bottom you have some extra choices, like:
o
o
o
o

By Check: If you check this check box and press Retrieve you can see the order as it
appears printed (including its fiscal signature).
Retrieve: Retrieves the information you want to see.
Close: It closes the window.
Print: It gives you a printout of the order.

View: This button offers you a more detailed description on all transactions inside the billing.
Bill: By choosing Bill a new small window appears offering you the choices described below:

Info: For printing an Information printout (this is not a VAT Invoice)
Reprint: For reprinting VAT Invoices already issued or converting them to .pdf files.
VAT: For issuing a VAT Invoice.
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Origin: Here you can see the origin of all transactions.
Modify: This is a nice and helpful window if you want to modify all or some transactions inside the
billing of the booking. To put it in simple words Modify helps you move transactions
around, from one folio to another, from one room to another and from one account to
another.

On the left part of the window you can see all of the transactions inside the booking separated by the folios
inside it. You can see each folio by ID, Payer and Name and you can also see each transaction by Date,
Revenue/Payment and Amount.
On the right part of the window you can see the folios existing inside the booking (Same Room Folios top) and you can also search for folios existing in other rooms (Room field inside the Folio Browser frame
-middle) or other accounts (Account field inside the Folio Browser frame -middle).
Modifying transactions from one folio to another (inside the same booking):
1. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
2. Go to the top right part of the window and place the little hand in front of the folio you want to
transfer the selected transaction(s) to.
3. Press the top arrows that exist in the middle of the window.
4. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Modifying transactions from one room to another:
1. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
2. Go to the middle right part of the window (where it says Folio Browser) and type the room number
in which you want the transaction to go to inside the Room field.
3. Press the Get Folios button on the right.
4. Right underneath, inside the frame that says Available Folios, all available folios of the room will
appear.
5. Press the bottom arrows that exist in the middle of the window.
6. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
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Modifying transactions from one folio to another:
1. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
2. Go to the middle right part of the window (where it says Folio Browser) and type the account name
in which you want the transaction to go to inside the Account field.
3. Press the Get Folios button on the right.
4. Right underneath, inside the frame that says Available Folios, all available folios of the account
will appear.
5. Press the bottom arrows that exist in the middle of the window.
6. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Split: The Split option works almost the same way as the Modify option. The difference is that
Modify transfers specific transactions whereas Split can split a selected total amount of
transactions by percent or by amount according to what the customer wants.
Let’s take a quick look:
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The motif is the same as the Modify window. The only difference is that in the middle of the window, where
you can see the Split Amount frame, you can type an amount or a percentage (by checking the
Percentage box) and split the selected amount to another room or another folio.
The steps you need to follow are:
√

√
√
√
√

Go to the left part of the window and check the transaction(s) you want to split. Press the Select
All button (at the bottom of the window) if you want to select all transactions or the Clear All button
(at the bottom of the window) if you want to clear all selections.
Go to the middle right part of the window (where it says Split Amount) and type the amount or the
percentage you want to split (check the Percentage check box in case you want to split by percent)
Find the folio you want the amount or percentage to be split to.
Press the top or bottom arrows accordingly.
Once you get the “Action completed successfully message” you will know that the split has
been done.
Redo: This option undoes your last move inside the billing, eg. If you have modified a transaction
you can undo this modification.

Tab Arrangement:
Here you can see the room’s arrangement coming from the rate plan you have chosen:

On the top part of the window you can see the package given (from-to).
On the bottom part of the window you can see the inclusive service(s) offered with the package
(from-to).

Tab Remarks:
This tab allows you to enter some Remarks about this room booking, but also see the reason why the non
resident cancelled the reservation -if so (CXL Reason):
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Top left part of the window / Remarks:
Here you can right click and Add Entry or press the Insert key on your keyboard in order to write some
remarks about the reservation. All remarks are presented inside the Front Desk Reports, if you select to
include Traces.
Bottom part of the window / CXL Reason:
If the reservation is cancelled you can visit this tab in order to see why and when the guest cancelled the
reservation. Specifically you can see:
ID: The cancellation ID (generated automatically).
Reason: The cancellation reason.
User: The user who cancelled the reservation.
Action Date: The date and time the user cancelled the reservation.

Tab Traces:
Here you can enter Traces regarding the room booking.
Right click and Add Entry or press the Insert key on your keyboard, in order to create a line of information.
Then enter:
Trace: Select the trace from the drop down menu (you can edit the choices of this drop down
menu from Configuration→ Reservations→ tab Traces*).
Date Due: The date on which the trace must be taken care of.
Department: Select the department of the hotel which must take care of the specific trace from the
drop down menu.
User: Select the user who must take care of the specific trace from the drop down menu.
Status: Select the status of the trace from the drop down menu (Pending, Done or Cancelled).
Date In: The date and time that the trace was saved for the first time.
Requested by: The user who entered the trace.

Tab Rates:
Here you can see more information about the package you have chosen for this non resident booking:

The information that you can see for each package is the following:
Day: The day to day availability of the package.
From: The starting date of the package.
To: The ending date of the package.
Service: The service included in the package.
Rate: The rate of the package.
Properties: Whether the rate is given by amount or by percent and whether the rate is per person
or per room.
Charge: This check box is checked if the package rate is charged automatically.
Revenue Centre: The revenue centre in which the specific income will go.
Comp: This check box is checked if the package is complimentary.
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Tab Restaurant:
Here you can see the restaurant bookings of the non resident guest:

Tab Spa:
Here you can see the spa bookings of the non resident.

Tab Deposits:
Here you can see or/and enter any deposits of the non resident booking:

The information that you can see for each deposit is the following:
Reference No: A reference number for the deposit.
Payment: Select the payment method from the drop down menu.
Amount: Type the amount of the deposit.
Guest/Account: Select the name of the payer from the drop down menu.
Date: This is the date you enter the deposit and it is given automatically by the software.
Cheque Date: Select the date of the cheque (if the payment method is by cheque), so that you will
know when to cash it.
After you have entered all necessary information you can press Save.
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On the right part of the window you can see several buttons. Here’s what each one does (described from
top to bottom):
Remove: This option removes the deposit you have already entered. After you have pressed this
button a small window opens:

The Deposit Amount field shows you the total amount of the deposit. If you want to charge cancellation
fees, you can either type the percent you want to charge inside the Charge % field or the straight amount
you want to charge inside the Charge Amount field. Select the Revenue Code in which you want the
deposit removal amount to be charged and then check the Print Invoice check box if you want to print a
VAT Invoice for the cancellation fees.
Press OK for proceeding or Exit for closing the window.
Activate: By pressing this button you can activate deposits that have not been processed during
the check in procedure.
Credit Card: By pressing this button you can connect with the Credit Card interface (for more
information on the CC Interface please contact your support team).
Receipt: By pressing this button you get a receipt printout of the deposit.
Transfer: You can transfer the deposit by selecting where you want it to go:

You can transfer it to another:
Room Booking
Function Booking
Facility Booking
Group Booking
Non resident Booking
Folio
For each one of these choices you must also type its ID inside the ID field. Then you can press OK to
proceed or Exit to close the window.

Tab Requests:
Here you can see or/and edit any of the non resident’s special requests. The information that you can see
for each request is the following:
Special Requests: Select the special request from the drop down menu (you can edit the choices
of this menu from Configuration→ Reservations→ tab Requests).
Date: The date of the request.
Status: The status of the request (Pending, Done or Cancelled).
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Tab Modifications:
If the reservation is cancelled you can visit this tab in order to see why and when the guest cancelled the
reservation. Specifically you can see:
ID: The cancellation ID (generated automatically).
Reason: The cancellation reason.
User: The user who cancelled the reservation.
Action Date: The date and time the user cancelled the reservation.
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RESTAURANT:
Here you can see a diary of your hotel’s restaurant(s) and see/edit/create restaurant bookings.
In order to logon to the restaurant diary you must first select the specific facility you want to see/edit/create
bookings for:

Then you must key in its password:

The restaurant diary looks like this:

At the top left part of the window you can select the date for which you want to see information, by
selecting it from the calendar.
At the main part of the window you can see the facility’s time slots (as they were previously configured in
Configuration→ Facilities). Each line of information applies to a different reservation and the details that
you can see for each reservation is the following:
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Time: The time of the reservation.
Max: The maximum number of people that the restaurant can facilitate during that time.
Lounge: If the guest is seated at the restaurant’s lounge.
Table: The table number of the reservation.
C: This check box is checked if the reservation is a complimentary one.
Menu: Here you can key in whether you have provided the guest with the restaurant menu.
SA: Key in whether the guest is Sent Away.
Order: Key in whether the guest ordered while waiting for the table.
Wine: Key in whether the guest is drinking wine while waiting for the table.
Cof: Key in whether the guest is drinking coffee while waiting for the table.
R: Check this check box if the guest is a repeater.
Name: The name of the guest.
Cvrs: The number of covers.
PHONE/ROOM: The telephone/room number of the guest.
NOTES: Some notes about the reservation.
STAY DAY: Key in how many nights guest is staying (after the slash) and which night of their stay
it is (before the slash).
PACK: The code of the rate plan package.
At the top middle part of the window you can also see several buttons. Here’s what each one of these
buttons does:
Reservations: Here you can see and mainly add restaurant bookings.
At the top middle part of this window, indicated Booking Details, you can do exactly that. Specifically the
information that you can enter about each restaurant booking is the following:

Guest: The name of a guest. Select through the Guest Wizard.
People: The number of people.
R(egular): This check box is ticked automatically by the system based on the guest that is
selected. If the guest has been to the restaurant before, the system ticks the box to indicate that
this guest has been to the restaurant before.
Company: The name of a company if the booking is a corporate one. Select through the Account
Wizard. The name of the company may appear in the company field if no contact name is known at
the time of the booking.
Contact: Select a contact from the Account Profile in case this is a company booking. Double
click, press F4 or in case no contact profile is required simply type a name. Please bear in mind
that simply typing a name will not allow best use of data for future marketing activities as this
booking will not be linked to a registered contact having a profile.
Date: The booking date. The fills in this field automatically when the date is selected from the
diary. The only reason to change the date is when an existing booking is changed to another date.
Time: The time slots the facility can be booked for. Just open the drop down.
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Surprise: Check this field of the booking is a surprise booking. This displays on the restaurant
diary.
Table: A drop down with the available tables displaying in black colour and the booked tables
displayed in crossed out red colour. Used in assigning a table to the booking. This action can be
done at any stage of the booking.
Confirmed: Check box used to signal that the booking has been confirmed to the guest.
Status: The status of the booking. There are five possible values (all selected through the drop
down list):
o Definite: The booking is definite or confirmed.
o Tentative: The booking is not confirmed yet.
o Cancelled: The booking has been cancelled. To cancel a booking, just set its status to
Cancelled.
o Wait List: The booking is added to a waiting list due to fully booked conditions
experienced on the day. Wait list bookings can become confirmed if there are
cancellations.
o No Show: The guest did not turn up and no cancellation was made.
How Heard: Select a source from which the guest found out about the restaurant. This allows
identification of the business sources of the restaurant.
Spa#: A restaurant booking can be part of a Non Resident Booking. If this is the case, the number
(ID) of the Non Resident Booking is displayed in this field. This field cannot be edited directly.
Rm#: A restaurant booking can be part of a Room Booking. If this is the case, the number (ID) of
the Room Booking is displayed in this field. This field cannot be edited directly.
Phone/Room: This field works in conjunction with the next one (Phone Type). The options are the
following:
o Mobile: The field contains mobile phone number.
o Home: The field contains home phone number.
o Office: The field contains office phone number
o Room: The field contains room information (the treatment is part of a room booking)
The first three options retrieve information from the guest profile. Changing the selection, retrieves
the relevant information from the profile, i.e. changing from Mobile to Office the system will change
the value of the field to the Office phone number. Any change in the number will update the guest
profile upon Save.
Package: Some bookings (e.g. Christmas bookings) are predefined in terms of menu and charges.
These arrangements are known as packages in the system. By linking a booking to a package,
when the order for the booking will be created from the POS, the package charge will be made
automatically by the system. These fields cannot be edited directly; the Package button is used to
select a package.
User: The name of the HART user who made the reservation and the date on which he/she made
the booking.
Notes/Requests: Special requests or short notes for the booking.
At the bottom part of this frame you can see several buttons. Here’s what each one of these buttons does:
+Table: Opens a smaller window where additional tables can be linked to the same booking.
Useful in cases a single booking is made for a number of tables. Click on + to add a table, - to
remove a table from the booking. There is a list of tables in the drop down field; the cross out ones
are booked; However for flexibility purposes the system will allow you to save an additional table
that is already booked as this is the means of sharing a table between two bookings.
Deposit: Opens the deposit window used to add (or minus off) a deposit. A deposit is
automatically posted against the order which is created for the booking on the POS. To create a
deposit click on the button named ‘Add’. As a deposit is linked to a Cashier (for cashing up
purposes), if the user is not yet linked with a Cashier, a Cashier logon screen will come up before
the deposit is created. Failing to logon as cashier, cancels the addition of the deposit.
The following fields make up a deposit:
o Payment Method: Select the payment method of the deposit from the drop down list
o Amount: Type in the amount.
o Date: Today’s date. Automatically supplied by the system; not editable.
o (Processed): A non editable checkbox that the system ticks automatically when the deposit
is transferred to the POS bill. In this way, the user can find out from the reservation screen
that the deposit has been used up.
To remove a deposit, press the ‘Remove’ button. To link a deposit to a credit card, press the
‘Credit Card’ button. To issue a deposit receipt, press the ‘Receipt’ button. To transfer a deposit to
another booking or folio, press the ‘Transfer’ button.
Notes: Opens up a window where you can add more notes about the booking.
Package: Used to select a package to be linked to the booking (see Package field).

94

Traces: Used to add traces and activity to be followed up for the booking. Actions like
communication with the guest prior (or after!) the booking can be programmed using this button.
By clicking on it the Trace window comes up.
A trace can be added by clicking on the plus(+) button and can be deleted by clicking on the
minus(-) button. Each trace is made up of the following fields:
o Trace: a drop down of the available traces as set up in the Configuration section. Due to
the breadth of the subject, the user can free type apart from selecting from the drop down.
o Date due: The date the trace should be dealt with. By default the system fills in the
booking date but this can change.
o Department: The hotel department responsible to carry out the activity defined in the
Trace.
o User: The user responsible to carry out the activity defined in the trace.
o Status: There are three options in the drop down:
o Every Trace starts its life as Pending.
o After the trace has been dealt with, it is Done.
o At any stage the trace can be Cancelled.
o DateIn: The date/time the trace was created. Filled in by the system, not editable.
o Requested By: The user who created the trace. Filled in by the system, not editable.
Profile: Opens up a guest profile window along with an account productivity report, so that you are
able to see more information about the guest who made the restaurant booking and his/her
productivity on your property.
History: Opens up a restaurant booking history window.
After you have completed entering all necessary information about the restaurant booking press Save.
The rest of the window shows you information about the restaurant facility as a whole, eg. Definite
bookings, cancelled bookings, waiting list etc.
Guest Profile: Opens the Guest Profile window.
Refresh: Refreshes the window data.
Print: Prints the restaurant diary.
Edit Booking: This option opens the restaurant booking window again. For being able to edit
a restaurant booking you must first find it in the Definite Bookings list and then double click on
it, so that you can edit its details.
Seat Guest: This button informs the restaurant manager to seat a guest who is waiting for
his/her table at the lounge.
Details: This button gives you a detailed view of the restaurant diary for each time slot and
each service.
Excel: Exports the restaurant diary to an .xls file.
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ROOM BOOKING:
The Room Booking option allows you to create and edit individual room bookings inside the HART PMS
software. Here is what the Room Booking window looks like:

Let’s see what the main part of this window shows us:
Guest: The name of the guest. You cannot type the name of the guest here. You must always
previously search if the guest already exists in the hotel’s archive (Guest Profile) by double clicking
(or pressing F8) inside the Guest field, so that the Guest Wizard opens:

You can search for the guest you are looking for by typing at least the three first letters of his/her name
inside the Surname field and then press the Search button (or Enter on your keyboard).
If the guest you are looking for exists, you will be able to see him/her inside the line of information on the
main part of the Guest Wizard. If the guest does not exist you will get no information at all.
Then you can press the New button on the right part of the window and create the guest profile from
scratch, by entering the following information inside the New Guest window:
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Surname: The guest’s surname.
Initial: The guest’s initial name letter
Title: You can select the guest’s title from the drop down menu.
Country: You can select the guest’s country from the drop down menu.
County: Type the guest’s county.
Post Code: Type the guest’s post code.
Address: Type the guest’s address.
Town: Type the guest’s town.
Email: The guest’s email.
Birthday: The guest’s birthday.
Gender: Select the guest’s gender from the drop down menu.
Office: The guest’s office telephone number.
Home: The guest’s home telephone number.
Mobile: The guest’s mobile telephone number.
Once you press Save the guest information will be saved not only inside the Room Booking but also inside
the Guest Profile window. The Exit button closes the window.
The Select button selects the guest from the list (you can also press Enter on your keyboard) and the
Filter button allows you to filter your search. The Exit button closes the window.
Shared Guest: The name of the second guest inside the reservation.
Status: The status of the Room Booking (you can select it from the existing drop down menu).
Arrival: The date that the room booking arrives (date, day, time).
Nights: Type the number of stays or select them from the arrows.
Departure: The date that the room booking departs (date, day, time).
Adults: Type the number of adults that will stay in the hotel.
Children: Type the number of children that will stay in the hotel (if there are any).
Extra Beds: Type the number of extra beds that will be needed (if there are any).
Baby Cots: Type the number of extra beds that will be needed (if there are any).
After you have finished entering the main information of the room booking you can proceed by entering its
Customer Info, its Room Info, its Marketing Info, its Financial & Other Info and its Origin Info, which are
right underneath, separated with each other by discrete lines.
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Customer & Rate Info:
Company: Use the Account Wizard (by double clicking or pressing F8) in order to find the
company in charge of the room billing. This is the one who usually pays for the arrangement of the
room (if the billing is Guests Settle Extras or Full Account to Company).
Contact: You can select the contact person of the Company from the drop down menu that exists
there or add one by pressing the Edit button on your right:

There you can enter:
o Surname: The surname of the contact person
o Name: The name of the contact person
o Title: The title of the contact person, by selecting it from an already existing drop down
menu
o Office: The office name of the contact person
o Email: The email of the contact person
o Fax: The contact person’s fax number
o Mobile: The contact person’s mobile number
o Dear: How you want the hotel to address the contact person
By pressing Save you can save the information you have just entered. By pressing Add New you can add
a new contact person’s details. By pressing Exit the Add Contact Window closes.
Agent: Use the Account Wizard (by double clicking or pressing F8) in order to find the agent in
charge of the room billing. This is the one who usually pays for the arrangement of the room (if the
billing is Guests Settle Extras or Full Account to Agent).
Booker: You can select the booker of the Agent from the drop down menu that exists there or add
one by pressing the Edit button on your right (see instructions right above on Company Contact).
Rate Plan: Double click inside this field so that the Rate Query window opens. Rate Query
presents all available rate plans for the specific stay. Double click on the desired rate and press
OK.
Discount: Here you can see whether the hotel has given a discount to the reservation (the
discount appears automatically if you have entered it inside the Rate Query window) and who
made it.
Room Rate: The daily room rate.
…: By pressing this button you can see a room rate breakdown.
Room Info:
Type: The room type appears in this field once you select the specific room in which the guest will
check in.
Upg: Check this check box if you want other HART PMS users to see that you have made a room
upgrade.
Package: The package appears in this field once you have selected a rate plan (previously)
Room: You can select the room in which the guest will stay in by double clicking inside the Room
field. The Allocation Wizard opens:
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Here you can see all available rooms for the accommodation type you have already selected a rate for. If
you want to see all available rooms just press on the All Rooms button.
On the top left part of the window you can see the names of the Guest and the Shared Guest, which room
the guest prefers to stay in (Preferred button), the room in which he/she stayed the last time he/she came
(Last button), the Room Rate, the Room Type and in which accommodation type the room was sold
(Sold As).
The Rooms to Show frame right underneath allows you to see:
o
o
o
o

Available: The available rooms (chosen by default).
Booked: The booked rooms.
Out of Order: The out of order rooms.
Connecting: The available connecting rooms regardless of the room type you are
searching for.

Just check in the check box or boxes accordingly.
For each room you can see the following information:
o
o
o
o
o
o
o
o
o
o
o

Room: The room number.
S: It shows a small star (*) if the room is booked or a minus (-) if the room is out of order.
Status: The status of the room (VAC for vacant, OCC for occupied usually).
Condition: The housekeeping condition of the room (DRT for dirty, CLN for clean usually).
Type: The room type.
Fl: The room’s floor.
View: The room’s view.
Features: The room’s features.
From: The starting date for the room’s availability.
To: The ending date of the room’s availability.
Guest: The name of the guest who occupies the room currently.
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On the top right part of the window you can see some buttons:

o
o
o
o
o
o

Clear: It clears the Room field inside the Room Booking window.
Search: It searches the information for any of your selections (alternatively press Enter on
your keyboard).
Filter: It allows you to filter your search according to specific parameters.
Select: It selects your choice of room (alternatively double click on the room).
Exit: It closes the Allocation Wizard window.
All Rooms: It shows all rooms.

DNM: You can check the DNM check box if you want the room to have Do Not Move restrictions.
Group: Here you can see if the room booking is connected to a group. The (+) button adds
another group and the (-) the existing one.
Marketing Info:
Source: You can select the source of the room booking by selecting it from the already given drop
down menu (you can edit the choices of this drop down menu from Configuration→ Accounts→ tab
Sources*).
Segment: You can select the market segment of the room booking by selecting it from the already
given drop down menu (you can edit the choices of this drop down menu from Configuration→
Accounts→ top part of the window –for more details please see the relevant part of this manual).
Subsegment: You can select the market subsegment of the room booking by selecting it from the
already given drop down menu (you can edit the choices of this drop down menu from
Configuration→ Accounts→ tab Subsegments).
How heard: You can select how the person who made the room booking heard of your hotel by
selecting the source from the already given drop down menu (you can edit the choices of this drop
down menu from Configuration→ Reservations→ tab How Heard*).
Financial & Other Info:
Payment: Select from the drop down menu the payment method that the guest usually chooses to
pay your hotel.
Cash: Check this check box if you want to allow the customer to use the hotel’s facilities
(Restaurant, Spa, Golf etc), by paying only with cash.
Credit Card: Here you can press the Edit button and enter the credit card number of the guest.
Only users with authorization can see the credit card number after you have saved the information
for the first time.
Expiry Date: Type the expiry date of the credit card.
Cr Limit: Type the credit limit of the card.
Purchase No: Type the purchase order number for the specific group booking.
Billing: Choose the billing method for this room booking by selecting it from the already given drop
down menu. You can choose one of the following:
o Full Account to Company: If you want the Company in charge of the billing to pay for all
charges made (arrangement and extras paid by the company).
o Guests Settle Extras: If you want the Agent or Company in charge of the billing to pay for
the room arrangement and individual guests to pay for their extra consumptions.
o Pay Own Account: If the guests pays for everything (arrangement and extras paid by the
guest).
o Full Account to Agent: If you want the Agent in charge of the billing to pay for all charges
made (arrangement and extras paid by the agent).
o Not Agreed: Choose this option in case the billing method of the room booking is not yet
agreed. Be careful with this choice because if the billing method is not agreed, then the
HART PMS software cannot know who to charge.
Special Needs: Select if the guest of this room booking has any special needs from the already
given drop down menu (you can edit the choices of this drop down menu from Configuration→
Reservations→ tab Special Needs).
Contact Info: Type the guest’s contact information.
Occasion: Select the occasion for which the guest has come to the hotel from the already given
drop down menu (edit the choices of this menu from Configuration→ Reservations→ tab
Occasions*).

100

Origin Info:
Origin: Double click inside this field so that the Account Wizard opens. You can choose the
account from which the room booking originated.
Commission: Double click inside this field so that the Account Wizard opens. You can choose the
account you need to pay commission to.
Web Ref: Here you can see the booking’s web reference (if you have the HART web booking
engine) or you can type it (if you are using another software).
Misc Booking:
Overbooking: This field shows you the number of overbookings made for the specific room type.
Option Date: In cases of tentative reservations you can select the option date from this calendar,
so that you know when to contact the guest and make the reservation definite (usually this is done
when the deposit is made).
Connected: This field indicates whether the reservation involves connecting rooms. If the
reservation is the parent one you can see a red indication. If the reservation is the connected one
you can see the reservation ID of the parent one.
Split: This check box is checked if there is a room split made.
…: By pressing this button you can see the room splits already made.
Created: Here you can see the date and time that the room booking was saved for the first time.
Total Rate: The daily rate multiplied with the number of stays gives you the total rate of the
booking (rate changes are included inside the total rate).
Deposit: The total deposits amount.
After you have completed entering all necessary information of the Room Booking you can press Save.
On the bottom right part of the Room Booking window several important tabs exist. Here is what each of
these tabs does:

Tab Profile:
On the left part of the window you can see some information about the guest (s). These are the same
information that you have inside the Guest Profile and no matter where you change it both windows (Room
Booking and Guest Profile) are updated.
The information you can enter about the guest are the following:
Surname: The guest’s surname.
Name: The guest’s name.
Title: Select the guest’s title from the drop down menu (you can edit the choices of this drop down
menu from Configuration→ Reservations→ tab Titles*).
Vip: Select the guest’s VIP category from the drop down menu (if he/she is a VIP)
Gender: Select the guest’s gender from the drop down menu.
Post Code: Type the guest’s post code.
Address: Type the guest’s address.
Town: The guest’s town.
County: Select the guest’s county from the drop down menu.
Country: Select the guest’s country from the drop down menu (you can edit the choices of this
menu from Configuration→ Global→ Countries*).
ID: This is the unique ID that HART PMS software gives to the guest once you Save the
information you have entered for the first time.
Line 2: Here you can type whatever you want about the guest, as a reference.
Email: Type the guest’s email.
Fax: Type the guest’s fax number.
Office: Type the guest’s office telephone number.
Home: Type the guest’s home telephone number.
Mobile: Type the guest’s mobile telephone number.
Pref Room: You can select the guest’s room preference from the drop down menu.
Birthday: Type the guest’s birthday.
Dear: Type how you want the hotel to address the guest.
Job Title: Type the guest’s job title.
Reg No: Type the guest’s registration number.
TIP: In case you are searching for fields that do not exist here, you can press the Profile button so that the
Guest Profile window opens. There you will find anything you want.
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On the right part of the window, where it says Remarks, you can right click and Add Entry or press the
Insert key on your keyboard in order to write some remarks about the reservation. All remarks are
presented inside the Front Desk Reports, if you select to include Traces.
Also, there you can enter the date when you actually received the specific reservation (not the date it was
created into HART PMS). The Option/Received Date report gives you information on this specific
parameter.

Tab Billing:
Tab Billing is very important for the room booking because here you can see:
How many folios the booking has on the top part of the window (according to the billing type you
have previously selected).
All charges and payments included in the folios on the bottom part of the window.
Inside this tab you can also charge or/and pay specific folios.
Folios / Top part of the window:
For each folio here you can see the following information:
ID: The folio ID.
Folio: The name of the folio (eg. Arrangement, Full Credit etc).
Paid by: The name of the payer (the guest or company or agent you have entered inside the
Customer Info frame explained previously).
S/L: This check box is checked if the folio has debtor rights (You can give debtor rights to a folio by
going to: Financials→ Sales Ledger→”call” the account→ Inside the Credit Related frame, where it
says Credit Approval, you choose Granted from the already given drop down menu).
M: This check box is checked if the folio is the main folio of the group booking.
Unit: The business unit of the hotel. For hotel’s with more than one business units the user must
select the correct one from the drop down menu existing there.
Receipt: Select the receipt type that needs to be issued for the specific folio from the drop down
menu.
Left right field: The folio balance.
ATTENTION:
Here is how you should see your folios according to the billing previously set:
Full Account to Company: Both S/L and M should be checked
Guests Settle Extras: Arrangement should be S/L and Extras should be M
Pay Own Account: Own Account should be M
Full Account to Agent: Both S/L and M should be checked
Not Agreed: Folios are not created in the first place, so you will not have a problem with that
On the right part the folios you can see three buttons:
Proforma: This option opens a report that shows you details about the reservation (Name,
Address, Fiscal Code, Fiscal Department, Activity) and the charges that are going to “fall” inside
the billing (Reservation ID, Guest Name, Package, Charge, Rate etc) according to the rate plans
you have given and the rate changes you have made.
Late Charge: This button is used ONLY for charges made after the reservation check out. This is
the button that you must press in order to issue a Credit Note and a Debit Note (for more
instructions on Credit Notes and Debit Notes please see HART PMS’s Frequently Asked
Questions file or ask your support team about it).
Details: By pressing this button you can see the transaction details below.
Charges & Payments / Bottom part of the window:
For each line of information you can see the following:
Date: The date of the transaction.
Revenue/Payment: In which revenue center the transaction was made.
Debit: The amount that was charged.
Credit: The amount that was paid.
Notes: Charges involving packages usually show notes that describe the package automatically.
The user can change the notes by typing the ones he/she wants.
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On the bottom right part of the window you can see several buttons. Here’s what each one does (described
from top to bottom):
Items: If the billing includes charges coming from HART POS, the user can press this button so
that he/she is able to see the items bought by the customer:

This small window gives the user some information about the customer (name, arrival, departure
and Room No), the order (Order No), the items included in the order (item name, quantity, amount,
date of transaction) and the total of each order.
On its bottom you have some extra choices, like:
o
o
o
o

By Check: If you check this check box and press Retrieve you can see the order as it
appears printed (including its fiscal signature).
Retrieve: Retrieves the information you want to see.
Close: It closes the window.
Print: It gives you a printout of the order.

View: This button offers you a more detailed description on all transactions inside the billing.
Bill: By choosing Bill a new small window appears offering you the choices described below:

Info: For printing an Information printout (this is not a VAT Invoice)
Reprint: For reprinting VAT Invoices already issued or converting them to .pdf files.
VAT: For issuing a VAT Invoice.
Origin: Here you can see the origin of all transactions.
Modify: This is a nice and helpful window if you want to modify all or some transactions inside the
billing of the booking. To put it in simple words Modify helps you move transactions
around, from one folio to another, from one room to another and from one account to
another.
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On the left part of the window you can see all of the transactions inside the booking separated by the folios
inside it. You can see each folio by ID, Payer and Name and you can also see each transaction by Date,
Revenue/Payment and Amount.
On the right part of the window you can see the folios existing inside the booking (Same Room Folios top) and you can also search for folios existing in other rooms (Room field inside the Folio Browser frame
-middle) or other accounts (Account field inside the Folio Browser frame -middle).
Modifying transactions from one folio to another (inside the same booking):
5. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
6. Go to the top right part of the window and place the little hand in front of the folio you want to
transfer the selected transaction(s) to.
7. Press the top arrows that exist in the middle of the window.
8. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Modifying transactions from one room to another:
7. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
8. Go to the middle right part of the window (where it says Folio Browser) and type the room number
in which you want the transaction to go to inside the Room field.
9. Press the Get Folios button on the right.
10. Right underneath, inside the frame that says Available Folios, all available folios of the room will
appear.
11. Press the bottom arrows that exist in the middle of the window.
12. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Modifying transactions from one folio to another:
7. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
8. Go to the middle right part of the window (where it says Folio Browser) and type the account name
in which you want the transaction to go to inside the Account field.
9. Press the Get Folios button on the right.
10. Right underneath, inside the frame that says Available Folios, all available folios of the account
will appear.
11. Press the bottom arrows that exist in the middle of the window.
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12. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Split: The Split option works almost the same way as the Modify option. The difference is that
Modify transfers specific transactions whereas Split can split a selected total amount of
transactions by percent or by amount according to what the customer wants.
Let’s take a quick look:

The motif is the same as the Modify window. The only difference is that in the middle of the
window, where you can see the Split Amount frame, you can type an amount or a percentage (by
checking the Percentage box) and split the selected amount to another room or another folio.
The steps you need to follow are:
√

√
√
√
√

Go to the left part of the window and check the transaction(s) you want to split. Press the Select
All button (at the bottom of the window) if you want to select all transactions or the Clear All button
(at the bottom of the window) if you want to clear all selections.
Go to the middle right part of the window (where it says Split Amount) and type the amount or the
percentage you want to split (check the Percentage check box in case you want to split by percent)
Find the folio you want the amount or percentage to be split to.
Press the top or bottom arrows accordingly.
Once you get the “Action completed successfully message” you will know that the split has
been done.
Redo: This option undoes your last move inside the billing, eg. If you have modified a transaction
you can undo this modification.
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Charging & Paying / Right part of the window:
On the right you can see two square little windows; the first one is entitled Charge and the second one
Payment. Let’s see what each one does:
- Charge: After having selected the folio you want to charge, you can right click and Add Entry inside this
little window (or press the Insert key on your keyboard), so that several rows of information will appear:

Then you must enter:
Revenue Center: The revenue center you want to charge can be selected from the already given
drop down menu.
Amount: Type the amount of money you want to charge.
Notes: Here you can type some notes about the charge (ATTENTION: These Notes are shown on
the VAT Invoice).
The Reset button resets the window so that you can start over (before Save).
Press Save in order to save the information you have entered.
- Payment: After having selected the folio you want to pay, you can right click and Add Entry inside this
little window (or press the Insert key on your keyboard), so that several rows of information will appear:

Then you must enter:
Payment: You can select the payment method of the payment from the already given drop down
menu.
Amount: Type the amount of money the guest has paid.
Notes: Here you can type some notes about the payment (ATTENTION: These Notes are shown
on the VAT Invoice).
The Reset button resets the window so that you can start over (before Save).
Press Save in order to save the information you have entered.

Tab Arrangement:
Here you can see the room’s arrangement coming from the rate plan you have chosen:
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On the left part of the window you can see the package for every day of the stay,
On the top middle part of the window you can see the inclusive service(s),
On the bottom middle part of the window you can see the additional service(s)
On the right part of the window you can see all inclusive services allowances.
Left part of the window:
Here you can see the package details. Specifically you can see:
Date: The date of the package.
Package: The description of the package (as entered inside the rate plan).
Top middle part of the window:
Here you can see the inclusive service(s) details. Specifically you can see:
Date: The date of the inclusive service(s).
Service: The service(s) included
Availability: When the service is offered (as entered inside the rate plan).
Bottom middle part of the window:
Here you can see the additional service(s) details. Specifically you can see:
Date: The date of the additional service(s).
Charge Type: The charge type added.
Availability: When the service is offered (as entered inside the rate plan).
Right part of the window:
Here you can see all services bought by the guest coming from the hotel’s facilities. Specifically you can
see:
Date: The date of the service(s).
Service: The description of the service.
Outlet: the outlet the service refers to.
Amount: The amount of money charged.
Category: The service category.
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Tab Requests:
This tab allows you to enter some of the guest’s Requests as long as the Amenities that the hotel wants
to offer him/her:

Top part of the window / Requests:
Here you can right click and Add Entry (or press the Insert key on your keyboard) in order to open a new
line of information. Then you can enter:
Requests: Select the guest’s request from the already given drop down menu (you can edit the
choices of this drop down menu from Configuration→ Reservations→ tab Requests* -for more
information please visit the relevant part of this manual).
Date: The date on which the request of the guest must be taken care of.
Status: The status of the request (select from the drop down menu: Pending, Completed or
Cancelled).
Requested By: The name of the person who requested the specific request.
At: The date and time that this person made the request.
Press Save.
Bottom part of the window / Amenities:
Here you can right click and Add Entry (or press the Insert key on your keyboard) in order to open a new
line of information. Then you can enter:
Amenities: Select the amenity you want to offer the guest by selecting it from the already given
drop down menu (you can edit the choices of this drop down menu from Configuration→
Reservations→ tab Amenities* -for more information please visit the relevant part of this manual).
Date: The date on which the amenity must be given.
Status: The status of the amenity (select from the drop down menu: Pending, Completed or
Cancelled).
Requested By: The name of the person who requested the specific amenity.
At: The date and time that this person made the request.
Press Save.
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Tab Remarks:
This tab allows you to enter some Remarks about this room booking, but also see the reason why the
guest cancelled the reservation -if so (CXL Reason):

Left part of the window / Remarks:
Here you can right click and Add Entry or press the Insert key on your keyboard in order to write some
remarks about the reservation. All remarks are presented inside the Front Desk Reports, if you select to
include Traces.
Right part of the window / CXL Reason:
If the reservation is cancelled you can visit this tab in order to see why and when the guest cancelled the
reservation. Specifically you can see:
CXL No: The cancellation number.
Reason: The cancellation reason.
User: The user who cancelled the reservation.
Date Registered: The date and time the user cancelled the reservation.

Tab Traces:
Here you can enter Traces regarding the room booking or/and any Deposits that have been made for the
room booking:

Top part of the window / Traces:
Right click and Add Entry or press the Insert key on your keyboard, in order to create a line of information.
Then enter:
Trace: Select the trace from the drop down menu (you can edit the choices of this drop down
menu from Configuration→ Reservations→ tab Traces*).
Date Due: The date on which the trace must be taken care of
Department: Select the department of the hotel which must take care of the specific trace from the
drop down menu.
User: Select the user who must take care of the specific trace from the drop down menu.
Status: Select the status of the trace from the drop down menu (Pending, Completed or Status).
Date In: The date and time that the trace was saved for the first time.
Requested by: The user who entered the trace.
Bottom part of the window / Deposits:
Right click and choose Add Entry or press the Insert key on your keyboard, in order to create a line of
information. Then enter:
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Reference No: A reference number for the deposit.
Payment: Select the payment method from the drop down menu.
Amount: Type the amount of the deposit.
Guest/Account: Select the name of the payer from the drop down menu.
Cheque Date: Select the date of the cheque (if the payment method is by cheque), so that you will
know when to cash it.
Date: This is the date you enter the deposit and it is given automatically by the software.
After you have entered all necessary information you can press Save.
On the right part of the window you can see several buttons. Here’s what each one does (described from
top to bottom):
Remove: This option removes the deposit you have already entered. After you have pressed this
button a small window opens:

The Deposit Amount field shows you the total amount of the deposit. If you want to charge cancellation
fees, you can either type the percent you want to charge inside the Charge % field or the straight amount
you want to charge inside the Charge Amount field. Select the Revenue Code in which you want the
deposit removal amount to be charged and then check the Print Invoice check box if you want to print a
VAT Invoice for the cancellation fees.
Press OK for proceeding or Exit for closing the window.
Activate: By pressing this button you can activate deposits that have not been processed during
the check in procedure.
Credit Card: By pressing this button you can connect with the Credit Card interface (for more
information on the CC Interface please contact your support team).
Receipt: By pressing this button you get a receipt printout of the deposit.
Transfer: You can transfer the deposit by selecting where you want it to go:

You can transfer it to another:
Room Booking
Function Booking
Facility Booking
Group Booking
Non resident Booking
Folio
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For each one of these choices you must also type its ID inside the ID field. Then you can press OK to
proceed or Exit to close the window.

Tab Rates:
Here you can see all room charges and services included inside the Rate Plan you have chosen for this
room booking:

The Rates tab is created as soon as you press the first Save of the booking. You can always visit this tab
in order to have a full idea of the rate plan or change the rates/prices (if necessary) to the ones you want.
You can do that by just typing the new rate/prices and press Save.

Tab Rate Change:
There are cases where a reservation checks in with one rate plan/package/rate but during its stay this
agreement changes. In those cases you can use the Rate Change tab in order to:
Change the already selected rate plan/ package/rate (left part of the window) or/and
Add additional services the guest decides to use during his/her stay (right part of the window):

Term changes / Left part of the window:
Right click and Add Entry or press the Insert key on your keyboard, in order to make your rate change. The
information you need to enter are the following:
From: The date when the rate change starts.
To: The date when the rate change ends (the ending date must always be the date of the check
out. If you need to enter rate changes in between, you must enter more than one records of the
change).
Adults: Type the number of adults.
Children: Type the number of children.
Extra Beds: Type the number of extra beds.
Cots: Type the number of baby cots.
Room Upgrade: Check this check box if you want to make a room upgrade.
Rate Plan: You need to double click inside this field in order to open the Rate Query window and
select the new rate plan/package/rate (as always, double click on the rate and press OK).
Package: The package selected (it appears automatically once you have chosen the Rate Plan).
Sold As: The accommodation type of the room.
Discount: If you have given any discounts (it appears automatically once you have chosen the
Rate Plan).
Taxes: This check box is checked if taxes are included in the rate plan (it appears automatically
once you have chosen the Rate Plan).
Rate: The daily room rate ((it appears automatically once you have chosen the Rate Plan).
Person: This check box is checked if rates are calculated per person (it appears automatically
once you have chosen the Rate Plan).
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Once you have finished entering all necessary information you just press Save.
Sharers / Right part of the window:
Right click and Add Entry or press the Insert key on your keyboard, in order to give the guest the
additional services that he/she has chosen to use during his/her stay at the hotel.
Guest Name: Double click inside the Guest Name field so that the Guest Wizard opens. From
there you can select the name of the guest who will use the additional service.
Sold As: Select the service from the already given drop down menu (you can edit the choices
of this drop down menu from Configuration→ Services→ tab Miscellaneous –for more
information please visit the relevant part of this manual).
ATTENTION: Each sharer involves one guest (the name of who you must choose) for the total of his/her
stay.
Press Save.
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Tab Restaurant:
Here you can see any restaurant bookings made for the guest:

Tab Spa:
Here you can see any spa bookings made for the guest:
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Tab Newspapers:
This option allows you to enter the preferred newspapers of the guest inside his/her reservation, so that
you are able to bring them to him/her during the stay:

Right click and Add Entry or press the Insert key on your keyboard, in order to add the newspaper(s):
Newspaper: Select the newspaper from the drop down menu (you can edit the choices of this
drop down menu from Configuration→ Front Desk→ tab Newspapers –for more information please
visit the relevant part of this manual).
Charge: Check this check box if you want to charge the newspaper to the guest.
Press Save.
On the top right part of the Room Booking window you can see several buttons. Here’s what each one of
these buttons does (from top to bottom):
Availability: It opens the Availability report.
Cancel: It cancels the reservation.
Lose: It marks the reservation as lost business.
Copy: This option allows you to copy a reservation. Once you press this button a new window
opens:

On the top part of this window you can see the following information regarding the room booking you are
viewing:
o
o

Arrival: The arrival date of the booking.
Departure: The departure date of the booking.
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o
o

Copies: The number of copies for this booking or the number of copies you want to make.
Room Type: The room type in which the guest stays in or will stay in. You can select
another room type from the drop down menu.

On your right you can see several buttons. Here’s what each one of these buttons does (from top to
bottom):
o
o
o
o
o

Add: It adds a new reservation to the copies.
Delete: It deletes the last copy you have made.
Availability: It shows you the hotel availability after you have added a new reservation.
Copy: It makes a copy of the already selected reservation.
Exit: It closes the window.

On the bottom part of the window you can see the hotel’s availability.
Sort Reg: By pressing this button you can sort a specific day’s arrivals alphabetically.
Check In: By pressing this button you can check in the reservation.
Precharge: By pressing this button you can precharge a reservation instead of letting the Close
Day procedure do it.
Check Out: By pressing this button you can check in the reservation.
Move: This button allows you to complete a room move, once you have previously done a room
split inside the Room Rack window (instructions follow). The scenario covered with this button is
the following:
Let’s say that you have created a reservation (DEF) that will checkin in the future. This reservation
is split inside the room rack (i.e. two days in a dbl room and two days in a junior suite). On the day
that the guest will actually move to the new room, the Room Booking has no way of knowing about
this room change. Therefore, you will need to open the Room Booking window and press the
Move button, in order for the Room Booking to change the room in which the guest stays to the
new one.
Once you press the Move button, both the Room Rack and the Room
demonstrate the guest in his/her new room.

Booking window will
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ROOM RACK:
The Room Rack is actually the room plan of HART PMS and it looks like this:

On the far left and far right part of the window you can see all of the hotel’s rooms sorted either by room
number or room type (depending on how you want to see them), having a different color for each room
type. At the bottom of these two columns (far left and far right) you can see the Overflow rooms (ghost
rooms used only for cases of overbookings).
Inside top horizontal line (moving from left to right) you can see:
The months of the year.
The year (select the year you want to see by pressing the green arrows).
Filter: A filter button which allows you to select what to see inside the room rack.
Refresh: A refresh button which refreshes the room rack data after you have made any changes.
Reset: This option removes any filter selections.
Notes: It appears a small window with the reservation notes (if there are any).
A drop down menu from which you can select how you want to see the reservations inside the
room rack. You can see them:
o By Status: The status of the reservation (you can give different a color to each status from
Configuration→ Reservations→ top part of the window –for more information please visit
the relevant part of this manual).
o By Account: The account involved in the reservation (you can give different a color to
each account from Sales Office→ Account→ tab Details -for more information please visit
the relevant part of this manual).
o By Rate: The rate plan selected for each reservation (you can give different a color to
each account from Sales Office→ Rate Plans→ check box color --for more information
please visit the relevant part of this manual).
Print: By pressing this button you can get a printer layout of the rack.
Enhanced: By pressing this button you get an enhanced presentation of the room rack (Windows
Vista 7 & 8).
In the middle, wide part of the room rack you can see all existing reservations. Each square equals one
day (you can see each day/date of the month in light blue color at the top of each column) and the green
vertical line indicates today’s date (this is the HART PMS date and not the computer date or the actual
date).
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From here you can:
Create a new reservation by left clicking on the date and room number you want to put the
reservation to (this action automatically opens the Room Booking window where you can start
typing the booking information necessary –Arrival date and Room number are already selected
from the point you left clicked).
Edit/View/Move an already existing reservation by right clicking on it. Right click inside the
Room Rack offers a line of choices. These are the following:
o Edit: This option automatically opens the Room Booking window so that you can see all
information regarding this booking and change them (if necessary).
o Move: This option allows you to move a reservation from one room to another. For the
Move option to be available you need to follow the procedure mentioned right below:
I. Left click on the reservation on the date you want to do the room change (arrival
date for total room move or desired date for room split).
II. Go to the room you want to move the guest to.
III. Right click and select the Move option from the list.
TIP: Reservations that have been moved are marked with a little star (*) so that you know that you have
made a room Split.
ATTENTION: For reservations that have not yet checked in (DEF), on the day that the guest actually
moves from one room to the other, you must enter the Room Booking window and press the Move button
(top right part of the window). This way both the Room Rack and the Room Booking window will be
informed about the room move/split.
o
o
o

Delete: This option removes the selected date from the room stay.
Clear: This option clears all previous selections.
Info: It appears a small window with the booking’s information (Guest Name, Arrival,
Departure, Package, Company, Agent, Room number, Adults, ID, Rate, Function, and
Group).

If you left click on any already existing booking, HART PMS opens two small yellow windows on your right
where you can see the booking’s general information (Guest Name, Arrival, Departure, Room Number)
and its Stay Grid (for each day of the stay).
A small red square on the bottom right part of each booking means that this specific booking has moving
restrictions (Do Not Move).
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FRONT DESK ON HART PMS
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ARRIVALS:
The Arrivals window allows the HART PMS user to see the hotel’s arrivals for a specific date:

Once you select the Arrivals option the Arrival Wizard opens, where you automatically see the arrivals for
today’s date (that is the HART PMS date and not the computer date or the actual date), but you can also
see the arrivals of another date, by selecting it from the calendar on the top right part of the window.
By pressing the Search button (or Enter on your keyboard) you can see the results of the Room Arrivals
inside the middle wide part of the window. The information given to you for each arrival is the following:
Room No: The room number in which the reservation will check in.
Type: The room type of this room.
Guest Name: The name of the guest (as you can see VIP guests appear in red color marked with
a green line).
VIP: The VIP type of the guest (RP for repeater).
Group: If the specific reservation is included inside a group booking, you can see the name of the
group here.
Company: The name of the company in charge of the billing (if there is one).
Agent: The name of the company in charge of the billing (if there is one).
Departure: The agreed departure date of the reservation.
Status: The current status of the reservation (only Definite reservations can check in).
Cond: The current housekeeping condition of the room (DRT for dirty and CLN for clean).
ID: The reservation ID.
Inside the bottom part of the window, where it says Functions, you can see the function arrivals for the
selected date (if there are any). The information that you can see for each function is the following:
Function Name: The name of the function.
Guest Name: The name of the guest in charge of the function billing (if there is one).
Company: The company/agent in charge of the function billing (if there is one).
Host: The name of the hotel’s host for this function.
Status: The current status of the function booking.
ID: The function booking ID.
On the top right part of the window you can see several buttons. Here’s what each one of these buttons
does (from top to bottom):
Reservations:
Search: It searches for results on an already selected date.
Filter: It offers you the opportunity to filter your search of arrivals by specific parameters.
Edit: It opens the reservation previously highlighted so that you can edit it.
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The Actual check box allows you to see the reservations that have already checked out for the day.
Assignment:
Manual: It opens the Allocation Wizard so that you can allocate a room to the reservation
previously highlighted.
Auto: It automatically allocates rooms to the reservations that are not already allocated.
Clear: It clears the room from an already highlighted reservation.
Check In:
Selected: Checks in the selected reservation.
All: Checks in all reservations.
Function: Checks in the selected function.
Other:
No Show: Turns the previously selected reservation to No Show.
Exit: Closes the Arrival Wizard window.
Check in procedure:
There are two ways in which you can check in a reservation:
1. The first way is by first selecting the reservation you want to check in and then pressing the
Selected button at the right part of the Arrival Wizard window. Once you have pressed the button a
small window appears that asks you if you want to proceed with this action.

If you want to proceed you press Yes. If not you press No.
If you press Yes, the room will immediately check in and a small window will inform you about the action.

By pressing OK this small window closes.
2. The second way is by double clicking on the room/guest you want to check in, by opening his/her
reservation first. This way is better, because you will be able to take a quick last look at the
reservation and make sure that all the necessary information is entered correctly. After you have
taken a look at the reservation, just press the Check In button on the top right part of the Room
Booking window. The check in procedure is exactly the same as described above.
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CASH CARD:
The Cash Card option offers you the opportunity to issue a VAT Invoice for passant usage(s).
Once you select the Cash Card a passkey check window opens:

There you must enter:
Logon Password: Your logon password to HART PMS.
Cashier Number: Select your cashier number from the drop down menu (you can edit the choices
of this drop down menu from Configuration→ Financials→ tab Cashiers –for more information
please visit the relevant part of this manual).
Press OK if you want to proceed or Cancel if you want to close the window.
After you have pressed OK, if your hotel has multiple business units, you will also need to select the unit
you want to enter transactions for:

After you have selected the appropriate unit the main Cash Card window opens:
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On the top part of the window you can see the current Cash Card Number, which is the current number of
cash card transaction.
Right underneath, inside the Transactions frame you can see the following fields:
Debit/ Credit: Select whether the transaction is a Debit or a Credit from the drop down menu.
Revenue Code: Select the revenue center you want to charge from the drop down menu
(selection valid only on Debit lines).
Payment: Select the payment method from the drop down menu (selection valid only on Credit
lines).
Amount: Type the amount of money you want to charge/pay.
Notes: Type some notes relevant to the transaction.
Credit Card Number: Insert the credit card number if the payment method you have previously
selected is by credit card.
Expiry: Type the credit card’s expiry date.
On the bottom part of the window you can see several buttons. Here’s what each one of these buttons
does:
Add Entry: Opens a new line of Debit/Credit.
Delete Entry: Deletes the highlighted line of Debit/Credit.
VAT Invoice: Issues a VAT Invoice for the specific transaction.
Reset: It resets the Cash Card window in its starting mode.
ATTENTION: In order to issue a VAT Invoice the total amount of debits needs to be equal with the total
amount of credits (equals to zero) otherwise the VAT Invoice will not be balanced.
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CASHIER:
The Cashier option allows you to make manual charges inside the HART PMS software.
Once you select Cashier a passkey check window opens:

There you must enter:
Logon Password: Your logon password to HART PMS.
Cashier Number: Select your cashier number from the drop down menu (you can edit the choices
of this drop down menu from Configuration→ Financials→ tab Cashiers –for more information
please visit the relevant part of this manual).
Press OK if you want to proceed or Cancel if you want to close the window.
After you have pressed OK the main Cashier window opens:
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On the top part of the window you can see all of today’s (HART date) manual transactions. The information
that you can see for each transaction is the following:
Transaction Type: Whether the transaction is a debit or a credit.
Revenue/Payment: The revenue center (debit) or the payment method (credit) included in the
transaction.
Amount: The amount of money charged or paid.
Guest/Account: The name of the guest or the account (company/agent) that made the
transaction.
Cash Card: The cash card number of the transaction.
Time: The exact time of the transaction.
Notes: The notes that the user typed while making the transaction.
Complimentary: This check box is checked if the transaction is complimentary.
On the top right part of the window you can see two buttons:
Voucher: When you press this button a new window opens:

There, inside the Voucher Code field you can enter a voucher number that already exists, so that you
Search for it or a new voucher number, which you can save by pressing the Save button. The Exit button
closes the window.
Registration (this button is useful ONLY for users in Greece): This is the option that the user
must select in case the hotel’s doorbook fails to print the necessary information. Once you press
this button the Registration Wizard opens:
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On the top left part of the window you can see the following:
Date: You can select the date you need to retrieve information for by typing it inside this field.
Retrieve: It retrieves information for the already selected date. All the information is shown inside
the main part of the window.
Reprint: Once you have selected the information you need to reprint by checking the check box in
front of it, you can press the reprint button.
On the top right part of the window you can see the following:
Unit field: This filed shows you the short code for the hotel’s business unit. In case the hotel has
more than one business units, you need to select the correct one (by left clicking inside the filed).
Header: This button prints the header for the page.
Day End: This button prints the day end.
As you already know there is specific information that needs to be printed on the doorbook, according to
the Greek regulation. This is:
Check ins
Check outs
Room moves
Day Ends
This information is in the middle part of the window. There you can see (from left to right):
The action (check in, check out, room move).
The name of the guest.
The name of the account (company/agent).
The business unit.
The registration ID.
On the bottom part of the window you can see two more buttons:
Select All: Selects all information given.
Clear All: Clears all information given.
On the right part of the Cashier window you can see a series of tabs. Let’s see them one by one:

Tab Room Charge:
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Here is where you can charge any checked in room:

Right click and Add Entry or press the Insert key on your keyboard in order to enter the necessary
information. Specifically you can/must enter:
Room: Select the room you want to charge by selecting it from the drop down menu (only checked
in rooms). Once you select the room the name of the guest appears on your right.
Revenue Center: Select the appropriate revenue center from the drop down menu.
Folio: Select the appropriate folio from the drop down menu (you can see all active folios of the
room already selected).
Amount: Type the amount you want to charge.
Discount: Check the Percentage check box if you want to make a percent discount or uncheck it if
you want to make a discount by amount. Then type the percentage or full amount of discount
inside the filed on your right.
Net amount: This calculates the net amount of the charge. If you have previously selected a
discount this field calculates the net amount along with the discount.
Notes: Type the necessary notes (these notes are printed on VAT Invoices).
Date: This field automatically selects the date you made the charge.
Cashier: This field automatically selects the cashier who made the charge.
ID: This field automatically gives a unique ID to the transaction.
Complimentary: This check box is checked if the charge is complimentary.
The Reset button erases all records and allows you to make the transaction again from scratch (you can
use it before you press Save).
Press Save.
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Tab Folio Charge:
Here is where you can charge any active folios:

Right click and Add Entry or press the Insert key on your keyboard in order to enter the necessary
information. Specifically you can/must enter:
Revenue Center: Select the appropriate revenue center from the drop down menu.
Account: Select the appropriate folio from the drop down menu (only active folios appear).
Amount: Type the amount you want to charge.
Discount: Check the Percentage check box if you want to make a percent discount or uncheck it if
you want to make a discount by amount. Then type the percentage or full amount of discount
inside the filed on your right.
Net amount: This calculates the net amount of the charge. If you have previously selected a
discount this field calculates the net amount along with the discount.
Notes: Type the necessary notes (these notes are printed on VAT Invoices).
Date: This field automatically selects the date you made the charge.
Cashier: This field automatically selects the cashier who made the charge.
ID: This field automatically gives a unique ID to the transaction.
Complimentary: This check box is checked if the charge is complimentary.
The Reset button erases all records and allows you to make the transaction again from scratch (you can
use it before you press Save).
Press Save.
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Tab Function Charge:
Here is where you can charge any checked in functions:

Right click and Add Entry or press the Insert key on your keyboard in order to enter the necessary
information. Specifically you can/must enter:
Function: Select the name of the function from the drop down menu.
Revenue Center: Select the appropriate revenue center from the drop down menu.
Folio: Select the appropriate folio from the drop down menu (you can see all active folios of the
function already selected).
Amount: Type the amount you want to charge.
Discount: Check the Percentage check box if you want to make a percent discount or uncheck it if
you want to make a discount by amount. Then type the percentage or full amount of discount
inside the filed on your right.
Net amount: This calculates the net amount of the charge. If you have previously selected a
discount this field calculates the net amount along with the discount.
Notes: Type the necessary notes (these notes are printed on VAT Invoices).
Date: This field automatically selects the date you made the charge.
Cashier: This field automatically selects the cashier who made the charge.
ID: This field automatically gives a unique ID to the transaction.
Complimentary: This check box is checked if the charge is complimentary.
The Reset button erases all records and allows you to make the transaction again from scratch (you can
use it before you press Save).
Press Save.

128

Tab Package Charge:
Here is where you can charge any checked in non resident bookings:

Right click and Add Entry or press the Insert key on your keyboard in order to enter the necessary
information. Specifically you can/must enter:
Non Resident Booking: Select the checked in non resident booking from the drop down menu.
Revenue Center: Select the appropriate revenue center from the drop down menu.
Folio: Select the appropriate folio from the drop down menu (you can see all active folios of the
non resident booking already selected).
Amount: Type the amount you want to charge.
Discount: Check the Percentage check box if you want to make a percent discount or uncheck it if
you want to make a discount by amount. Then type the percentage or full amount of discount
inside the filed on your right.
Net amount: This calculates the net amount of the charge. If you have previously selected a
discount this field calculates the net amount along with the discount.
Notes: Type the necessary notes (these notes are printed on VAT Invoices).
Date: This field automatically selects the date you made the charge.
Cashier: This field automatically selects the cashier who made the charge.
ID: This field automatically gives a unique ID to the transaction.
Complimentary: This check box is checked if the charge is complimentary.
The Reset button erases all records and allows you to make the transaction again from scratch (you can
use it before you press Save).
Press Save.
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Tab Group Charge:
Here is where you can charge any checked in groups:

Right click and Add Entry or press the Insert key on your keyboard in order to enter the necessary
information. Specifically you can/must enter:
Group: Select the name of the group from the drop down menu.
Revenue Center: Select the appropriate revenue center from the drop down menu.
Folio: Select the appropriate folio from the drop down menu (you can see all active folios of the
group booking already selected).
Amount: Type the amount you want to charge.
Discount: Check the Percentage check box if you want to make a percent discount or uncheck it if
you want to make a discount by amount. Then type the percentage or full amount of discount
inside the filed on your right.
Net amount: This calculates the net amount of the charge. If you have previously selected a
discount this field calculates the net amount along with the discount.
Notes: Type the necessary notes (these notes are printed on VAT Invoices).
Date: This field automatically selects the date you made the charge.
Cashier: This field automatically selects the cashier who made the charge.
ID: This field automatically gives a unique ID to the transaction.
Complimentary: This check box is checked if the charge is complimentary.
The Reset button erases all records and allows you to make the transaction again from scratch (you can
use it before you press Save).
Press Save.
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Tab Payment:
Here is where you can make any payment (rooms, accounts):

Right click and Add Entry or press the Insert key on your keyboard in order to enter the necessary
information. Specifically you can/must enter:
Account: Double click inside this field in order to find the room or account you want to make the
payment for. This action opens a new Folio Wizard window:

Type the room number inside the Room field or the account name inside the Account field and press
Search so that you can find the appropriate folio you want to make the payment for. Once the results
appear in the middle part of the window, select the one you want by double clicking on it.
The information given for each folio is the following:
o
o
o
o

Folio No: The folio ID.
Description: The folio description (eg. Arrangement, Extras, Package etc).
Account Name: The name of the account (company/agent).
Guest Name: The name of the guest.

On the top right part of the window you can see the following buttons:
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o
o
o
o

Search: It searches for data according to what you have previously typed inside the Room
or Account field.
Filter: It limits the search according to specific parameters.
OK: Picks the selection you have previously highlighted.
Exit: Closes the Folio Wizard window.

Payment: Select the payment method from the drop down menu.
Credit Card Number: Type the credit card number, in cases the payment is made by credit card.
Expiry: Type the credit cards expiry date.
Amount: Type the amount of money that the guest/account paid.
Notes: Type all necessary notes (are printed on VAT Invoices).
Date: This field automatically selects the date you made the payment.
Cashier: This field automatically selects the cashier who made the payment.
ID: This field automatically gives a unique ID to the transaction.
The Reset button erases all records and allows you to make the transaction again from scratch (you can
use it before you press Save).
The Accounts button opens once again the Folio Wizard, in order for you to search the Room or Account
you want to make the payment for.
Press Save.

Tab Exchange:
Here you can calculate the amount of money that the guest should pay to the property, if the currency
he/she is using is other than the one used in your country. For being able to make the exchange
calculation you previously need to go to Configuration→ Front Desk→ tab Currencies and enter the
currency you need, its Rate, the Commission percentage and the Net Payable.
Then at the Exchange tab of the Cashier you can follow the procedure described below:

At the top part of the window right click and Add Entry in order to enter:
Room: Select the room in which the guest stays from the drop down menu.
Guest: The name of the guest will appear automatically after you have selected the room.
Status: The transaction status will be set to Valid and the date will be set to today automatically.
Press Save.
At the bottom part of the window you can right click and Add Entry in order to enter:
Payment Method: Select the payment method (Bank Note or Cheque) from the drop down menu.
Bank: Type the bank in which the payment was made.
Cheque#: Type the cheque number.
Currency: Select the currency of the payment from the drop down menu.
Quantity: Select the payment amount.
Value: The value of the echange will appear automatically.
Commission: The commission percentage will appear automatically.
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Net Payable: The actual amount payable will appear automatically.
You can press the Receipt button right above in order to give the guest a receipt for the exchange.

Tab Invoices:
Here is where you can see and edit the Vat Invoices that were issued today (hotel date):
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In the middle part of the window you can see all VAT Invoices that have been issued today (HART date).
The information you can see about each VAT Invoice is the following:
Check No: The VAT Invoice number.
Account: The name of the guest/account the VAT Invoice was issued to.
Amount: The amount of money on the VAT Invoice.
Time: The time that the VAT Invoice was issued.
Folio Type: The VAT Invoice folio type.
User: The user who issued the VAT Invoice.
On the top part of the window you can see several buttons. Here is what each one of these buttons does:
Reprint: It reprints the VAT Invoice previously highlighted (left click on it to highlight it).
Old/New: Old shows all VAT Invoices issued in the past by date and New returns to today’s VAT
Invoices.
View Bill: It opens a window with a full view of the VAT Invoice you have previously highlighted
(left click on it to highlight it).
Cancel: It cancels the VAT Invoice you have previously highlighted (ATTENTION: VAT Invoice
cancellations cancel the VAT Invoice but NOT the transactions included in it).
Credit Note: It issues a credit note for the VAT Invoice previously highlighted.

Tab Cashier
Here you can see all of HART PMS’s Cashiers:

On the top part of the window you can see all cashiers. The information you can see for each cashier is the
following:
Code: The code of the cashier.
Description: The Cashier name.
Status: The status of the cashier (Open, Not yet open, Closed).
On the bottom part of the window you can see more information about the cashiers. Specifically you can
see:
Code: The code of the cashier.
Opened: The date the cashier was opened.
By: The name of the user who opened the cashier.
Closed: The date the cashier was closed.
By: The name of the user who closed the cashier.
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Tab Close:
Here you can close the cashier you have previously selected:

The information that you can see for each cashier is the following:
Code: The code of the cashier.
Description: The name of the cashier.
Status: The status of the cashier.
The Close Cashier button on your right allows you to close the cashier you have previously highlighted (by
left clicking on it).

Tab Vouchers
Here you can make use of an already setup Voucher and print a VAT Invoice for it:

Right click and Add Entry or press the Insert key on your keyboard in order to enter/see the necessary
information. Specifically you can see:
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ID: The unique ID of the voucher transaction.
Code: The voucher code.
Usage: The voucher usage. In order to enter the voucher usage you must press the Usage button
on your right. This option opens a small window with already setup voucher types and usages:

Select the voucher type and the voucher usage and press OK. Exit closes the window.
Expires: The expiry date of the voucher automatically appears once you select the voucher type.
Value: If you have already selected a value for the voucher you will be able to see it here.
Otherwise type it.
Paid: The payment amount of the voucher automatically appears when you enter its value.
Notes: Type some notes for the voucher.
Postage: Type the amount that you will need in order to send the voucher to the customer via post
services.
Guest: Double click inside this field in order to open the Guest Wizard and find the name of the
guest who holds the voucher. The Profile button opens the Guest Profile window of the guest, so
that you can see more information about him/her.
Payment: Select the payment method from the drop down menu.
Message: Type a message about the voucher.
Status: The status of the voucher (selected automatically by HART PMS).
Date: The date and time of the voucher transaction.
The Reset button erases all records and allows you to make the transaction again from scratch (you can
use it before you press Save).
Once you press Save the Cash Card appears with all the debits and credits you have entered inside the
voucher. The VAT Invoice of the voucher is issued automatically.
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Tab Phones:
Here you can connect a specific telephone extension with a specific active folio:

Right click and Add Entry or press the Insert key on your keyboard in order to enter the necessary
information. Specifically you can enter:
Extension: The telephone extension (you cannot use telephone extensions connected to rooms).
Account: Double click inside this field or press the Folio Wizard button in order to find the folio
you want to connect the extension with.
Empty field on the right: The name of the folio end the name of the payer appears automatically
once you select the folio.
Press Save.
The Disconnect button disconnects the extension from the folio you have already highlighted (by left
clicking on it).
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CLOSE DAY:
This option allows you to close the day of the hotel.
ATTENTION: The day of the hotel does not change together with the actual day (at midnight). The day of
the hotel must close only after all outlets and facilities of the hotel have been previously closed.
Once you have selected the Close Day option a passkey check window appears:

There you must enter the Close Day password (it will be given to you by the administrator of the software).
Press OK to proceed or Cancel to close the window.
After you have pressed OK the Close Day window appears:

The information you can see here is the following:
Top left part / Close Day Info:
Closing Date: The date you are about to close.
Last Closed Date: The date of your last Close Day.
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Top middle part / Actions:
OK: Starts the close day procedure.
Backup: Takes a backup of the HART PMS database as it is at the specific moment (You must
always press the Backup button once you enter this window and before you start the Close Day
procedure, so that you have a backup of the date closed if anything goes wrong).
Right part / Close Day procedures:
Once you press the OK button you will see that HART PMS goes over the following procedures one by
one:
Cashier Check: Checks all cashiers.
Departure Check: Checks if you have done all your departures (if not the Departure Wizard
opens).
Arrivals Check: Checks if you have done all your arrivals (if not the Arrival Wizard opens).
Order Check: Checks if all your POS orders have been closed properly. If not the software will ask
you whether you want it to close them for you (There are POS open orders. Do you want to
close them now?). If you select Yes then all your open orders will automatically be closed but not
included in the hotel’s revenue. If you select No you will need to alert the hotel’s department with
the open orders, so that it proceeds with their closure.
Billing Check: Checks all billings.
Fixed Charges: Once the procedure reaches this point all of the hotel’s stays will appear on your
left:

The information that you can see for each stay is the following:
o
o
o
o

Function: The name of the function (if any).
Group: The name of the group (if any).
Room: The room number.
Charge: The room rate for the date you are about to close.
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On the top left part of the window you can see two buttons:
o

Proceed: Once you press Proceed you get the following message:

If you press Yes the Close Day procedure continues, finalizing the accommodation charges of the
day. If you press No the Close Day procedure stops.
o

Cancel: This button stops the Close Day procedure.

Date Change: It changes the date of the software.
Clear up: It does a quick clear up of the software.
Statistics: It calculates the software’s statistics.
Once the HART PMS has completed all necessary checks and procedures, you will get the following
message:

When you press OK the software will try and connect to the HART PMS server in order to search and find
any available updates.
If it finds available updates it will start the update immediately. Please do not close the window until the
update is completed.
If it does not find available updates you will get several error messages. Close the windows and proceed
with your work.
The date of the HART PMS software has been changed.
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DEPARTURES:
The Departures window allows the HART PMS user to see the hotel’s departures for a specific date:

Once you select the Departures option the Departure Wizard opens, where you automatically see the
departures for today’s date (that is the HART PMS date and not the computer date or the actual date), but
you can also see the departures of another date (if the reservations have already checked in), by selecting
it from the calendar on the top right part of the window.
By pressing the Search button (or Enter on your keyboard) you can see the results of the Room
Departures inside the middle wide part of the window. The information given to you for each departure is
the following:
B2B: Indicates back to back reservations.
Room No: The room number from which the reservation will check out.
Guest Name: The name of the guest.
Group: If the specific reservation is included inside a group booking.
Company: The name of the company in charge of the billing (if there is one).
Agent: The name of the company in charge of the billing (if there is one).
Balance: The amount total that the guest who will check out must pay. Zero balances (0) do not
mean that the reservation has no charges. In most cases it means that the Billing is Guests Settle
Extras or Full Account to Company/Agent and the guest has not made any extra consumption,
which he/she will have to pay during his/her check out.
Status: The current status of the reservation (only Checked In reservations can check out).
ID: The reservation ID.
On the right part of the window you can see several buttons. Here’s what each one of these buttons does:
Search: It searches for results on an already selected date.
Filter: It offers you the opportunity to filter your search of departures by specific parameters.
Edit: It opens the reservation previously highlighted in order to edit it.
Check Out: It opens the Check Out window in order to for you to proceed with your check out.
Zero: It automatically checks out reservations which have zero (0) balance (you do not need to
issue an invoice for them).
Exit: Closes the Departure Wizard window.
The Actual check box allows you to see the reservations that have already checked out for the day.
Check out procedure:
There are two ways in which you can check out a reservation:
1. The first way is by just pressing the Check Out button at the right part of the Departure Wizard
window. Once you have pressed the button a small window appears that asks you for your
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Logon Password and your Cashier Number, so that the HART PMS software knows which user
is performing the check out.

Enter your credentials and press OK. If you press Cancel the window will close.
Once you have entered your credentials the Check Out window will open and the HART PMS software will:
Remind you to ask the room key from the guest (‘Please leave your key’).
Ask you whether you want to print an Information for the guest or not (‘Print Information
Printout?’). Press Yes or No accordingly and proceed.

On the top part of the window you can see the basic information of the reservation.
Specifically you can see the following:
Guest: The name of the guest.
Room: The number/name of the room in which the guest stayed.
Arrival: The guest’s arrival date.
Departure: The guest’s departure date.
ID: The unique ID of the reservation.
Folio: Whether the reservation has one folio (Own Account) or two folios (Arrangement and
Extras).
Balance: Here you will see any balance the guest has to pay during his/her check out process.
Paid by: Who has to pay for the specific folio (Company/Agent or guest).
Folio ID: The unique ID of the folio.
S/L: The check box is checked when the folio involves a granted debtor (agent or company).
M: The check box is checked when the folio is the main folio of the reservation (guest).
Underneath this information you can see a yellow frame with the title Sales Ledger, that informs you
whether there is a balance due for the agent or company concerning the reservation (if there is one). If the
agent or company has Granted Credit Approval (check on Financials→ Sales Ledger→ Credit
Approval field) the balance will always be zero, because the HART PMS software automatically considers
agents and companies with granted credit approval as probable debtors.
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Inside the red frame with the title To be Paid on Check Out, you see the balance due by the guest of the
property.
In order to perform the payment of this balance, you must right click in the centre part of the window
(Payments tab) and choose Add Entry, so that the HART PMS software opens a new line of information.

The information you must enter in order to proceed with the check out is the following:
•
•
•
•
•
•

ID: This is generated automatically by the software once you press Save.
Payment Method: Select the correct payment method from the drop down menu.
Amount: Key in the amount due.
Credit Card Data: Type the credit card number, if the payment method used is by credit card.
Expiry: Type the credit card’s expiry date.
Notes: Type some notes about this payment.

After you have entered the necessary data, just press Save (F3). The Balance To be Paid on Check Out
will automatically turn to zero.
Then you must press the VAT Invoice button on the top part of the window, so that your invoice is printed
and then the Check Out button, in order for the reservation to be checked out.
The Information buttons allows you to issue an Information sheet about the guest’s consumptions, the
Payment button opens a line of information in the middle part of the window so that you can enter the
payment details and the Quick Pay button creates the payment of the reservation automatically (if you
have previously entered a specific Payment Method inside the Payment field of the Room Booking).
2. The second way is by double clicking on the room/guest you want to check out, by opening his/her
reservation first. This way is better, because you will be able to take a quick last look at the
reservation and make sure that all necessary information is entered correctly. After you have taken
a look at the reservation, just press the Check Out button on the top right part of the Room
Booking window. The check out procedure is exactly the same as described above.
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DIRECTORIES:
This window helps you organize all of the hotel’s contacts, so that you can use it later as a directory for
your work, otherwise your own agenda:

On the top part of the window you can enter:
Name: The contact name.
Type: The contact type from the drop down menu (you can edit the choices of this drop down
menu from Configuration→ Front Desk → tab Directories).
Phone: Type the contact’s telephone number.
Email: Type the contact’s email address.
PostCode: Type the contact’s post code.
City: Type the contact’s city.
Address: Type the contact’s address.
Country: Select the contact’s country from the drop down menu.
Ctry: The same as above.
Notes: Type some notes for the contact.

Tab Shifts:
Here you can right click and Add Entry in order to enter the duty managers of the day. Specifically you can
enter:
On Date: Select the date of the shift from the calendar.
Early Host: Select the name of the early host duty manager from the drop down menu (you can
edit the choices of this drop down menu from Configuration→ Global→ tab Duty Managers).
In Host: Select the name of the in host duty manager from the drop down menu (you can edit the
choices of this drop down menu from Configuration→ Global→ tab Duty Managers).
Late Host: Select the name of the late host duty manager from the drop down menu (you can edit
the choices of this drop down menu from Configuration→ Global→ tab Duty Managers).
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GUESTS IN HOUSE:
This window offers you the opportunity to see all the checked in reservations:

The information that you can see for each reservation is the following:
Room No: The room number.
Guest Name: The name of the guest.
Group: The name of the group (if there is one).
Company: The name of the company (if there is one).
Agent: The name of the agent (if there is any).
Departure: The date of the reservation departure.
ID: The reservation ID.
You can see more details about the reservation(s) by double clicking on it/them or pressing the Edit button.
The In House window opens and there you can see and edit the reservation’s details.
At the bottom part of the window you can see the checked in rooms of functions. Specifically you can see
the following information:
Guest Name: The name of the guest.
Company: The name of the company in charge of the function (if there is one).
Host: The host of the function.
Room: The room number in which the guest is checked in.
Status: The reservation status.
Period: The short code for the function period.
ID: The reservation ID.
The Edit button on your right opens the Function Booking (you can do the same thing by double clicking on
the line of information).
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On the far right part of the window you can see several buttons. Here’s what each one of these buttons
does:
Search: It searches for results according to your selection(s).
Filter: It offers you the opportunity to filter the information you see according to specific
parameters.
Edit: Opens the reservation previously selected so that you can edit it.
Check Out: It checks out the reservation you have previously selected.
Exit: It closes the Guests In House window.
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HOUSE STATUS:
This is a report that you can also find inside the Front Desk reports, where you can see details and
statistics about your hotel’s activity:

From the calendar on the top left part of the window you can select the date for which you want to see
information for. After you have selected the desired date press Run for the report to work
At the top part of the report you can see:
Rooms in hotel: The number of rooms existing in the hotel.
Out of Order: The rooms that have been set out of order.
Rentable rooms: The rentable rooms.
Available Rooms: The number of available rooms.
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Right underneath you can see three frames:
Occupied at the end of day
Arrivals (Reservations)
Departures (Reservations)
Let’s see each one of these frames in detail:
Occupied at the end of day:
The number of reservations (Resas) and the number of adults (Pax) for:
o Individuals
o Groups
The total occupied (Resas & Pax) for both individuals and groups.
The occupancy for all rooms
The occupancy for only rentable rooms.
Arrivals (Reservations):
Expected and Actual arrivals for:
o
o
o
o

Individuals
Groups
Total for both Individuals and Groups
Total for the day

Departures (Reservations):
Expected and Actual departures for:
o
o
o
o

Individuals
Groups
Total for both Individuals and Groups
Total for the day

At the middle left part of the report you can see two statistic graphs, one for the Close Day Projection
(Rooms) and the other for the Housekeeping Status.
At the middle right part of the report you can see the hotel’s availability (this is a small part of the
Availability report) for the next two weeks.
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IN HOUSE:
This window is similar to the room booking window but offers you even more options, from the buttons on
the top right part of the window.
Nevertheless, we will see the In House window in detail.
The In House option allows you see and edit checked in individual room bookings inside the HART PMS
software. Here is what the In House window looks like:

Let’s see what the main part of this window shows us:
Guest: The name of the guest.
Shared Guest: The name of the second guest inside the reservation.
Status: The status of the In House booking (always Checked In).
Arrival: The date that the room booking arrived (date, day, time).
Nights: The number of stays.
Departure: The date that the room booking departs (date, day, time).
Adults: The number of adults that stay in the hotel.
Children: The number of children that stay in the hotel (if there are any).
Extra Beds: The number of extra (if there are any).
Baby Cots: The number of extra beds (if there are any).
Right underneath you can see the In Houses’s Customer & Rate Info, its Room Info, its Marketing Info, its
Financial & Other Info, its Origin Info and other miscellaneous information for the booking (Misc Booking).
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Customer & Rate Info:
Company: The name of the company in charge of the billing.
Contact: You can select the contact person of the Company from the drop down menu that exists
there or add one by pressing the Edit button on your right:

There you can enter:
o Surname: The surname of the contact person
o Name: The name of the contact person
o Title: The title of the contact person, by selecting it from an already existing drop down
menu
o Office: The office name of the contact person
o Email: The email of the contact person
o Fax: The contact person’s fax number
o Mobile: The contact person’s mobile number
o Dear: How you want the hotel to address the contact person
By pressing Save you can save the information you have just entered. By pressing Add New you can add
a new contact person’s details. By pressing Exit the Add Contact Window closes.
Agent: The name of the agent in charge of the billing.
Booker: You can select the booker of the Agent from the drop down menu that exists there or add
one by pressing the Edit button on your right (see instructions right above on Company Contact).
Rate Plan: Double click inside this field so that the Rate Query window opens. Rate Query
presents all available rate plans for the specific stay. Double click on the desired rate and press
OK.
Discount: Here you can see whether the hotel has given a discount to the reservation (the
discount appears automatically if you have entered it inside the Rate Query window) and the name
of the user who made it.
Room Rate: The daily room rate.
…: The daily breakdown of the rate.
Room Info:
Type: The room type in which the guest stays.
Upg: Check this check box if you want other HART PMS users to see that you have made a room
upgrade.
Package: The package appears in this field once you have selected a rate plan (previously)
Room: You can select the room in which the guest will stay in by double clicking inside the Room
field. The Allocation Wizard opens:
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Here you can see all available rooms for the accommodation type you have already selected a rate for. If
you want to see all available rooms just press on the All Rooms button.
On the top left part of the window you can see the names of the Guest and the Shared Guest, which room
the guest prefers to stay in (Preferred button), the room in which he/she stayed the last time he/she came
(Last button), the Room Rate, the Room Type and in which accommodation type the room was sold
(Sold As).
The Rooms to Show frame right underneath allows you to see:
o
o
o
o

Available: The available rooms (chosen by default).
Booked: The booked rooms.
Out of Order: The out of order rooms.
Connecting: The connecting rooms.

Just check in the check box or boxes accordingly.
For each room you can see the following information:
o
o
o
o
o
o
o
o
o
o
o

Room: The room number.
S: It shows a small star (*) if the room is booked or a minus (-) if the room is out of order.
Status: The status of the room (VAC for vacant, OCC for occupied usually).
Condition: The housekeeping condition of the room (DRT for dirty, CLN for clean usually).
Type: The room type.
Fl: The room’s floor.
View: The room’s view.
Features: The room’s features.
From: The starting date for the room’s availability.
To: The ending date of the room’s availability.
Guest: The name of the guest who occupies the room currently.
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On the top right part of the window you can see some buttons:
o
o
o
o
o
o

Clear: It clears the Room field inside the Room Booking window.
Search: It searches the information for any of your selections (alternatively press Enter on
your keyboard).
Filter: It allows you to filter your search according to specific parameters.
Select: It selects your choice of room (alternatively double click on the room).
Exit: It closes the Allocation Wizard window.
All Rooms: It shows all rooms.

Dnm: You can check this check box if you want the room to have Do Not Move restrictions.
Group: Here you can see if the room booking is connected to a group. The (+) button adds
another group and the (-) the existing one.
Marketing Info:
Source: You can select the source of the room booking by selecting it from the already given drop
down menu (you can edit the choices of this drop down menu from Configuration→ Accounts→ tab
Sources*).
Segment: You can select the market segment of the room booking by selecting it from the already
given drop down menu (you can edit the choices of this drop down menu from Configuration→
Accounts→ top part of the window –for more details please see the relevant part of this manual).
Subsegment: You can select the market subsegment of the room booking by selecting it from the
already given drop down menu (you can edit the choices of this drop down menu from
Configuration→ Accounts→ tab Subsegments).
How heard: You can select how the person who made the room booking heard of your hotel by
selecting the source from the already given drop down menu (you can edit the choices of this drop
down menu from Configuration→ Reservations→ tab How Heard*).
Financial & Other Info:
Payment: Select from the drop down menu the payment method that the guest usually chooses to
pay your hotel.
Cash: Check this check box if you want to allow the customer to use the hotel’s facilities
(Restaurant, Spa, Golf etc), by paying only with cash.
Credit Card: Here you can press the Edit button and enter the credit card number of the guest.
Only users with authorization can see the credit card number after you have saved the information
for the first time.
Expiry Date: Type the expiry date of the credit card.
Cr Limit: Type the credit limit of the card.
Purchase No: Type the purchase order number for the specific group booking.
Billing: Choose the billing method for this room booking by selecting it from the already given drop
down menu. You can choose one of the following:
o Full Account to Company: If you want the Company in charge of the billing to pay for all
charges made (arrangement and extras paid by the company).
o Guests Settle Extras: If you want the Agent or Company in charge of the billing to pay for
the room arrangement and individual guests to pay for their extra consumptions.
o Pay Own Account: If the guests pays for everything (arrangement and extras paid by the
guest).
o Full Account to Agent: If you want the Agent in charge of the billing to pay for all charges
made (arrangement and extras paid by the agent).
o Not Agreed: Choose this option in case the billing method of the room booking is not yet
agreed. Be careful with this choice because if the billing method is not agreed, then the
HART PMS software cannot know who to charge.
Special Needs: Select if the guest of this room booking has any special needs from the already
given drop down menu (you can edit the choices of this drop down menu from Configuration→
Reservations→ tab Special Needs).
Contact Info: Type the guest’s contact information.
Occasion: Select the occasion for which the guest has come to the hotel from the already given
drop down menu (edit the choices of this menu from Configuration→ Reservations→ tab
Occasions*).
Origin Info:
Origin: Double click inside this field so that the Account Wizard opens. You can choose the
account from which the room booking originated.
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Commission: Double click inside this field so that the Account Wizard opens. You can choose the
account you need to pay commission to.
Web Ref: Here you can see the booking’s web reference (if you have the HART web booking
engine) or you can type it (if you are using another software).
Misc Booking:
Overbooking: This field shows you the number of overbookings made for the specific
accommodation type.
Split Booking: This check box is checked automatically if the stay of the guest is split in two or
more rooms.
Overflow: In case this room booking is an overbooking, you can select an Overflow number from
the drop down menu, so that you are able to see the reservation inside the room rack.
Option Date: In cases of tentative reservations you can select the option date from this calendar,
so that you know when to contact the guest and make the reservation definite (usually this is done
when the deposit is made).
Created: Here you can see the date and time that the room booking was saved for the first time.
Total Rate: The daily rate multiplied with the number of stays gives you the total rate of the
booking (rate changes are included inside the total rate).
After you have completed entering all necessary information of the Room Booking you can press Save.
On the bottom right part of the In House window several important tabs exist. Here is what each of these
tabs does:

Tab Profile:
On the left part of the window you can see some information about the guest (s). These are the same
information that you have inside the Guest Profile and no matter where you change it both windows (In
House and Guest Profile) are updated.
The information you can see about the guest are the following:
Surname: The guest’s surname.
Name: The guest’s name.
Title: Select the guest’s title from the drop down menu (you can edit the choices of this drop down
menu from Configuration→ Reservations→ tab Titles*).
Vip: Select the guest’s VIP category from the drop down menu (if he/she is a VIP)
Gender: Select the guest’s gender from the drop down menu.
Post Code: Type the guest’s post code.
Address: Type the guest’s address.
Town: The guest’s town.
County: Select the guest’s county from the drop down menu.
Country: Select the guest’s country from the drop down menu (you can edit the choices of this
menu from Configuration→ Global→ Countries*).
ID: This is the unique ID that HART PMS software gives to the guest once you Save the
information you have entered for the first time.
Line 2: Here you can type whatever you want about the guest, as a reference.
Email: Type the guest’s email.
Fax: Type the guest’s fax number.
Office: Type the guest’s office telephone number.
Home: Type the guest’s home telephone number.
Mobile: Type the guest’s mobile telephone number.
Pref Room: You can select the guest’s room preference from the drop down menu.
Birthday: Type the guest’s birthday.
Dear: Type how you want the hotel to address the guest.
Job Title: Type the guest’s job title.
Reg No: Type the guest’s registration number.
TIP: In case you are searching for fields that do not exist here, you can press the Profile button so that the
Guest Profile window opens. There you will find anything you want.
On the right part of the window, where it says Remarks, you can right click and Add Entry or press the
Insert key on your keyboard in order to write some remarks about the reservation. All remarks are
presented inside the Front Desk Reports, if you select to include Traces.
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Also, there you can see/edit the date when you actually received the specific reservation (not the date it
was created into HART PMS). The Option/Received Date report gives you information on this specific
parameter.

Tab Billing:
Tab Billing is very important for the room booking because here you can see:
How many folios the booking has on the left part of the window (according to the billing type you
have previously selected).
All charges and payments included in the folios on the bottom part of the window.
Inside this tab you can also charge or/and pay specific folios.
Folios / Top part of the window:
For each folio here you can see the following information:
ID: The folio ID.
Folio: The name of the folio (eg. Arrangement, Full Credit etc).
Paid By: The name of the payer (the guest or company or agent you have entered inside the
Customer Info frame explained previously).
S/L: This check box is checked if the folio has debtor rights (You can give debtor rights to a folio by
going to: Financials→ Sales Ledger→”call” the account→ Inside the Credit Related frame, where it
says Credit Approval, you choose Granted from the already given drop down menu).
M: This check box is checked if the folio is the main folio of the group booking.
Unit: The business unit of the hotel. For hotel’s with more than one business units the user must
select the correct one from the drop down menu existing there.
Receipt: The receipt type that should be issued for the specific folio.
Far right field: The folio balance.
ATTENTION:
Here is how you should see your folios according to the billing previously set:
Full Account to Company: Both S/L and M should be checked
Guests Settle Extras: Arrangement should be S/L and Extras should be M
Pay Own Account: Own Account should be M
Full Account to Agent: Both S/L and M should be checked
Not Agreed: Folios are not created in the first place, so you will not have a problem with that
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On the right part of the folios you can see three buttons:
Proforma: This option opens a report that shows you details about the reservation (Name,
Address, Fiscal Code, Fiscal Department, Activity) and the charges that are going to “fall” inside
the billing (Reservation ID, Guest Name, Package, Charge, Rate etc) according to the rate plans
you have given and the rate changes you have made.
Late Charge: This button is used ONLY for charges made after the reservation check out. This is
the button that you must press in order to issue a Credit Note and a Debit Note (for more
instructions on Credit Notes and Debit Notes please see HART PMS’s Frequently Asked
Questions file or ask your support team about it).
Details: This button shows you the folio transaction details (right underneath).
Charges & Payments / Bottom part of the window:
For each line of information you can see the following:
Date: The date of the transaction.
Revenue/Payment: In which revenue center the transaction was made or which payment method
was used.
Debit: The amount that was charged.
Credit: The amount that was paid.
Notes: Charges involving packages usually show notes that describe the package automatically.
The user can change the notes by typing the ones he/she wants.
On the bottom right part of the window you can see several buttons. Here’s what each one does (described
from top to bottom):
Items: If the billing includes charges coming from HART POS, the user can press this button so
that he/she is able to see the items bought by the customer:

This small window gives the user some information about the customer (name, arrival, departure
and Room No), the order (Order No), the items included in the order (item name, quantity, amount,
date of transaction) and the total of each order.
On its bottom you have some extra choices, like:
o
o
o
o

By Check: If you check this check box and press Retrieve you can see the order as it
appears printed (including its fiscal signature).
Retrieve: Retrieves the information you want to see.
Close: It closes the window.
Print: It gives you a printout of the order.

View: This button offers you a more detailed description on all transactions inside the billing.
Bill: By choosing Bill a new small window appears offering you the choices described below:
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Info: For printing an Information printout (this is not a VAT Invoice)
Reprint: For reprinting VAT Invoices already issued or converting them to .pdf files.
VAT: For issuing a VAT Invoice.
Origin: Here you can see the origin of all transactions.
Modify: This is a nice and helpful window if you want to modify all or some transactions inside the
billing of the booking. To put it in simple words Modify helps you move transactions
around, from one folio to another, from one room to another and from one account to
another.

On the left part of the window you can see all of the transactions inside the booking separated by the folios
inside it. You can see each folio by ID, Payer and Name and you can also see each transaction by Date,
Revenue/Payment and Amount.
On the right part of the window you can see the folios existing inside the booking (Same Room Folios top) and you can also search for folios existing in other rooms (Room field inside the Folio Browser frame
-middle) or other accounts (Account field inside the Folio Browser frame -middle).
Modifying transactions from one folio to another (inside the same booking):
9. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
10. Go to the top right part of the window and place the little hand in front of the folio you want to
transfer the selected transaction(s) to.
11. Press the top arrows that exist in the middle of the window.
12. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Modifying transactions from one room to another:
13. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
14. Go to the middle right part of the window (where it says Folio Browser) and type the room number
in which you want the transaction to go to inside the Room field.
15. Press the Get Folios button on the right.
16. Right underneath, inside the frame that says Available Folios, all available folios of the room will
appear.
17. Press the bottom arrows that exist in the middle of the window.
18. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
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Modifying transactions from one folio to another:
13. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
14. Go to the middle right part of the window (where it says Folio Browser) and type the account name
in which you want the transaction to go to inside the Account field.
15. Press the Get Folios button on the right.
16. Right underneath, inside the frame that says Available Folios, all available folios of the account
will appear.
17. Press the bottom arrows that exist in the middle of the window.
18. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Split: The Split option works almost the same way as the Modify option. The difference is that
Modify transfers specific transactions whereas Split can split a selected total amount of
transactions by percent or by amount according to what the customer wants.
Let’s take a quick look:
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The motif is the same as the Modify window. The only difference is that in the middle of the window, where
you can see the Split Amount frame, you can type an amount or a percentage (by checking the
Percentage box) and split the selected amount to another room or another folio.
The steps you need to follow are:
√

√
√
√
√

Go to the left part of the window and check the transaction(s) you want to split. Press the Select
All button (at the bottom of the window) if you want to select all transactions or the Clear All button
(at the bottom of the window) if you want to clear all selections.
Go to the middle right part of the window (where it says Split Amount) and type the amount or the
percentage you want to split (check the Percentage check box in case you want to split by percent)
Find the folio you want the amount or percentage to be split to.
Press the top or bottom arrows accordingly.
Once you get the “Action completed successfully message” you will know that the split has
been done.
Redo: This option undoes your last move inside the billing, eg. If you have modified a transaction
you can undo this modification.
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Charging & Paying / Right part of the window:
On the right you can see two square little windows; the first one is entitled Charge and the second one
Payment. Let’s see what each one does:
- Charge: After having selected the folio you want to charge, you can right click and Add Entry inside this
little window (or press the Insert key on your keyboard), so that several rows of information will appear:

Then you must enter:
Revenue Center: The revenue center you want to charge can be selected from the already given
drop down menu.
Amount: Type the amount of money you want to charge.
Notes: Here you can type some notes about the charge (ATTENTION: These Notes are shown on
the VAT Invoice).
The Reset button resets the window so that you can start over (before Save).
Press Save in order to save the information you have entered.
- Payment: After having selected the folio you want to pay, you can right click and Add Entry inside this
little window (or press the Insert key on your keyboard), so that several rows of information will appear:

Then you must enter:
Payment: You can select the payment method of the payment from the already given drop down
menu.
Amount: Type the amount of money the guest has paid.
Notes: Here you can type some notes about the payment (ATTENTION: These Notes are shown
on the VAT Invoice).
The Reset button resets the window so that you can start over (before Save).
Press Save in order to save the information you have entered.

Tab Requests:
This tab allows you to enter some of the guest’s Requests as long as the Amenities that the hotel wants
to offer him/her:
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Top part of the window / Requests:
Here you can right click and Add Entry (or press the Insert key on your keyboard) in order to open a new
line of information. Then you can enter:
Requests: Select the guest’s request from the already given drop down menu (you can edit the
choices of this drop down menu from Configuration→ Reservations→ tab Requests* -for more
information please visit the relevant part of this manual).
Date: The date on which the request of the guest must be taken care of.
Status: The status of the request (select from the drop down menu: Pending, Completed or
Cancelled).
Requested By: The name of the person who requested the specific request.
At: The date and time that this person made the request.
Press Save.
Bottom part of the window / Amenities:
Here you can right click and Add Entry (or press the Insert key on your keyboard) in order to open a new
line of information. Then you can enter:
Amenities: Select the amenity you want to offer the guest by selecting it from the already given
drop down menu (you can edit the choices of this drop down menu from Configuration→
Reservations→ tab Amenities* -for more information please visit the relevant part of this manual).
Date: The date on which the amenity must be given.
Status: The status of the amenity (select from the drop down menu: Pending, Completed or
Cancelled).
Requested By: The name of the person who requested the specific amenity.
At: The date and time that this person made the request.
Press Save.
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Tab Remarks:
This tab allows you to enter some Remarks about this room booking, but also see the reason why the
guest cancelled the reservation -if so (CXL Reason):

Left part of the window / Remarks:
Here you can right click and Add Entry or press the Insert key on your keyboard in order to write some
remarks about the reservation. All remarks are presented inside the Front Desk Reports, if you select to
include Traces.
Right part of the window / CXL Reason:
If the reservation is cancelled you can visit this tab in order to see why and when the guest cancelled the
reservation. Specifically you can see:
CXL No: The cancellation number.
Reason: The cancellation reason.
User: The user who cancelled the reservation.
Date Registered: The date and time the user cancelled the reservation.

Tab Traces:
Here you can enter Traces regarding the room booking or/and any Deposits that have been made for the
room booking:

Top part of the window / Traces:
Right click and Add Entry or press the Insert key on your keyboard, in order to create a line of information.
Then enter:
Trace: Select the trace from the drop down menu (you can edit the choices of this drop down
menu from Configuration→ Reservations→ tab Traces*).
Date Due: The date on which the trace must be taken care of
Department: Select the department of the hotel which must take care of the specific trace from the
drop down menu.
User: Select the user who must take care of the specific trace from the drop down menu.
Status: Select the status of the trace from the drop down menu (Pending, Completed or Status).
Date In: The date and time that the trace was saved for the first time.
Requested by: The user who entered the trace.
Bottom part of the window / Deposits:
Right click and choose Add Entry or press the Insert key on your keyboard, in order to create a line of
information. Then enter:
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Reference No: A reference number for the deposit.
Payment: Select the payment method from the drop down menu.
Amount: Type the amount of the deposit.
Guest/Account: Select the name of the payer from the drop down menu.
Cheque Date: Select the date of the cheque (if the payment method is by cheque), so that you will
know when to cash it.
Date: This is the date you enter the deposit and it is given automatically by the software.
After you have entered all necessary information you can press Save.
On the right part of the window you can see several buttons. Here’s what each one does (described from
top to bottom):
Remove: This option removes the deposit you have already entered. After you have pressed this
button a small window opens:

The Deposit Amount field shows you the total amount of the deposit. If you want to charge cancellation
fees, you can either type the percent you want to charge inside the Charge % field or the straight amount
you want to charge inside the Charge Amount field. Select the Revenue Code in which you want the
deposit removal amount to be charged and then check the Print Invoice check box if you want to print a
VAT Invoice for the cancellation fees.
Press OK for proceeding or Exit for closing the window.
Activate: By pressing this button you can activate deposits that have not been processed during
the check in procedure.
Credit Card: By pressing this button you can connect with the Credit Card interface (for more
information on the CC Interface please contact your support team).
Receipt: By pressing this button you get a receipt printout of the deposit.
Transfer: You can transfer the deposit by selecting where you want it to go:

You can transfer it to another:
Room Booking
Function Booking
Facility Booking
Group Booking
Non resident Booking
Folio
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For each one of these choices you must also type its ID inside the ID field. Then you can press OK to
proceed or Exit to close the window.

Tab Mess /Loc:
Here you can enter any messages left for the guest or any information about where the guest is located
inside the hotel:

Specifically you can see/enter:
Left part of the window / Messages:
The name of the user who entered the message.
The date and time that the user entered the message.
Delivered: This check box is checked if the message has been already delivered to the guest.
Print: Press this button if you want to print the message.
Type the message itself inside the wide pink frame.
Right part of the window / Locator:
The name of the user who entered the message.
The date and time that the user entered the message.
Type where the guest is located inside the hotel inside the wide pink frame.

Tab Rate Change:
There are cases where a reservation checks in with one rate plan/package/rate but during its stay this
agreement changes. In those cases you can use the Rate Change tab in order to:
Change the already selected rate plan/ package/rate (left part of the window) or/and
Add additional services the guest decides to use during his/her stay (right part of the window):

Term changes / Left part of the window:
Right click and Add Entry or press the Insert key on your keyboard, in order to make your rate change. The
information you need to enter are the following:
From: The date when the rate change starts.
To: The date when the rate change ends (the ending date must always be the date of the check
out. If you need to enter rate changes in between, you must enter more than one records of the
change).
Adults: Type the number of adults.
Children: Type the number of children.
Extra Beds: Type the number of extra beds.
Cots: Type the number of baby cots.
Room Upgrade: Check this check box if you want to make a room upgrade.
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Rate Plan: You need to double click inside this field in order to open the Rate Query window and
select the new rate plan/package/rate (as always, double click on the rate and press OK).
Package: The package selected (it appears automatically once you have chosen the Rate Plan).
Sold As: The accommodation type of the room.
Discount: If you have given any discounts (it appears automatically once you have chosen the
Rate Plan).
Taxes: This check box is checked if taxes are included in the rate plan (it appears automatically
once you have chosen the Rate Plan).
Rate: The daily room rate ((it appears automatically once you have chosen the Rate Plan).
Person: This check box is checked if rates are calculated per person (it appears automatically
once you have chosen the Rate Plan).
Once you have finished entering all necessary information you just press Save.
Sharers / Right part of the window:
Right click and Add Entry or press the Insert key on your keyboard, in order to give the guest the
additional services that he/she has chosen to use during his/her stay at the hotel.
Guest Name: Double click inside the Guest Name field so that the Guest Wizard opens. From
there you can select the name of the guest who will use the additional service.
Sold As: Select the service from the already given drop down menu (you can edit the choices
of this drop down menu from Configuration→ Services→ tab Miscellaneous –for more
information please visit the relevant part of this manual).
ATTENTION: Each sharer involves one guest (the name of who you must choose) for the total of his/her
stay.
Press Save.

Tab Wake Up Calls:
Here you can enter any wake up calls that the guest has requested or any reminders for early tea/coffee:

Specifically you can see/enter:
Left part of the window / Wake up Calls:
Date: The date in which the guest wants to be awakened.
On Time: The time on which the guest wants to be awakened.
Date Registered: The date and time that the HART user entered the specific wake up call.
User: The name of the user who entered the wake up call.
Right part of the window / Early Tea/Coffee:
Date: The date in which the guest wants to have an early tea/coffee.
On Time: The time on which the guest wants to have an early tea/coffee.
Notes: Some notes about the specific service.
Date Registered: The date and time that the HART user entered the specific service.
User: The name of the user who entered the service.

Tab Newspapers:
This option allows you to enter the preferred newspapers of the guest inside his/her reservation, so that
you are able to bring them to him/her during the stay:

164

Right click and Add Entry or press the Insert key on your keyboard, in order to add the newspaper(s):
Newspaper: Select the newspaper from the drop down menu (you can edit the choices of this
drop down menu from Configuration→ Front Desk→ tab Newspapers –for more information please
visit the relevant part of this manual).
Charge: Check this check box if you want to charge the newspaper to the guest.
Press Save.

Tab Arrangement:
Here you can see the room’s arrangement coming from the rate plan you have chosen:

On the left part of the window you can see the package for every day of the stay,
On the top middle part of the window you can see the inclusive service(s),
On the bottom middle part of the window you can see the additional service(s)
On the right part of the window you can see all services bought by the guest coming from the
hotel’s facilities.
Left part of the window:
Here you can see the package details. Specifically you can see:
Date: The date of the package.
Package: The description of the package (as entered inside the rate plan).
Top middle part of the window:
Here you can see the inclusive service(s) details. Specifically you can see:
Date: The date of the inclusive service(s).
Service: The service(s) included
Availability: When the service is offered (as entered inside the rate plan).
Bottom middle part of the window:
Here you can see the additional service(s) details. Specifically you can see:
Date: The date of the additional service(s).
Charge Type: The charge type added.
Availability: When the service is offered (as entered inside the rate plan).
Right part of the window:
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Here you can see all services bought by the guest coming from the hotel’s facilities. Specifically you can
see:
Date: The date of the service(s).
Service: The description of the service.
Outlet: the outlet the service refers to.
Amount: The amount of money charged.
Category: The service category.
On the top right part of the In House window you can see several buttons. Here’s what each one of these
buttons does (from top to bottom):
Availability: It opens the Availability report.
Grid: It opens a small window where you can see in which room the guest is for every day of his
stay (Date-Room). You can change the room on the date you want by selecting it from the drop
down menu:

Then you need to press Save. Exit just closes the Stay Grid window.
Cancel: It cancels the reservation (you cannot cancel a checked in reservation).
Lose: It marks the reservation as lost business (you cannot lose a checked in reservation).
Copy: This option allows you to copy a reservation. Once you press this button a new window
opens:

On the top part of this window you can see the following information regarding the room booking you are
viewing:
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o
o
o
o

Arrival: The arrival date of the booking.
Departure: The departure date of the booking.
Copies: The number of copies for this booking or the number of copies you want to make.
Room Type: The room type in which the guest stays in or will stay in. You can select
another room type from the drop down menu.

On your right you can see several buttons. Here’s what each one of these buttons does (from top to
bottom):
o
o
o
o
o

Add: It adds a new reservation to the copies.
Delete: It deletes the last copy you have made.
Availability: It shows you the hotel availability after you have added a new reservation.
Copy: It makes a copy of the already selected reservation.
Exit: It closes the window.

On the bottom part of the window you can see the hotel’s availability.
Check In: It checks in the reservation.
X Check In: It cancels the reservation you have just checked in.
Pre charge: It pre charges the night’s accommodation earlier than the Close Day procedure.
Check Out: It checks out the reservation.
Move (only for users in Greece): This button allows you to have a door book registration for room
moves that have been entered inside the software prior to the day of the actual room change.

Tab Rates:
Here you can see all room charges and services included inside the Rate Plan you have chosen for this
room booking:

The Rates tab is created as soon as you press the first Save of the booking. You can always visit this tab
in order to have a full idea of the rate plan or change the rates/prices (if necessary) to the ones you want.
You can do that by just typing the new rate/prices and press Save.

Tab Restaurant:
Here you can see any restaurant bookings made for the guest.

Tab Spa:
Here you can see any spa bookings made for the guest.
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NON RESIDENTS:
Here is where you can see all arrivals for non resident bookings.

The information that you can see about each non resident booking is the following:
Guest Name: The name of the guest.
Package: The package he/she will be using.
Status: The non resident booking status.
ID: The non resident booking ID.
At the bottom part of the window you can see all non residents that are checked in at that moment. The
information that you can see about each checked in non resident is the following:
Guest Name: The name of the guest.
Package: The package he/she will be using.
ID: The non resident booking ID.
At the top part of the window you can see several buttons. Here’s what each one of these buttons does:
Search: Searches for non resident bookings on a specific date previously selected.
Filter: It filters results based on specific parameters.
OK: Selects a non resident booking previously highlighted.
Exit: Closes the Non Residents window.
Check In: Checks in a non resident booking previously highlighted.
No Show: Turns a non resident booking to No Show status.
The ‘Include In House’ check box includes all checked in non resident bookings to the results.
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TRACES:
Here you have a very helpful Pending Traces Wizard, where you can see all pending traces for a specific
date:

Use the calendar on the top left part of the window in order to select the date you want to see traces for.
Press the Search button or Enter on your keyboard so that the results appear in the middle part of the
window.
The information that you can see for each trace is the following:
Guest Name: The name of the guest.
Room: The room number of the guest.
Trace: The trace itself.
Department: The department that will be in charge of the trace.
User: The user who needs to take care of the trace.
ID: The reservation ID.
Status: The reservation status.
On the top part of the window you can see several buttons. Here’s what each one of these buttons does
(from left to right).
Search: It searches for your selection.
Print: It prints the list of pending traces.
Filter: It filters the pending traces according to specific parameters.
Exit: It closes the window.
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ACCOUNT:
The Account window is the one that allows you to insert new account (Company, Agent) details or/and edit
already existing Account Profiles:

Also this window allows you to insert/edit and see account information regarding its general activities with
the hotel.
On the top part of the window you can see the following information:
Name: The account name (you can double click or press F8 inside this filed in order for the
Account Wizard to open. There you can type the name of the account you are searching for and
select it from a list. If the account name you are searching for does not come up, this means that it
does not yet exist and you must create it, either from this window or the Account Profile window
inside the Reservations menu).
Country: The country of the account
Post Code: The post code of the account
Address: The address of the account
County: The county of the account
City: The city of the account
Email: The account’s email
Phone: The account’s telephone number
Fax: The account’s fax number
Type: The type of the account. Select Company or Agent from the drop down menu, depending
on the nature of the account
ID: The account ID
At the top right part of the window you can see several buttons. Here’s what each one of these buttons
does (from top to bottom):
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Profile: This button opens a report with general information about the account. This reports
consists of:
o The account details (top part of the report)
o The function booking details (right underneath)
o Details about the income that the specific account gave to the hotel this year and last year
(information here is similar to the Business Analysis reports –please visit the relevant part
of this manual).
o Contact details for the specific account.
List: This button offers you the opportunity to get all account details in a report by following the
procedure described immediately:
o Press the F6 key on your keyboard.
o Select the type of accounts you want to see details for by selecting it from the relevant
field. If you want to get details for both Agents and Companies you can select Agents,
press the Page Down key on your keyboard (multiple choice selection inside the HART
PMS software is generated with the specific key), select Companies and then,
o Press F6 again.
o Then by pressing the List button you get a report with all details necessary.
Contact: This button opens a small Contact Wizard where you can search for specific contacts of
the accounts:

There you can search by:
o Surname: The contact’s surname.
o First Name: The contact’s first name.
o Account: The name of the Account.
o Status: Whether the contact is Active or Inactive.
o Activity: The time range of the contact’s activities.
After you have entered the criteria you remember you can press the Search Button in order for
HART PMS to find relevant results. You can press the Print Button in order to print the contact
details and Exit in order to close the window.
The Account window has a series of tabs with information about the specific account. Let’s take a look to
what each one of these tabs has to offer us.
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Tab Contacts:
Here you can right click and Add Entry in order to add contact persons to the account. These contacts are
on behalf of the account and not the hotel.
Specifically you can enter:
Top left part:
Surname: The contact’s surname.
Name: The contact’s name.
Title: The contact’s title (eg. Mr, Miss etc).
Dear: Type how you want the hotel to address the contact.
Email: The contact’s email.
Office: The contact’s office telephone number.
Mobile: The contact’s mobile number.
Home: The contact’s home number.
Position: The contact’s working position.
Fax: The contact’s fax number.
Birthday: The contact’s birthday.
Postcode: The contact’s postcode.
Address: The contact’s address.
City: The contact’s city.
Country: The contact’s country.
Active: Check this check box if this is an active contact.
Been Before: Check this check box if this contact has been a contact of the hotel before.
Rating: Select the contact’s rating from an already given drop down menu.
Top right part:
Here you can type in whatever you want about the contacts.
Middle part:
Here you can right click and Add Entry in order to add an activity to the account contact. Specifically you
can enter:
Manager: Select the hotel manager involved in the activity from an already given drop down menu.
Activity: Select the nature of the activity from an already given drop down menu.
Done: Check this check box when the activity is completed.
Purpose: Type in the purpose of the activity.
Times: Select the times during which the activity will take place.
Due on: Select the date on which the activity is due.
Review: Select the date on which the activity must be reviewed.
Notes: Type in relevant notes.
Bottom left:
Here you can right click and Add Entry in order to add additional information about the contact like:
Role: Select the contact’s role from an already given drop down menu.
Demographics: Select the contact’s demographic details from an already given drop down menu.
Loyalty Scheme: Select the loyalty scheme to which the specific contact is linked (if the contact is
involved in any of the hotel’s loyalty plans).
Number: The loyalty number of the contact.
Bottom right:
Here you can right click and Add Entry in order to select the interest to which the contact is linked from an
already given drop down menu.

Tab Activity:
Here you can right click and Add Entry in order to add a new activity of the hotel linked to the specific
account:
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The information that you can enter for the hotel’s activity is the following:
Manager: Select the hotel manager involved in the activity from an already given drop down menu.
Contact: Select the account contact involved in the activity from an already given drop down
menu.
Date: Select the date on which the activity will take place.
Activity: Select the nature of the activity from an already given drop down menu.
Times: Select the times during which the activity will take place.
Purpose: Type in the purpose of the activity.
Status: Select the status of the activity from the drop down menu. Pending is for pending activities
and Done is for completed activities.
Notes: Type in some notes about the activity.
Press Save.

Tab Bookings:
Here you can see a list of all room bookings connected to the specific account (as in charge of their billing):

174

The information that you can see for each room booking is the following:
Guest Name: The name of the guest.
Address: The guest’s address.
City: The guest’s city.
Arrival: The room booking arrival.
Departure: The room booking departure.
Status: The room booking status.
ID: The room booking ID.
TIP: If you double click on any line of information the Room Booking window opens.

Tab Functions:
Here you can see a list of all function bookings connected to the specific account (as in charge of their
billing):

The information that you can see for each function booking is the following:
Function Name: The name of the function.
Contact: The name of the contact person on behalf of the account.
Arrival: The function booking arrival.
Status: The function booking status.
ID: The function booking ID.
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TIP: If you double click on any line of information the Room Booking window opens.

Tab Details:
Here you can enter some more details about the specific account:

Specifically you can enter:
Top part:
Industry: Select the industry where the account comes from, from an already given drop down
menu.
Rating: Select the account’s rating from the drop down menu.
Account Manager: Select the hotel’s account manager from the drop down menu.
Room Potential: The room potential of the hotel in relevance to this account.
Function Potential: The function potential of the hotel in relevance to this account.
Parent Account: Select the parent account from the drop down menu (if any).
Credit Type: Select the credit type that the hotel has made with the account from the drop down
menu.
Segment: Select the market segment from which the account comes from, from the drop down
menu.
Subsegment: Select the market segment from which the account comes from, from the drop down
menu.
Colour: Link a colour to the account (double click inside this field for the RGB choices to appear.
Make the colour yourselves by dragging the bars).
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Bottom left part:
Right click and Add Entry in order to select the account’s competitor from the drop down menu.
Bottom right part:
Right click and Add Entry in order to select the account’s marketing actions from the drop down menu.
Press Save.

Tab Billing:
Here you can add/see the accounts billing details:

The information that you can enter/see is the following:
Billing Name: The full billing name of the account
Country: The country of the account
Post Code: The post code of the account
Address: The address of the account
County: The county of the account
Town: The town of the account
Activity: The professional activity of the account (select from the drop down menu. In order for you
to edit the choices of this drop down menu you must go: Configuration→ Front Desk→ tab
Activities*)
IATA Code: The IATA code of the account
VAT Code: The VAT Code of the account
Tax Office: The tax office of the account
Website: The account’s website
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Tab Complaints:
Here is where you can see the complaints that the guest’s have made to the hotel from function bookings
that involve the specific account:

The information that you can see for each complaint is the following:
Top part:
Complaint: The complaint itself.
Contact: The contact person of the account with whom you need to speak.
Date: The date that the complaint was made.
Bottom part:
Complaint: The complaint itself
Function Date: The date of the function
Contact: The contact person of the account with whom you need to speak.
Date: The date that the complaint was made.
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Tab Memberships:
Here is where you can link the specific account with active memberships of the hotel:

Specifically you can do and see the following:
Top part:
Here you can right click and Add Entry in order to connect the specific account with a hotel membership.
The information that you can enter is the following:
Membership: Select the desired memberships from the drop down menu.
Membership No: Type in the account’s membership number.
Primary Contact: Check this check box if the specific account is the primary contact for the
membership.
From-To: The dates of the membership appear automatically. If the membership involves an
upfront payment of the membership the dates appear for the months previously set in
Configuration→ Memberships→ Revenue Split (Upfront)… Months. If the membership involves a
direct debit of the membership the dates appear for the months previously set in Configuration→
Memberships→ Direct Debit Notice… Months.
Joined: The date appears automatically when the membership is generated (paid).
Financials After: Type in the date you want the membership financials to start from (starting point
of membership financials if the membership is not generated immediately for any reason).
How Heard: Select a How Heard reason from the drop down menu.
Status: The status of the membership. The status remains as Provisional until the account makes
the membership payment (Financials button). When the payment is made the membership status
turns to Paid. If you double click inside this field you can also select one of the following statuses:
o Resign: If the account has resigned from the membership.
o Freeze: If you want to freeze the account membership for any reason.
o Deceased: If the account member has deceased.
o Finish: If the account membership has finished.
o Restore: Press this button if you want to restore the account membership.
o Close: Press this button if you want to close the Status window.
Termination: Select the date that you want the account membership to be terminated (usually a
specific period of time before the hotel needs to know about the membership termination in order
for HART PMS to be able to control the membership’s financial).
Direct Debit (DD): Check this check box if the payment of the membership is made by direct debit
(only in cases of memberships that use Direct Debit as a financial method).
Discount: The discount percentage that you want to give to the account regarding its membership.
Revenue Breakdown: The month breakdown appears automatically depending on the
membership (Configuration→ Memberships and whether they are Upfront or Direct Debit).
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Loyalty Card: Select Overdraft if overdrafts are allowed from the member’s loyalty card, No
Overdraft if overdrafts are not allowed from the member’s loyalty card or Disabled if you do not
want this possibility to be active at all.
** Financials button: After you have finished entering all necessary information about the account
membership you must press the Financials button in order to make the membership payment.
When you press the button a new window with all available payment methods opens:

Double click on the desired payment method to select it.
Middle part:
Here you can right click and Add Entry in order to add dependent account members to the membership.
The information that you can see for each dependent member is the following:
Dependent Members: Select the dependent members by double clicking in this field. The Guest
Wizard opens and from there you can choose the name of the dependent member.
From-To: Dates appear automatically and are the same as the Primary Member above.
Bottom part:
Here you can see the membership payments (by default) and membership revenue.
The information that you can see for each payment is the following:
On Date: The date on which the payment was made.
Amount: The payment amount.
Method: The payment method.
Paid: This check box is checked if the membership has been paid.
Blank field: Involves payment notes.
The Revenue button allows you to switch the view from Payment to Revenue. The information that you
can see for each revenue is the following:
On Date: The date on which the revenue will be posted.
Amount: The revenue amount.
Revenue Code: The revenue centre to which the membership income will go.
Posted: This check box is check if the charge is posted.
Blank field: Involves revenue notes.
The Edit button opens a new window where you can edit membership revenues and membership
payments.
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ATTENTION: You can edit membership revenues and membership payments ONLY for today’s date and
future dates. Changes cannot be made for past dates. If you want to change revenues and payments for
past dates you need to rebate.
On the left part of the window you can see the payments for the membership. On the right part of the
window you can see the revenues of the membership. At the bottom part of the window you can see
several buttons. Here’s what each one of these buttons does:
Add: It adds a line of information.
Cancel: It cancels the previous action.
Save: It saves the new data.
Edit Payment: It opens a new window where you can edit the payments.
Edit Revenue: It opens a new window where you can edit the revenue.
Clear: It clears the previous action.
Statement: It opens a statement for the membership revenues and payments (you can print this).
Close: It closes the window.
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Tab Rates:
Here is where you can connect accounts with specific rates plans and set the account’s allotments and
booking positions:

Top left part:
Here you can right click and Add Entry in order to link this account with the rate plan(s) you have previously
created and want them to be available only for the specific account.
ATTENTION: The rate plan should be previously set to Travel Agents, Corporate or Contracted (field
Type inside the Rate Plans menu) so that you know that it is linked to specific accounts.
The information that you can enter for each rate plan is the following:
Rate Plan: The name of the rate plan. You can select the desired rate plan from the drop down
menu.
Dates: Enter the duration in which you want the specific rate plan to be available for the account.
Children: Check this check box if you want this rate plan to be available also to children accounts.
There you can also see two buttons:
Bookings: This button opens a small window where you can type in the hotel’s booking position
on a specific date:

Here you can see the Year and the Booking Position Date (type a new date every time you make
changes to this window so that you have a point of reference as to when the booking position
changes where made) and right underneath you can see tabs with all the months. You can182

choose the month you want to fix your booking position for and then type in the numbers under the
date and the accommodation type involved. After you have finished with your changes press Save
and then Exit.
ATTENTION 1: This booking position is the archive that the account will send to the hotel at times,
describing the reservations that he/she has made for the hotel that he/she did not have the time to
send them in detail. In this way the hotel can always know the actual availability with the account
reservations that it has received and the account reservations that it has not yet received (Pending
Reservations inside the Booking Position report).
ATTENTION 2: The Bookings button is pressed after you have completed all of the account’s
allotments, meaning after you have entered all necessary information in all four parts of the
window.
Breakdown: This button creates a room type breakdown on the bottom right part of the window,
so that you do not have to open lines of information one by one.
Top right part:
Here you can right click and Add Entry in order to add Block out Dates, meaning dates during which the
rate plan you previously entered will not be available to the account.
Bottom left part:
Here you can right click and Add Entry in order to add the Release agreement you have made with the
specific account. The dates (From-To) appear automatically (they are taken from the rate plan’s availability
dates above) and the only thing you need to enter is the release number of days inside the Release filed.
ATTENTION: By Release HART PMS considers the number of days previous to which the account has to
book the rooms he/she has agreed with the hotel (allotment). Otherwise the hotel is not obliged to have
availability for the account.
Bottom right part:
After you have pressed the Breakdown button, here you can enter the account’s Allotment, meaning the
number of accomodation types or pax that the account has to sell. The information that you can see for the
allotment is the following:
From – To: The dates during which the allotment lasts (automatically from the rate plan’s
availability).
Rms: The number of rooms that the account has to sell for every accommodation type.
Gtd: The number of guaranteed rooms that the account has to sell for every accommodation type.
Pax: The number of persons that that account has to sell rooms for.
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Tab Social:
Here you can enter the guest’s profile addresses for the following social media:
Facebook
Twitter
Linkedin
Pinterest
Google
Instagram

Just key in the appropriate information and press Save.
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ACCOUNT QUERY:
This is the window where you can search for specific account details:

At the top part of the window you can see several tabs which you can use in order to set specific criteria for
your search. These tabs are the following:
Profile
Rooms
Restaurant
Contacts
Memberships
Functions
Let’s see these tabs one by one:
Profile tab:
Here you can set the following search criteria:
Agents: Check this check box if you want to search only for agents.
Companies: Check this check box if you want to search only for companies.
Account Name: Type a specific account name if you want to see details only for one.
County: Type a specific county if you want to see details only for one county.
City: Type a specific city if you want to see details only for one city.
Country: Type a specific country if you want to see details only for one country.
Postcode: Type a specific postcode if you want to see details only for one postcode.
Limit: If you have previously entered the account’s postcode and then check the Limit check box,
you will get results only for accounts that do not have a postcode.
Combine: If you have previously selected lots of parameters for your search and then check the
Combine check box you get results only for accounts that have all combined parameters.
Rating frame: Check the ratings you want to see results for.
Sales Manager frame: Check the sales managers you want to see results for.
Industry frame: Check the industries you want to see results for.
The All buttons at the bottom part of the window select all criteria and the Clear buttons at the bottom part
of the window clear all criteria selected.
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Rooms tab:
Here you can set the following search criteria:
Rate Plans frame: Check the rate plans you want to see results for.
Use Room Data in the Current Query: Check this check box if you want to use data from room
bookings in your query.
Arrival: Set the time span (From-To) based on room arrivals.
Rate: Set the rate span (From-To) based on the room bookings.
Visits: Set the visits span (From-To) based on the room bookings.
Revenue: Set the revenue span (From-To) based on the room bookings.
Promotion Guests Only: Check this check box if you want to see data for promotion guests only.
The All button at the bottom part of the window selects all criteria and the Clear button at the bottom part
of the window clears all criteria selected.
Restaurant tab:
Here you can set the following search criteria:
Sales Groups frame: Check the sales groups you want to see results for.
Outlets frame: Check the outlets you want to see results for.
Use Restaurant Data in the Current Query: Check this check box if you want to use data from
restaurant bookings in your query.
Visits: Set the visits span (From-To) based on the restaurant bookings.
Revenue: Set the revenue span (From-To) based on the restaurant bookings.
The All buttons select all criteria and the Clear buttons clear all criteria selected.
Contacts tab:
Here you can set the following search criteria:
Created: Check this check box and set the time span (From-To) during which the contacts of the
account(s) you are searching for were created.
Modified: Check this check box and set the time span (From-To) during which the contacts of the
account(s) you are searching for were modified.
Use Contact Data in the Current Query: Check this check box if you want to use contact data in
your query.
Ratings frame: Check the ratings you want to see results for.
Roles frame: Check the roles you want to see results for.
Interests frame: Check the interests you want to see results for.
Demographics frame: Check the demographics you want to see results for.
Loyalty frame: Check the loyalties you want to see results for.
The All buttons select all criteria and the Clear buttons clear all criteria selected.
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Memberships tab:
Here you can set the following search criteria:
Members On: Insert the date for which you want to see account members.
Use Membership Data in the Current Query: Check this check box if you want to use account
membership data in your query.
Memberships frame: Check the memberships you want to see results for.
Membership Status (Current) frame: Check the membership status you want to see results for.
Payment Terms: Check the Paid Upfront check box if you want to see results for upfront
memberships and the Direct Debit check box if you want to see results for direct debit
memberships.
The All button selects all criteria, the Clear button clears all criteria selected and the Filter button allows
you to filter the criteria by Membership Type. The Reset button there clears all filters applied.
Functions tab:
Here you can set the following search criteria:
Meeting Types frame: Check the meeting types you want to see results for.
Use Function Data in the Current Query: Check this check box if you want to use account
membership data in your query.
Arrival: Set the time span (From-To) based on function arrivals.
Visits: Set the visits span (From-To) based on the function bookings.
Revenue: Set the revenue span (From-To) based on the function bookings.
Function Spaces frame: Check the function spaces you want to see results for.
The All buttons select all criteria and the Clear buttons clear all criteria selected.
After you have finished entering the desired search criteria you must press the Search button at the bottom
right part of the window. By doing that HART PMS starts searching for results and presents them inside the
wide white part of the window (along with all the information entered by users for each account).
From there you can either:
Export: Export the results into an excel sheet.
Print: Print the results.
Filter: Filter the results further.
ATTENTION: In order for the Account Query to work, and despite all the other filters you have selected for
your query, you will need to go to the Contacts tab and either select Created or Modified dates for the
data.
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COMPETITION:
Here you can right click and Add Entry in order to add information about the hotel’s competitors (Ring
Round):

The information that you can add for each competitor is the following:
Date: The date on which you entered data about the competitor.
Competition ID: Select the name of the competitor from the drop down menu (you can add and
edit competitors from Configuration→ Accounts→ tab Competition).
Average: The competitor’s average rate for sales (as it is given to you).
Occupancy: The competitor’s occupancy (as it is given to you).
Press Save.

188

DIRECT DEBIT:
Here is where you can manage the hotel’s communication with direct debit members:

In order to search for the members you want to contact you need to follow the steps presented at the
bottom part of the window:
1. Search Criteria
Here you must enter the date you want to see memberships for (Change Date) and press the Search
button.
The information that you can see for each member (inside the wide white part of the window) is the
following:
Surname: The member’s surname.
Name: The member’s name.
Title: The member’s title.
Address: The member’s address.
Address Line 2: Continuance of the member’s address.
City: The member’s city.
County: The member’s county.
Postcode: The member’s postcode.
Sort Code: The member’s sort code.
Account Name: The account name of the account to which the member belongs (if any).
Reference: The member’s reference number.
Amount: The amount due by the member.
2. Member Selection
Here you can select the members you want to contact:
Select All: Selects all members presented inside the wide white part of the window.
Clear All: Clears all members selected.
Report: Prints a report with all members presented inside the wide white part of the window, so
that you have a printed list of them.
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3. Document Production & Renewal
Here you can create a membership letter by using specific templates:
Template: Press this button and select a file you want to use as a letter template. When you
choose the file the template path appears inside the white field there.
Fields: Press this button and double click on the fields you want to transfer to the template.
Letters: This button prints a membership letter and creates a folder on your desktop entitled
Saved that consists of this letter.
Auto Print: Check this check box if you want the letter to be printed automatically once you press
the Letters button.

190

GUEST QUERY:
This is the window where you can search for specific guest details:

At the top part of the window you can see several tabs which you can use in order to set specific criteria for
your search. These tabs are the following:
Profile
Rooms
Restaurant
Spa
Golf
Memberships
Functions
Spent
Let’s see these tabs one by one:
Profile tab:
Here you can set the following search criteria:
Drop Down Menu on the top left part: Select either guests who do not want any communication
(No Communication), guests to whom you can send an email or post (Email & Post) or
Everyone.
Corporate Address: Check this check box if you want to search for guests with a corporate
address.
Combine Results: Check this check box if you want to combine results.
Exclude Stayovers: Check this check box if you want to exclude stay over guests from the query.
Country of Residence: Check the country of residence you want to see results for.
Vip Categories: Check the Vip categories you want to see results for.
Interests: Check the interests you want to see results for.
Nationality: Check the nationality(ies) you want to see results for.
Profession: Check the profession(s) you want to see results for.
The All buttons select all criteria and the Clear buttons clear all criteria selected.
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Rooms tab:
Here you can set the following search criteria:
Rate Plans: Check the rate plans you want to see results for.
Segments: Check the segments you want to see results for.
How Heard: Check the how heard information you want to see results for.
Source: Check the booking source information you want to see results for.
Use Room Data in the Current Query: Check this check box if you want to use room data in your
query.
Arrival: Set the arrival date span by typing the dates (From-To) based on room bookings.
Departure: Set the departure date span by typing the dates (From-To) based on room bookings.
Agent: Type the name of the agent you want to see results for.
Company: Type the name of the company you want to see results for.
Promotion Guests Only: Check this check box if you want to see results only for promotion
guests.
Rate: Set the rate span (From-To) based on the room bookings.
Visits: Set the visits span (From-To) based on the room bookings.
Revenue: Set the revenue span (From-To) based on the room bookings.
The All buttons select all criteria and the Clear buttons clear all criteria selected.
Restaurant tab:
Here you can set the following search criteria:
Sales Groups: Check the sales groups you want to see results for.
Outlets: Check the outlets you want to see results for.
Use Restaurant Data in the Current Query: Check this check box if you want to use data from
restaurant bookings in your query.
Visits: Set the visits span (From-To) based on the restaurant bookings.
Revenue: Set the revenue span (From-To) based on the restaurant bookings.
The All buttons select all criteria and the Clear buttons clear all criteria selected.
Spa tab:
Here you can set the following search criteria:
Treatments: Check the treatments you want to see results for.
Use Spa Data in the Current Query: Check this check box if you want to use data from spa
bookings in your query.
Arrival: Set the arrival date span by typing the dates (From-To) based on spa bookings.
Visits: Set the visits span (From-To) based on the spa bookings.
Revenue: Set the revenue span (From-To) based on the spa bookings.
Spa Days Only: Check this check box if you want to see results for spa days only.
Sales Groups: Check the sales groups you want to see results for.
Outlets: Check the outlets you want to see results for.
The All buttons select all criteria and the Clear buttons clear all criteria selected.
Golf tab:
Here you can set the following search criteria:
Golf Segments: Check the golf segments you want to see results for.
Use Golf Data in the Current Query: Check this check box if you want to use data from golf
bookings in your query.
Dates: Set the date span by typing the dates (From-To) based on golf bookings.
Memberships tab:
Here you can set the following search criteria:
Members On: Insert the date for which you want to see members.
Use Membership Data in the Current Query: Check this check box if you want to use
membership data in your query.
Memberships: Check the memberships you want to see results for.
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Membership Status (Current): Check the membership status you want to see results for.
Payment Terms: Check the Paid Upfront check box if you want to see results for upfront
memberships and the Direct Debit check box if you want to see results for direct debit
memberships.
The All button selects all criteria, the Clear button clears all criteria selected and the Filter button allows
you to filter the criteria by Membership Type. The Reset button there clears all filters applied.
Functions tab:
Here you can set the following search criteria:
Meeting Types: Check the meeting types you want to see results for.
Use Function Data in the Current Query: Check this check box if you want to use account
membership data in your query.
Arrival: Set the time span (From-To) based on function arrivals.
Visits: Set the visits span (From-To) based on the function bookings.
Revenue: Set the revenue span (From-To) based on the function bookings.
Function Spaces: Check the function spaces you want to see results for.
The All button selects all criteria and the Clear button clears all criteria selected.
Spent tab:
Here you can set the following search criteria:
Revenue Groups: Check the revenue groups you want to see results for.
Use Spent Data in the Current Query: Check this check box if you want to use payment data in
your query.
Arrival: Set the arrival time span (From-To) based on payments.
Revenue: Check this check box if you want to include revenue information in your search.
The All buttons select all criteria and the Clear buttons clear all criteria selected.
At the top right part of the window you can see two check boxes and two buttons. Here’s what they do:
Email: Check this check box if you want to see only emails in the results.
Postcode: Check this checkbox if you want to see only postcode in the results.
Limit: If you have previously checked the Email or/and Postcode checkboxes, you can press the
Limit button in order to see results for guests that do not have emails or/and postcodes.
BDay: By pressing this button you can select to see guests who have their birthdays during a
specific period of time. Just type in the date span you want to see guests for (From-To).
After you have finished entering the desired search criteria you must press the Search button at the bottom
right part of the window. By doing that HART PMS starts searching for results and presents them inside the
wide white part of the window (along with all the information entered by users for each guest).
From there you can either:
Export: Export the results into an excel sheet.
Print: Print the results.
Filter: Filter the results further.
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IMPORT GUESTS:
This is the window that allows you to import guest details inside the HART PMS software from external
files, like excel sheets:

The procedure you need to follow is:
1. Select Interest: Check the interest of the sheet imported.
2. Select Spreadsheet Template: Check the file you want to import itself.
3. Spreadsheet contains contacts: Check this check box if the sheet you are about to import
contains contacts.
4. Process: Press this button when you are ready to import the file. HART PMS asks you “You are
about to import contacts. Continue?” and if you press Yes a window browser opens so that you
are able to locate the file and select it.
5. Stop: Press this button if you want to stop the import procedure.
6. Exit: Press this button if you want to close the window.
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MARKETING:
Here you are able to see lots of information about the hotel’s marketing team and activities:

At the top part of the window you can add/edit information about the hotel’s sales managers. The
information that you can add/see for each sales manager is the following:
Surname: The sales manager’s surname.
Initial: The sales manager first name.
Title: Select the sales manager’s title from the drop down menu.
Code: Type in a code for the sales manager.
PostCode: Type in the sales manager’s postcode.
Address: Type in the sales manager’s address.
City: Type in the sales manager’s city.
Phone: Type in the sales manager’s telephone number.
Mobile: Type in the sales manager mobile phone.
Ext: Type in the telephone extension for the sales manager’s office.
Email: Type in the sales manager’s email.
Position: Type in the sales manager’s working position.
Active: Check this check box if the sales manager is active.
Diary: Check this check box if you want the activity schedule of the specific sales manager to
appear on the Office Diary.
Birthday: Type in the sales manager’s birthday.
ID: Tha sales manager’s unique ID.
On the top right part of the window you can see two buttons:
Transfer: By pressing this button you can transfer one sales manager’s activities to another.
Activities: Press this button if you want this sales manager’s sales activities to appear right
underneath.
This window also has a series of tabs. Let’s see what each one of these tabs shows us one by one:

Tab Sales Activities:
In order to see the sales activities of the specific sales manager you must press the Activities button on the
top part of the window. Then the list of sales activities appears (Sales Activities appear as they are entered
inside the Sales Office→ Accounts→ tab Activity menu). The information that you can see for each sales
activity is the following:
Account: The account name involved in the activity.
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Contact: The name of the contact person for the specific activity.
Activity: The description of the activity itself.
Done: This check box is checked if the activity is completed.
Times: The times during which the specific activity will take place.
Purpose: The purpose of the activity.
Date due: The date on which the activity is due.
Review Date: The date on which the activity must be reviewed.
Notes: Notes relevant to the activity.
TIP: You are able to make changes inside any activity.
Press Save.

Tab Function Activities:
In order to see the function activities of the specific sales manager you must press the Activities button on
the top part of the window. Then the list of function activities appears (Function Activities appear as they
are entered inside the Reservations→ Function Booking→ tab Activities menu). The information that you
can see for each function activity is the following:
Manager: The name of the sales manager in charge of the activity.
Activity: The activity description itself.
Completed: This check box is checked if the activity is completed.
Purpose: The purpose of the activity.
Times: The times during which the specific activity will take place.
Date due: The date on which the activity is due.
Date Done: The date on which the activity was done.
Review Date: The date on which the activity must be reviewed.
Notes: Notes relevant to the activity.
TIP: You are able to make changes inside any activity.
Press Save.
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Tab Emails:
Here you can link specific email addresses with Email Lists so that you have a clear archive of your
contacts:

Right click and Add Entry in order to enter the following information:
Email Address: Type in the email address.
Email List: Select the email list to which the specific email address is linked (Email Lists can be
created from Configuration→ Accounts→ tab Emails).
Notes: Type in some notes.
Press Save.

Tab Actions:
This is the place where you can manage your marketing actions (this tab is connected to email shots and
statistics about them):

The information that you can see is the following:
Top part:
Here you can see/add information about the marketing actions running in the hotel. Specifically you can
see/add:
Name: The name of the action.
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Notes: Some notes about the action.
Bottom part:
Here you can see/add information about the email templates that you need to send. Specifically you can
see/add:
ID: The action ID.
Date: The date on which the template must be sent.
Template: Select the email template you want to send from a drop down menu (you can create
email template from Configuration→ Global→ tab Templates).
Import: By pressing this button you can select the template the template you want to import inside HART
PMS, in order to send it later:

The information that you must enter here is the following:
Definition:
Name: The name of the file.
Document: Find the file by searching it from the … button there.
Date: Select from the drop down menu whether you want the date on the template to appear as
Numbers Only or Full Text.
Settings:
Subject: Key in the template’s/email’s subject.
From: Key in from whom you want the template/email to be sent.
CC: Key in the email addresses you want to notify for this action.
Review: Check this check box if you want to review the template before sending it (don’t check it in
cases of massive template/email sends).
After you have finished entering all necessary information press the Save button at the bottom part of the
window, or Exit if you want to close the window.

Tab Events:
Here you can add/edit events that will influence the hotel’s sales department:
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The information that you can add/edit is the following:
Event: A description of the event.
From Date: The date when the event starts (the day appears automatically on your right).
To Date: The date when the event finishes (the day appears automatically on your right).
Rate Level: Select from the drop down menu the rate level on which you want to do sales.
TIP: These events appear inside the Availability report inside the Event List window.
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MEMBERSHIP:
This window is similar to the Guest Profile window only here you can also create, see and edit membership
details. The Membership window draws information from the Guest Profile window and vice versa. Here is
what the Membership window looks like:

The main information of the member is at the top part of the window and includes of the following:
Surname: The surname of the member.
TIP: The Membership window is one of the windows inside HART PMS where you can use the HART PMS
Wizard.
Once you have opened the window you can double click (or press F8) inside the Surname field, so that the
Guest Wizard window opens:
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There you can type the three first letters of the member’s surname and then press the Search button (or
Enter on your keyboard) so that the Wizard searches for any results.
If it finds something, you will see the result on the main part of the window. By double clicking on it, the
information of the specific member will open in front of you.
If it does not find something no information will appear. You can then either close the Wizard and start
typing the member’s information from scratch or you can select the New button to do the exact same thing.
The Filter button offers you the possibility to filter your search by specific information, the Select button
accepts each of your actions and the Exit button closes the Guest Wizard window.
The Guest Wizard is a smart way for you to always check whether the information of the member you are
searching for is already inside the HART PMS software or not. That way you can avoid entering
information of the same member more than once and therefore, always have a clean and clear archive of
the hotel’s members.
Name: The member’s name.
Title: Select the member’s title from the drop down menu (you can edit the choices of this drop
down menu from Configuration→ Reservations→ tab Titles*).
Vip: Select the member’s VIP category from the drop down menu (if he/she is a VIP)
Gender: Select the member’s gender from the drop down menu.
Post Code: Type the member’s post code.
Address: Type the member’s address.
Town: The member’s town.
County: Select the member’s county from the drop down menu.
Country: Select the member’s country from the drop down menu (you can edit the choices of this
menu from Configuration→ Global→ Countries*).
ID: This is the unique ID that HART PMS software gives to the member’s once you save the
information you have entered for the first time.
Empty field: Here you can type whatever you want about the guest, as a reference.
Email: Type the member’s email.
Fax: Type the member’s fax number.
Office: Type the member’s office telephone number.
Home: Type the member’s home telephone number.
Mobile: Type the member’s mobile telephone number.
Pref. Room: Select from the drop down menu the room that the member’s prefers to stay in while
at your hotel.
Birthday: Type the member’s birthday.
Dear: Type how you want the staff of the hotel to address the member.
RegNo: Type the member’s registration number (in case your hotel has a spa, golf or fitness
facility).
Capture: If you have a camera on your computer you can take the member’s picture by pressing
the Capture button.
Clear: If the member’s picture does not work for you, you can press the Clear button for the picture
to disappear and try again.
Fitness: This option gives a printout of the member’s gym schedule (if the hotel has a fitness
facility).
After you have completed entering all necessary information you must press Save.
The Membership window has many tabs on the bottom right part of it. Let’s see what each one of these
tabs does:
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Tab Details:

This part of the window is separated in three smaller parts:
The top left part has fields concerning the member’s details.
The top right part includes the member’s interests.
The bottom part has some of the member’s statistics.
Let’s see these parts of the tab one by one:
Top left part:
Here you can add some more helpful details about the member like:
Title: Type the member’s title.
Comms: Select from the drop down menu whether the member wants the hotel to communicate
with him/her (Contact) or not (No Communication).
Passport: The member’s passport or ID number.
Profession: Select the member’s profession from the drop down menu (you can edit the choices
of this menu from Configuration→ Front Desk→ tab Professions*).
Company: If the member’s previous reservations have a company in charge of the billing, this is
the field where you can see it.
Car Make: Type the member’s car brand.
Contact Name: Type the name of the contact person for this member.
Segment: Select the market segment from which the member comes from, from the drop down
menu (you can edit the choices of this menu from Configuration→ Accounts→ top part of the
screen –see the relevant part of this manual).
CC Info: By pressing the Edit button there you can enter the credit card number that the member
has given to the hotel for payments:

After you have finished entering the CC number you must press OK in order to Save the data or Cancel if
you want to close the window.
For security reasons, once a CC number is saved only the user with a CC password can see the number of
this credit card (CC passwords can be configured from Configuration→ Financials→ tab Sales Ledger –
see the relevant part of this manual).

202

Kind: Select the kind of the member from the drop down menu (you can edit the choices of this
drop down menu from Configuration→ Reservations→ tab Kinds*).
Nationality: Select the member’s nationality from the drop down menu (you can edit the choices of
this drop down menu from Configuration→ Global→ Nationalities).
Language: Select the language that the member uses from the drop down menu (you can edit the
choices of this drop down menu from Configuration→ Front Desk→ Languages*).
Agent: If the member’s previous reservations have an agent in charge of the billing, this is the field
where you can see it.
Payment: Select from the drop down menu the payment method that the member prefers to use
(you can edit the choices of this drop down menu from Configuration→ Financials→ tab Payments
–see the relevant part of this manual).
Contact Data: Type any additional data for contacting the member.
Subsegment: Select the market subsegment from which the member comes from, from the drop
down menu (you can edit the choices of this drop down menu from Configuration→ Accounts→ tab
Subsegment* -see the relevant part of this manual).
Top right part:
Here you can enter any Interests that the member may have regarding his/her stay at your hotel.
Right click and Add Entry or press the Insert key on your keyboard in order to open a line of information.
Select from the drop down menu the interest that the member may have (you can edit the choices of this
drop down menu from Configuration→ Front Desk→ Interests*).
After you have finished entering the necessary information press Save.
Bottom part:
Here you can see some of the member’s Room Statistics coming from his/her previous stays at you hotel:

In particular you can see:
Last Stay Info:
Arrival: The date of the member’s last arrival.
Roonights: The member’s last roomnights.
Room: The room in which the member stayed in.
Rate: The rate plan that we have given the member the last time he came.
Price: The daily room rate that we have given the member the last time he/she came.
Aggregates:
Stays: The number of previous stays in total.
Roomnights: The number of previous roomnights in total.
No shows: The number of No Shows that the member made in total.
Cancellations: The number of Cancellations that the member made in total.
Revenue: The total revenue that the member gave to the hotel.
Fist Stay: The member’s first stay at the hotel.
Next Stay: The member’s next stay at the hotel.

Tab Enhanced:
Right click and Add Entry or press the Insert key on your keyboard in order to see the following:
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Spa Notes: Spa Notes for the member.
Golf Notes: Golf Notes for the member.
Dietary requirements: Dietary requirements of the member.
Mini Bar: Mini Bar preferences of the member.
Hobbies: The member’s hobbies.
Allergies: The member’s allergies.
Complaints: The member’s complaints.
Papers: The member’s choice of newspapers.
Comments: Any additional comments on the member.
Hotel Contact: The hotel contact for the member.
Business Card: Check the check box if you have the member’s business card.
After you have finished entering the necessary information press Save.

Tab Room History:
Here you can see the Room History of the member:

The information given for each line is the following:
ID: The reservation ID.
Arrival: The arrival date of the member.
Nights: The room nights of the stay.
Room: The room in which the member stayed in.
Room Rate: The daily room rate.
Revenue: The total revenue coming from the specific reservation.
Rate Code: The small code of the rate plan given.
Account: The account (company/agent) in charge of the reservation’s billing (if any).
Right underneath you can also see: Total Nights, Average Stay, Average Room Rate, Total Revenue
and Average Revenue.

Tab Outlet Use:
Here you can see all the Outlet Use that the member made to your hotel.
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In particular you can see the following:
Facility: The facility that the member has visited.
Visits: The number of visits the member has made to this facility.
CXL/NS: Cancellations or/and No Shows that the member has made at the facility.
Revenue: The revenue that the member has brought to the facility.
Avg Spend: The average amount that the member has paid at the facility.
Date: The date the member visited the facility.
Time: The time the member checked in at the facility.
Spend: The amount that the member has spent for each of his/her visits to the facility.
Notes: Here you can type some notes about each one of the member’s visits to the facility.
Status: The status of the member’s visit to the facility.
The Items button shows the items consumed by the member during his/her stay at the facility.

Tab Remarks:
Here you can enter some Remarks about the member:

Just right click and Add Entry or press the Insert key on your keyboard, in order to type the necessary
remarks about the guest.

Tab Medical:
Here you can see all the Medical notes that the hotel needs to know about the member. Due to the fact
that this information is private, only users with a specific password can have access to this tab, otherwise
they get a message that says “Invalid action!” once they press on the tab.
Medical information is connected to the hotel’s facilities and you can create the password from
Configuration→ Maintenance→ tab Security –for more information please visit the relevant part of this
manual.

Tab Member:
Here is where you can link the specific member with active memberships of the hotel:
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Specifically you can do and see the following:
Top part:
Here you can right click and Add Entry in order to connect the specific member with a hotel membership.
The information that you can enter is the following:
Membership: Select the desired memberships from the drop down menu.
Membership No: Type in the member’s membership number.
Primary Contact: Check this check box if the specific member is the primary contact for the
membership.
From-To: The dates of the membership appear automatically. If the membership involves an
upfront payment of the membership the dates appear for the months previously set in
Configuration→ Memberships→ Revenue Split (Upfront)… Months. If the membership involves a
direct debit of the membership the dates appear for the months previously set in Configuration→
Memberships→ Direct Debit Notice… Months.
Joined: The date appears automatically when the membership is generated (paid).
Financials After: Type in the date you want the membership financials to start from (starting point
of membership financials if the membership is not generated immediately for any reason).
How Heard: Select a How Heard reason from the drop down menu.
Status: The status of the membership. The status remains as Provisional until the member
makes the membership payment (Financials button). When the payment is made the membership
status turns to Paid. If you double click inside this field you can also select one of the following
statuses:
o Resign: If the member has resigned from the membership.
o Freeze: If you want to freeze the membership for any reason.
o Deceased: If the member has deceased.
o Finish: If the membership has finished.
o Restore: Press this button if you want to restore the membership.
o Close: Press this button if you want to close the Status window.
Termination: Select the date that you want the membership to be terminated (usually a specific
period of time before the hotel needs to know about the membership termination in order for HART
PMS to be able to control the membership’s financial).
Direct Debit (DD): Check this check box if the payment of the membership is made by direct debit
(only in cases of memberships that use Direct Debit as a financial method).
Discount: The discount percentage that you want to give to the member regarding its
membership.
Revenue Breakdown: The month breakdown appears automatically depending on the
membership (Configuration→ Memberships and whether they are Upfront or Direct Debit).
Loyalty Card: Select Overdraft if overdrafts are allowed from the member’s loyalty card, No
Overdraft if overdrafts are not allowed from the member’s loyalty card or Disabled if you do not
want this possibility to be active at all.
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** Financials button: After you have finished entering all necessary information about the membership
you must press the Financials button in order to make the membership payment.
When you press the button a new window with all available payment methods opens:

Double click on the desired payment method to select it.
Middle left part:
Here you can right click and Add Entry in order to add dependent members to the specific member (eg.
Family mebres).
The information that you can see for each dependent member is the following:
Dependent Members: Select the dependent members by double clicking in this field. The Guest
Wizard opens and from there you can choose the name of the dependent member.
From-To: Dates appear automatically and are the same as the Primary Member above.
Middle right part:
If the member is a dependent one here you can see the name of the Primary Account Name. You can
change the primary account member by pressing the Change button. This opens once again the Guest
Wizard, where you can select a new primary account member for this dependent one.
Bottom left part:
Here you can see the membership payments (by default) and membership revenue.
The information that you can see for each payment is the following:
On Date: The date on which the payment was made.
Amount: The payment amount.
Method: The payment method.
Paid: This check box is checked if the membership has been paid.
Blank field: Involves payment notes.
The Revenue button allows you to switch the view from Payment to Revenue. The information that you
can see for each revenue is the following:
On Date: The date on which the revenue will be posted.
Amount: The revenue amount.
Revenue Code: The revenue centre to which the membership income will go.
Posted: This check box is check if the charge is posted.
Blank field: Involves revenue notes.
The Edit button opens a new window where you can edit membership revenues and membership
payments.
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ATTENTION: You can edit membership revenues and membership payments ONLY for today’s date and
future dates. Changes cannot be made for past dates. If you want to change revenues and payments for
past dates you need to rebate.
On the left part of the window you can see the payments for the membership. On the right part of the
window you can see the revenues of the membership. At the bottom part of the window you can see
several buttons. Here’s what each one of these buttons does:
Add: It adds a line of information.
Cancel: It cancels the previous action.
Save: It saves the new data.
Edit Payment: It opens a new window where you can edit the payments.
Edit Revenue: It opens a new window where you can edit the revenue.
Clear: It clears the previous action.
Statement: It opens a statement for the membership revenues and payments (you can print this).
Close: It closes the window.
Bottom right part:
Here you can right click and Add Entry in order to add membership termination details:
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Specifically you can enter:
Termination Details: Select the membership termination reason from the drop down menu (you
can add termination reasons from Configuration→ Memberships→ tab Reasons).
Top right field: Type in the date and time of the membership termination.
Bottom left field: Type in some additional notes.
Bottom right field: The username of the user who made the specific entry will appear after you
save for the first time.

Tab Loyalty:
Here you can enter a member’s payment that will be linked to a loyalty card, which the member can use
during his/her stay at the hotel and make consumptions until the amount is over:

At the top part of the window right click and Add Entry in order to enter:
Action: The topup action is selected automatically.
Payment: Select the payment method that the guest has used from the drop down menu.
Date: The date is set automatically on today.
Amount: Type the amount of money that the guest has paid.
Notes: Type some relevant notes.
Running Total: Here you will be able to see the card’s running total after the member has made
any consumption.
The Items button shows you the items that the member has consumed and the Statement button opens
up a report about the member’s transactions.
At the bottom part of the window you can right click and Add Entry in order to select any Attributes that the
specific member has for his/her membership.

Tab Financial:
Here you can enter the details of the member’s bank and bank account. In order to be able to see the
information inside this part of the window you will need to know the relevant password (you can add/edit
the password from Configuration→ Maintenance → tab Security, right part of the window in facility
Financial).
Here you can enter:
Account Name: The account name.
Sort Code: The account sort code.
Account Number: The account number.
Reference: The account reference number.
Bank: The name of the bank.
Membership: Press the Link button in order to link the account with a specific membership or All
Memberships.
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Tab Anniversaries:
Here you can enter the member’s Anniversaries:

Right click and Add Entry or press the Insert key on your keyboard, in order to enter the necessary
information:
Anniversary: Select the anniversary type from the drop down menu (you can edit the choices of
this menu from Configuration→ Front Desk→ Anniversaries*).
Date: The date of the anniversary.
Notes: Type some notes about the anniversary.
Press Save.

Tab Spa History:
Here you can see the Spa History of the member:

Particularly you can see:
ID: The reservation ID of the spa booking.
Date: The date of the therapy.
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Status: The status of the spa booking.
Time: The scheduled time of the therapy.
Service: The spa service offered.
Room: The room in which the therapy will take place.
Therapist: The therapist who will perform the spa therapy.

Tab Usage:
Here you can see information about the facility usage of the member. The information that you can see for
each usage is the following:
Date: The date that the usage was made.
Facility: The facility in which the usage was made.

Tab Golf History:
Here you can see the Golf History of the member:

Tab Activities:
Here you can see or/and enter specific enquiries and activities related to the member:
To part of the window/Enquiries:
The information that you can see for each enquiry is the following:
Enquiry: The date that the enquiry was registered.
Membership: The membership that the enquiry involves.
Status: Select the status of the enquiry from the drop down menu (Enquiry, Joined or Declined).
Reason (if declined): Select the reason of rejection from the drop down menu.
Resolution: Type the date in which the enquiry was resolved.
How Heard: Select the how heard information from the drop down menu.
Notes: Type relevant notes.
Bottom part of the window/Activities:
The information that you can see for each enquiry is the following:
Activity: Select the activity from the drop down menu (you can edit the choices of this drop down
menu from Configuration→ Membership→ tab Activities).
Date: The date that the activity was registered.
Time: The time that the activity was registered.
Status: The status of the activity (Pending or Done).
Notes: Type relevant notes.

Tab Fitness:
Here you can see the Fitness schedule of the member.
Specifically you can see:
Date: The date of the class.
Status: The status of the class.
Class: The name of the class.
Room/Studio: The room/studio in which the class will take place.
Instructor: The name of the class instructor.

Tab Item History:
Here you can see the Item History of the member:
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The information given for each item is the following:
Outlet: The outlet from which the item comes from.
Date: The date on which the item was bought.
Item: The item itself.
Revenue: The revenue that came from the item.

Tab Vouchers:
Here you can see all of the member’s Vouchers:
The information given for each voucher is the following:
Code: The voucher code.
Usage: The voucher usage.
Expires: The expiration date of the voucher.
Value: The value of the voucher.
Status: The status of the voucher.
Redemption: Any rebates made regarding the voucher.
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OFFICE DIARY:
Here you can see an Activities plan for the sales managers of the hotel. In order to be able to see
information about the sales managers and their activities you must previously check the following:
Go to Configuration→ Accounts→ tab Activities and make sure that the Include on Diary
check box is checked for the activities you want to see schedule for.
Go to Sales Office→ Marketing→ top part of the window and make sure that the Diary check
box is checked for the sales managers you want to see schedule for.
Here’s what the Office Diary looks like:

At the top row of the Office Diary you can see the names of the sales managers.
On the far left column of the Office Diary you can see the hours of the day separated every fifteen minutes.
In between you can see all scheduled activities inside the time span in which they were previously set.
If you left click inside any cell you can add a new activity to a sales manager (Activity Details window).
The information that you can enter for the new activity is the following:
Account: The account name involved in the activity.
Contact: The name of the contact person for the specific activity.
Activity: The description of the activity itself.
Done: This check box is checked if the activity is completed.
Times: The times during which the specific activity will take place.
Purpose: The purpose of the activity.
Date due: The date on which the activity is due.
Review Date: The date on which the activity must be reviewed.
Notes: Notes relevant to the activity.
If you right click on any activity and select Edit Activity a new window opens where you can make
changes to the activity.
On the far left part of the window you can see any Notes added to the activities and two buttons:
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Weekly View: This changes the view of the Office Diary into weeks. Inside the new window you
can press:
o Daily View: If you want to return to the daily view.
o Manager: Select a hotel manager.
o Print: Print the weekly schedule.
o See the Notes of the activities.
Print: Print the daily schedule.
At the bottom left part of the window you can see a list of all activities viewed inside the Office Diary.
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PROFILE MERGE:
This is the window that will help you to merge guest and account profiles in cases that such profiles have
been entered more than one times for the same guest/account.
This is what the Profile Merge window looks like:

At the top part of the window (from left to right) you can see the following fields and buttons:
Name: Type part of the name of the guest/account that you want to merge.
Type: Select from the drop down menu whether the merge involves Guests, Agents or Companies.
PostCode: Type in the guest/account postcode.
Retrieve: After you have entered all necessary information you can press the Retrieve button in
order to retrieve information.
Profile: Press this button in order to see the Profile window of the guest/account you have typed a
name for.
Merge: This is the button that you must press to fulfil the profile merge after you have previously
made all necessary actions.
Auto: When you press this button the HART PMS software will remove any incomplete profiles
(meaning ones that are not linked to any of the hotel’s activities).
Exit: Press this button in order to close the window.
Here are the steps you need to follow in order to merge profiles:
1.
2.
3.
4.

Type in part of the guest/account name.
Select the guest/account type from the drop down menu
Press Retrieve. Results will appear inside the wide part of the window
Double click on the guest/account to be retained. Once you do that the guest/account that you
selected appears on the bottom part of the window.
5. Single click on the guest/account name to be merged.
6. Press Merge.
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RATE MATRIX:
The Rate Matrix window is the one where you can set Rate Levels for each day of each month of each
year. This is what the Rate Matrix window looks like:

The information that you can see inside this window is the following:
View (top left part of the window):
Here you can set the year for which you want to set rate levels (inside the Year field) and then you can
press the Show button to retrieve information.
Set (top middle part of the window):
Here you must select the rate level you want to set from the drop down menu (Level field). After you have
selected a level you can add it on the desired days of each month (middle wide part of the rate matrix) by
left clicking on it.
ATTENTION: You must select a level only in cases that you want to set the hotel’s rates by anticipated
Demand. If you want the HART PMS software to set the hotel’s rates by Occupancy this filed must remain
empty (instructions on these choices follow).
Type: Select the accommodation type which you want to set levels for from the drop down menu.
Unit: Select the property’s appropriate unit from the drop down menu (this is really helpful in cases
of multiple business units, where you are able to set the rate levels for each business unit
separately).
Demand: Check this check box if you want to set the rate level matrix based on anticipated sales
demand of the hotel.
Occupancy: Check this check box if you want HART PMS to set the rate levels for a specific
period automatically based on the hotel’s occupancy.
Wizard: After you have checked the Demand check box or the Occupancy check box you can use
the Wizard button in order to set specific rate levelling according to your needs:
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Specifically you can enter:
Starting - Ending: Select the dates during which you want to set rate levelling.
Days: Check or uncheck the days on which you want the rate levelling to work or not work.
Values:
Level: Select the rate level from the drop down menu (in cases on rate levelling based on
Occupancy you do not enter a rate level here).
Type: Select the accommodation type which you want to set levels for from the drop down menu.
Unit: Select the property’s appropriate unit from the drop down menu (this is really helpful in cases
of multiple business units, where you are able to set the rate levels for each business unit
separately).
Occupancy: Check this check box if you want rate levelling to work based on the hotel’s
occupancy.
After you have entered the desired parameters press the Set button.
Behaviour: Check the Demand check box if you want the rate levelling to work on demand or check the
Occupancy check box if you want the rate levelling to work automatically based on the hotel’s occupancy.
Copy: This option allows you to copy (From-To) rate levelling from one accommodation type to another
along with all the parameters you have previously set for it.
Back at the Rate Matrix window: The middle wider part of the window shows the months of the year at
the top row and the days of each month at the far left column. The cells inside show the rate levels set for
each day of each month.
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RATE PLANS:
This is the window where you can create and edit the property’s rate plans.
The first window that opens asks you for which part of the hotel you want to create/see rate plans for.

There you can select:
Module:
Bedrooms: Rates for room and group bookings.
Functions: Rates for function bookings.
Restaurant: Rates for restaurant bookings.
Spa: Rates for Spa bookings.
Fitness: Rates for fitness bookings.
Golf: This choice is not available from rate plans.
Show:
Configuration: Show rates in a configuration mode.
Tree: Show rates in a tree mode.
Display rates After: Type in the date from which you want to see and edit rates for.
Display All Periods: Check this checkbox if you want to see all rate periods.
Press the OK button in order to proceed to the Rate Plans main window or Exit to close the window.
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Bedroom Rates in Configuration mode:
The window which will open next is the main window of the rate plans.

The information can see/enter on the top part of the window is the following:
Code: A small code for the rate plan.
ID: The unique ID of the rate plan (generated automatically when you press Save for the first time).
Name: The full name of the rate plan.
Package: Select the package of the rate plan from the drop down menu.
Active: Check this check box if the specific rate plan is active.
StayMin: Enter the minimum number of stays concerning this rate plan (if necessary).
Max: Enter the maximum number of stays concerning this rate plan (if necessary).
Lead: Enter the number of days before the check in that the rate plan is available.
Order: Key in the order that you want the rate plan to appear inside the rate query window.
Segment: Select the market segment concerning the rate plan from the drop down menu (if
necessary).
Subsegment: Select the subsegment concerning the rate plan from the drop down menu (if
necessary).
Type: Select the availability of the rate plan from the drop down menu. Select Available to All if
you want the rate plan to be generally available, Travel Agents if you want the rate plan to be
available for travel agents (Agent field inside the Room Booking window), Corporate if you want
the rate plan to be available for companies (Company field inside the Room Booking window) and
Contracted if you want to connect the specific rate plan with specific contracts (agents and
companies with whom you have made specific agreements for specific periods).
Category: Select from the drop down menu in which category of the market the rate plan is
included (if necessary).
Charge: Select from the drop down menu if the rate plan is Chargeable, Complimentary or
House Use.
Colour: Select a colour for the rate plan.
Master: Select from the drop down menu the master rate plan under which this one is categorized
(if there is one).
%: Select a discount percentage that you want all derived rate plans to have, based on the rates of
the master rate plan (if there are any).
Unit: Select the business unit that you want the specific rate plan to work for (in cases of multiple
business units).
Taxes: Select the check box if the prices of the specific rate plan include tax.
Publish: Select the check box if the specific rate plan is available online (web booking engines &
channels).
Discount: Select the check box if the specific rate plan allows discounts.
BAR: Select the check box if the specific rate plan includes the Best Available Rate.
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On the top right part of the window you can see several buttons. Here’s what each one of these buttons
does (from top to bottom):
Edit: Allows you to add and edit the rate plan seasons (instructions follow- tab Details).
Grid: Allows you to see a weekly schedule from a date forward and edit the rates by keying in the
desired one. The small window that opens allows you to enter a starting date inside the Date field
and then press the Rates button in order to see the weekly rates existing. On the far left column
you can see the Accommodation Types of the hotel and on the top row the seven days of the
week requested. In between you can see and edit the rates. The Set Type button sets the same
rate for the selected accommodation type on all dates and the Set Day button sets the same rate
for the selected day on all accommodation types. The Update button updates the rates and
creates a daily record of your changes inside the rate seasons of the rate plan (left part of the Rate
Plan window). The rates set inside the Grid are hierarchically stronger than the season rates and
are the ones that appear inside the Rate Query window.
Update: This button updates all reservations entered inside the HART PMS software AFTER you
have made any changes to the rate plan. Once you press this button a new window opens where
you can select:

Individual Bookings: Check this check box if you want to update existing individual
bookings only.
o Group Bookings: Check this check box if you want to update existing group bookings
only.
Copy: Allows you to copy season rates and rate plans (instructions follow- tab Details).
o

Back at the main Rate Plan window: After you have entered all the necessary information, press Save
so that you can proceed with the creation of the rest of the rate plan.

Tab Details:
After you have finished entering all necessary information at the top part of the rate plan window, the next
thing you need to do is create the seasons/rate periods of the rate plan inside the Details tab.

Left part of the Details tab / Seasons (Rate Periods):
The seasons are located at the left part of the Details tab and the information that you can see for each
season is the following:
From: The starting date of the season.
To: The ending date of the season.
P: This check box is checked if the specific season is Promotional (promotional rates appear at the top
of the Rate Query window).
T: This check box indicates the template season (at least one template season must exist in each rate
plan).
In order to add new seasons or edit the existing ones, you must press the Edit button on the top left part of
the window. The little window which opens allows you to add new seasons or/and edit the already existing
ones:
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The information that you can see here is the following:
Left part of the small window/Rate Periods:
Here you can see already created seasons. The information that you can see for each season is again the
following:
From: The starting date of the season.
To: The ending date of the season.
P: This check box is checked if the specific season is Promotional (promotional rates appear at the top
of the Rate Query window).
T: This check box is checked if the specific season is a Template season.
Top right part of the small window/Add New:
From here you can add a new season. The information that you can add for each new season is the
following:
From: The starting date of the season.
To: The ending date of the season.
Interval: After you have entered the dates of the new season you can select the rate breakdown of
this season by selecting from the drop down menu:
o As Entered: Creates the season as it is entered by you above.
o Days: Does a daily breakdown of the season in order for you to enter daily room rates.
o Months: Does a monthly breakdown of the season in order for you to enter monthly room
rates.
o Weeks: Does a weekly breakdown of the season in order for you to enter weekly room
rates.
Price per Person: Check this check box if you want the prices to be per person.
Promotion: Check this check box if the season is promotional (promotional rates appear at the top
of the Rate Query window).
Template: Check this check box if the season is a template one.
Press the Save button once you have entered all necessary information for the season.
Middle right part of the small window/Edit/Delete:
From here you can edit or/and delete already existing seasons. In order to do that you must previously
double click on the season that you want to edit (on your left) so that the HART PMS software can bring its
information on the right. The information that you can edit for each new season is the following:
From: The starting date of the season.
To: The ending date of the season.
Promotion: Check this check box if the season is promotional (promotional rates appear at the top
of the Rate Query window).
Template: Check this check box if the season is a template one.
Press the Save button in order to save the changes you have made or the Delete button in order to delete
the specific season.
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Bottom right part of the small window/Display:
From here you can select from which date forward you want rates to appear inside the rate plan. This is
very useful when a rate plan is active for a long period of time but you only want to see rates from some
point on.
Here you can enter/see/choose the following:
Rates After: Type in the date after which you want to see rates.
Filter Periods:
All Periods:
Exit: Closes the window.
Back to the Details tab: After you have completed entering all the seasons of the rate plan, you can now
insert the accommodation rates for each season, the inclusive services and the add on rates (all inside
the wider part of the window). In order to do that you must previously select the season to which you want
to add rates.
Top right part of the Details tab/Accommodation Rates
For entering the bedroom rates you must first select the desired season on the left and then right click and
select Add Entry on the top right part of the tab. The information you must enter here is the following:
•
•
•
•
•
•

Day: Select the day range from the drop down menu (you can edit the day ranges from
Configuration→ Global→ tab Day Ranges).
Accommodation Type: Select the accomodation type from the drop down menu.
Charge: Key in the price of the room.
Type: Select from the drop down menu whether the charge is per Room or per Person.
Revenue Centre: Select from the drop down menu the revenue centre in which the charge will
appear on the reports.
Level: Select from the drop down menu the price Level of the charge (you can edit the rate levels
from Configuration→ Rservations→ tab Levels).

The Add Level button that you see there opens new lines of information for each accommodation type so
that you can add bedroom rates for a new rate level.
First middle right part of the Details tab/Inclusive Services
For entering the inclusive services right click and select Add Entry on the centre part of the window. The
information you must enter here is the following:
Day: Select the day range from the drop down menu (you can edit the day ranges from
Configuration→ Global→ tab Day Ranges).
Service: Select the inclusive service from the drop down menu (you can edit the services from
Configuration→ Services→ tab Services).
Charge: Key in the charge amount.
%: Check the box if the charge of the inclusive service is percent.
P: Check the box if the charge of the inclusive service is per person.
Revenue Centre: Select from the drop down menu the revenue centre in which the charge will
appear on the reports.
+: Check this check box if you want the service charge to be added and not included inside the
accommodation charge.
Second middle right part of the Details tab/Allowances
Here you can enter all inclusive services allowances. The information tha you can enter about each
allowance is the following:
o
o
o

Category: Select the item categories from the drop down menu (Food, Beverage &
Other).
Amount: Key in the allowance amount.
Sales Group: Select the sales group of the allowance from the drop down menu.

ATTENTION: Allowances are used in cases of guests who are entitled to inclusive services which they can
use in different ways during their stay in the hotel. The allowance amount is set per person and each guest
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entitled to an allowance can visit the hotel’s POSs (the Include button shows the amount of allowance for
each guest) and consume items up to the amount of the allowance.
Bottom right part of the Details tab/Add on
For entering the add on services right click and select Add Entry on the bottom part of the window. The
information you must enter here is the following:
•
•
•
•
•

Day: Select the day range from the drop down menu (you can edit the day ranges from
Configuration→ Global→ tab Day Ranges).
Add on: Select from the drop down menu the add on service (you can edit the services from
Configuration→ Services→ tab Miscellaneous).
Charge: Key in the price of the add on.
Type: Select from the drop down menu whether the charge is per Room or per Person.
Revenue Center: Select from the drop down menu the revenue centre in which the charge will
appear on the reports.

After you have entered the bedroom rates, the inclusive services and the add ons for all seasons, then
your rate plan is completed.
ATTENTION: At times press Save, so that the data you enter are saved.
In order to save some time, instead of entering the season rates one by one or creating a new rate plan
from scratch you can use the Copy button on the top right part of the window and copy seasons or rate
plans:
Copy season/Copy Periods
After you have selected the Copy button a new window appears:

In order to copy a season you must select the Source Period on the left part of the window and the Target
Period on the right part of the window and then press the Copy button right underneath.
There you can also see the following buttons:
Filter Source: Filters the Source Period’s dates.
Filter Target: Filters the Target Period’s dates.
Clear Target: Clears the Target Period selected
Copy Rate Plan/New Rate Plan
In order to copy the entire rate plan, on the same window you just enter a Code for the new rate plan (at
the bottom of the window) and a Name for it and then press the Copy button right underneath.
Press Save every time you want to save your actions or Exit in order to close the window.
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Tab Description:
Here you can right click and Add Entry in order to type in a description for the Rate Plan:

After you have finished entering all necessary information just press Save.

Tab Customers:
Here you can see the accounts linked to the specific rate plan (as these are entered inside Sales Office→
Account→ tab Rates) or you can right click and Add Entry in order for you to link the specific rate plan with
specific account(s) yourselves.
From this tab you can also see/enter Block out Dates, Release days and Allotments:

Top left part:
Here you can right click and Add Entry in order to link this rate plan with specific accounts.
The information that you can enter for each customer is the following:
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Customer: Double click inside this field in order to find the desired account from the Account
Wizard.
Dates: Enter the duration in which you want the specific rate plan to be available for the account
(From-To).
Children: Check this check box if you want this rate plan to be available also to children accounts.
There you can also see one buttons:
Breakdown: This button creates a room type breakdown on the bottom right part of the window,
so that you do not have to open lines of information one by one.
Top right part:
Here you can right click and Add Entry in order to add Block out Dates, meaning dates during which the
rate plan will not be available to the account.
Bottom left part:
Here you can right click and Add Entry in order to add the Release agreement you have made with the
specific account. The dates (From-To) appear automatically (they are taken from the rate plan’s availability
dates above) and the only thing you need to enter is the release number of days inside the Release field.
ATTENTION: By Release HART PMS considers the number of days previous to which the account has to
book the rooms he/she has agreed with the hotel (allotment). Otherwise the hotel is not obliged to have
availability for the account.
Bottom right part:
After you have pressed the Breakdown button, here you can enter the account’s Allotment, meaning the
number of accomodation types or pax that the account has to sell. The information that you can see for the
allotment is the following:
From – To: The dates during which the allotment lasts (automatically from the rate plan’s
availability).
Rms: The number of rooms that the account has to sell for every accommodation type.
Gtd: The number of guaranteed rooms that the account has to sell for every accommodation type.
Pax: The number of persons that that account has to sell rooms for.

Tab Guests:
Here you can right click and Add Entry in order to link the specific rate plan with specific guests:
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Left part:
Here you can enter the guest you want to link the specific rate plan to. Specifically the information that you
can see/enter is the following:
Guest: Double click inside this filed in order to find the name of the guest from the Guest Wizard:
From: Type in the date from which you want the rate plan to be linked to the guest.
To: Type in the date up to which you want the rate plan to be linked to the guest.
Press Save.
Right part:
Here you can right click and Add Entry in order to add Block out Dates, meaning dates during which the
rate plan will not be available to the guest.

Tab Interests:
Here you can right click and Add Entry in order to link the specific rate plan with specific interests:

Just select the desired interest from the drop down menu and press Save. You can edit interests from
Configuration→ Front Desk→ tab Interests).

Tab Restrictions:
Here you can see any restrictions that the rate plan might have (these are entered from Sales Office→
Restrictions):
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Tab Derived Rates:
Here you can see any derived rates that the specific rate plan might have:

The derived rates are set directly from the rate plans that you want to use as derived ones. The only thing
you need to do is:
1. Select the rate plan that you want to behave as a derived one.
2. Select it’s Master rate from the drop down menu.
3. Select the discount percentage that you want this rate plan to have from its Master.
Press Save.

Bedroom Rates in Tree mode:
Here you can see all Rate Plans of the hotel in a tree mode. The tree mode is the same one as the
Windows tree mode and you can select which rate plan you want to see by (+) Segment (eg. Corporate),
(+) Subsegment (eg. Packages & Promotions) and (+) Category (eg. Christmas). These parameters are
set inside the Rate Plan window in configuration mode (inside the relevant fields).
After you have selected the desired rate plan you can double click on it in order for the Rate Plan window
to open in Configuration mode.
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Function Rates in Configuration mode:
Here’s where you can create the rate plans for all of your hotels function bookings (Day Delegate Rates):

At the top part of the window you can enter or/and see the basic information of the rate plan:
Code: A short code for the rate plan.
ID: The unique ID of the rate plan (generated automatically).
Name: The name of the rate plan.
Package: The package of the rate plan.
Charging: Check the Taxes Included check box if the rate plan includes taxes and the
Complimentary check box if the rate plan is complimentary.
Segment: Select the market segment of the rate plan from the drop down menu.
Subsegment: Select the market sub segment of the rate plan from the drop down menu.
Category: Select the Category of the rate plan from the drop down menu.
Colour: Give a colour to the rate plan by double clicking inside this field and creating the rate plan
colour yourselves.
At the top right part of the window you can see several buttons. Here’s what each one of these buttons
does (from top to bottom):
Edit: Allows you to add and edit the rate plan seasons (instructions follow- tab Details).
Update: This button updates all reservations entered inside the HART PMS software AFTER you
have made any changes to the rate plan. Once you press this button a new window opens where
you can select:

Individual Bookings: Check this check box if you want to update existing individual rates
only.
o Group Bookings: Check this check box if you want to update existing group rates only.
Copy: Allows you to copy season rates and rate plans (instructions follow- tab Details).
o
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Back at the main Rate Plan window: After you have entered all the necessary information, press Save
so that you can proceed with the creation of the rest of the rate plan.

Tab Details:
After you have finished entering all necessary information at the top part of the rate plan window, the next
thing you need to do is create the seasons/rate periods of the rate plan inside the Details tab.
Left part of the Details tab / Seasons (Rate Periods):
The seasons are located at the left part of the Details tab and the information that you can see for each
season is the following:
From: The starting date of the season.
To: The ending date of the season.
P: This check box is checked if the specific season is Promotional (promotional rates appear at the top
of the Rate Query window).
T: This check box indicates the template season of the rate plan.
In order to add new seasons or edit the existing ones, you must press the Edit button on the top right part
of the window. The little window which opens allows you to add new seasons or/and edit the already
existing ones:

The information that you can see here is the following:
Left part of the small window/Rate Periods:
Here you can see already created seasons. The information that you can see for each season is again the
following:
From: The starting date of the season.
To: The ending date of the season.
P: This check box is checked if the specific season is Promotional (promotional rates appear at the top
of the Rate Query window).
T: This check box is checked if the specific season is a Template season.
Top right part of the small window/Add New:
From here you can add a new season. The information that you can add for each new season is the
following:
From: The starting date of the season.
To: The ending date of the season.
Interval: After you have entered the dates of the new season you can select the rate breakdown of
this season by selecting from the drop down menu:
o As Entered: Creates the season as it is entered by you above.
o Days: Does a daily breakdown of the season in order for you to enter daily room rates.
o Months: Does a monthly breakdown of the season in order for you to enter monthly room
rates.
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Weeks: Does a weekly breakdown of the season in order for you to enter weekly room
rates.
Price per Person: Check this check box if you want the prices to be per person.
Promotion: Check this check box if the season is promotional (promotional rates appear at the top
of the Rate Query window).
Template: Check this check box if the season is a template one.
o

Press the Save button once you have entered all necessary information for the season.
Middle right part of the small window/Edit/Delete:
From here you can edit or/and delete already existing seasons. In order to do that you must previously
double click on the season that you want to edit (on your left) so that the HART PMS software can bring its
information on the right. The information that you can edit for each new season is the following:
From: The starting date of the season.
To: The ending date of the season.
Promotion: Check this check box if the season is promotional (promotional rates appear at the top
of the Rate Query window).
Template: Check this check box if the season is a template one.
Press the Save button in order to save the changes you have made or the Delete button in order to delete
the specific season.
Bottom right part of the small window/Display:
From here you can select from which date forward you want rates to appear inside the rate plan. This is
very useful when a rate plan is active for a long period of time but you only want to see rates from some
point on.
Here you can enter/see/choose the following:
Rates After: Type in the date after which you want to see rates.
Filter Periods:
All Periods:
Exit: Closes the window.
Back to the Details tab: After you have completed entering all the seasons of the rate plan, you can now
insert the service rates for each season. In order to do that you must previously select the season to
which you want to add rates.
At the main part of the window you must right click and Add Entry in order to enter the following information
about the services offered:
Day: Select the day to day availability of the service from the drop down menu.
Service: Select the inclusive service from the drop down menu.
Charge: Type the amount of the charge.
%: Check this check box if you want the charge to be by percent.
P: Check this check box if you want the charge to be per person.
Revenue Centre: Select the revenue centre you want the specific income to go to from the drop
down menu.

Tab Desciption:
Here you can right click and Add Entry in order to type a small description of the rate plan.

Tab Interests:
Here you can right click and Add Entry in order to select an Interest regarding this rate plan from the drop
down menu.
After you have completed the creation of the rate plan you can either copy its seasons or the entire rate
plan itself:

230

Copy season/Copy Periods:
After you have selected the Copy button a new window appears:

In order to copy a season you must select the Source Period on the left part of the window and the Target
Period on the right part of the window and then press the Copy button right underneath.
There you can also see the following buttons:
Filter Source: Filters the Source Period’s dates.
Filter Target: Filters the Target Period’s dates.
Clear Target: Clears the Target Period selected
Copy Rate Plan/New Rate Plan:
In order to copy the entire rate plan, on the same window you just enter a Code for the new rate plan (at
the bottom of the window) and a Name for it and then press the Copy button right underneath.
Press Save every time you want to save your actions or Exit in order to close the window.

Function Rates in Tree mode:
Here you can see all Rate Plans of the hotel in a tree mode. The tree mode is the same one as the
Windows tree mode and you can select which rate plan you want to see by (+) Segment (eg. Corporate),
(+) Subsegment (eg. Packages & Promotions) and (+) Category (eg. Christmas). These parameters are
set inside the Rate Plan window in configuration mode (inside the relevant fields).
After you have selected the desired rate plan you can double click on it in order for the Rate Plan window
to open in Configuration mode.

Restaurant Rates in Configuration mode:
Here’s where you can create the rate plans for all of your hotels restaurant bookings (Restaurant Rates):
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At the top part of the window you can enter or/and see the basic information of the rate plan:
Code: A short code for the rate plan.
ID: The unique ID of the rate plan (generated automatically).
Name: The name of the rate plan.
Package: The package of the rate plan.
Charging: Check the Taxes Included check box if the rate plan includes taxes
Segment: Select the market segment of the rate plan from the drop down menu.
Subsegment: Select the market sub segment of the rate plan from the drop down menu.
Category: Select the Category of the rate plan from the drop down menu.
Colour: Give a colour to the rate plan by double clicking inside this field and creating the rate plan
colour yourselves.
At the top right part of the window you can see several buttons. Here’s what each one of these buttons
does (from top to bottom):
Edit: Allows you to add and edit the rate plan seasons (instructions follow- tab Details).
Copy: Allows you to copy season rates and rate plans (instructions follow- tab Details).
Back at the main Rate Plan window: After you have entered all the necessary information, press Save
so that you can proceed with the creation of the rest of the rate plan.

Tab Details:
After you have finished entering all necessary information at the top part of the rate plan window, the next
thing you need to do is create the seasons/rate periods of the rate plan inside the Details tab.
Left part of the Details tab / Seasons (Rate Periods):
The seasons are located at the left part of the Details tab and the information that you can see for each
season is the following:
From: The starting date of the season.
To: The ending date of the season.
P: This check box is checked if the specific season is Promotional (promotional rates appear at the top
of the Rate Query window).
T: This check box indicates the template season of the rate plan.
In order to add new seasons or edit the existing ones, you must press the Edit button on the top right part
of the window. The little window which opens allows you to add new seasons or/and edit the already
existing ones:
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The information that you can see here is the following:
Left part of the small window/Rate Periods:
Here you can see already created seasons. The information that you can see for each season is again the
following:
From: The starting date of the season.
To: The ending date of the season.
P: This check box is checked if the specific season is Promotional (promotional rates appear at the top
of the Rate Query window).
T: This check box is checked if the specific season is a Template season.
Top right part of the small window/Add New:
From here you can add a new season. The information that you can add for each new season is the
following:
From: The starting date of the season.
To: The ending date of the season.
Interval: After you have entered the dates of the new season you can select the rate breakdown of
this season by selecting from the drop down menu:
o As Entered: Creates the season as it is entered by you above.
o Days: Does a daily breakdown of the season in order for you to enter daily room rates.
o Months: Does a monthly breakdown of the season in order for you to enter monthly room
rates.
o Weeks: Does a weekly breakdown of the season in order for you to enter weekly room
rates.
Price per Person: Check this check box if you want the prices to be per person.
Promotion: Check this check box if the season is promotional (promotional rates appear at the top
of the Rate Query window).
Template: Check this check box if the season is a template one.
Press the Save button once you have entered all necessary information for the season.
Middle right part of the small window/Edit/Delete:
From here you can edit or/and delete already existing seasons. In order to do that you must previously
double click on the season that you want to edit (on your left) so that the HART PMS software can bring its
information on the right. The information that you can edit for each new season is the following:
From: The starting date of the season.
To: The ending date of the season.
Promotion: Check this check box if the season is promotional (promotional rates appear at the top
of the Rate Query window).
Template: Check this check box if the season is a template one.
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Press the Save button in order to save the changes you have made or the Delete button in order to delete
the specific season.
Bottom right part of the small window/Display:
From here you can select from which date forward you want rates to appear inside the rate plan. This is
very useful when a rate plan is active for a long period of time but you only want to see rates from some
point on.
Here you can enter/see/choose the following:
Rates After: Type in the date after which you want to see rates.
Filter Periods:
All Periods:
Exit: Closes the window.
Back to the Details tab: After you have completed entering all the seasons of the rate plan, you can now
insert the service rates for each season. In order to do that you must previously select the season to
which you want to add rates.
At the main part of the window you must right click and Add Entry in order to enter the following information
about the services offered:
Day: Select the day to day availability of the service from the drop down menu.
Service: Select the inclusive service from the drop down menu.
Charge: Type the amount of the charge.
%: Check this check box if you want the charge to be by percent.
P: Check this check box if you want the charge to be per person.
Revenue Centre: Select the revenue centre you want the specific income to go to from the drop
down menu.

Tab Description:
Here you can right click and Add Entry in order to type a small description of the rate plan.

Tab Interests:
Here you can right click and Add Entry in order to select an Interest regarding this rate plan from the drop
down menu.
After you have completed the creation of the rate plan you can either copy its seasons or the entire rate
plan itself:
Copy season/Copy Periods:
After you have selected the Copy button a new window appears:
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In order to copy a season you must select the Source Period on the left part of the window and the Target
Period on the right part of the window and then press the Copy button right underneath.
There you can also see the following buttons:
Filter Source: Filters the Source Period’s dates.
Filter Target: Filters the Target Period’s dates.
Clear Target: Clears the Target Period selected
Copy Rate Plan/New Rate Plan:
In order to copy the entire rate plan, on the same window you just enter a Code for the new rate plan (at
the bottom of the window) and a Name for it and then press the Copy button right underneath.
Press Save every time you want to save your actions or Exit in order to close the window.

Restaurant Rates in Tree mode:
Here you can see all Rate Plans of the hotel in a tree mode. The tree mode is the same one as the
Windows tree mode and you can select which rate plan you want to see by (+) Segment (eg. Corporate),
(+) Subsegment (eg. Packages & Promotions) and (+) Category (eg. Christmas). These parameters are
set inside the Rate Plan window in configuration mode (inside the relevant fields).
After you have selected the desired rate plan you can double click on it in order for the Rate Plan window
to open in Configuration mode.

Spa Rates in Configuration mode:
Here’s where you can create the rate plans for all of your hotels spa bookings (Spa Rates):

235

At the top part of the window you can enter or/and see the basic information of the rate plan:
Code: A short code for the rate plan.
ID: The unique ID of the rate plan (generated automatically).
Name: The name of the rate plan.
Package: The package of the rate plan.
Charging: Check the Taxes Included check box if the rate plan includes taxes
Segment: Select the market segment of the rate plan from the drop down menu.
Subsegment: Select the market sub segment of the rate plan from the drop down menu.
Category: Select the Category of the rate plan from the drop down menu.
Colour: Give a colour to the rate plan by double clicking inside this field and creating the rate plan
colour yourselves.
At the top right part of the window you can see several buttons. Here’s what each one of these buttons
does (from top to bottom):
Edit: Allows you to add and edit the rate plan seasons (instructions follow- tab Details).
Update: This button updates all reservations entered inside the HART PMS software AFTER you have
made any changes to the rate plan. Once you press this button a new window opens where you can
select:

Individual Bookings: Check this check box if you want to update existing individual rates
only.
o Group Bookings: Check this check box if you want to update existing group rates only.
Copy: Allows you to copy season rates and rate plans (instructions follow- tab Details).
o

Back at the main Rate Plan window: After you have entered all the necessary information, press Save
so that you can proceed with the creation of the rest of the rate plan.

Tab Details:
After you have finished entering all necessary information at the top part of the rate plan window, the next
thing you need to do is create the seasons/rate periods of the rate plan inside the Details tab.
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Left part of the Details tab / Seasons (Rate Periods):
The seasons are located at the left part of the Details tab and the information that you can see for each
season is the following:
From: The starting date of the season.
To: The ending date of the season.
P: This check box is checked if the specific season is Promotional (promotional rates appear at the top
of the Rate Query window).
T: This check box indicates the template season of the rate plan.
In order to add new seasons or edit the existing ones, you must press the Edit button on the top right part
of the window. The little window which opens allows you to add new seasons or/and edit the already
existing ones:

The information that you can see here is the following:
Left part of the small window/Rate Periods:
Here you can see already created seasons. The information that you can see for each season is again the
following:
From: The starting date of the season.
To: The ending date of the season.
P: This check box is checked if the specific season is Promotional (promotional rates appear at the top
of the Rate Query window).
T: This check box is checked if the specific season is a Template season.
Top right part of the small window/Add New:
From here you can add a new season. The information that you can add for each new season is the
following:
From: The starting date of the season.
To: The ending date of the season.
Interval: After you have entered the dates of the new season you can select the rate breakdown of
this season by selecting from the drop down menu:
o As Entered: Creates the season as it is entered by you above.
o Days: Does a daily breakdown of the season in order for you to enter daily room rates.
o Months: Does a monthly breakdown of the season in order for you to enter monthly room
rates.
o Weeks: Does a weekly breakdown of the season in order for you to enter weekly room
rates.
Price per Person: Check this check box if you want the prices to be per person.
Promotion: Check this check box if the season is promotional (promotional rates appear at the top
of the Rate Query window).
Template: Check this check box if the season is a template one.
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Press the Save button once you have entered all necessary information for the season.
Middle right part of the small window/Edit/Delete:
From here you can edit or/and delete already existing seasons. In order to do that you must previously
double click on the season that you want to edit (on your left) so that the HART PMS software can bring its
information on the right. The information that you can edit for each new season is the following:
From: The starting date of the season.
To: The ending date of the season.
Promotion: Check this check box if the season is promotional (promotional rates appear at the top
of the Rate Query window).
Template: Check this check box if the season is a template one.
Press the Save button in order to save the changes you have made or the Delete button in order to delete
the specific season.
Bottom right part of the small window/Display:
From here you can select from which date forward you want rates to appear inside the rate plan. This is
very useful when a rate plan is active for a long period of time but you only want to see rates from some
point on.
Here you can enter/see/choose the following:
Rates After: Type in the date after which you want to see rates.
Filter Periods:
All Periods:
Exit: Closes the window.
Back to the Details tab: After you have completed entering all the seasons of the rate plan, you can now
insert the service rates for each season. In order to do that you must previously select the season to
which you want to add rates.
At the main part of the window you must right click and Add Entry in order to enter the following information
about the services offered:
Day: Select the day to day availability of the service from the drop down menu.
Service: Select the inclusive service from the drop down menu.
Charge: Type the amount of the charge.
%: Check this check box if you want the charge to be by percent.
P: Check this check box if you want the charge to be per person.
Revenue Centre: Select the revenue centre you want the specific income to go to from the drop
down menu.

Tab Desciption:
Here you can right click and Add Entry in order to type a small description of the rate plan.

Tab Interests:
Here you can right click and Add Entry in order to select an Interest regarding this rate plan from the drop
down menu.
After you have completed the creation of the rate plan you can either copy its seasons or the entire rate
plan itself:
Copy season/Copy Periods:
After you have selected the Copy button a new window appears:
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In order to copy a season you must select the Source Period on the left part of the window and the Target
Period on the right part of the window and then press the Copy button right underneath.
There you can also see the following buttons:
Filter Source: Filters the Source Period’s dates.
Filter Target: Filters the Target Period’s dates.
Clear Target: Clears the Target Period selected
Copy Rate Plan/New Rate Plan:
In order to copy the entire rate plan, on the same window you just enter a Code for the new rate plan (at
the bottom of the window) and a Name for it and then press the Copy button right underneath.
Press Save every time you want to save your actions or Exit in order to close the window.

Spa Rates in Tree mode:
Here you can see all Rate Plans of the hotel in a tree mode. The tree mode is the same one as the
Windows tree mode and you can select which rate plan you want to see by (+) Segment (eg. Corporate),
(+) Subsegment (eg. Packages & Promotions) and (+) Category (eg. Christmas). These parameters are
set inside the Rate Plan window in configuration mode (inside the relevant fields).
After you have selected the desired rate plan you can double click on it in order for the Rate Plan window
to open in Configuration mode.
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Fitness Rates in Configuration mode:
Here’s where you can create the rate plans for all of your hotels fitness bookings (Fitness Rates):

At the top part of the window you can enter or/and see the basic information of the rate plan:
Code: A short code for the rate plan.
ID: The unique ID of the rate plan (generated automatically).
Name: The name of the rate plan.
Package: The package of the rate plan.
Charging: Check the Taxes Included check box if the rate plan includes taxes
Segment: Select the market segment of the rate plan from the drop down menu.
Subsegment: Select the market sub segment of the rate plan from the drop down menu.
Category: Select the Category of the rate plan from the drop down menu.
Colour: Give a colour to the rate plan by double clicking inside this field and creating the rate plan
colour yourselves.
At the top right part of the window you can see several buttons. Here’s what each one of these buttons
does (from top to bottom):
Edit: Allows you to add and edit the rate plan seasons (instructions follow- tab Details).
Update: This button updates all reservations entered inside the HART PMS software AFTER you have
made any changes to the rate plan. Once you press this button a new window opens where you can
select:

Individual Bookings: Check this check box if you want to update existing individual rates
only.
o Group Bookings: Check this check box if you want to update existing group rates only.
Copy: Allows you to copy season rates and rate plans (instructions follow- tab Details).
o

Back at the main Rate Plan window: After you have entered all the necessary information, press Save
so that you can proceed with the creation of the rest of the rate plan.
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Tab Details:
After you have finished entering all necessary information at the top part of the rate plan window, the next
thing you need to do is create the seasons/rate periods of the rate plan inside the Details tab.
Left part of the Details tab / Seasons (Rate Periods):
The seasons are located at the left part of the Details tab and the information that you can see for each
season is the following:
From: The starting date of the season.
To: The ending date of the season.
P: This check box is checked if the specific season is Promotional (promotional rates appear at the top
of the Rate Query window).
T: This check box indicates the template season of the rate plan.
In order to add new seasons or edit the existing ones, you must press the Edit button on the top right part
of the window. The little window which opens allows you to add new seasons or/and edit the already
existing ones:

The information that you can see here is the following:
Left part of the small window/Rate Periods:
Here you can see already created seasons. The information that you can see for each season is again the
following:
From: The starting date of the season.
To: The ending date of the season.
P: This check box is checked if the specific season is Promotional (promotional rates appear at the top
of the Rate Query window).
T: This check box is checked if the specific season is a Template season.
Top right part of the small window/Add New:
From here you can add a new season. The information that you can add for each new season is the
following:
From: The starting date of the season.
To: The ending date of the season.
Interval: After you have entered the dates of the new season you can select the rate breakdown of
this season by selecting from the drop down menu:
o As Entered: Creates the season as it is entered by you above.
o Days: Does a daily breakdown of the season in order for you to enter daily room rates.
o Months: Does a monthly breakdown of the season in order for you to enter monthly room
rates.
o Weeks: Does a weekly breakdown of the season in order for you to enter weekly room
rates.
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Price per Person: Check this check box if you want the prices to be per person.
Promotion: Check this check box if the season is promotional (promotional rates appear at the top
of the Rate Query window).
Template: Check this check box if the season is a template one.
Press the Save button once you have entered all necessary information for the season.
Middle right part of the small window/Edit/Delete:
From here you can edit or/and delete already existing seasons. In order to do that you must previously
double click on the season that you want to edit (on your left) so that the HART PMS software can bring its
information on the right. The information that you can edit for each new season is the following:
From: The starting date of the season.
To: The ending date of the season.
Promotion: Check this check box if the season is promotional (promotional rates appear at the top
of the Rate Query window).
Template: Check this check box if the season is a template one.
Press the Save button in order to save the changes you have made or the Delete button in order to delete
the specific season.
Bottom right part of the small window/Display:
From here you can select from which date forward you want rates to appear inside the rate plan. This is
very useful when a rate plan is active for a long period of time but you only want to see rates from some
point on.
Here you can enter/see/choose the following:
Rates After: Type in the date after which you want to see rates.
Filter Periods:
All Periods:
Exit: Closes the window.
Back to the Details tab: After you have completed entering all the seasons of the rate plan, you can now
insert the service rates for each season. In order to do that you must previously select the season to
which you want to add rates.
At the main part of the window you must right click and Add Entry in order to enter the following information
about the services offered:
Day: Select the day to day availability of the service from the drop down menu.
Service: Select the inclusive service from the drop down menu.
Charge: Type the amount of the charge.
%: Check this check box if you want the charge to be by percent.
P: Check this check box if you want the charge to be per person.
Revenue Centre: Select the revenue centre you want the specific income to go to from the drop
down menu.

Tab Desciption:
Here you can right click and Add Entry in order to type a small description of the rate plan.

Tab Interests:
Here you can right click and Add Entry in order to select an Interest regarding this rate plan from the drop
down menu.
After you have completed the creation of the rate plan you can either copy its seasons or the entire rate
plan itself:
Copy season/Copy Periods:
After you have selected the Copy button a new window appears:
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In order to copy a season you must select the Source Period on the left part of the window and the Target
Period on the right part of the window and then press the Copy button right underneath.
There you can also see the following buttons:
Filter Source: Filters the Source Period’s dates.
Filter Target: Filters the Target Period’s dates.
Clear Target: Clears the Target Period selected
Copy Rate Plan/New Rate Plan:
In order to copy the entire rate plan, on the same window you just enter a Code for the new rate plan (at
the bottom of the window) and a Name for it and then press the Copy button right underneath.
Press Save every time you want to save your actions or Exit in order to close the window.

Fitness Rates in Tree mode:
Here you can see all Rate Plans of the hotel in a tree mode. The tree mode is the same one as the
Windows tree mode and you can select which rate plan you want to see by (+) Segment (eg. Corporate),
(+) Subsegment (eg. Packages & Promotions) and (+) Category (eg. Christmas). These parameters are
set inside the Rate Plan window in configuration mode (inside the relevant fields).
After you have selected the desired rate plan you can double click on it in order for the Rate Plan window
to open in Configuration mode.
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RENEWALS:
Here is where you can renew memberships:

On the left part of the window you can check the membership types you want to see members for.
In order to search for the members you want to see details for you need to follow the steps presented at
the bottom part of the window:
1. Search Criteria
Here you can do the following:
Select All: Press this button in order to select all membership types.
Clear All: Press this button in order to clear selected membership types.
Filter: Press this button in order to filter membership types.
Payment: Press the Upfront check box if you want to see Upfront memberships or/and DD if you
want to see Direct Debit memberships.
Expiry: Type in the expiry dates for which you want to see members (From-To).
Renewal Period (Months): Type in the number of months that you want to set to the membership
renewal.
Include Already Renewed: Check this check box if you want to see already renewed members in
your results.
Search: After you have entered all your criteria you must press this button for results to appear.
The information that you can see for each member (inside the wide white part of the window) is the
following:
Member: The member’s name.
Address: The member’s address.
City: The member’s city.
Postcode: The member’s postcode.
Net Amount: The net amount due.
VAT: The amount of the VAT charged.
Total Sub: The amount subtotal (Net + VAT)
Insurance: The insurance fee.
Invoice Total: The invoice total amount (Net + VAT + Insurance).
Expiry: The membership expiration date.
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Primary: This check box is checked if the member is a primary member with dependent
members).
Number: The member’s membership number.
Monthly: The monthly membership fee due.
2. Member Selection
Here you can do the following:
Select All: Press this button in order to select all members.
Clear All: Press this button in order to clear selected members.
All: Press this button in order to see both primary and dependent members.
Report: Press this button in order to print a report of the membership renewal list.
3. Document Production & Renewal
Here you can create a membership letter by using specific templates:
Find Template: Press this button and select a file you want to use as a letter template. When you
choose the file the template path appears inside the white field there.
Fields: Press this button and double click on the fields you want to transfer to the template.
Letters: This button prints membership letters and creates a folder on your desktop entitled Saved
that consists of this letter.
Invoices: This button prints membership invoices.
Auto Print: Check this check box if you want the letter to be printed automatically once you press
the Letters button or the invoice to be printed automatically once you press the Invoice button.
Renew: Press this button when you want to renew selected members.
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RESTRICTIONS:
This window allows you to enter certain rate plan restrictions, such as minimum stay, maximum stay,
lead and rooms per day.
Once you select the Restrictions option from the menu a Rate Selection window opens in front of you:

There you can select the dates after which you want to see rates for (Display Rates After) and then press
OK to move on. By pressing Exit you just close this window. Once you press OK the main Restrictions
window opens in front of you:

At the left part of the window you can see all rate plans available after the date you have previously
selected. The rate plans highlighted in pink colour are the ones that already have restrictions. You can
select which rate plan you want to see restrictions for by checking the check box on its far left side. Other
wise you can select the All button in order to select all rate plans or Clear in order to clear all previous
selections.
After you have selected the rate plan you want to see restrictions for you can View/Edit these restrictions
at the right part of the window by pressing the Retrieve button:
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The information that you can see about each restriction is the following:
Rate Plan: The name of the rate plan.
From-To: The dates during which the restriction will be applied.
CTA (Close to Arrival): By pressing the Edit button you can select specific days of the week on
which guests cannot check in.
CTD (Close to Departure): By pressing the Edit button you can select specific days of the week
on which guests cannot check out.
MinStay: By pressing the Edit button you can select specific minimum stay for the specific dates.
MaxStay: Key in the maximum number of days restriction.
Lead: Key in the reservation lead restriction.
Rooms/Day: The rooms that the property can sell per day while this restriction is applied.
You can edit the restrictions by keying in the appropriate information and then press the Save button at the
right part of the window.
You can also Add new restrictions to the selected rate plan by using the relevant tab:

You can add a new restriction by pressing the New button at the right part of the window. The information
that you can enter is the same as described above. After you have finished entering all necessary
information you can press the Save button. Once you press Save, you get a full list of the restrictions
entered for the selected rate plan inside the View/Edit tab.
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ROOM YIELD:
This window allows you to set availability for to the web booking engine and extranets that is different from
the PMS:

On the top right part of the window you can see a small calendar from where you can select the date from
which you want to set channel availability. Once you select the date (by left clicking on it) inside the main
part of the window you can see a weekly (7 days) schedule of the hotel (selected date included).
On the top row you can see the dates and on the far left column you can see the room types existing in the
hotel. In the cells between you can enter the availability for each date and each room type that you want
the channels to see.
ATTENTION:
A positive number adds availability to the actual availability of the property. Therefore, this
action opens up the overbooking option to the web booking engine and the extranets.
A negative number subtracts from availability and makes available the remaining rooms, e.g. if
you have 3 available Double Rooms and enter -1 the on Line Availability will be 3-1=2.
0 (zero) retains the availability as per bookings.
To Stop Sales and cancel Stop Sales use the button provided (toggle button, pressing it
sets/clears Stop Sales).
Set Type is a shortcut that copies the current cell setting for the same room type for the whole
week.
Set Day is a shortcut that copies the current cell setting for all the room types for the day, a handy
way to close out a day.
Do not forget to press Save to preserve the changes.
Finally, the Initialise button copies a year's availability to the Web Booking Engine (it requires some
minutes before it is copied completely).
ATTENTION: For properties that use the HART connector with channel managers or have the HART web
booking engine, whenever they are asked to ‘push’ rates and availability, they should press the Initialize
button.

248

MATERIALS ON HART PMS
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DELIVERIES:
This window allows you to enter/see/edit all of the hotel’s supplier purchases (purchase orders, invoices
etc):

The information that you can enter/see/edit for each purchase is the following:
Purchase header/Top part of the window:
Entry Date: The date on which you enter the supplier purchase (automatically generated).
Dispatch Date: The date on which the supplier purchase arrived at the hotel (not necessary).
Invoice Date: The supplier invoice date (this is the date written on the supplier invoice).
Supplier: Select the supplier from whom the purchase came from the drop down menu or double
click in order to open the Supplier Wizard and search from there (the Supplier Wizard works the
same way as all of HART PMS wizards so far).
Reference: A dispatch reference number (if there is one written on the invoice).
Invoice No: The supplier invoice number.
Purchase Number: The purchase order number (the purchase order number appears inside this
field once you press the Convert button and turn a purchase order from Pending to Processed/
From Purchase Order to Invoice –instructions follow).
Digital Signature: The digital signature of the purchase.
Reference: A supplier reference number.
Discount-%: The percentage discount applied to the entire delivery (if there is one).
Type: The supplier purchase type. The drop down menu offers you the following choices:
o Invoice (this is the most common choice)
o Dispatch Note
o Invoice/Dispatch Note
o Credit Note
o Return Note
o Service Invoice
o Rental Invoice
o Payroll
ID: The delivery unique id.
Created: The date and time of the delivery entry (generated automatically by the system).
By: The user who entered the delivery
At the right part of the window you can see three buttons. Here’s what each one of these buttons does
(from top to bottom):
Print: This button gives a printout of the supplier purchase in front of you.
Copy: This button makes a copy of the header so that you can enter a new purchase for the same
supplier (the only information copied is the name of the supplier and the transaction type).
Convert: This button converts a purchase order from Pending to Processed and from Purchase
Order to Invoice. Here’s the steps you need to follow:
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1. Once you have created your purchase order(s) -either from the Ordering window or the
Purchase Orders window /instructions follow- you can select the Deliveries option and
search for these purchase orders by entering the supplier’s name and pressing the
Convert button.
2. Once you press the Convert button for the first time all Pending purchase orders will
appear in front of you.
3. Find the purchase order that you are looking for and once you find it you can press the
Convert button again in order to turn the status of the purchase order from Pending to
Processed and the Transaction Type from Purchase Order to Invoice.
4. Once the procedure is completed you will notice that the Purchase Order field has
automatically drawn the purchase order number.
After you have finished entering all the header information you must press Save.
The rest of the supplier purchase details are included inside this window’s tabs:

Tab Items:
Purchase contents:
Here you can enter/see/edit the rest of the supplier purchase details; that is the purchase information
written on the purchase orders or/and the supplier invoices. Specifically you can enter/see/edit:
Cost Centre: The hotel cost centre(s) with which the supplier purchase details are involved (that
means which part of the hotel will actually use the items purchased). You must double click inside
this field so that the cost centre tree opens in front of you:

In order to select the desired cost centre you must first find the Section and the Group in which
the cost centre lays. After you have found the desired cost centre, just double click on it.
Item: Select the item written on the supplier invoice from the drop down menu (only items with a
Purchase Unit will appear here). If you double click inside this field an Item Price Wizard opens
where you can see the last item purchase value.
Unit: Select the item unit from the drop down menu.
Quantity: Select the item quantity from the drop down menu.
Price: The net value of the purchase.
Discount: The discount amount for the specific item.
Net Value: The net value of the purchase after any applied discount.
Tax: Select the VAT of each purchase from the drop down menu.
Tax Amount: The tax amount of the purchase.
Gross Value: The gross value of the purchase.
Store: Select the store in which the purchase will go from the drop down menu.
At the far right part of each line of information you can see a Notes button. When you press it a new
window opens where you can key in some notes about the delivery.
TIP: You can move from one cell to another by using the Tab key on your keyboard. The Tab key will
calculate the values automatically after you have entered the VAT of the purchase.
At the top left part of this tab you can also see an Item button. By pressing it the Items window opens
where you can enter a new item.
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Tab Notes:
Here you can right click and Add Entry in order to enter some notes about the purchase.
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ITEMS:
This window allows you to enter/edit all of the property’s outlets items:

At the top part of the window you can enter/edit the following information:
Bin #: The item code (used for some items to located their kind and position inside the hotel’s
store).
ID: The item ID generated automatically by the system when you press Save for the first time.
Barcode: The item barcode (the best way to enter the item’s barcode is to put the cursor inside the
field and scan the item).
Name: The item’s full name.
POS: The item name (as it will appear on POS).
Active: Check this check box if the item is active (set to Active by default).
Short: The item name (as it will appear on applications i.e. tablets).
Function: The item name (as it will appear on reports).
Nominal: The item’s nominal code: In cases of accounting interfaces.
Units:
Purchase: Select the item’s purchase unit from the drop down menu.
Stocktake: Select the item’s stocktake unit from the drop down menu.
Transfer: Select the item’s transfer unit from the drop down menu.
Recipe: Select the item’s recipe unit from the drop down menu.
Sales: Select the item’s sales unit from the drop down menu.
Groups:
Type: Select the item type from the drop down menu. The choices are:
o Asset: If the item is the hotel’s asset.
o Consumables: If the item is the hotel’s consumable.
o Course: If the item is the hotel’s consumable.
o Dish: If the item is a completed dish (used in functions).
o Housekeeping: If the item is a housekeeping item, i.e. towels.
o Ingredient: If the item is an ingredient.
o Menu: If the item is a menu (used in functions).
o Product: If the item is a product (POS items).
o Service: If the item is linked to a service, i.e. spa services that need creams and oils.
Category: Select the item category from the drop down menu (usually Food, Beverage and Other).
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Group: Select the item’s stock group from the drop down menu (you can edit the choices of this
menu from Configuration→ Materials→ tab Stock).
Subgroup: Select the item’s stock subgroup from the drop down menu (you can edit the choices
of this menu from Configuration→ Materials→ tab Stock).
Service: If the item is a service item you can select the actual service to which it is linked from the
drop down menu (this drop down menu shows spa packages created in Configuration→
Services→ Spa).
Financials:
Commission %: Enter the commission percentage that the F&B department will gain by selling
specific items (Ref button on POS).
Cost: Key in the item cost.
At the top right part of the window you can see four buttons. Here’s what each one of these buttons does
(from top to bottom):
Audit Trail: This button opens up a report where you can see all of the actions made involving the
specific item during a specific period of time:

Once the report opens you must select the Store you are interested in at the top part of the
window and key in the dates you want to get results for (From-To). The information that you can
see about each action is the following:
Action: The action made (actions in orange involve stocktake).
Quantity: The item quantity of the action.
Unit: The item unit involved.
Date: The action date.
Notes: The action notes.
TIP: Once you press the Store button a list of stores appears in front of you. The ones marked in
green do not have scheduled stocktake dates, whereas the ones marked in red have scheduled
stocktake dates.
Stock: This button opens up a report where you can see all of the actions made involving the
specific item on a specific date, giving data from the last stocktake forth:
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Once the report opens you must select the Store you are interested in at the top part of the
window and key in the date you want to get results for (On). The information that you can see
about each action is the following:
TOP:
Item: The item name and the item bin code.
As of: The date of the last stocktake.
Store: The store name.
MIDDLE/STOCKTAKE:
Date: The date of the last stocktake.
Quantity: The item quantity.
Unit: The item unit.
Price: The item price.
Notes: Relevant notes.
BOTTOM/CURRENT STOCK:
Date: The date of the last stocktake.
Quantity: The item quantity.
Unit: The item unit.
Price: The item price.
Notes: Relevant notes.
TIP: Once you press the Store button a list of stores appears in front of you. The ones marked in
green do not have scheduled stocktake dates, whereas the ones marked in red have scheduled
stocktake dates.
Remove: This button removes the selected item from the menu cards and turns it into inactive.
Merge: This button allows you to merge items, in cases that you have made a double entry of an
item:
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1. In the window that will open in front of you, key in the name of the item inside the Name field and
then press Retrieve.
2. The item data entries will appear at the main part of the window. The information that you can see
about each item is the following:
a. ID: The item ID.
b. Item Name: The item name.
c. Active: This check box is checked if the item is active.
3. Double click on the item that you want to be retained. Once you do that the item selected will
appear at the bottom part of the window.
4. Then click on the item(s) that you want to be merged.
5. Press the Merge button at the top right part of the window.
Glasses: By pressing this button you can create the glasses of the item in front of you. Eg. You
have the wine bottle item in front of you and you want to create all the glass items of it. The steps
you will need to follow are:
o Go to Configuration→ Materials→ tab Units and there you must create the glass units
necessary for your property (this must be done once).
o Return to Materials→ Items→ Find the item you want to create glasses for and press the
Glasses button. The window that will open in front of you is the following:

The information that you can see is:
Unit Name: The unit name.
Glass Name: The glass name.
Select: Check this check box for all units you want to create glasses.
o

Press the Create Glasses button at the bottom right part of the window.
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The Items window has several useful tabs regarding the item. Let’s see what each one of these tabs does:

Tab Ingredients:
Here you can right click and Add Entry in order to enter the recipe ingredients:

The information that you can enter about each ingredient is the following:
Ingredient: Select the ingredient from the drop down menu.
Unit: Select the ingredient measurement from the drop down menu.
Quantity: Key in the ingredient quantity inside the recipe.

Tab Options:
Here you can right click and Add Entry in order to create the item’s options:

The information that you can enter/edit about each option is the following:
Option: Key in the item option.
Price: Key in the option’s additional price (if there is one).
TIP: Options will appear inside your POS once you press the Option button there.
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Tab Taxation:
Here you can enter the item’s purchase tax percentage. You just right click and Add Entry and then select
the appropriate tax percentage from the already given drop down menu (Purchase Tax).

Tab Prices:
This window is separated in two parts:

On your left you can see the dates on which you purchased the specific item (Date) and the price in which
you bought it (Price) and on your right you can see a purchase price graph (Price Variation Graph).

Tab Levels:
This window is also separated in two parts:

At the top you can right click and Add Entry in order to enter the item’s minimum level of stock, the items’
maximum level of stock and the item’s reorder quantity for a store (involving purchases). The information
that you can enter here is the following:
Store: Select the store you want to set levels for from the drop down menu.
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Min Level: Key in the minimum number of items that your store must have for the specific item and
must never fall under it.
Max Level: Key in the maximum number of items that your store must have for the specific item
and must never go over it.
Reorder Level: Key in the number of items on which you must reorder, once the item reaches it.
Unit: The item unit that must be purchased.
At the bottom part you can right click and Add Entry in order to enter the item’s everyday maximum portion
for sale. The information that you can enter here is the following:
Date: The date on which you want to set the item’s sales availability.
Outlet: The involved outlet.
Portions: Key in the maximum number of portions that you can sell for this item.

Tab Printers:
Here you can right click and Add Entry in order to link the specific item with specific preparation point(s):

The information that you can enter about each preparation point is the following:
Outlet: Select the appropriate outlet from the drop down menu.
Preparation Point: Select the appropriate preparation point from the drop down menu (you can
edit the choices of this menu from Configuration→ Outlets→ tab Preparation).
ATTENTION: The item preparation point overrides the sales group preparation point (in cases of
preparation conflicts).
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PAYROLL:
This window allows you to enter/see/edit your employees’ payroll:

The information that you can enter/see/edit here is the following:
Payroll header/Top part of the window:
ID: The payroll ID (generated automatically by the system once you press Save for the first time).
Document No: The payroll document number (if there is one).
Transaction Date: The payroll transaction date.
Invoice Date: The payroll invoice date (if there is one).
Employee: Select the name of the employee you made the payment to from the drop down menu
(NOTE: Only suppliers marked as Type=Employees will appear inside the choices of this drop
down menu).
TIP: You can also enter your payrolls from the Deliveries window, but there you must be extra careful
entering the Transaction Type as Payroll).
On your right you can see a Print button that gives you a printout of the specific payroll.
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Tab Details:
Payroll Details:
After you have entered the necessary information of the header and you have pressed Save you can enter
the payroll details here. The information you can enter is the following:
Cost Centre: Double click inside this field so that the cost centre tree opens up in a window in
front of you:

As you will see, almost all hotel departments have a group referring to their payroll. Once again
you need to find the correct payroll cost centre and double click on it so that you can select it.
Amount: The payroll amount.
VAT: Select the appropriate VAT percentage from the drop down menu (if there is one).
Tax Amount: The payroll tax amount (if there is one).
Salary: The total salary amount.
TIP: You can use the Tab key on your keyboard to move from one cell to another.

Tab Notes:
Here you can right click and Add Entry in order to enter some notes about the payroll.
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PLACE ORDERS:
This window offers you a quick and easy way to:
See and manage your store’s item stock
See and manage the items you need to order
See and manage the quantity of the items to be ordered
Create the purchase orders and
Send them to your suppliers

In order to use the Ordering window in the best way you must follow the indicated steps:
Step 1: Store and Supplier Selection:
Store: Select the store you want to see information for from the drop down menu.
Supplier: Select the supplier you want to see information for from the drop down menu.
Step 2: Select what to order (Run the report and possibly filter):
The report gives out results by Category, Group and Subgroup and it shows you what you need to order
based on the store condition right this minute.
The information that you can see about each item is the following:
ID: The item ID.
Bin No/Code: The item bin number/code.
Item: The item name/description.
Theoretical: The item stock quantity that you should have right this minute (based on the store
actions made).
Unit: The item unit.
Reorder:
o Level: The item maximum level
o Quantity: The item maximum level minus (-) the theoretical quantity.
On Order: All pending purchase orders; otherwise the item quantity showing on purchase orders
that have not yet been processed.
Should Order: The item quantity minus (-) the on order items.
Excess: This column allows you to modify the Should Order column in cases where you do not
want the system to calculate the final quantity but you want to do it yourself.
To Order: The final item quantity that will be ordered.
TIP: Negative amounts on quantities always turn to zero (0).
Step 3: Select a Form (Optional) & Generate Purchase Order:
1. Press the Form button at the top of the report and select the appropriate form (.xls usually) from
the Windows browser.
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2. Once you select the appropriate form, HART PMS finds the item code and the quantity to order
and it sets them accordingly inside the selected form.
3. Press the Generate button, so that HART PMS:
a. Creates the form, so that you can send the purchase order to your supplier.
b. Creates a new purchase order inside the Purchase Order option. The purchase order
status will automatically be set to Pending (until you go to the Deliveries option and
convert it (Convert button) to Processed/Invoice –more information on that inside the
Items option).
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POS BROWSER:
This window allows you to browse all your POS orders, by entering the desired criteria, in order to find the
information you need to see each time:

Once you enter the POS Browser window you will immediately notice that it is set to search mode by
default (three question marks on your left inside a red frame). What you need to do there is enter the
appropriate POS order criteria (at the top part of the window), so that you can then press Search (or F6)
again and get the desired results. The information/criteria that you can enter is the following:
Outlet: Select the desired outlet from the drop down menu.
Table: Key in the table number.
Order No: Key in the order number.
Status: Select from the drop down menu whether the order is Open, Closed or Void.
Cvr: Key in the number of covers.
Date: Key in the order date.
Opened: This field will later show you the time that the order was opened.
Closed: This field will later show you the time that the order was closed.
Diary ID: This field will show you the restaurant booking ID (if there is one).
Operator: Select the name of the operator from the drop down menu.
Guest ID: Key in the guest ID (the guest who made the consumption).
Guest Name: This field will later show you the name of the guest who made the order.
After you have entered all your criteria you must press Search (or F6) in order for the POS Browser to
search for results. Here’s what the window looks like with the results:
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Tab Items:
By highlighting the order you want to see items for (at the top part of the window), the Items tab brings you
this information:
Item: The item name/description.
Qty: The item quantity.
Price: The item price.
Discount: The amount or percentage of discount the POS Operator has given (if there is one).
Amount: The amount charged (price x quantity).
V: This check box is checked if the order is void.
Operator: The POS Operator name.
Remarks: Any remarks on the order made by the POS Operator.
VAT: The item VAT.
Seq: The order sequence (these are the times that the order was reopened).
Time: The time that the order was made.
Revenue Code: The revenue centre in which the income from this item will go.
NOTE: If the order is a spa therapy you will see the name of the Therapist at the bottom part of this
window.
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Tab Payments:
Here you will say the payment method with which each order was paid:

The information that you can see about each payment is the following:
Guest: The name of the guest who made the payment.
Room: The room in which the order was closed (Room Charge).
Folio: The room in which the order was closed (Folio Charge).
Operator: The POS Operator name who closed the order.
Payment: The payment method.
Amount: The amount paid.

Tab Audit:
POS order that were made in outlets that have a High security level, always give an audit trail in this part
of the POS Browser window; that means that all actions made inside the order (including Save and
Payment) are registered here:

The information that you can see about each action is the following:
Operator: The operator name who made the action.
Date/Time: The date and time that the action was made.
Action: The action itself.
Item/Order: The item involved in the action.
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PURCHASE ORDERS:
This window allows you to:
See all purchase orders generated from the Place Orders option of HART PMS.
Create new purchase orders.

The information that you can see/enter about each purchase order is the following:
Purchase Order header/Top part of the window:
ID: The purchase order ID generated automatically by the system once you press Save for the first
time.
Date: The date on which the purchase order was generated (given automatically by the system).
Supplier: The supplier to whom the purchase order was sent or will be sent.
Store: The store involved.
Status: The purchase order status (Pending or Processed).
Created: The date, time and user of the purchase order registry.

Tab Items:
Purchase Order details:
Item: The item name/description.
Unit: The item unit.
Quantity: The item quantity ordered or to order.
Excess: The purchase order’s excess value (you cannot enter an excess value from here).
Date: The purchase order date and time (generated automatically by the system).
User: The user who made the purchase order (generated automatically by the system).
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QUOTATIONS:
This window is a Quotations Wizard where you can search, see and compare the supplier offers already
entered (inside Materials→ Suppliers→ tab Quotations):

At the top part of the window you can enter the following search criteria:
Quotation Date: The date for which you want to see results.
Quantity: The item quantity for which you want to see results.
Rounding: Makes a rounding of the item quantity.
Right underneath you can select to see results for:
Categories: Specific item categories (just check the desired check box).
Stock Groups: Specific item stock groups (just check the desired check box).
Stock Subgroups: Specific stock subgroups (just check the desired check box).
After you have entered the desired criteria so far, you can go to the two buttons at the top right part of the
window. There you can press:
Filter Items: In order for the Quotations Wizard to show you the items (bottom part of the window)
based on the criteria you have already entered.
Refresh: In order for the window to refresh the item quantities at the bottom part of the window.
Then you can enter more search criteria about the items you are searching for, at the bottom part of the
window. The information that you can see about each item is the following:
Bin #: The item’s bin code.
Item: The item name/description.
Purchase Unit: The item purchase unit.
Quantity: The item quantity needed.
Check the desired check box, at the far left part of each item, so that you can include it in your search.
At the bottom end of the window you can see several buttons that can help you with your actions further.
Let’s see what each one of these buttons does (from left to right):
Edit Item: This button allows you to edit the item you have previously selected (by checking the
check box on its left).
Items: Opens the Items window (empty).
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Set Quantity: Sets all the item quantities to the one you have entered at the top part of the
window.
Select All: Selects all items.
Clear all: Clears all item selections.
Report: Opens up a quotations report with the desired results (based on all the criteria you have
entered inside the Quotations Wizard):

The information on the Quotation Comparison report appears based on Item Category, Stock Group,
Stock Subgroup and Item.
The information that you can see about each offer is the following:
Supplier: The supplier name.
Unit: The item unit.
Quotation: The quoted price.
Free: The free items quantity (if any).
Total Value: The total value of the items (quoted price x quantity).
Quantity: The item quantity needed.
Unit Rate: The unit rate (free items are taken into consideration, therefore are added to the total
quantity and divided by the item price).
Invoice Value: The value that the invoice should have so that the offer is valid.
Discount: The amount or percentage of discount (based on the invoice) The % check box is
checked if the discount is by percent.
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REQUISITIONS:
This window allows you to request items you need for your store:

The information you must enter about each request is the following:
Store: Select the store for which the request will be made from the drop down menu.
Request To: Select the store to which the request will be made from the drop down menu.
Date: The date of the request.
Status: Select the status of the request from the drop down menu.
ID: The unique ID of the request (generated automatically).
Created: The date and time that the request was made (generated automatically).
After you have completed entering all necessary information just press Save.

Tab Items:
Right underneath you must right click and Add Entry in order to add the appropriate items to the request.
The information that you must enter about each item is the following:
Item: Select the item from the drop down menu.
Unit: The item unit.
Quantity: Key in the requested quantity.
After you have completed entering all necessary information just press Save.
The Print button at the top right part of the window allows you to print your requisition.
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STOCKTAKE:
This window allows you to manage your hotel’s stocktake. Once you select the Stocktake option a small
window opens which asks you to select the store you want to see and manage stocktake for:

ATTENTION: The stores marked in green color are the ones that their stocktake is allowed ad hoc (users
can perform the stocktake on any given date). The stores marked in red color are the ones that their
stocktake is not allowed ad hoc (stocktake dates are set from the administrator from Configuration→
Materials→ tab Details).
Once you select the appropriate store and press OK the Stocktake window opens:
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At the top left part of the window (Store) you can see the store for which you requested stocktake
information. You can select a different store by pressing the button with the three dots on your right (…).
At the top middle part of the window (On) you can see the date for which the stocktake will be managed. If
the stocktake dates are already set by the administrator (not allowed ad hoc) you will not be able to change
the date, but you will be able to select specific stocktake dates from the button with the three dots (…) on
your right. If the stocktake dates are allowed ad hoc you will be able to choose the date from the calendar
yourselves.
The information on the report appear by Category, Stock Group, Stock Subgroup and Item. The
information that you can see about each item is the following:
Bin/Code: The item’s bin/code.
Item: The item name/description.
Opening: This is the item’s actual quantity from your last stocktake.
Theoretical: This is what the item’s quantity should be right this moment (This is: Last Stocktake +
Deliveries – Transfers to other stores + Transfers to this store – sales).
Unit: The item stocktake unit.
Bot.: The number of bottles in stocktake (if any-only for drinks).
Glas.: The number of glasses in stocktake (if any-only for drinks).
Actual: This is the actual item stocktake (this field is editable and it is the one you must fill in once
you go to the hotel’s store and actually count the items).
Discrepancy: This quantity is the discrepancy between the actual items minus (-) the theoretical
items.
TIP: By double clicking on any item you can opens its own Items window, see/edit its details or even get
an Audit Trail for the item (relevant button, top right part of the window), so that you are able to see
possible usage mistakes made involving the item.
At the top part of the window you can see four buttons which are very useful. Let’s see what each one of
these buttons does:
Accept Theoretical: Turns the Actual field in the same quantity as the Theoretical field, if the
quantities match in reality (TIP: Usually stocktakes take longer than one day to finish. If you have
finished your stocktake for a specific group of items, you can filter this group -Filter menu optionget its data and by pressing the Accept Theoretical button you can immediately turn the Actual
field in the same quantity as the Theoretical field. This helps you save plenty of time).
Save: Saves the information you have already entered.
Close: Closes the stocktake procedure (after you have finished entering all necessary information
and you are sure that the stocktake is over).
Reopen: In cases when you need to reopen an already closed stocktake, you can press this
button in order to reopen it (ATTENTION: To do this action you will need a password
(Configuration→ Materials) and also what you need to know is that ONLY the last stocktake
window opens. All stocktakes prior to the last one CANNOT reopen).
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SUPPLIERS:
This window allows you to enter and manage all of the hotel’s suppliers:

At the top part of the window you can enter/see/edit the basic supplier information. That is:
Name: The supplier name. If you double click inside this window a Supplier Wizard opens that you
can first check if the supplier already exists. The Supplier Wizard works the same way as all HART
PMS Wizards.
Post Code: The supplier post code.
ID: The supplier ID (generated automatically by the system once you press Save for the first time).
Street: The supplier street address.
City: The supplier city.
County: The supplier county.
Country: The supplier country.
Phone: The supplier telephone number.
Fax: The supplier fax number.
Email: The supplier email.
Website: The supplier website.
Type: The supplier type (ATTENTION: If the supplier is an employee you must definitely enter
Type=Employee here).
VAT Code: The supplier VAT Code (TIP: The supplier window has VAT Code restrictions; that is,
if you try to enter a supplier with the same VAT Code with another, the system does not allow you
to make the entry. This is used to avoid entering the same supplier twice).
Terms: Select the supplier’s payment terms from the drop down menu.
Activity: Select the supplier’s activity from the drop down menu.
Notes: Some notes about the supplier.
Ship to: Select where you want the supplier’s products to be shipped to from the drop down menu.
Nominal: The supplier nominal code (if you have an accounting interface).
The Statement button at the top right part of the window opens up a report where you can see the supplier
transactions during a specific period of time (the supplier history report has the same philosophy as the
sales ledger statement).
The List button gives you a List of all supplier details (Name, Address, Telephone Number, Email, Fiscal
Code etc).
The Suppliers window also has several tabs. Let’s see what each one of these tabs does:

Tab Quotations:
This tab allows you to enter/see/edit the supplier’s offers/quotations:
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At the top part of the window you can enter/see/edit the offer’s basic information:
Reference: The quotation’s reference number.
Submitted: Key in the date on which the offer was submitted to you.
Valid From –To: Key in the dates between which the offer is valid.
Discount: Key in the discount that you will get on the invoice depending on its value (the discount
is either by Percent or Amount which is indicated inside the field on the right).
Contracted: Check this check box if you have a contract about this quotation.
At the bottom part you can enter/see/edit the offer’s details:
Item: Select the item offered from the drop down menu.
Unit: Select the item unit from the drop down menu.
From-To: Key in the dates that the item is valid inside the offer (TIP: The dates are set to the
general validation date of the offer but you can change them if specific items are valid for specific
dates other than the ones indicated previously).
Price: Key in the offered price (per item).
The Item button at the top left part of the window opens up the Items window for the item previously
highlighted.
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Tab Invoices:
Here you can see all invoices issued to the specific supplier (as entered from the Deliveries window):

The information that you can see about each supplier invoice is the following:
Tran. Date: The transaction date.
Invoice No: The invoice number.
Inv. Date: The invoice date.
Amount: The total amount written on the invoice.
Paid: The amount paid to the supplier by the hotel.
Outstanding: The outstanding amount owed to the supplier by the hotel.
Notes: The invoice notes.
On the right you can see five buttons. Let’s see what each one of these buttons does:
Vie Bill: Opens up a report where you can see more details about the selected supplier invoice.
Batch Pay: The Batch Pay button allows you to make payments of supplier invoices. By pressing
this button you can make payments either for specific supplier invoices or spread the payment in
the older ones:
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At the main part of the window you can see all the invoices of the specific supplier that have
balance. The information that you can see for each invoice is the following:
Date: The invoice issue date.
Invoice No: The invoice number.
Invoice Amount: The invoice amount.
Paid: The amount paid.
Outstanding: The outstanding amount.
Pay: Check this check box if you want the payment you will make to go to the specific
invoices.
Notes: The invoice notes.
At the top left part of the window you must enter:
Amount: The payment amount.
Method: Press this button and select the payment method from the list.
Ref: Key in a reference number for the payment.
Notes: Key in some notes for the payment.
At the top right part of the window you can also see several buttons. What they do is:
Filter: It gives you a filter option for the invoices you are searching for in order to pay them
out.
OK: Fulfills the payment of the invoices you have previously selected.
Clear: Clears all selections.
Spread: Spreads the payment you have previously entered in all invoices starting from the
older ones.
After you have completed your batch pay you will see that the relevant payments have been saved
at the bottom part of the Invoices tab (more information follows).
Payment: This option allows you to see the payments you have made by the reference number of
the payment:
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At the top part of the window you can do the following:
Reference No: Key in the payment reference number.
Find: Press this button in order to see (at the main part of the window) which invoices
were paid out.
Print: Press this button in order to have a printout of the window information.
Email: Press this button in order to send the information given via email.
Close: Press this button in order to close the window.
The information given at the main part of this window is the following:
Reference No: The reference number of the payment.
Method: The payment method.
Date: The payment date.
Invoice Date & Number: The invoice date and the invoice number.
Invoice Amount: The invoice amount.
Payment Amount: The payment amount.
Notes: The payment notes.
Not Paid: This button shows all unpaid invoices.
All: This button shows all invoices.
At the bottom part of the Invoices tab you can either see the invoice payments that you made through
Batch Pay one by one (by highlighting the desired invoice) or you can right click and Add Entry in order to
make the payment of the desired invoice directly. The information that you can enter for each payment is
the following:
Date: The payment date.
Reference No: The reference number of the payment.
Amount: The payment amount.
Method: The payment method.
Bank Account: The bank in which the payment was made.
Effective Date: The date on which a cheque will be effective (if the payment method is by
cheque).
Unit: The hotel’s business unit.
Notes: Some payment notes.
Here you can see a Receipt button. You can press this button in order to issue a receipt of the payment
made each time.
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Tab Contacts:
Here you can right click and Add Entry, in order to enter any supplier contact information:

The information that you can enter about each supplier contact is the following:
ID: The contact ID (generated automatically by the system once you save for the first time).
Contact Name: The contact’s surname.
Contact Initial: The contact’s first name.
Address: The contact’s address.
City: The contact’s city.
Zip: The contact’s zip code.
Country: The contact’s country.
Email: The contact’s email.
Phone: The contact’s telephone.
Fax: The contact’s fax number.
Mobile: The contact’s mobile number.
Home: The contact’s home number.
Active: This check box is checked if the contact is active (checked by default).
Main: This check box is checked if this contact is the main supplier contact.
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Tab Discounts:
Here you can enter any discounts that the hotel is entitled to from the supplier:

The information that you can enter about the discount is the following:
From: The date on which the discount starts.
To: The date on which the discount ends.
Generated Revenue: Key in the revenue that the hotel must generate for the supplier in order to
be entitled to the discount.
Discount: Key in the discount percent or amount.
Last field: Select Percent if the discount is by percent or Amount if the discount is by amount
from the drop down menu.
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Tab Unallocated:
This is the place where you can enter any of the front payments you made to the supplier:

The information that you can enter about each payment is the following:
Date: The payment date.
Payment method: Select the payment method from the drop down menu.
Amount: The payment amount.
Bank Account: The bank in which the payment was made.
Effective Date: The date on which a cheque will be effective (if the payment method is by
cheque).
Unit: The hotel’s business unit.
Notes: Some payment notes.
Here you can see a Receipt button. You can press this button in order to issue a receipt of the payment
made each time.
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Tab Stock:
Here you can right click and Add Entry in order to link the specific supplier with specific stock sub groups:

Select the desired sub group from the drop down menu (you can edit the choices of this drop down menu
from Configuration→ Materials→ tab Stock).

Tab Types:
Here you can right click and Add Entry in order to key in all the supplier types –the choices that will be
available inside the Type drop down menu at the top part of the window:
The information you can enter for each supplier type is the following:
Supplier Type: The supplier type description.
Payroll: Check this check box if you want the specific supplier type to be available inside the
Payroll window.

Tab Activities:
Here you can right click and Add Entry in order to key in all the supplier activities –the choices that will be
available inside the Activity drop down menu at the top part of the window:

281

The information you can enter for each supplier activity is the following:
Activity Name: The activity name.

Tab Financials:
Here you can add the supplier’s financial details.
ATTENTION: In order to be able to open up this part of the window, you must have its password
(Configuration→ Maintenance→ Security).

The information that you can enter for each supplier is the following:
Bank: Select the bank from the drop down menu.
Account No: Key in the bank account number.
Branch Code: The branch code of the bank.
Branch Address: The branch address.
Reference No: A reference number for the supplier.
Account Name: The name of the account holder.

Tab Terms:
Here you can right click and Add Entry in order to key in:
a. Top part of the tab: All the supplier payment terms –the choices that will be available inside the
Terms drop down menu at the top part of the window:
b. Bottom part of the tab: The ‘Ship to’ information -the choices that will be available inside the
Ship to drop down menu at the top part of the window:
Payment Terms:

The information that you must enter about each payment term is the following:
Code: A short code for the payment term.
Payment Term: The payment term itself.
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Ship to:

The information that you must enter here is the following:
Code: A short code for the ‘Ship to’
Ship to: The ‘Ship to’ itself.
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SUPPLIERS MERGE:
This window allows you to merge supplier profiles that have been entered more than one times inside the
HART PMS software:

At the top part of the window (from left to right) you can see the following fields and buttons:
Name: Type part of the supplier name that you want to merge.
Retrieve: After you have entered all necessary information you can press the Retrieve button in
order to retrieve information.
Profile: Press this button in order to see the profile window of the supplier you have typed a name
for.
Merge: This is the button that you must press to fulfil the profile merge after you have previously
made all necessary actions.
Exit: Press this button in order to close the window.
Here are the steps you need to follow in order to merge profiles:
7. Type in part of the supplier name.
8. Press Retrieve. Results will appear inside the wide part of the window.
9. Double click on the supplier to be retained. Once you do that the supplier that you selected
appears on the bottom part of the window.
10. Single click on the supplier name to be merged.
11. Press Merge.
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TRANSFERS:
This window allows you to transfer items from one store to another:

At the top part of the window you can right click and Add Entry in order to enter a new transfer. The
information that you can enter about each transfer is the following:
From: Select the store from which the item is transferred from the drop down menu.
To: Select the store to which the item is transferred from the drop down menu.
Date: The date on which the transfer was made.
Requisition: Here you can see if the specific transfer is linked to a relevant request.
Document No: A document number about the transfer (TIP: You can use the transfer ID as a
document number so that you can always keep track of your transfers).
Created: The date and time that the transfer was made as well as the user who made it
(generated automatically).
ID: The transfer ID (generated automatically by the system once you Save the transfer for the first
time).
At the top right part of the window you can see a Print and a Convert button. The Print button gives you a
printout of the transfer’s details.
TIP: Our advice is ALWAYS printing the transfer details. The person who made the transfer and the
person who received it should both sign on the transfer printout, so that problems are avoided.
After you have entered the basic information of the transfer at the top part of the window and pressed
Save, you can go to the Items tab and enter the items included in the transfer.
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Tab Items:
Top part/Items transferred:
The information that you can enter/see about each item is the following:
Item: Select the item from the drop down menu.
Cost Center: The cost center in which the item must be transferred to (in some cases while the
item moves from one store to another, its cost center must be altered also).
Unit: The property business unit.
Department: The property’s department in charge of the transfer.
Unit: The item unit (appears automatically if you have set the item units properly).
Quantity: The quantity of the item transferred.
Price: The item’s last purchase price appears automatically.
The Item button at the top left part opens up the item details of the item previously highlighted.
Bottom part/Recipe breakdown:
If the item you have entered on the top part of the window is a recipe, once you press Save you will be able
to see the ingredient breakdown of the recipe on the right part of the window.
The information that you can see for each ingredient is the following:
Item: The ingredient name/description.
Unit: The ingredient unit appears automatically once you select the item.
Quantity: The quantity of the ingredient inside the recipe.
Price: The ingredient’s last purchase price appears automatically.
The Item button at the top left part opens up the item details of the item previously highlighted.
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FINANCIALS ON HART PMS
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ACCOUNT BROWSER:
This window gives you the opportunity to have an integrated accounting involving:
Your property’s capital
Your property’s active transactions.
You property’s passive transactions.
Your property’s income.
Your property’s costs.

At the top left part of the window you can see two calendars, from which you can select the time span you
want to see Accounts for.
At the top right part of the window you can see several buttons. Here’s what each one of these buttons
does:
Retrieve: Retrieves account information for the period previously selected.
Filter: Gives you the opportunity to filter the results based on specific parameters.
Excel: Exports the results to excel sheet.
PDF: Converts the report to PDF.
Print: Gives a printout of the report.
Remove 0 check box: Removes all zero transactions.
The Account Browser window has three main tabs:
Accounts: The property’s accounts information.
Details: The property’s account details.
Consolidation: The property’s account summary.
Let’s see what these tabs show us one by one:
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Accounts:
The information you can see about each account is the following (from top to bottom for each block of
information):
The property’s business unit.
The department
The account group
The account. For each account you can see:
o Nominal Code: Its nominal code (in cases of accounting interfaces).
o Account: The account description.
o Initial: The initial amount coming for transactions one day previous to the starting day
selected.
o Debit: The debit amount.
o Credit: The credit amount.
o Balance: The account balance.

Details:
If you double click on any of the accounts shown on the Accounts tab, you get its breakdown inside the
Details tab:

(The above screenshot come from an IDS commission account)
The information you can see about each account is the following:
ID: The account ID.
Date: The date the transaction was entered inside HART PMS.
Supplier: The name of the supplier/sales ledger etc.
Department: The department relevant to the transaction.
Debit: The debit amount.
Credit: The credit amount.

Consolidation:
If you select the Consolidation tab and press Retrieve you get a consolidated (summarized) view of the
accounts:
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The information about each account is the following:
Nominal Code: Its nominal code (in cases of accounting interfaces).
Account: The account description.
Debit: The debit amount.
Credit: The credit amount.
Balance: The account balance.
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DIRECT DEBITS:
This menu option opens up a report in which you can see the hotel’s direct debits. You can see the direct
debits either by running date (from the far left calendar -To) or by Direct Debit Date (the calendar on the
right – DD Date).

On the top right part of the report you can see three buttons. Here’s what each one of these buttons does
(from left to right):
Export: Opens up a windows browser through which you can export the report’s information to an
excel sheet.
Cancel DD: Cancels the Direct Debit you have previously selected.
Check: Opens up a new report that you can see by monthly results, so that you can check the
direct debits monthly.
The information that you can see on the Direct Debits report (first report) is the following:
Member Name: The name of the member.
Account No: The bank account number of the member.
Sort Code: The sort code of the bank.
Reference: The bank reference.
Account Name: The bank account name.
Payment: The amount of the payment.
The information that you can see on the Check report (second report) is the following:
Member Name: The name of the member.
Membership: The name of the membership.
Member No: The member number.
Expires: The expiration date of the membership.
Account No: The bank account number of the member.
Sort Code: The sort code of the bank.
Reference: The bank reference.
Account: The bank account name.
Payment: The amount of the payment.
Last Payment: The amount of money that the member paid last.
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SALES LEDGER:
This option allows you to follow all of the property’s guests, companies and agents as sales ledgers. This
means that this window is the place where you can add/edit financial data which are not directly linked to
reservations. The most important aspect of this window though focuses on following all of the debtor’s
debits, credits and balances.
Here’s how the main sales ledger window looks like:

ATTENTION: The information of this window is drawn from Guest and Account Profiles and the financial
data are drawn from reservations.
On the top part of the window you can see the following information:
Name: The sales ledger name (if you double click inside this field the Account Wizard will open so
that you can search for the guest, company or agent you are looking for.
Initial: The guest’s name (if the sales ledger you have searched for is a guest).
Title: The guest’s title (if the sales ledger you have searched for is a guest).
S/L Code: The sales ledger code (if you have a logistic interface code for the specific sales
ledger).
Post Code: The sales ledger post code.
Address: The sales ledger address.
Address Line 2: The sales ledger address line 2.
County: The sales ledger county.
Town: The sales ledger town.
Email: The sales ledger email.
Country: The sales ledger country.
Account: Here you can select whether the specific sales ledger is an S/L Account, a Credit Card
or a Deposit.
Phone: The sales ledger telephone number.
Fax: The sales ledger fax number.
Type: Whether the sales ledger is a Guest, a Company or an Agent.
ID: The sales ledger unique ID (generated automatically).
At the top right part of the window you can see three buttons. Here’s what each one of these buttons does
(from top to bottom):
Letters: Once you press this button a new window opens where you can select templates for
letters and invoices.
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Statement: This window opens a report where you can see all of the sales ledger’s transactions
(debits, credits, outstanding) from a specific point on. Once you press this button a new window
opens where you can select if you want to see a Single or a Multiple Statement:
Single Statement:

On the top part of the statement you can see the starting date from which you can select to see
transactions (Show transactions no older than:). Then you can select to see a Statement or a
Journal view. Check the Outstanding Only check box if you want to see results by the
outstanding amount only or the By Unit check box if you want to see the results by unit.
Right underneath you can see some information about the sales ledger (name, address, town, post
code, country).
The information that you can see for each transaction is the following:
Date: The transaction date.
Invoice No: The invoice number on which the transaction was charged.
Notes: The transaction notes (usually the name of the guest).
Purchase Order: The purchase order for the invoice.
Invoice Amount: The amount of charges shown on the invoice.
Payment: The payment amount.
Outstanding: The outstanding amount.
At the bottom of each pack of information you can see the subtotals of each month and at the
bottom of the report you can see the account totals.
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Multiple Statement:

Here you can see a list of all debtors. The information that you can see for each debtor is the
following:
Account: The name of the account/guest.
Amount: The outstanding amount.
Contact: The contact person of the account/guest.
Phone: The telephone number of the account/guest.
Email: The email of the account/guest.
At the bottom part of the window you can see several buttons. Here’s what each one of these
buttons does:
Clear All: Clears all selections.
Select All: Selects all accounts/guests.
Remove 0: Removes accounts/guests with zero outstanding amount.
Print: Gives a printout of the statement.
Email: Allows you to send the statement by email.
Cancel: Cancels your previous action.
Exit: Closes the window.
Charge: Once you press this button a new window opens where you can enter an extra transaction for
the specific sales ledger:

The information that you can enter for each transaction is the following:
Date: The transaction date.
Invoice No: The invoice number on which the transaction is shown (if there is one).
Amount: The transaction amount.
Notes: Some notes about the transaction.
At the bottom part of the window you can see several buttons:
New: Opens up a new transaction window.
Save: Saves the information you have entered.
Exit: Closes the window.

294

ATTENTION: The amount of transactions that you enter from this window DOES NOT go inside
the hotel income and is usually used in order to enter inside the HART PMS software the debtor
balances from previous softwares used in previous years.
At the right part of the Sales Ledger window you can see several tabs. Here’s what each one of these tabs
shows us (from top to bottom):

Tab Details:
Here you can see some more details about the sales ledger:

At the top part of the window you can see the following information:
Credit Related:
Credit Approval: Select from the drop down menu whether the credit approval of the specific
sales ledger is Pending (not yet decided), Rejected, Granted or in need of a new application
(New App Required).
Credit Limit: Key in the credit limit for the specific sales ledger (for information only).
Applied/Granted: Key in the date that the credit approval application was given to the hotel or/and
the date that the credit approval was granted.
Account Type: Select the account type from the drop down menu.
Activity:
Tax Exempt: Check this check box if the specific sales ledger has tax exemption.
Last Transaction: Here you can see the date of the last transaction made to the specific sales
ledger.
First Transaction: Here you can see the date of the first transaction made to the specific sales
ledger.
Average Collection: The average collection.
Balance: The outstanding amount (charges minus payments).
Charges: The total amount of charges that the sales ledger has made.
Payments: The total amount of payments that the sales ledger has made.
Deposits: The total amount of payments that the sales ledger has made.
At the bottom part of the window you can right click and Add Entry in order to enter some contact details
about the specific sales ledger. The information that you can enter is the following:
Name: The surname of the contact.
Initial: The contact’s first name.
Title: The contact’s title.
Dear: How you want the hotel to address the contact.
Position: The contact’s working position.
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Email: The contact’s email.
Telephones: The contact’s Office, Home, Mobile and Fax numbers.

Tab Transactions:
Here you can see all debtor transactions. These transactions come from invoices issued by the payment
methods considered as debtors:

The information that you can see for each transaction is the following:
Date: The date of the transaction.
Invoice: The invoice number and issue date.
Amount: The amount charged.
Paid: The amount paid.
Outstanding: The outstanding amount (charge minus payment).
Notes: The transaction notes (transactions coming from reservations show the guest name).
P.O. Number: The reservation reference number (if there is one).
Unit: The business unit in which the specific transaction went.
At the right part of the window you can see several buttons. Here’s what each one of these buttons does
(from top to bottom):
View Bill: Opens up a new window where you can see the bill layout for the selected invoice:

At the main part of the window you can see the bill layout itself and at the bottom part of the
window you can select whether to:
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Print: Print the invoice.
Email: Send the invoice via email.
PDF: Convert the invoice to .pdf and save it inside your computer.
Exit: Close the window.
Info: Gives an Information printout of the selected invoice.
Charge: Allows you to issue a debit/credit invoice through the late charge procedure:
How to issue a debit/credit invoice:
The first thing you need to know about debit and credit invoices is that they can be issued after the
issue date of the original VAT invoice. This means that a VAT invoice will already exist.
After you choose the transaction you need to issue a debit/credit invoice for, just press the Charge
button.
Once you press the Charge button, you will be asked for your Logon Password and your Cashier
Number, so that the HART PMS software knows who is going to make the transaction.

After you have entered your credentials and pressed OK the Cash Card window will open, so that
you can issue the debit/credit invoice.

When this window opens, you can already see the Debit line of information, in which you must
select:
Revenue Code: The revenue code concerning the debit/credit invoice.
Amount: The amount of the debit/credit invoice. If your transaction concerns a credit
invoice you need to place a – (minus) in front of the amount. If your transaction
concerns a debit invoice you must only enter the numbers.
Notes: Key in some notes, which will appear on the printed debit/credit invoice.
Press Add Entry.
The Credit line of information will automatically appear. There you must select:
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Payment: The payment method.
Amount: The amount appears automatically as it was keyed in above.
Notes: Key in some notes, which will appear on the printed debit/credit invoice.
Press VAT Invoice.
Delete Entry allows you to delete the selected line of information and Reset allows you to reset
the cash card window and start over.
Transfer: This button allows you to transfer an invoice from one sales ledger to another. The
procedure you need to follow is:
o Select the invoice you want to transfer and press the Transfer button.
o Inside the new window that will open up in front of you key in the name of the account you
want to transfer the invoice to.
o Once the new account appears double click on it so that the invoice is transferred.
ATTENTION: The invoice will appear with a minus in front of its amount inside the sales ledger it
was transferred from and it will appear with the same invoice number and details inside the new
account.
Batch Pay: The Batch Pay button allows you to make payments of invoices. By pressing this
button you can make payments either for specific invoices or spread the payment in the older
ones:

At the main part of the window you can see all the invoices of the specific account that have
balance. The information that you can see for each invoice is the following:
Date: The invoice issue date.
Invoice No: The invoice number.
Invoice Amount: The invoice amount.
Paid: The amount paid.
Outstanding: The outstanding amount.
Pay: Check this check box if you want the payment you will make to go to the specific
invoices.
Notes: The invoice notes (usually the name of the guest).
At the top left part of the window you must enter:
Amount: The payment amount.
Method: Press this button and select the payment method from the list.
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Ref: Key in a reference number for the payment.
Notes: Key in some notes for the payment.
At the top right part of the window you can also see several buttons. What they do is:
Filter: It gives you a filter option for the invoices you are searching for in order to pay them
out.
OK: Fulfills the payment of the invoices you have previously selected.
Clear: Clears all selections.
Spread: Spreads the payment you have previously entered in all invoices starting from the
older ones.
After you have completed your batch pay you will see that the relevant payments have been saved
at the bottom part of the Transactions tab (more information follows).
Payment: This option allows you to see the payments you have made by the reference number of
the payment:

At the top part of the window you can do the following:
Reference No: Key in the payment reference number.
Find: Press this button in order to see (at the main part of the window) which invoices
were paid out.
Print: Press this button in order to have a printout of the window information.
Email: Press this button in order to send the information given via email.
Close: Press this button in order to close the window.
The information given at the main part of this window is the following:
Reference No: The reference number of the payment.
Method: The payment method.
Date: The payment date.
Invoice Date & Number: The invoice date and the invoice number.
Invoice Amount: The invoice amount.
Payment Amount: The payment amount.
Notes: The payment notes.
Search: Searches for specific payments based on their reference number (given automatically by the
system once you make the payment).
Not Paid: This button shows all unpaid invoices.
All: This button shows all invoices.
At the bottom part of the Transactions tab you can either see the invoice payments that you made through
Batch Pay one by one (by highlighting the desired invoice) or you can right click and Add Entry in order
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to make the payment of the desired invoice directly. The information that you can enter for each payment is
the following:
Date: The payment date.
Reference No: The reference number of the payment.
Amount: The payment amount.
Method: The payment method.
Notes: The payment notes.
Unit: The business unit in which the specific payment will go.
Account: The account in which the specific payment will go.
Cheque: The date on which the cheque expires (if the payment is made by cheque).

Tab Activity:
Here you can link a hotel activity with the sales ledger:

Right click and Add Entry in order to enter:
Date: The date on which the activity was entered inside the HART PMS software.
Due Date: The date on which the activity is due.
Action: Key in the action necessary.
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Tab Folios:
Here you can see all guests, company and agent folios (as they are created inside the reservations) and
create folios regardless of reservations:

At the middle part of the window you can see the folios and right underneath you can see the transactions
that the selected folio involves.
Middle part of the window / Folios:
The information that you can see for each folio is the following:
ID: The folioed (generated automatically).
Folio: The folio name.
Active: This check box is checked if the folio is still active.
Balance: The folio balance.
Include in Revenue: This check box is checked if the transactions of the folio are included in the
hotel’s revenue.
Total Account Balance: The hotel’s business unit.
Bottom part of the window / Transactions:
The information that you can see for each folio is the following:
Date: The transaction date.
Revenue/Payment: The revenue centre or the payment made.
Debit: The debit amount.
Credit: The credit amount.
Notes: The transaction notes.
At the right part of this window you can see several buttons. Here’s what each one of these buttons does
(from top to bottom):
Items: If the folio includes charges coming from HART POS, the user can press this button so that
he/she is able to see the items bought by the customer:
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This small window gives the user some information about the customer (name, arrival, departure
and Room No), the order (Order No), the items included in the order (item name, quantity, amount,
date of transaction) and the total of each order.
On its bottom you have some extra choices, like:
o
o
o
o

By Check: If you check this check box and press Retrieve you can see the order as it
appears printed (including its fiscal signature).
Retrieve: Retrieves the information you want to see.
Close: It closes the window.
Print: It gives you a printout of the order.

View: This button offers you a more detailed description on all transactions inside the folio.
Bill: By choosing Bill a new small window appears offering you the choices described below:

Info: For printing an Information printout (this is not a VAT Invoice)
Reprint: For reprinting VAT Invoices already issued or converting them to .pdf files.
VAT: For issuing a VAT Invoice.
Origin: Here you can see the origin of all transactions.
Modify: This is a nice and helpful window if you want to modify all or some transactions inside the
folio. To put it in simple words Modify helps you move transactions around, from one folio
to another, from one room to another and from one account to another.
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On the left part of the window you can see all of the transactions inside the folio. You can see each folio by
ID, Payer and Name and you can also see each transaction by Date, Revenue/Payment and Amount.
On the right part of the window you can see the folios existing inside the booking (Same Room Folios top) and you can also search for folios existing in other rooms (Room field inside the Folio Browser frame
-middle) or other accounts (Account field inside the Folio Browser frame -middle).
Modifying transactions from one folio to another (inside the same booking):
13. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
14. Go to the top right part of the window and place the little hand in front of the folio you want to
transfer the selected transaction(s) to.
15. Press the top arrows that exist in the middle of the window.
16. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Modifying transactions from one room to another:
19. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
20. Go to the middle right part of the window (where it says Folio Browser) and type the room number
in which you want the transaction to go to inside the Room field.
21. Press the Get Folios button on the right.
22. Right underneath, inside the frame that says Available Folios, all available folios of the room will
appear.
23. Press the bottom arrows that exist in the middle of the window.
24. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
Modifying transactions from one folio to another:
19. Go to the left part of the window and check the transaction(s) you want to transfer. Press the
Select All button (at the bottom of the window) if you want to select all transactions or the Clear
All button (at the bottom of the window) if you want to clear all selections.
20. Go to the middle right part of the window (where it says Folio Browser) and type the account name
in which you want the transaction to go to inside the Account field.
21. Press the Get Folios button on the right.
22. Right underneath, inside the frame that says Available Folios, all available folios of the account
will appear.
23. Press the bottom arrows that exist in the middle of the window.
24. Once you get the “Action completed successfully message” you will know that the
transaction(s) have been transferred.
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Split: The Split option works almost the same way as the Modify option. The difference is that
Modify transfers specific transactions whereas Split can split a selected total amount of
transactions by percent or by amount according to what the customer wants.
Let’s take a quick look:

The motif is the same as the Modify window. The only difference is that in the middle of the
window, where you can see the Split Amount frame, you can type an amount or a percentage (by
checking the Percentage box) and split the selected amount to another room or another folio.
The steps you need to follow are:
√

√
√
√
√

Go to the left part of the window and check the transaction(s) you want to split. Press the Select
All button (at the bottom of the window) if you want to select all transactions or the Clear All button
(at the bottom of the window) if you want to clear all selections.
Go to the middle right part of the window (where it says Split Amount) and type the amount or the
percentage you want to split (check the Percentage check box in case you want to split by percent)
Find the folio you want the amount or percentage to be split to.
Press the top or bottom arrows accordingly.
Once you get the “Action completed successfully message” you will know that the split has
been done.
Redo: This option undoes your last move inside the billing, eg. If you have modified a transaction
you can undo this modification.

Tab Unallocated:
This is the place where you can enter any of the sales ledger’s front payments:
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The information that you can enter about each payment is the following:
Date: The payment date.
Payment method: Select the payment method from the drop down menu.
Amount: The payment amount.
Notes: The payment notes.
Bank Account: The bank account of the cheque (if the payment method is by cheque).
Unit: The business unit in which the payment will go.
Cheque Date: The date that the cheque expires (if the payment method is by cheque).
At the top right part of the window you can see several buttons. Here’s what each one of these buttons
does:
Allocate: This button allows you to allocate the unallocated payments:

Once you press this button a new window that shows all unpaid invoices opens. The information
that you can see for each invoice is the following:
Date: The date of the transaction.
Invoice: The invoice number and issue date.
Amount: The invoice amount.
Paid: The amount already paid.
Outstanding: The outstanding amount.
Notes: The invoice notes (usually the name of the guest).
P.O. Number: The invoice reference number.
Unit: The business unit to which the invoice will go.
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At the right part of the window you can see two buttons:
Not Paid: Shows only unpaid invoices.
All: Shows all invoices.
At the bottom part of the window you can see two buttons:
Allocate: Allocates the payment to the invoices.
Close: Closes the window.
Tidy: This button searches for amendments between the unallocated payments and turns them to zero
(0).
Receipt: It prints a receipt for the payment highlighted.

Tab Billing Details:
Here you can see the billing details of the sales ledger:

Specifically you can see:
Billing Name: The full billing name of the account.
Country: The country of the account.
Post Code: The post code of the account.
Address: The address of the account.
County: The county of the account.
Town: The town of the account.
Activity: The professional activity of the account (select from the drop down menu. In order for you
to edit the choices of this drop down menu you must go: Configuration→ Front Desk→ tab
Activities*).
IATA Code: The IATA code of the account.
VAT Code: The VAT Code of the account.
Tax Office: The tax office of the account.
Website: The account’s website.
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Tab Params:
Here you can enter some more parameters of the hotel, regarding the sales ledger:

ATTENTION: These parameters will appear on the sales ledger statement, so that the debtors know which
hotel’s balances the statement involves, who to contact and also the payment terms.
Specifically you can enter:
Hotel Name: The hotel name.
Address: The hotel address.
City: The hotel city.
County: The hotel county.
Country: The hotel country.
Contact Person: The hotel’s contact person for the specific account.
Email: The contact person’s email.
CC Password: The password that the hotel user can use in order to be able to see cc numbers.
Retention (days): The retention days.
CC Single Transactions: Check this check box if you want to see credit card transactions one by
one.
Payment Terms: Key in the payment terms for the debtor balances.
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VOUCHER LINK:
This option is actually a utility that can help you link voucher payments with the vouchers themselves, in
cases that something went wrong during the voucher payment procedure:

What you should do is:
Dates: Select the appropriate dates (From-To).
Retrieve: Press retrieve in order to see the unlinked payments.
Blank field: Key in the voucher code inside the blank field on your right hand side.
Link: Press this button in order to link the payment with the voucher.
The information that you can see about each payment is the following:
Date: The payment date.
Bill Id: The bill id in which the payment exists.
Amount: The amount of the payment.
Guest/Account: The guest or account who made the payment.
Time: The time that the payment was made.
Voucher Code: The code of the voucher.
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VOUCHERS:
This window is used to create/edit vouchers. A similar functionality (only creation though) is available from
the Cashier menu but this screen, being available from Financials, includes more options especially related
to refunding/cancelling which as they affect revenue are not available from the Cashier screen.
Once you select Vouchers the voucher window opens in front of you.

The information that you can see/enter/edit inside this window is the following:
ID: Voucher ID generated by the system.
Code: It can be generated by the system if the configuration in Financials has been set up
accordingly. The code should include numbers only in order to be used with a scanner and
incremented automatically by the system. Please note that the code is given when the user
presses Save. If the Save operation fails and the entry is aborted the code given is lost.
Usage: Voucher Type and Usage. Two level selection made through the Usage button.
Expires: Expiry Date. Calculated automatically based on the settings in Financials→ Vouchers
when the voucher is created. It can be overridden and it is recalculated after a usage is selected, if
different durations have been configured for different types of vouchers in the Configuration
section. Like the code, the expiry date is set automatically when saving the voucher or after
selecting the voucher type (if an expiry interval has been set up for the specific type).
Value: The value attached to the voucher. It is filled in automatically if a default value is configured
for the type of voucher selected.
Paid: The amount paid for the voucher. In the majority of cases, it is the same as the previous field
however when a discount is given or the voucher is complimentary (nothing paid for it) this field
can have a different value.
Notes: Short notes about the voucher.
Postage: Key in the postage fee for sending the voucher to the guest.
Guest: Guest buying the voucher. If a voucher is linked to a guest, then it will appear on their
profile. The link is done through the Guest Browser available by pressing F8.
Payment: Select the voucher’s payment method from the drop down menu.
Status: Status of the voucher. The following values are available, though not selectable by the
user:
o Valid: the default status when a new voucher is created. The voucher remains valid until it
reaches its expiry date or is cancelled or is redeemed.
o Redeemed: the voucher has been used, and the entire value on it, has been used up to
buy services or goods. The system marks a voucher as redeemed automatically when
used. The voucher can be partially redeemed (i.e. part of its value can be used. In that
case the rest of its value remains available for purchases and its status remains Valid).
o Cancelled: the voucher is either refunded or cancelled because it has been lost.
o Expired: the voucher has expired without being used. In that case the system
automatically posts revenue to the revenue code set up in Configuration→ Financials
during the close day of the expiry date. Different revenue codes can be set up based on
the voucher type.
Message: Message to appear on the voucher. This is used when the voucher is printed through a
HART template or an accompanying letter/note has to be printed using HART templates or for
OnLine vouchers.
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Remarks: Key in any remarks regarding the voucher usage.
Issued on: The date of the voucher issuance (generated automatically by the system).
Account: Account to which the voucher is linked. Use this field for complimentary vouchers so that
it is easier to trace their origin.
Entered at: Date and time the voucher was entered in the system. Supplied automatically, cannot
be changed by the user.
By: User who entered the voucher. Supplied by the system, not changeable.
On the right part of the window you can see several buttons. Here’s what each one of these buttons does
(from top to bottom):
Usage: By pressing this button you can select the voucher usage. Since the selection is a two
level process a window comes up from which the user selects Voucher Type and Voucher Use.
Profile: Opens the Guest Profile screen. Used either to create a new Profile with full details if the
voucher is bought by a new guest or to edit/view details of an existing profile.
Reissue: Once you press this button this voucher is reissued.
Cancel: Once you press this button the voucher is cancelled.
Accounts: By pressing this button you can select the account to which the voucher is linked.
The Voucher’s window has one tab and this is the Transactions tab.

Tab Transactions:
This part is non editable and displays the redemptions linked to the voucher. It is created upon voucher
entry and updated whenever redemption takes place. As the system supports multiple redemptions, there
can be more than one line in this area. All fields examined below are non editable.
Code: The voucher code.
Usage: The voucher usage.
Expires: The voucher’s expiry date.
Value: The voucher’s value.
Status: The voucher’s status.
Guest/Account: Guest or Account the voucher is linked to.
Redemptions: Pairs of amount-date that represent transactions the voucher has been used as a
payment form. A redeemed voucher has at least an entry here. An expired voucher has also an
entry after the system posts automatically the revenue upon voucher expiry. A partially redeemed
voucher can have more than one entries in this part.
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CONFIGURATION ON HART PMS
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INTRODUCTION TO CONFIGURATION ON HART PMS:
As you may have already noticed, the HART PMS software is fully configurable in order to fit all properties
needs but also make it easier for the user to work.
The menu, through which you can configure all of your property’s parameters and set the software in the
“easiest for you to use” mode, is the Configuration menu.
The Configuration menu is separated in seventeen (17) windows directly related to the property’s working
stations. These categories are the following:
Accounts
Budget
Facilities
Financials
Front Desk
Functions
Global
Housekeeping
Loyalty
Maintenance
Materials
Memberships
Outlets
Profit & Loss
Report Schedule
Reservations
Services
Translation
This part of the manual gives you a detailed description of all the Configuration windows.
ATTENTION 1: Tabs with an asterisk (*) ARE NOT master detailed; that means they are not related to the
main part of the window.
ATTENTION 2: Fields inside the tables appearing in grey colour involve buttons inside the HART PMS
software.
Let’s see what each one of the Configuration windows can do:
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ACCOUNTS:
This section is used to configure the Sales & Marketing account attributes. Items like market segments and
account types as well as others related to sales manager activities are set up here.
The main window contains the market segments. The system comes with a number of pre-loaded entries.
Their fields are explained below:
Field
Order
Code
Segment
Name

Charging
Properties

Other
Properties
Consolidation

Usage
Order in which the market segment (base node) appears in the rate tree. If not set
up, the rate tree displays market segments alphabetically.
Market segment 3 digit code. Used in some reports as an abbreviated form.
The full name of the market segment.
Based on their relationships with revenue and rate plans, market segments belong
to 3 categories (selected from the relevant radio box)
Chargeable: Revenue posted to a paid market segment corresponds to real
revenue generated from business.
Complimentary: Revenue posted to a complimentary market segment will
never materialise as it represents services offered to guests for free.
Normally one complimentary segment should be enough.
House: Similar to complimentary, only used for services used by staff.
Active: Check to activate a market segment (this is the default option). It allows to
disable the use of a market segment as the system will not allow its deletion if
statistics are linked to it. Pickup: Check this check box if the segment will be
included on the report segment pickup (forecasting).
A code used to consolidate statistics, most often used in hotel group configurations.

TABS:
SUB SEGMENTS*:
This tab contains a finer division of the market segments. As two market segments can have a similar sub
segment, the second part of this tab links segments to sub segments. The system comes with a number of
pre-loaded sub segments.
Field
Code
Sub segment
Name
Active
Consolidation
Field
Linked
Segments

Usage
Market sub segment 3 digit code. Used in some reports as an abbreviated form
The full name of the market sub segment
Check to activate a market sub segment (this is the default option). It allows to
disable the use of a market sub segment as the system will not allow its deletion if
statistics are linked to it.
A code used to consolidate statistics, most often used in hotel group configurations.
Usage
List of segments to which the sub segment created in the previous part can belong,
e.g. the sub segment Internet bookings can belong to either Leisure or Business
segments. In that case both segments should be listed to the right of the Internet
bookings sub segment
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CATEGORIES*:
This tab contains the categories of rates. This is another division of the market from the rate plan point of
view.
Field
Code
Rate
Category

Usage
3 digit code. Used in some reports as an abbreviated form.
The name of the rate category. Typical entries include Corporate, Web etc.
Check to activate a rate category (this is the default option). It allows to disable the
use of a rate category as the system will not allow its deletion if statistics are linked
to it.
A code used to consolidate statistics, most often used in hotel group configurations.

Active
Consolidation
TYPES*:

This tab contains the definitions of the account types otherwise known as Standard Industry Classification
codes. The codes are pre-loaded from the installation.
Field
Code
Account
Type
(Industry)

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the account type.

RATINGS*:
This tab contains the definitions of the account ratings i.e. the different levels of importance an account has
for the property. A number of entries are pre-loaded from the installation.
Field
Code
Account
Rating

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the account rating.

SOURCES*:
This tab contains the definitions of the business sources i.e. the origin of a booking. A number of entries
are pre-loaded from the installation.
Field
Code
Business
Source
IF Code
Web Default
Active

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the business source.
The interface code for the specific business source.
Checked if the business source is default on the web.
Checked if the business source is active.

COMPETITION*:
This tab contains a list of competitive properties. Used in tracking down lost business.
Field
Code
Competition
Weight

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the competitor business.
A percentage of the competitor’s importance (total should be 1000)
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CREDIT *:
This tab contains the definitions of the account ratings i.e. the different levels of importance an account has
for the property. A number of entries are pre-loaded from the installation.
Field
Code
Credit Status
Credit
Granted

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the credit status.
Check this check box if the specific credit status is considered as granted.

POTENTIAL*:
This tab contains the definitions of the account potential productivity i.e. the amount of business produced
in terms of room nights or conferences booked over a period of time usually yearly. A number of entries are
pre-loaded.
Field
Code
Potential

Type

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the potential productivity normally expressed as x number of room
nights pa (per annum = yearly).
There are two types of productivity potential selected from a drop down list that can
have 2 values:
Bedrooms: Room productivity
Events: Event productivity

ACTIVITIES*:
This tab contains the definitions of Sales activities related to accounts i.e. what are the different purposes a
sales manager can fulfil during their work. A number of entries are preloaded.
Field
Code
Activity
Include On
Diary
Transfer to
next day

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the activity.
Check if the activity should be displayed on the Office Diary.
Check for the activity to be automatically transferred (during Close Day) to the next
day if not marked as done during the day.

CONTACTS*:
This tab contains the definitions of business contact characteristics i.e. importance of contacts and
demographics. A number of entries are pre-loaded. There are two parts in this section: Contact Roles and
Demographics.
The contact role definition deals with the role a contact can play for the business. Typical entries include
booker, influencer etc.
Field
Code
Role

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the role.

The contact demographics definition provides additional information about the contact such as position
their company or function. Typical entries include managing director, training etc.
Field
Code
Demographics

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the additional information (demographic).
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EMAIL LISTS*:
This tab contains the set up of email lists that can be used during email shots. It is divided in two parts, the
list name and the recipients for each list.
Field
Email list

Usage
The name of the e-mail list.

Field
Email
Name

Usage
E-mail address of the recipient.
Name of the recipient.

ACTIONS*:
This tab contains the set up of the marketing actions taken by the Sales Team.
Field
Code
Marketing
Action

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the marketing action.

METHODS*:
Field
Communication
Name
Code

Usage
A description of the communication method.
A code for the communication method.
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BUDGET:
This is the part of HART PMS where you can enter your property’s budget. The data entry in this window is
as easy as an Excel sheet:
At the top part of the window you can see a calendar and four (4) buttons. This is what they do:
Year: You can select the year for which you want to enter the budget figures or see already
entered ones.
Retrieve: After you have selected the year, you must press this button to retrieve the data.
Save: Saves the data you have already entered.
Print: Prints the budget window, so that you can have a printed layout for it.
Recreate: This button refers only to the Room nights, Revenue and Average Rate part of the
budget as it can redesign the whole window based on any changes you have made to the
property’s business segments (Configuration→ Accounts). You should be really careful as to when
you press this button. You should only press it before you enter any data inside the budget, as it
deletes all existing fields and creates new ones. Therefore you should only press it before you start
entering any budget data.
At the top part of the window you can also see four (4) tabs. These are:
P&L: The budget figures as they will appear inside the Profit & Loss report.
Room nights: The budgeted room nights per business segment.
Revenue: The budgeted revenue per business segment.
Average Rate: The average rate per business segment (this part of the budget is calculated
automatically based on the entered room nights and revenue).
Depending on what you want to enter/see you must select the appropriate tab.
The first thing you will need to do once you open this window (regardless of the tab you will work on) is
select the Year on the top left part of the window and press the Retrieve button. Once you do that the
information of the year selected will appear in front of you:
If you have not entered any data for the budget, the ‘excel type’ fields will be empty. What you will need to
do is just enter the data and press Save.
Now let’s take a quick look at the tabs one by one:
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P&L:

The P&L part of budget is configured exactly as you want it to appear inside the Profit & Loss (you can set
it up at Configuration→ Rofit & Loss) and is separated in three (3) big parts:
Statistics (room & stay info)
Revenue (per financial department)
Expenses (per financial department)
At the top part of the main window you can see the months of the year in short codes, I.e. JAN for
January, FEB for February and so on.
At the far left part of the main window you can see some Statistics of your property in the beginning and
then all of the property’s revenue and cost centres, as well as payroll.
What you need to do is just enter the budget amounts by month and then press Save.
TIP 1: You can move from one cell to another by pressing the Tab key on your keyboard.
TIP 2: Due to the fact that this window includes a great deal of information do not forget to save your data
as many times as you can (by pressing the Save button, not the F3 shortcut).
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Room nights*:

Here you can see the budgeted room nights per segment, per unit, per month.
At the top part of the main window you can see the months of the year.
At the far left part of the main window you can see the business segments (and sub segments if they exist)
of the property.
What you need to do is just enter the figures by month and then press Save.
TIP 1: You can move from one cell to another by pressing the Tab key on your keyboard.
TIP 2: Due to the fact that this window includes a great deal of information do not forget to save your data
as many times as you can (by pressing the Save button, not the F3 shortcut).
TIP 3: If you have made any changes to the property’s segments or/and sub segments, you must press the
Recreate button before you start entering the data.
Revenue*:

Here you can see the budgeted accommodation revenue per segment, per unit, per month.
At the top part of the main window you can see the months of the year.
At the far left part of the main window you can see the business segments (and sub segments if they exist)
of the property.
What you need to do is just enter the figures by month and then press Save.
TIP 1: You can move from one cell to another by pressing the Tab key on your keyboard.
TIP 2: Due to the fact that this window includes a great deal of information do not forget to save your data
as many times as you can (by pressing the Save button, not the F3 shortcut).
TIP 3: If you have made any changes to the property’s segments or/and sub segments, you must press the
Recreate button before you start entering the data.
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Average Rate*:

Here you can see the budgeted average rate per segment, per unit, per month.
These figures are calculated automatically based on the entries you have made previously inside the
Room nights and Revenue tabs.
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FACILITIES:
GOLF COURSE:
This section is used to configure golf courses. Each entry can represent either the entire course (e.g. a 18
hole course) or a part of it (a 9 hole subset of the main course). If the course can be booked separately as
first and tenth tee, all three entries (entire course, first tee and tenth tee) should be listed as if they were 3
separate courses.
Field
Course
Password
Business
Unit
Part of

Scheduler

Usage
Course name, typical entries include 18hCourse,First Tee etc.
Password needed to access the Start Sheet scheduler.
The business unit the facility belongs to. This field is relevant in multiple business
unit scenarios.
This is relevant for a division of a course. A first tee sub-course belongs to a course
which should be listed in this field. For a main course this field should be left blank.
Failing to set up this field properly might cause double bookings (i.e. booking the
main course and the first tee at the same time).
This option allows you to schedule your golf course. For more information on how to
setup your gold course, please visit the relevant manual (‘How to setup a golf
course’).

TABS:
NOTES:
This section is used for the configuration of notes that appear on the Start Sheet screen. The notes in this
section are sorted in a reverse chronological order, so that the most recent (or future) come first.
Field
Date
Note

Usage
Date of the note
Note

TYPES*:
This section is used to configure the different types of tee time bookings. The most common types have
been added during the setup. Preparing the start sheets is a process involving the following steps:
A booking type is assigned at each time slot
Certain time slots are closed for different reasons. To simplify the process a Closed booking type
has been created.
There is a certain level of compatibility between booking types. As this is different per property, the
compatible types are set up in this section
After the above have been set, bookings can be put on the Start Sheet.
To configure the booking types there are two separate areas on the screen. In the first, the users define the
reservation types. In the second each reservation type has its compatible types listed.
Field
Code
Reservation
Type

Available to

Status

Usage
3 digit abbreviation for reports.
Name of the reservation type.
A number of check boxes to set the availability for different categories of people:
Guests : Available to hotel guests
Members: Available to members only
Functions: Available though a function booking (normally societies, matches
and corporate events)
Combinations are allowed, while the Closed type (see above) is by default the type
unavailable to all (all tick boxes unchecked).
Protected field set by the system. If all tick boxes are unchecked, it is set to Closed
while if even only one tick box is checked, it is set to Available.
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Each reservation type has a list of compatibilities. As stated earlier, each time slot is assigned to a
reservation type. Only the same reservation type and the compatible ones –as set by the user- can book
that time slot. Compatibilities are set for each of the reservation types in the second part of this screen
Field
Compatible
types
Validation

Usage
Select a compatible type from the drop down list of the reservation types.
Compatibility can be unconditional or protected by a password. The password used
is the same as the one needed to access the scheduler.
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RESTAURANT:
This section is used to configure restaurant facilities. Tables and time slots are among the items set up
from this screen. Understanding the options available is vital in managing a good use of the Restaurant
Diary.
Field
Restaurant
Name

Diary Layout

Password
Business
Unit
Seating

Amber

Allocation
(Slots)

Rules
(Rooms)
Online Stop

Times

Yield

Layout

Usage
The name of the restaurant. If the same restaurant is used for more than one
service, i.e. for both lunch and dinner, still only one entry is needed as the services
are contained as detailed information (see below).
This selection affects the restaurant diary layout. There are two options:
• Service tracking: Allows for tracking of service by time. It tracks down the
exact time each interaction between the guest and staff takes place (i.e.
when the order was taken, when the wine was served etc.).
• Booking list: A list of bookings with information about them without any time
tracking facility. An afternoon tea list is available as well in this layout.
The password that is required to access the restaurant diary.
The business unit the facility belongs to. This field is relevant in multiple business
unit scenarios.
The seating allowed time in minutes.
The system uses a traffic light metaphor to represent occupancy level at every time
slot. In order to achieve a better picture, an amber level (percentage of occupancy)
can be set, so that, when this level of occupancy is reached, the time slot appears
as amber instead of green. In this way, it is easier to manage the distribution of the
restaurant bookings.
Checking this field allows the users to configure table allocation depending on time
i.e. each table is setup to be available at specific times. This achieves a strict seating
of people at the restaurant as specific tables are available at specific times. This
option affects the drop down list of available tables from the restaurant booking
screen, as only the tables available at the time selected in the booking screen
appear.
Checking this field allows specific tables to be booked as part of a room booking, i.e.
the operator taking a room booking can assign a table at the moment of the booking.
Online cover cut off.
Click on this button to create time slots. Each time slot can be booked by a number
of people as specified in capacity. The increment refers to the interval between the
time slots. When a new set of time slots is created, any previous overlapping ones
are removed. Using the capacity tab (coming later in this document), the users can
fine tune or change the entries created by this process.
This button activates the Table Yield planner. This is a utility that aims to guarantee
restaurant tables for the residents of the hotel first as opposed to the outside visitors.
To achieve this, a number of tables reserved for the hotel guests are set up and
monitored from the Restaurant Diary.
The utility works on a yearly basis. After selecting the year (defaults to current year),
the users click on Retrieve to get the existing allocation of tables to hotel residents.
By specifying a table number, they can set this number to any cell they click on
(each cell represent s a day). This number then becomes the number of tables
allocated to residents for that day.
The Wizard button allows the users to work on a period and specific days of the
week, in order to implement rules like all the weekends of July.
Once changes are made, to save them, click on Save.
This button activates the Layout Designer. This is a utility that creates a table plan of
the facility. It uses the tables created in the tables tab (see below) but new tables
can be added from this screen using the Add button. Once the table is added, it has
to be Saved (using the Save button) and then it can be positioned on the plan by
using the ‘Position’ button.
Positioning is achieved by means of drag and drop while if a table is no more used, it
can be deleted with the use of the ‘Delete’ button.
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TABS:
OPERATION:
This section is used to configure the operating times of the restaurant facilities (middle part of the window)
as well as its table configuration (bottom part of the window).
The times entered here affect the availability of time slots in the restaurant diary based on the date as well.
Field

From Time
To Time
Next Day

Usage
The period for which operation is to be defined. There is a drop down list from which
values like Weekend or Midweek can be selected.
Starting date. This has to be defined only if there are going to be different operating
times at different times of the year. Otherwise it can be left blank.
Ending date. This has to be defined only if there are going to be different operating
times at different times of the year. Otherwise it can be left blank.
Opening time of the facility.
Closing time of the facility.
Check this field if operation extends after midnight.

Field
Configuration
From
To

Usage
Key in the table configuration.
Starting date of the configuration.
Ending date of the configuration

Day/Period
From Date
To Date

TIMES:
This section is used to configure the time slots and people capacity of the restaurant. If there is a pattern
i.e. 15 minute slots between 12:00 and 14:00 for lunch with 6 people per slot, the time slot utility accessible
from the ‘Times’ button (see first table of this document) should be considered. In any case, this tab can be
used to manually configure those time slots, either by entering them one by one or by editing what has
been created through the ‘Times’ utility.
Field
Time
Capacity
Configuration

Usage
Select the time slot from the drop down list of times
Number of people that can arrive at this time slot
Select the table configuration from the drop down menu

SERVICES:
This section is used to configure the services available at the restaurant along with the operating times for
that specific service.
Field
Available
Services
Period
From
To

Usage
Select the service from the list of all services.
Select the day ranges from the drop down menu.
Select the starting time of the service from the drop down list of times.
Select the ending time of the service from the drop down list of times.

SECTIONS:
A restaurant can be divided in several sections. This tab contains the section definitions. Sections are
depicted in the layout enabling to split the restaurant in parts for better monitoring. This division is optional
and its absence has no bearing on the function of the Restaurant bookings or diary.
Field
Code
Section

Usage
3 digit code used in some reports.
Name of the restaurant section.
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TABLES:
This section is used for the configuration of tables. This task can be either done from the Layout Designer
(as explained in the first table at the beginning of this document) or from this section.
Field
Section
Setup
Table
Pax
All Tables
Clear All
This Table
Clear This

Usage
Section where the table belongs to (as it has been explained in the Sections part,
sections are optional).
Select the table setup from the drop down menu.
Table number (or name).
Number of people for the table.
Click on this button to create time allocation for all the tables that have been added
to the system for this facility. Whenever this button is pressed any previous
allocations are cleared.
Clear existing time allocations from all tables.
Click on this button to create time allocation for the tables that is currently selected.
Whenever this button is pressed any previous allocations for this table are cleared.
Clear existing time allocations from the selected table.

The table on the right contains the time allocations for the selected table.
Field
Time

Usage
Time allocation (one of the available time slots for the restaurant as created in the
capacity section, selectable from a drop down list).

BLOCKS:
This section is used for the configuration of block times, i.e. time periods during which the restaurant will
not be available to be booked. The blocks in this section are sorted in a reverse chronological order, so
that the most recent (or future) come first.
Field
Date
Times

Usage
Date of the block.
Starting and ending times of the block.

NOTES:
This section is used for the configuration of notes that appear on the restaurant diary screen. The notes in
this section are sorted in a reverse chronological order, so that the most recent (or future) come first.
Field
Date
Note

Usage
Date of the note
Note

SETUP:
This section is used for the setup of the restaurant sections. It is separated in two parts. The first part (left)
is where you configure the setup name and the second section (right is where you configure the seating
times.
Field
Code
Setup

Usage
A 3 digit code for the setup
The setup name

Field
From
To
Time (min)

Usage
The starting time of the seating
The ending time of the seating
The seating time interval (in minutes).
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TRACES*:
This section is used for the configuration of restaurant traces. They are used in conjunction with a
restaurant/room booking in order to provide more details about how a guest’s stay is linked to the
restaurants. Normally restaurant traces provide additional information regarding a guest’s usage of
restaurant facilities and are part of the restaurant section of the room booking. Some example entries
include ‘Guest will have room service’, ‘Guest dining out’ etc. As the usage of this section is entirely
optional there are no entries made by the set up software.
Field
Trace
Include
in
Prayer Sheet

Usage
Trace definition.
Check if the selected trace should be printed on the prayer sheet.

LOST BUSINESS*:
This tab contains the reasons why business can be lost. By the term ‘lost business’ three occasions are
meant:
Cancellations: Initiated by the guest on an existing booking
Turned Down: Initiated by the hotel which for some reason did not take a booking
This section is used to set up reasons for any of the above occasions.
Field
Code
Lost
Business
Reason

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the lost business reason.
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SPA/FITNESS:
This section is used to configure Spa and Fitness facilities. Treatments, therapists and classes are among
the items set up from this screen. Understanding the options available is vital in managing a good use of
the Spa/Fitness Diaries.
Field
Facility
Type
Diary
Password
Unit
Rota Interval
Rota
Password
Lead
Max Tr.

Times

Rotas

Usage
The name of the facility.
There are two types of facilities that can be set up: Spa and Fitness.
The password that is required to access the facility’s diary.
The business unit the facility belongs to. This field is relevant in multiple business
unit scenarios.
There are two options for setting rota intervals:15 minute and 30 minute slots.
The password that is required to access the facility’s rota planner.
The number of days prior to the class, that someone can book a fitness class online.
The maximum number of people that the specific facility can book, so that the web
booking engine stops selling.
Click on this button to create time slots on the spa diary. Each time slot is separated
by the next one by 15 minutes (default – not configurable). When a new set of time
slots is created, any previous overlapping ones are removed. The number of
therapists present on each day defines how many people can be scheduled to have
a treatment at any given time.
This button activates the Rota Management utility. This is a total redesign compared
to previous versions as it incorporates all the personnel management related
features including Master Rotas, Weekly planners, rotas and blocks. It also includes
some new features which assist the operator with resolving issues due to user
errors. The rota Management is an entire mini-application and it is described in a
separate document.

TABS:
OPERATION:
This section is used to configure the operating times of the spa/gym facilities. The times entered here affect
the availability of time slots in the diary based on the date as well.
Field
Day/Period
From Date
To Date
From Time
To Time
Next Day

Usage
The period for which operation is to be defined. There is a drop down list from which
values like Weekend or Midweek can be selected.
Starting date. This has to be defined only if there are going to be different operating
times at different times of the year. Otherwise it can be left blank.
Ending date. This has to be defined only if there are going to be different operating
times at different times of the year. Otherwise it can be left blank.
Opening time of the facility.
Closing time of the facility.
Check this field if operation extends after midnight.

TIMES:
This section is used to configure the time slots at which treatments or classes can be scheduled. There is a
15 minute interval between time slots, so using the time slot utility accessible from the ‘Times’ button (see
first table of this document) should be used. In any case, this tab can be used to manually configure those
time slots, either by entering them one by one or by editing what has been created through the ‘Times’
utility.
Field
Time
Capacity

Usage
Select the time slot from the drop down list of times
Select the room capacity from the drop down menu.
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SERVICES:
This section is used to configure the treatments and classes available at the facility along with the
operating times for that specific service.
Field
Treatment/Class
Max/Day
From
To
(Class)
Limit

Usage
Select the treatment or class from the drop down list provided.
Maximum number of the specific treatment or class that can be provided in the
entire facility.
Select the earliest time the treatment/class is available. If not specified, it is
assumed that it is available during the entire operating period of the facility.
Select the latest time the treatment/class can be delivered. If not specified, it is
assumed that it is available during the entire operating period of the facility.
Check this field if the service in question is a fitness class.
If the class check box is ticked, this field defines the maximum number of people
who can attend this kind of class.

Spa treatments often rely on equipment in order to be delivered. The second part of this section links each
treatment to the equipment needed for it to be carried out. It makes sense to link only equipment which is
subject to limitations i.e. due to the fact that several treatments depend on a certain piece of equipment
from which there are only 2 units, no more than 2 of those treatments can be delivered simultaneously
without the availability of rooms or therapists being a factor in this case.
Field
Equipment
Field
Membership
Excluded

Usage
Device needed to deliver the treatment under question. The equipment is
configured in the Equipment* tab (see below).
Usage
Select the membership excluded from the specific spa/fitness service from the drop
down menu.
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CLASSES:
This section contains the class schedule for the facility. This schedule is not specific to any date, it is used
as a template in order to create daily/weekly/monthly class schedules using the wizard provided (see table
below).
Field
Day
Class
Studio/Room
From
To
Max

Wizard

Usage
Day of the week, as selected from the drop down list.
Class type as selected from the drop down list. This list includes the services
configured to be classes (see description of the Service tab).
Location where the class takes place. Selected from a drop down list which includes
the rooms (see Rooms* tab) configured as Studios.
Time the class starts.
Time the class finishes. Not settable by the user, it is set up automatically based on
the duration of the class as defined in the Services section.
Maximum number of people who can attend the specific class.
The class scheduling wizard. It includes the following functionality:
Period: Select the period for which classes have to be scheduled. On
opening the screen, the system sets the dates to a month later from today.
All the activity which takes place on this window is always related to the
period defined by these two date fields.
Below the period fields, there are three tabs that contain the following data:
Templates: The templates as configured in the Classes section of the
configuration. They are used as the source from which the class schedule
for the period selected above is created.
Scheduled: The classes that have been already scheduled for the period in
question. The system will not allow any changes to dates that already
contain classes from this wizard; the users will have to use the Fitness
Diary instead. This action is taken to protect the users from a careless
overwriting of existing classes.
Scheduling: This is the result of copying the templates to the specific time
period, i.e. Monday’s template will be copied to all the Mondays included in
the period selected. If classes have already been scheduled for any of the
days contained on the Scheduled tab, these days will be removed from this
tab. This action is invoked by clicking on the Schedule button.
Suggest: Once the Schedule button has been pressed, and the templates
have been copied to the period in question, the Suggest button populates
the trainer field based on rotas and what each trainer can do. This saves
time as the users do not have to manually assign a trainer to each class.
Save: This button creates the classes from the content of the Scheduling
tab.

SECTIONS:
A spa facility can be divided in several sections. This tab contains the section definitions.
Field
Code
Section

Usage
3 digit code used in some reports.
Name of the restaurant section.

NOTES:
This section is used for the configuration of notes that appear on the spa/fitness diary screen. The notes in
this section are sorted in a reverse chronological order, so that the most recent (or future) come first.
Field
Date
Note

Usage
Date of the note
Note
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ROOMS*:
This section is used for the configuration of treatment rooms and/or class studios. This configuration is
carried out in three steps as explained in the following tables:
The first step includes the basic data for the room/studio.
Field
Code
Room
Colour
(Active)
(Studio)

Usage
3 digit code used in some reports.
Name of the treatment room/studio.
Colour used in diaries for the room/studio.
Uncheck this field if the room is not used anymore. Do not delete it or change the
name as this will affect previous statistics and diaries.
Check this field if the room is a studio used for classes. This is the way a studio is
differentiated from a treatment room.

The second step includes the operation times for each room so that usage statistics can be derived.
Field
Dates

Usage
Period for which the operation time is created. It includes two dates, a starting date
and an ending date.

Days

Days of the period for which the operation time is created. This option allows the
setting of different operation times between midweek and weekend.

Times

The actual operation interval. It includes two times, a starting time and an ending
time.

The third step configures the services (treatments or classes) that can be delivered in each room/studio.
Field
Facility

Selector

Usage
Select the facility this room is part of.
To increase the flexibility of the configuration there are three options in setting up
services as defined by this drop down selector:
All Services: All services linked to the facility (from the Services tab)
become available to this room. No need to fill any information in the next
field (it will be ignored if completed).
Only: Only the service selected in the next field becomes available to this
room.
Except: The service selected in the next field is NOT available to this room.
A combination of different selector values is common in the configuration e.g. by
using ‘All services’ with some ‘Except’ services, the rule ‘all treatments except these’
is implemented.
For a room where a small number of specialised treatments are available, a set of
‘Only’ entries will achieve the desired effect.

Service

The service (treatment or class) that combines with the selector in order to
implement availability rule (see previous field).
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PERSONNEL*:
This section is used for the configuration of therapists and/or trainers. This configuration is carried out in
three steps as explained in the following tables:
The first step includes the basic data for the therapists/trainers. By default only the active therapists are
displayed. The full list can be obtained by clicking the ‘Show All’ button.
Field
Code
Name
Colour

Order

(Active)
Show All

Usage
3 digit code used in some reports.
Name of the therapist.
Colour used in diaries for the therapist/trainer.
This order is used by the system when it suggests therapist for a treatment. If the
users want to schedule a treatment for a specific time without selecting a therapist,
the system will go through the availability of the therapists working on the day based
on the order defined here. If no order is defined or for therapists having the same
order number, an alphabetical search takes place.
Uncheck this field if the therapist does not work for this facility anymore. Do not
delete it or change the name as this will affect previous statistics and diaries.
Click to view all therapists (even ones who are not active anymore).

The second step configures the services (treatments or classes) that can be delivered by each
therapist/trainer.
Field
Facility

Selector

Usage
Select the facility this therapist works for.
To increase the flexibility of the configuration there are three options in setting up
services as defined by this drop down selector:
All Services: All services linked to the facility (from the Services tab) can be
delivered by the therapist. No need to fill any information in the next field (it
will be ignored if completed).
Only: Only the service selected in the next field can be delivered by the
therapist.
Except: The service selected in the next field cannot be delivered by the
therapist.
A combination of different selector values is common in the configuration e.g. by
using ‘All services’ with some ‘Except’ services, the rule ‘all treatments except these’
is implemented.
For a therapist delivering a small number of specialised treatments, a set of ‘Only’
entries will achieve the desired effect.

Service

The service (treatment or class) that combines with the selector in order to
implement an availability rule (see previous field).

The third step configures the therapist’s room order of preference. It is taken into account by the treatment
wizard when it suggests therapist and room for a specific treatment.
Field
Date
Room

Usage
Select the date.
Select a room from the drop down list

Preference

Order of preference that corresponds to the selected room.
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STATUS*:
This tab contains the booking status for treatments and classes. It also lists the different symbols that
appear on top of every treatment box on the spa diary.
Field
Status

Usage
Booking status

Colour

Colour which is used on the spa diary to identify the status.

LOST BUSINESS*:
This tab contains the reasons why business can be lost. By the term ‘lost business’ three occasions are
meant:
Cancellations: Initiated by the guest on an existing booking
Turned Down: Initiated by the hotel which for some reason did not take a booking
This section is used to set up reasons for any of the above occasions. The set up software creates a
number of entries which are common among spas and gyms.
Field
Code
Lost
Business
Reason

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the lost business reason

BLOCKS*:
This tab contains the definitions of blocks (parts of a therapist’s shift during which no treatments can be
delivered). Each block is either an alternative usage of the therapist’s time (i.e. Reception, Opening the
facility) or a break during their shift (coffee or lunch break). A therapist’s rota can include several blocks,
which normally are the same for each type of shift (i.e. morning opening) which is why the system provides
for a block template used in master rotas. It includes several blocks combined together so that the users do
not have to add the same blocks time and again. The usage of block templates is optional, so while the
system adds single blocks during the set up, it does not add any templates.
The whole process is carried out in three parts:
In the first part the single blocks are set up:
Field
Code
Description
Colour
(Retain)

Usage
Block code. Used in some reports as an abbreviated form.
Description of the block.
Colour used on the spa diary to represent the block.
Check this field if a change in the therapist’s rota should not change the blocks. This
is useful for Holiday blocks when making changes to a period that includes a holiday
would normally remove all blocks and copy the new ones. Blocks that are marked as
retained are unaffected by rota changes for the period they are scheduled.

In the second part the block template names are set up:
Field
Block
Template
Single Block

Usage
Name of the block template.
Select the single block from the drop down menu.

In the third part the individual blocks that are part of each template are set up:
Field
Block
From
To

Usage
Select each component of the block template from the drop down list of the
individual blocks.
Starting time of the block.
Ending time of the block.
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EQUIPMENT*:
This tab contains the number of available pieces of equipment at any given moment. It is used to avoid
booking two treatments that need the same piece of equipment at the same time. The equipment created
here has to be linked to the treatments in the Services tab (see above) for the system to be able to detect
overbooking.
Field
Equipment
Available

Usage
The item of equipment (e.g. Hot Stone Heater).
The number of pieces of equipment available at any given time.

PERIODS*:
This section is where you can configure the spa/fitness operational period.
Field
Period
From
To

Usage
The period name.
The starting time of the period.
The ending time of the period.
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FINANCIALS:
This section is used to configure the financial aspect of the system. Revenue codes (term used
interchangeably with revenue centres), payment methods and other financial information, are set up here.
The main window contains the revenue codes. Their fields are explained below:
Field
Order
Code
Active
Description
Group

Unit

(Availability)

Adjustment

Nominal
Code

Link P&L

Usage
The order in which the revenue codes appear in reports and drop down lists.
3 digit revenue code. Used in some reports as an abbreviated form.
Uncheck to disable the revenue code from being used.
The full name of the revenue centre as it should appear on guest bills and/or update
the Accounting System.
The group the revenue centre belongs to. This is a drop down list whose entries are
created in the Groups* section of this configuration menu (see below).
The business unit to which the revenue code belongs. If the revenue code belongs
to more than one business units (e.g. having a common room revenue centre for all
business units of a hotel) leave it blank. In this case the system will calculate
statistics based on the actual room and its relation to the business unit.
This field includes four check boxes:
Manual: Check if manual postings to this revenue centre (from the
cashiering screen) are allowed. Some hotels do not wish POS charges to be
made manually as this simplifies the control procedures, so the revenue
centres have this field unchecked.
Membership: Check if the revenue centre should be made available to
membership financial screens. To avoid user errors, only revenue centres
marked as ‘Membership’ are allowed in the membership financial screens.
Cancellation: Check if the revenue centre involves charges for cancellation
fees.
Gratuity: Check if this is the revenue centre you want to post gratuities to.
Check if the revenue centre is used for tax exemption adjustments
This is the gateway to the Accounting interface. The nominal code that corresponds
to the revenue centre should be supplied here. Although more than one revenue
codes can share the same nominal code (in which case the interface groups the
entries corresponding to the same nominal codes), there cannot be more than one
nominal codes corresponding to a single revenue code (in which case the interface
would have no way of splitting the entries).
Press this button in order to link each revenue centre with the Profit & Loss report.

TABS:
TAXATION:
This tab contains entries that are relevant to the revenue code selected in the main window.
Field
Applied tax

Usage
Select the tax (or taxes) to be applied when revenue for the selected centre is
posted. If more than one tax are to be applied, the order is configured in the Taxes
tab and is universal for all revenue codes.
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GROUPS*:
This tab contains the definitions of the revenue code groups. Grouping revenue codes is useful in business
reporting as it gives an idea of how a certain business sector performs (e.g. Food & Beverage).
Field
Order
Code
Group

Category

Paid Out

Usage
Order in which the groups appears in reports and drop down lists.
3 digit revenue group code. Used in some reports as an abbreviated form.
The full name of the group.
This is a preset grouping of the groups based on the category of revenue generated.
There 6 options:
Rooms: room revenue
Functions: function related revenue (e.g. room hire)
Food & Beverage: outlet related revenue (restaurant, bar, breakfast etc.)
Other: other revenue such as telephones, laundry etc.
Golf: golf related revenue (e.g. split of a golf break or green fees)
Spa: spa related revenue (e.g. split of a spa break, one off treatments etc.).
Some hotels facilitate their guests by undertaking expenses for them while posting
those expenses to the guests’ bills. As these entries are not real revenues, they
should be reported separately and not added up to the revenue. In order for the
system to handle that automatically, a group for these postings is necessary. This
group should be marked as paid out by checking this field. There can be more than
one ‘revenue’ codes linked to a paid out group as there can be more than one ways
to facilitate a guest (e.g. paying for his taxi, paying for something they ordered etc.).
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PAYMENTS*:
This tab contains the definitions of the payment methods available to operators and payment method
groups set up to be used in reporting. Payment methods are used to settle bills, deposits etc. The system
comes with a predefined set up of the most common payment methods.
Field
Order
Code
Payment

Type

Sales Ledger
Account

Credit Limit

Group

Used In

Nominal
Code

Affects Cash
Flow
Merchant
Number

Usage
Order in which the payment appears in reports and drop down lists.
3 digit payment code. Used in some reports as an abbreviated form.
The full name of the payment method.
This is a system built in categorisation of payments. It is used in order for the system
to be able to perform groupings used in reports such as the Trial Balance or to check
user entry based on the context of posting. There are currently 7 options:
Cash: cash type. It includes banknotes and cheques.
Debtor: sales ledger.
Credit Cards: credit cards.
Commission: used in travel agent or credit card commission settlements.
Bank: used for bank transfers.
Vouchers: used for vouchers.
Deposits: used for deposits.
The Sales ledger account that corresponds to the payment method handling. This
method is used primarily for credit cards; each credit card corresponds to a Sales
ledger account through which the bank payments take place. A drop down list
displays all the accounts which have been created as credit card accounts. These
accounts should exist before any link can be made.
This field allows a predefined credit limit to be linked to a payment method. This is
used to produce automated credit limit exceeded reports for in house guests who
have declared that they are going to pay using the specific payment method. Mostly
used with credit cards.
The group the payment method belongs to. This is user defined and can be set up in
the lower part of this tab (see Groups below).
A number of check boxes which enable/disable the use of payment method in
certain areas of the application:
Front Desk: The payment method is available to Front Desk cashiers
POS (Point Of Sales): The Payment method is available to the Point Of
Sales operators
Vouchers: The payment method is available to vouchers.
Deposits: The payment method can be used as a deposit (to guarantee a
booking)
Sales Ledger: The payment method can be used to pay off Sales Ledger
accounts.
This is the gateway to the Accounting interface. The nominal code that corresponds
to the payment method should be supplied here. Although more than one payment
methods can share the same nominal code (in which case the interface groups the
entries corresponding to the same nominal codes), there cannot be more than one
nominal codes corresponding to a single payment methods (in which case the
interface would have no way of splitting the entries).
Check this box if the payment method affects the cash flow. Normally Cash and
credit cards fall to this category. Some reports take into account only these payment
methods.
Key in the merchant number.
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Additionally, it also contains a definition of the payment groups.
Field
Order
Code
Group

Usage
Order in which the payment group appears in reports and drop down lists.
3 digit payment group code. Used in some reports as an abbreviated form.
The full name of the payment method group.

EXCHANGE*:
This tab contains the methods by which foreign currency can be exchanged at the reception.
Field
Exchange
method

Usage

Field
Signature
Name
Type
Prefix
From-To
Current
Pad

Usage

The description of the method by which foreign currency can be exchanged.

The signature name.
Select Sales, Purchases or Credit Note from the drop down menu.
Key in the prefix.
Select the from - to dates.
Key in the current exchange.
Key in the exchange pad.

RECEIPTS*:
This tab contains the definitions of the different types of receipts/checks/invoices used in the system.
Additionally, it also contains the counters linked to each receipt/check type. The installation contains a
default set up of all invoices.
Field
Name

Type

Usage

Invoice
IF Code

Usage
The name as it appears on the printout (e.g. VAT Invoice).
The type of the receipt. There is a drop down list with the following options:
Debit: the receipt is used when goods/services are sold
Credit: the receipt is a credit note
Void: printed when an item/order is cancelled
Deposit: used with deposits
Receivables: the receipt printed when someone pays you.
Payables: the receipt printed when you pay out someone (eg. Supplier)
House: for room or POS complimentary charges (GR)
The area of the system the receipt is used. There is a drop down list with the
following options (self explanatory):
Front Desk
POS (Point of Sales)
Check this check box if the specific receipt is a VAT Invoice.
Key in the receipt type’s interface code (if there is one)

Each receipt/check type is linked to a counter from where it takes a sequential number. There can be more
than one counter for each receipt type e.g. Bar and Restaurant receipts can have different counters.
Field
Counter
Current
Unit
Field
Signature
name

Usage
The number/code for the counter. Usually the counters are either named as
numbers (i.e. 1,2,3) or they can be named after the place they are issued e.g.
‘BAR’,’REST’ etc. The counters are linked to computers and not to printers.
Each counter is incremented every time a receipt is issued. This field displays the
number of the last receipt issued for the specific counter.
Select the appropriate business unit from the drop down menu.
Usage
Select the signature name from the drop down menu.
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CASHIERS*:
This tab contains the definitions of the cashiers. Cashiers could either be set up to correspond to
individuals (not recommended as employees change positions and can leave the business), or to shifts (as
in Early Reception, Accounts etc) which is the recommended practice. The set up of the system includes a
list of cashiers according to shifts. The link between employees and cashiers (shifts) is done in the
employee profile as an employee can be linked to more than one cashier i.e. work early or late.
Field
Code
Name
Group
From
To
Unit

Status

Usage
Code to be used for the cashier.
The name of the cashier (following the convention of the previous paragraph)
Supplying a value in this field allow to have a grouped shift report for cashiers
belonging to the same group. For example supplying the same value for all the Front
Desk cashiers allows us to have a group shift report for all those cashiers as
opposed to having a single shift report for each of them.
Starting time of cashier shift.
Ending time of cashier shift. The times given here are used by the system to
determine the correct cashier to be used in case a user is linked to more than one
cashier.
Business unit a cashier is linked to.
Information field regarding the status of the cashier. The Close Day sequence closes
all the cashiers. They ‘open’ as they are used and when the shift is over they are
closed. The user cannot change this field which has one of the following values:
Not yet open: The cashier was closed by the Close Day sequence and
hasn’t been used yet on the new business day
Open: The cashier is in use
Closed: The cashier has been closed by an End of Shift process

TAXES*:
This tab contains the definitions of taxes. This is done in two parts as explained below. The system does
this part of the set up during the installation automatically.
The first part lists each tax properties. Normally there is one tax to be applied (i.e. VAT) however there are
cases where a Sales Tax or others like Council Tax might be relevant.
Field
Order
Code
Tax
Type

Main Tax

Usage
The order in which the tax will be applied. When there is only one tax any value can
be used.
Code to be used for the tax. Used in reports as an abbreviated form.
The full name of the tax (e.g. Value Added Tax).
A tax can be either a percentage on the net value of a good or a service, or a fixed
amount. Consequently, this field can have the following values:
Percentage: The tax is calculated as a percentage
Amount: The tax is a flat amount
This check box is used to distinguish the VAT from all the other taxes (if any).

The second part provides details about taxes.
Field
Type

Value
Default
Active
Nominal
Code

Usage
Select the tax type from the drop down menu:
Sales
Purchases
Both
The different values that, a tax can have, e.g. VAT is applied at 17.5% or 0%. Each
value has a separate entry.
Select the most common tax value so that when a new revenue code is created , the
system assigns automatically this value to the revenue code.
Check this check box if the tax is active
Used if there is an interface to an Accounting software system. It contains the
nominal code of each tax value as set up in the Accounting software.
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The third part allows us to create periods during which a specific tax value will be valid.
Field
From
To
Tax Value

Usage
Key in the starting date of the different tax value period.
Key in the ending date of the different tax value period.
Select the actual tax value.

SALES LEDGER*:
This tab contains Sales Ledger relevant information. This information is entered in two stages, each one
corresponding to a different area of the Sales Ledger set up.
The first part is used to create Account types. Each Sales Ledger (customer) profile can be linked to a
Sales Ledger Account type so that Age Debtors reports can be grouped based on the Account Type.
Field
Code
Account
Type

Usage
Sales Ledger Account Type Code.
Account Type description.

The second part is used to enter basic Sales Ledger information. Only one entry can be created here.
Field
Hotel Name
Address
City
County
Country
Contact
Person
Phone
Email
CC (credit
card)
password
Retention
days
CC Single
Transaction
Payment
Terms

Usage
Key in the hotel
Key in the hotel
Key in the hotel
Select the hotel
Select the hotel

name
address
city
county
country

Hotel Contact Person for Sales Ledger issues.
Phone number of the Contact Person.
Email of the Contact Person
Password used for credit card access. Only users knowing this password can have
access to credit card information
Days after departure credit card information is available
Each credit card is linked to a Sales Ledger Account. At Close Day all credit card
transactions are transferred to their relevant account. If this field is checked, a single
entry (sum of entries) is transferred per credit card. If it is not checked, every credit
card entry is transferred to its relevant account.
This is the text that is printed on statements/invoices that are sent to the Sales
Ledger. It details the hotel’s policy regarding the payment of Sales Ledger accounts.

BANKS*:
This tab contains Bank information. This information is used in conjunction with Direct Debit Information.
Field
Bank
Code

Usage
Bank name.
Bank Code.

Field
Account No
Short Code
IBAN Number
Nominal
Code
Balance
Date
Swift Code

Usage
The bank account number.
A short code for the bank account.
The IBAN number.
The nominal code of the account number (accounting interfaces).
The account number balance.
The date of the last transaction.
The bank account’s swift code.
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UNITS*:
This tab contains business unit configuration. A number of financial and statistical reports are available by
business unit. Operational resources like rooms, function spaces, courses and treatment rooms as well as
revenue codes can be linked to business unit in order to produce those reports.
Field
Code
Name
Hotel ID
Active
Default
Rooms
Folio Texts

Usage
Business unit code.
Business unit name.
The HART PMS hotel ID (only HART support team can give this to you).
Check this check box if the unit is active.
Used when no business unit information is linked to a resource. The productivity of
the resource in question will default to the unit ticked.
This is a system field (i.e. the user cannot change it). It is ticked automatically by the
system as soon as rooms are linked to the business unit.
Key in the hotel’s information that you want printed on receipts.

It also contains an additional field configuration. Based on it, a journal can be exported from HART for the
accounting system. Since all Accounting systems and account layouts are configured differently, the
system provides for up to six fully configurable fields to accompany each revenue code and payment. In
this way (along with the nominal code set up), system data can be tailored to the needs of the Accounting
system /setup.
Field
Field
Code
Field
Name

(n)

Usage
Code of the additional field.

(n)

Name of the additional field.

VOUCHERS*:
This tab contains voucher configuration. Due to the diversity of voucher management, it is accomplished in
three parts. In general when a voucher is sold no value is posted to revenue. The value is posted against
the voucher ledger and a payment is posted to the payment ledger. For reporting purposes that are related
to uniformity, a ‘revenue’ code is created under the name ‘Vouchers’ where all voucher sales are posted
against, but this code is not included in the revenue figure. When the voucher is redeemed, the revenue is
posted against the services used and is removed from the voucher ledger. Similarly, when it expires,
revenue is posted against a configured revenue code (normally Cancellation Charges) and the value is
removed from the Voucher ledger.
The first part is used to define different categories of vouchers. In a hotel with diverse services (i.e. rooms,
spa, golf, fitness), it is often desired that different voucher types with different behaviour (i.e. expiry) are
created.
Field
Code
Type
Expiry
(months)
Revenue
Sale Revenue

Usage
Voucher Type Code.
Voucher Type.
The time period a voucher is valid after it is sold. It is expressed in months. The
system changes the voucher status to ‘Expired’ when this period lapses.
The revenue code where the voucher revenue is posted.
The revenue code where the sale revenue is posted.

The second part is used to define different usages (i.e. services) of a voucher per type, that is to say each
voucher type can have several usages.
Field
Code
Usage
Description
Default Value

Usage
Usage Code.
Usage Description.
Used to populate the value field when a voucher is sold. It saves entry time during
the sale but can be changed if necessary.
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The third part is used to configure generic voucher properties, i.e. not linked to a specific type of vouchers.
Field
Sale Revenue
Default
Expiry
Expiry
Revenue
Last
Payment
Auto Number
Postage

Usage
Voucher Revenue Code (see note at the beginning of the Vouchers section).
If not set up per voucher type, the value of this field is used.
If not set up per voucher type, the value of this field is used.
The system can produce a sequential number for each voucher sold. This field
contains the last value produced. If this is changed the system will carry on
numbering vouchers from the value specified + 1.
The payment method to be used by the system when the voucher is redeemed
Check if the system should produce voucher numbers automatically
(recommended). If this field is not checked the users should provide a voucher
number manually during the sale stage.
If a revenue code is specified in this field, the system adds postage charges during
the voucher sale.

FINANCIAL YEAR*:
This tab is used to configure the financial year set up, the reporting periods and the Ledger codes as
defined in the Accounting System (this will be used in any interfacing between HART and the Accounting
system).
The first task, setting up reporting periods, is done in two steps. By default, the system assumes monthly
periods in which case no set up of periods is required, just the start of the financial year is needed.
The first part has a single entry. It is the date of the financial year start.
Field
Day
Month

Usage
Day of the month that is the start of the financial year.
Month that is the start of the financial year. For example, if the start of the financial
year is April 1, the Day field should contain 1 and the Month field should read April
(from the drop down field).

The second part is only necessary if the reporting period does not coincide with calendar months. Each
year should be set up separately.
Field
From
To

Usage
Start of the reporting period.
End of the reporting period.
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The second task is setting up the ledger codes. These codes are necessary if you are planning to transfer
data from HART into an Accounting system (for a list of accounting systems supported please contact us).
The codes in question should be the relevant nominal codes as set up in the Accounting system.
There are three fields to fill in:
Field

Ledger Code

Nominal
Code

Revenue
Recognition

Field
Year
From
To
Operational

Usage
One of the six ledgers supported by HART. Drop down field with the following
options:
Deposit
Guest
Loyalty
Member
Purchase
Sale
Voucher
The nominal code of each ledger as set up in the Accounting system
This option allows the Deposit and Membership ledger to behave in a customised
way (it is ignored for all the other ledgers).
There are two options:
Payment: The revenue is recognised the moment the payment is made
Event: The revenue is recognised when the actual event happens
With regards to the two specific ledgers the combinations mean the following:
Deposit Ledger + Payment: The revenue is recognised when the deposit is
taken. VAT is addressed there and then.
Deposit Ledger + Event: Deposits are ignored until the event (guest arrival)
takes place. Any revenue is recognised as it is charged.
Membership Ledger + Payment: Any paid up front membership revenue is
recognised the moment the payment is received
Membership Ledger + Event: The recognition of revenue is split as
dictated by the membership rules.

Usage
Select the financial year.
Select the starting period of the financial year.
Select the ending period of the financial year.
Check if the period of the financial year previously set is the operational one
(involves seasonal hotels).

NOMINALS*:
Here you can enter the tax nominal codes for all the property’s departments. If you press the Create button
you get a list of all departments with their taxes, so that you can link them with the appropriate nominal
codes.
Field
Department
Main Tax
Value
Nominal
Code
Nominal
Code 2
Create

Usage
The financial department
The department’s main tax.
The main tax value.
The relevant nominal code.
The second nominal code
By pressing this button you create entries for all your property’s revenue centres.
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FRONT DESK:
This section is used to configure the Front Desk related parameters. Items like VIP categories,
directories and news pa pers a re s et up here.
The main window contains the VIP categories. The system comes with a number of generic preloaded entries. Their fields are explained below:
Field
Code
VIP Category

Usage
3 digit code. Us ed in some reports a s a n a abbreviated form.
The description on of the VIP category.

TABS:
VIP DETAILS:
This tab contains two areas:
A list of traces that a re linked to each VIP category. This allows the sys tem to program the same
set of actions every time a guest who belongs to a VIP category visits the hotel. As a result, there
is consistency of service a cross the s a me category of visitor. The traces set up here are
automatically added as Traces to a booking in the name of the VIP guest.
A list of amenities that are linked to a VIP category. In this way the amenities program is
automated for VIP guests.
As the VIP treatment is an individual issue among properties, no entries are created by the setup
programming this section.
Field
Trace
Department
User

Usage
Action to be carried out.
The department responsible e for the action.
The user responsible e for the action.

Field
Amenity

Usage
The amenities program linked to this VIP category.

PROFESSIONS*:
This tab contains the definitions of professions. Professions can be linked to guest profiles so that
statistical data can be obtained. A good number of professions have been added during
installation.
Field
Code
Profession
Active

Usage
3 digit code. Used in some reports as an abbreviated form.
The full description of profession.
Checked if the profession is active.

LANGUAGES*:
This tab contains the definitions of languages. Languages can be linked to guest profiles so that
statistical data ca n be obtained. Language s et up ca n also be useful in interactive entertainment
systems where usage commands can be displayed in the guest’s language automatically. The most
common languages have been added during installation.
Field
Code
Language

Usage
3 digit code. Us ed in some reports as an abbreviated form.
The language name.
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INTERESTS*:
This tab contains the definitions of the guest interests. An interest database is useful for marketing
purposes as it is easier to identify a target group based on their interests regarding the hotel
activities e.g. people interested in Christmas parties. A set of generic interests have been created
during installation.
In order to be us ed, interests have to be assigned to guests in their profiles.
Field
Code
Interest

Usage
3 digit code. Used in some reports as an abbreviated form.
The full description of the interest.

ANNIVERSARIES*:
This tab contains the definitions of the guest anniversaries i .e. the different types of dates that a re
important to a guest. Anniversaries a re linked to guests through their profiles. A number of entries
are pre-loaded from the installation.
Field
Code
Anniversary

Usage
3 digit code. Used in some reports as an abbreviated form.
The anniversary type e.g. Birthday.

DIRECTORIES*:
This tab contains the definitions of the different directory groups that a re used, either as a repository
of guest related information (e.g. restaurants, taxi companies) or hotel related contacts (e.g. Staff
phone numbers, emergencies etc.). A number of entries are pre-loaded from the installation.
Field
Code
Directory

Usage
3 digit code. Used in some reports as an abbreviated form.
The type of directory e.g. Local Restaurants.

NEWSPAPERS*:
This tab contains a list of the newspapers the hotel has in disposition of guests. Newspapers can be
complimentary or charged during the Close Day sequence. The most known national papers are
created in the set up.
Field
Code
Newspaper
Price

Usage
3 digit code. Used in some reports as an abbreviated form.
Name of the news pa per.
The price the newspaper is charged to the guest. If the newspaper is
complimentary, set the price to 0.

ACTIVITIES*:
This tab contains the definitions of the activities that will print on a guest’s invoice (if requested). Some
European countries require the guest activity (professional l title) – and VAT number - to be present on
an invoice in order to consider it valid for the purpose of tax reductions. No entries created during the
set up.
Field
Activity
Active

Usage
Activity as it should appear on the VAT invoice.
Checked if the activity is active.
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CURRENCIES*:
This tab contains the definitions of currencies. Us e this section only if you plan to use the
system
while exchanging guests ’ currency. A number of entries (the most common currencies) are
pre-loaded.
Field
Code
Currency
Rate
Commission
Net Payable

Usage
3 digit code. Us ed in some reports as an abbreviated form.
The currency na me.
Exchange Rate to the local currency.
Commission charged (percentage) for each transaction of exchange.
This is a calculated field, derived by the two previous fields.It shows wa t is the net
payable.
a mount i n l ocal currency a fter the commi ssi on is deducted

EXTRAS*:
This tab contains the utility of automated charges suitable for charities. A charge
can be set up and applied by the close day sequence. Based on the value of the
fields of the table below, some or all the checked in rooms can be charged. The
second table list show exceptions can be added. An example of use of this section
is applying a £1 for a charity to all rooms on the fir t night of their stay with the
exception of house use rooms.
Field
Description

Usage
Description of the additional charge.
Specify a reservation ID if you want only that specific reservation to be charged.
Room Res ID Set this field to 0 for all checked in rooms to be charged (except the ones that
a re s et up in the exception table below). Note that 0 is the default value.
Specify a group ID if you want only that specific group to be charged. Set this
Group ID
field to 0 for al l checked in rooms to be charged (except the ones that a re s et up
in the exception table below). Note that 0 is the default value.
Revenue Code The revenue code where the charge is going to be posted.
C
C C o d e Co d The charge to b e posted.
Charge

Stay Day

A drop down with options on when the charge should be posted (in terms of the day
of stay of the guest). The options are:
Every D ay: The charge is posted every day (while the room is s till in house)
First Day: The charge is posted in the firs t night of the stay.
Second Day: The charge is posted in the second night of the stay.
Third D ay: The charge is posted in the third night of the stay.

Nights

Minimum number of nights necessary for the charge to be posted. S et it to 0 for
this field to be ignored (default value).

The following table lists the fields that define exceptions. The exceptions are set up in
terms of rate plans and periods (i .e. midweek as opposed to weekends).
Field
Rate Plan
Day/Period

Usage
Rate plans to be excepted from the charge.
Days (or periods) to be excepted . For example, pos t the extra charges except
Saturdays.

AGE GROUPS*:
This section is where you can configure your member’s age groups.

Field
Age Group
From

Usage
The age group name.
The age group’s starting age.

To

The age group’s ending age.
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FUNCTIONS:
This section is used to configure the Function/Conference attributes. Items like function
spaces, event and meeting types are set up here.
The main window contains the function spaces. As each property has its own spaces there is
no data added from the set up in this part. When adding entries in this section, rooms that can
be combined should be entered both individually and as a combination, i.e. if rooms
Conference I and Conference II can be sold either separately or combined as a single room,
there have to be 3 entries in the system namely ‘Conference I’, ‘Conference II’ and their
combination (name convention for the combination left to the users).
The fields of the function rooms are explained below:
Field
Code
Room Name
Rate
Width
Length
[Area]
Height
[Volume]
Shared
Order
P
Unit

(Course)

Usage
3 digit code. Used in some reports as an abbreviated form.
Name of the function room.
A default room rate. Used as an indication and in potential revenue reports.
Width of the room. The system does not enforce the units to be used, so any unit
system can be used as long as it is used consistently among all entries.
Length of the room.
Calculated field, derived from the previous two. Not user editable.
Height of the room.
Calculated field from the Area and the Height.
Check this field if the room can be shared among events (e.g. a Restaurant Space).
Order in which the room appears on the function diary.
Number of people that can be accommodated in the room. As the room set up
influences this number, there is another field in the set up section. Use this field as
the maximum number of people that the room can host.
Business unit the room belongs to.
This field is used to produce a list of course attendants in case the function room is
used to deliver courses. There are three possible values:
Field unchecked: The function room is not part of any course (course
name is the event name in the function booking).
Field checked: The function room is used to deliver courses
Field semi-checked: The function room events appear as a summary in
the course report. (This action is known as the third state of the check box
field. Click once and the check box is checked, click again and it is cleared,
click a third time and depending on the version of Windows either a gray
check is produced or the check box is filled by a smaller rectangle. When
the check box is in this state, it is semi-checked).
An example will clarify the use of this field:
A hotel delivers cookery lessons in function room ‘School’. There is a function
booking for each class. There is also a class event and a number of attendees. The
attendees also attend some other events in function room ‘Networking’. By checking
the field (Course) of the ‘School’ function room and semi-checking the room
‘Networking’ a class register that lists the event of the ‘Networking’ room can be
produced.
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TABS:
ROOM DETAILS:
This tab contains an analysis of each room created in the previous section. This analysis
includes four stages:
The first stage includes the features available to each room. Characteristics like Air
conditioning, daylight and projector are examples of features of a function room.
Field
Feature

Usage
Room feature. Selectable from a drop down list of features created in the Features*
section.

The second stage includes the possible set ups of each room.
Field
Setup
Capacity
Turn Time

Usage
Room set up. Selectable from a drop down list of set ups created in the Features*
section.
Number of people that can be accommodated under the selected set up.
The time needed to prepare the room for the selected set up in minutes.

The third stage includes the rooms that are combined under the current room (see note about
room combinations at the beginning of this document).
Field
Rooms
combined

Usage
Room. Selectable from a drop down list of all rooms.

The fourth stage includes the link between function bookings and restaurant diary. Based on
the configuration of this part, an event booking is copied to the restaurant diary. Similarly
function society bookings can be co-ordinated with the golf Start Sheet.
Field
Facility

Event Type

(All Events)

Usage
Facility whose diary should be updated from the function booking. Selectable from a
drop down list of facilities.
Not all events should be copied to a facility diary. For example only Lunch and
Dinners should be copied to the Restaurant Diary. Select the event type whose
bookings have to be copied to the facility diary from a drop down list of event types
which is created in the Events* tab.
Check this field if all events held in a room should be copied to a facility diary. It
makes sense if a restaurant is configured as a function room to simplify function
bookings.

FEATURES*:
This tab contains the room features and the different arrangements a room can be set up.
There are two parts:
In the first part, the features shared among the function rooms are configured:
Field
Code
Feature

Usage
3 digit code. Used in some reports as an abbreviated form.
The room feature.
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In the second part, the different ways a room can be arranged (set ups) are configured:
Field
Code
Setup

Usage
3 digit code. Used in some reports as an abbreviated form.
The room setup.

EVENTS*:
This tab contains a list of the events that are offered as part of a function booking. Dinner,
Lunch, Coffee Break are examples of entries in this section. These events can be combined
to form Meetings so that the function booking process can be automated to a large extend.
Field
Event
Setup
Meal
Golf
No Times
Notes

Usage
The event name.
Select a setup from a drop down list, if an event has a default room arrangement.
Check if the event is a meal
Check if the event is a golf event.
Check if the event times cannot be scheduled.
Notes that accompany the event. Used as a standard check list for the specific type
of event.

PERIODS*:
The function diary is divided into time periods. These periods are configured in this section.
Typical entries include: Morning, Afternoon and Evening.
Field
Order
Code
Period
From
To
Colour
Next Day

Usage
Order in which the period appears in the function diary.
3 digit code. Used in some reports as an abbreviated form.
Name of the period.
Starting time of the period.
Ending Time of the period. The ending time of one period coincides with the starting
time of the next one.
Colour of the period on the function diary. Double click to invoke the colour picker.
Check this field if period extends to the next day (after midnight).

STATUS*:
This tab contains the definitions of the booking status. A list of entries are created during the
set up.
Field
Code
Status

Stage

Usage
Reservation Status 3 digit code. Used in some reports as an abbreviated form.
The full name of the reservation status.
A reservation goes through different stages. Each stage can have more than one
statuses, e.g. a Definite booking can be Confirmed or Held until 18.00 hrs etc. While
the users can create as many statuses as desired, the stages of a booking are
specific and are displayed in this drop down list:
Definite: The booking will materialise and the hotel should make sure that
the resources required are in place.
Waiting List: The booking is in a waiting list due to availability restrictions.
Cancelled: The booking has been cancelled by the guest.
Turned Away: The hotel rejected the booking (mainly due to availability
restrictions)
Tentative: The booking has not been confirmed.
Request: The booking is an initial request (i.e. not a real booking yet).
In: The guest is in house.
Out: The guest has departed.
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Colour
Room Status
Conversion
Inclusion
(From-To)

Normally one status per stage is enough for all the above except the Definite one
where more than one are possible e.g. Definite, Guaranteed, Confirmed etc.
Colour that will represent each reservation status on the Room Rack. It is set by
double clicking on the field
The room status that matches the stage.
Check if the status should be taken into account in the Enquiry Conversion
calculations.

CREDIT POLICY*:
This tab contains the credit options of a function booking.
Field
Code
Credit Policy

Usage
3 digit code. Used in some reports as an abbreviated form.
Credit option. Typical values include : Credit Application Pending, Deposit Only etc.

MEETINGS*:
This tab contains the configuration of meetings. Each function booking belongs to a meeting
type and is a combination of events. By selecting the meeting type at the booking level, the
system can create the events automatically thereby accelerating the process of entering a
function booking.
There are three parts in this tab.
The first part is used to configure the different meeting types:
Field
Meeting Type
Golf Type
Unit

Usage
The name of the meeting type.
If the meeting is a golf meeting, select the start sheet reservation type that
corresponds to this meeting type. This facilitates the link between Golf Function
Bookings (e.g. Societies) and Start Sheets.
The business unit where the meeting belongs to.

The second part is the breakdown of the meeting into events:
Field
Event
From
To
Next Day

Usage
Event that is part of the meeting. Selectable from a drop down list of events as
configured in the Events* section.
Starting time of the event.
Ending Time of the event.
Event happens on the next day. This field is useful in multi day meetings. For
example there might be a PM Conference where the attendees check in the night
before but the actual meeting starts the next day. Check for all the events that are
part of the meeting and should be scheduled the next day.

The third part helps the property extend the marketing database of people’s interests by
associating meeting types with interests: All the attendees of such a meeting are
automatically subscribed to the interests specified here.
Field
Interest

Usage
Selectable from a drop down list of interests as defined in Configuration->Front
Desk-> Interests*.
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LOST*:
This tab contains the reasons why business can be lost. By the term ‘lost business’ three
occasions are meant:
Cancellations: Initiated by the guest on an existing booking
Lost Booking: An enquiry or tentative booking that never materialised
Turned Down: Initiated by the hotel which for some reason did not take a booking
This section is used to set up reasons for any of the above occasions.
Field
Code
Lost
Business
Reason
Include in
Conversion
Report

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the lost business reason.
A couple of reasons e.g. Double Booking do not constitute real lost business. By
leaving this field unchecked the system ignores the lost business for the unchecked
reasons for the purpose of calculating business conversion.

NOTES*:
This tab contains notes to be displayed on the function diary. These notes are set up for a
period of days (or a single day) and are sorted in reverse chronological order, i.e. the most
recent first.
Field
From
To
Notes

Usage
Starting date.
Ending date.
Note to be displayed on the function diary when a day that spans the period is
displayed.

OCCASIONS*:
This section allows you to configure the Function Booking occasions.
Field
Code
Occasion

Usage
A 3 digit code for the occasion
The occasion name.

NUMBERS*:
This section allows you to configure the banquet attendees’ number range.
Field
Number
Range
From
To
Colour

Usage
The number range name.
The starting number of attendees’
The ending number of attendees’
Double click in order to select a colour for each attendee’s number range.
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GLOBAL:
This screen is used to provide general configuration information.
Field
ID
VAT Code
Rooms
People
Extra Beds
Baby Cots
(Colours)
Main
Training
(Close Day)
Password
Date
Last Close
Day
Status
(Options) Bill
Copies

Info

Password
Complex
Pass
Room Share
Copy
Newspaper
Lockout
Logon Policy
(Defaults)
Status
Guest
Country
Currency
Hotel
Country
Guests

Usage
The hotel ID and the hotel name.
VAT Code of the property.
Number of rooms in hotel. It is set automatically as rooms are created i.e. it
cannot be changed manually.
Maximum number of people the hotel can accommodate.
Maximum number of extra beds offered.
Maximum number of baby cots offered.
Colour picker for the main system’s background colour.
Colour picker for the training system’s background colour.
Password required to perform the Close of Day sequence.
Hotel business date. For a system in operation, it should be today’s date.
Last day the close day sequence has been run for. For a system in
operation, it should be yesterday’s date. It cannot be changed manually.
Status of the Close Day sequence. It has only two possible values: Finished
and In Progress. This field is used only in an emergency if close day is
interrupted due to abnormal circumstances (i.e. hardware fault).
Number of additional copies that should be printed each time a guest bill is
printed.
Defines the behaviour of the system with regard to Information Printout
(unofficial bill) when the check out process is initiated. There are three
possible options (available through a drop down):
Prompt: The system asks the user if an information printout is
needed
Automatic: The system prints an information printout automatically
None: Any information printout should be done manually
Number of days before the user has to change their password
Forces HART login passwords to contain capital, lower case, symbol,
nymber and be more than 8 characters long.
Allows two room reservations share the same room. There are two options;
Enable and Disable.
If Enabled, it copies newspaper selection to all future bookings made by the
same guest.
Number of minutes before the system locks out.
If checked the user has three tries to logon successfully. A delay of five
minutes is set after the three attempts. Another two failed logons and the
user is locked out of the system.
Default Room Booking Status when a new booking is made.
Default Country a new guest profile will be linked to if the user does not
specify one.
Local currency.
Country the hotel is in.
Default number of guests in a new room booking.

EXTENSIONS*:
This section is used to configure telephone numbers in the hotel.
Field
Extension

Usage
Extension number.
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Room
Account

Room where this extension is installed.
Used to link a telephone number to an account. The account can be selected
from a drop down list which includes in house functions and groups as well
as folios linked to customers. A typical usage of this link is for conference
registration desk phones.

COUNTRIES*:
This section contains country configuration information.
Field
Code
Country

Usage
Country code.
Country Name.

Field
Interface
Code
Name

Usage
The country interface name.
The country interface code
The country name.

Field
Region
Name
Continent

Usage
The country region name
The country continent.

NATIONALITIES*:
This section contains guest nationality configuration information. Although in most cases, it is
the same as the country, this is not always the case, i.e. Welsh, Scottish, English are
nationalities within the United Kingdom (country).
Field
Code
Nationality

Usage
Nationality code.
Nationality Name.

COUNTIES*:
This section contains county/state/province configuration of the country the software is
installed.
Field
County

Usage
County name.

OPERATION*:
This section contains two parts: The departments of the hotel (i.e. Reservations, Reception
etc.) and the different user groups (normally set up according to their job hierarchy i.e.
Department Heads, Directors etc.)
Field
Code
Department

Usage
Department Code.
Department Name.

Field
Code
User Group

Usage
User Group Code.
User Group Name.
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TEMPLATES*:
This section contains template configuration which is used to produce different types of
communication ‘documents’ like confirmation letters, e-mail shots and text messages. The
configuration is done in three parts.
The first part includes the definition of the template.
Field
[Defintion]
Name
Document

Type

Date
[Email settings]
Subject
From
CC
Review
[Document/Spreadsheet
Settings]
Save In
Options

Last Row/Last Column
[SMS Settings]
From
Message

Usage
Name of the template. This is not related to the real document
name but is a name that makes sense to the user.
The document which is used as a template. It can be a Word
document or a text document or an Internet HTML document.
There are three types of ‘documents’ that the system can handle:
Hard Copy: A Word document that can be sent by mail
or fax
Email message: An email message
SMS(text) message: A mobile phone text message
The date on which the template will be sent.
If the template is an e-mail template supply the content of the
subject field of the actual e-mail.
The sender’s email and the sender’s name.
The email address you want to cc
Review email before sending it.
Browse your computer for the location you want to save the
spreadsheet
Automatic Printout: Check this check box if you want
an automatic printout of the spreadsheet.
View Documents: Check this check box if you want to
view the documents.
Enter the number of the last row and the letter of the last column
(xls spreadsheets)
The name of the sender.
The SMS message itself.

The second part links the template the main menu i.e. defines which activities will have
access to the template.
Field
Menu

Usage
Menu which has access to the template. Selectable from a drop down list of
all menu options of the system.

The third part contains the attachment(s) that a template can have. As an example a
confirmation e-mail could be configured to contain direction information. A template can have
more than one attachments.
Field
Attachments

Usage
Document (file) name to be attached to the template.
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PROMPTERS*:
This section contains workflow setup so that the users save the information without forgetting
to go through a hotel defined series of actions to ensure consistent level of service. The
workflow can be set up in two parts.
The first part includes the series of actions to be taken.
Field
Order
Menu
Tab
Text

Type

Status

Usage
Order in which each action should be carried out. The order is relative to the
Activity i.e. each activity has its own ordering.
Menu (screen, menu option or window) for which a workflow is set up.
Section of the screen (tab) where the action is taking place. For example if
part of the workflow while making a booking is to add user requests, the
system can be configured to take the user automatically to the ‘Requests’ tab
as soon as it reaches this action.
The message that the system displays for each step of the workflow.
The type of each step/action. There are three options selectable from a drop
down list:
Data Entry: The user is expected to add some data as part of the
workflow, e.g. guest requests while taking a booking. It works in
conjunction with the tab field so that the cursor is placed
appropriately
Document: The user is expected to prepare a document as part of
the workflow, e.g. send a confirmation letter/e-mail. It works in
conjunction with the second part as explained below.
Information: The system displays a message to the user to remind
them that an action has to be done e.g. inform the guest about the
cancellation policy
Uncheck if the prompter should be deactivated over a period by then it might
be used again e.g. a prompter related to the Christmas period. For a
prompter to be used this checkbox should be checked.

The second part defines the template to be used in case the prompter is of ‘document’ type
(see field Type above).
Field
Template

Usage
Template to be used. Defined in the ‘Templates’ tab.

HOLIDAYS*:
This section contains holiday information.
Field
Holiday
Notes

Usage
Select the date of the holiday
Key in some notes about the holiday

DAY RANGES*:
This section contains the definition of time periods that are necessary for the creation of
booking terms like weekends, midweek, first night of stay etc. The system comes with a
predefined number of day ranges but the users are free to create any combination like
example Tuesdays and Thursdays. There are two parts in this section.
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The first part is just the name of the day range created.
Field
Day Range

Usage
Name of the day range. Typical names include Weekend, First Night and
there is a special case named On Check In to accommodate for charges that
have to be posted at the moment of check in (i.e. Day Delegate Rates).

The second part contains the breakdown of the day range.
Field

Week/Stay
Day

Usage
Select the day that is included in the day range. The options include:
A day of the week.
A number to denote a specific day of a guest’s stay (e.g. 1 for the
First Night).
The option ‘Any day’.
The option ‘Arrival’ used in the On Check in day range.

DUTY MANAGERS*:
This section contains the names of people who can act as Duty Managers.
Field
Manager
Name

Usage
Manager Name

TELEPHONES*:
This section is used to configure the telephone rates charged by the system. A number of
zones are created and each zone includes specific numbers and has its own rate. This part is
initially configured by the system and only when there is a change in the charging policy of the
hotel or the carrier, will there be a need to edit the information (only in the first part which is
the cost related part). There are two parts.
The first part has a list of zones and relevant cost
Field
Code
Zone
Seconds per
Unit
Cost per Unit

Usage
Zone code.
Zone name.
Number of seconds included in a charging unit.
Cost of each unit. The last two fields are combined to produce cost/second
for each zone.

The second part lists all the prefixes and their correspondence to the charging zones.
Field
Order
Prefix
Called
Region
Charging
Zone

Usage
Order of the prefix (the system examines the number called in the order the
prefixes have been set up and charges when it finds a match. For this
reason, the prefixes should be ordered from the most specific to the most
generic).
Prefix (can be an international or a local one).
Name of the region whose prefix is entered in the previous field. It can be the
name of a country or an area for national calls.
The zone this prefix corresponds to. The zones are entered in the first part of
this section.
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ADVANCED*:
This section allows you to configure the global advanced settings of HART PMS.
REVENUE SETTINGS:
Field
Cancellation
Accommodation
Newspapers
Telephones

Usage
Select the default revenue centre of cancellations from the drop down
menu.
Select the default revenue centre of accommodation from the drop down
menu.
Select the default revenue centre of newspapers from the drop down
menu.
Select the default revenue centre of telephones from the drop down
menu.

PAYMENT & ACCOUNT SETTINGS:
Field
Sales Ledger
Deposit
Direct Debit
Cash Card
Cash

Usage
Select the default payment method for debtors from the drop down menu.
Select the default payment method for deposits from the drop down menu.
Key in the direct debit payment method (available in the UK only).
Select the default guest profile used in Cash Card transactions.
Select the guest profile to be used in Non Resident Transactions.

MATERIALS & POS:
Field
Backdate
Price Period
Stock
Keep Receipt
Copy
No POS on
invoice
Deposit
BackDate

Usage
The number of days that you allow users to make changes to your stock.
Period in months used to calculate average price of purchased items (in
order to use in stock valuations).
Payment method to be used in stock valuation
Check if you want to keep receipt copies locally (in order to reprint)
Check if you need NOT to have the POS taxes displayed in the invoice tax
analysis section.
Check this check box if you want the users to be able to edit deposits
already entered.

REPORTING & DEFAULTS:
Field
Units

Segment
Source
Communication
Group Member
Pendings Folio
Last
Accounting
Date

Usage
Select if you want units to be accounted for in Billing or Statistics. When
Billing is selected the system can produce different types of invoices with
different units.
Select if the segment source will be accounted for based on the Rate
Plan or the Guest.
Select if the property should or should NOT have communication with the
guests.
Select the guest profile used for group members.
By pressing the Set button you can select the folio in which pending
transactions (such as unprocessed deposits, pos open orders etc) will go.
Select the date previous to which the user cannot enter, delete or/and edit
deliveries
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HOUSEKEEPING:
This section is used to configure the Housekeeping attributes. Items like rooms, room types
and status are set up here.
The main window contains the room set up. Before starting to set up the rooms, it is advised
that the following attributes (found in the respective tabs) are configured first:
Types (compulsory)
Views (compulsory)
Wings (optional)
Sections (optional)
Units (optional)
The room related fields are explained below:
Field
Name
Type
Floor
View
Wing
No
Order
Section
Inventory
Unit

Usage
Room number or name. The system supports any combination of letters and
numbers as a room ‘number’.
Select from the drop down list of room types as configured in the Types* tab.
Specify the floor number (0 for ground floor).
Select from the drop down list of views as configured in the Views* tab.
Select from the drop down list of wings as configured in the Wings* tab.
An abbreviated version of the room ‘number’ used in some reports.
Order in which the room appears on the Room Rack.
Select from the drop down list of sections as configured in the Sections* tab.
The section parameter is related to the assignment of dirty rooms to room
attendants.
Select from the drop down list from which of the property’s room inventory
the room will be used.
Select from the drop down list of business units as configured in the
Financials section of the configuration. The unit parameter is used to
associate room revenue to business units (if applicable).

TABS:
DETAILS:
This tab contains the details of each room. It is composed of two parts:
Room features
Connecting rooms
Field
Feature

Usage
Select from the drop down list of features as configured in the Features* tab.

Field

Usage
List of rooms that are connecting to the room defined in the top window.
Useful in room allocation when looking for connecting rooms (e.g. for
families).

Connecting
Rooms
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TYPES*:
This tab contains the definitions of room types. Room types are described to group rooms
either by type of occupancy (Single, Double etc.), or by facilities provided in the room
(Classic, Superior, Executive etc.) or by any combination of the two. Some hotels even use
views to create types (e.g. Garden View, Sea View etc.). As the set up of room types is
specific to each property no data is added during the set up process. The information related
to room types is explained in the following table:
Field
Code
Room Type
Order
People
Total
[Service
Times]
Stay
Departure
Colour
Channel
Manager
Unit
Field
Housekeeping
Service
Interval
(Days)
Field
Channel
Code

Usage
3 digit code. Used in some reports as an abbreviated form.
The name of the room type.
The order in which it appears in drop down lists.
The number of people that can stay in the room without any modifications to
it (i.e. adding an extra bed).
The total number of rooms of this type in the hotel. This field is automatically
calculated by the system as rooms are added to it.
The time required (in minutes) for a room of this type to be serviced during a
guest’s stay. This figure is used in housekeeping attendant scheduling.
The time required (in minutes) for a room of this type to be serviced upon
guest’s departure. This figure is used in housekeeping attendant scheduling.
The room type colour
The room type code for use with the HART channel manager.
Select the business unit from the drop down menu.
Usage
Select the housekeeping item served for the specific room type.
Select the day interval for the housekeeping item service (counting from
check in).
Usage
The channel name.
The channel code.

VIEWS*:
This tab contains the definitions of the different views available from the hotel rooms.
Field
Code
View

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the view.

FEATURES*:
This tab contains the definitions of the different features available in the rooms. As the room
allocation wizard in the system includes a feature specific search, being as descriptive as
possible with room features facilitates a better match between the guest request and the room
allocated to the guest. Typical entries include audio-video facilities, bathroom size etc.
Field
Code
Feature

Usage
3 digit code. Used in some reports as an abbreviated form and in the room
allocation wizard.
The description of the feature.
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Field
Housekeeping
Service

Usage
Key in the name of the housekeeping service.

WINGS*:
This tab contains the definitions of the different wings in the hotel. Wings are another way of
grouping the rooms based on their location. It enables the users to look quickly at specific
parts of the hotel (e.g. there is a wing filter on the room rack allowing the users to quickly
check for availability at a specific location).
Field
Code
Wing

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the wing.

STATUS*:
This tab contains the definitions of the different status a room can be in. There are two
categories of status:
Occupancy status
Housekeeping status
The Occupancy status (known as Room Status in the system) defines whether a room is
available to be sold or not. There are a standard number of statuses and they are populated
during the set up process. Normally there is no need to add anything else in this section.
Field
Code
Status
(Rentable)

Usage
3 digit code. Used in some reports as an abbreviated form.
Room status description.
Check this field if the room status allows the room to be sold. Be very careful
about modifying this field as it may create severe problems by allowing the
front office team to sell/check in rooms which are already given to other
guests.

The Housekeeping status (known as Room Condition in the system) defines whether a room
is clean or dirty. Dirty rooms can be sold but the guest cannot check in until there are cleaned.
There are a standard number of conditions and they are populated during the set up process.
Normally there is no need to add anything else in this section.
Field
Code
Condition
(Rentable)

Usage
3 digit code. Used in some reports as an abbreviated form.
Room condition description.
Check this field if the room status allows the room to be sold. Be very careful
about modifying this field as it may create severe problems by allowing the
front office team to check in rooms which are in a dirty condition.

REPAIR CODES*:
This tab contains a list of reasons for which a room can be taken out of order for maintenance
reasons. These reasons can be either entered individually or grouped according to the entries
created in the first part of this section. The set up program creates a list of generic reasons
that can be enhanced.
The first tab contains all the groups of problems that can be encountered from a maintenance
point of view. ‘Groups’, in this context, should be understood as a technician speciality, i.e.
plumber, electrician etc.
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Field
Code
Group

Usage
3 digit code. Used in some reports as an abbreviated form.
The group of problems.

The second part of this tab includes source from which the problem are announced to the
maintenance department. It normally includes guests or hotel staff.
Field
Code
Source

Usage
3 digit code. Used in some reports as an abbreviated form.
The source.

The third part of this tab includes categories from which the problems are announced to the
maintenance department.
Field
Code
Category

Usage
3 digit code. Used in some reports as an abbreviated form.
The category.

The fourth part of this tab includes all the out of order reasons individually:
Field
Code
Problem
Group
Out Of
Inventory
Urgent

Usage
3 digit code. Used in some reports as an abbreviated form.
The problem because of which the room is taken out of order.
The group this reason belongs to. Select from a drop down list of groups
created in the previous step.
Some reasons e.g. Long term maintenance should take a room out of
inventory i.e. not appearing in room rack and not calculated in statistics of
occupancy. Check this field if the reason is one for which the room should be
taken out of inventory of available rooms.
Check if the problem is urgent.

SECTIONS*:
This tab contains the definitions of the different parts of the hotel in terms of housekeeping
planning. Each part is referred to as section and is used to schedule the room attendants
allowing the matching between attendants and section they work in. The configuration is done
in two steps:
In the first step the different sections are created:
Field
Code
Section

Usage
3 digit code. Used in some reports as an abbreviated form.
The name of the section.

To further assist with housekeeping assignment, the system provides for defining a flow
between section preferences of room attendants. In this step, each section is matched with
others creating a chain of sections so that if not enough rooms of one section are available to
be serviced, the system knows which section to examine next. Each of those alternative
sections is called overflow section.
Field
Order
Overflow
Section

Usage
The order of the overflow section.
The name of the section to be used as an alternative. Select from the drop
down list of sections as they were created in the previous step.

ATTENDANTS*:
This tab contains the list of the attendants (in some properties known as maids) working for
housekeeping.
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Field
Order
Code
Name
Contact Info
Preferred
Section
Shift (min)
Availability

Usage
The order of appearance.
3 digit code. Used in some reports as an abbreviated form.
The full name of the attendant.
Any information that is useful to contact an attendant. Normally a telephone
number.
The section (see previous paragraph) the attendant prefers to work in.
Selected from a drop down list of sections.
The shift duration in minutes. Taken into account during scheduling
(assignment).
Select the day range availability.

PUBLIC AREAS*:
This tab contains the public areas that can be used along with rooms in the maintenance
module.
Field
Code
Area

Usage
3 digit code. Used in some reports as an abbreviated form.
Name of the public area (e.g. Lift 1).

ENGINEERS*:
This tab contains the engineers that carry out the maintenance of the property.
Field
Code
Name
Contact Info
Speciality

Usage
3 digit code. Used in some reports as an abbreviated form.
Name of the engineer.
Telephone number for use in emergencies.
Speciality of the engineer. Selectable from a drop down list which has been
created in the Repair Codes* section.

TASKS*:
This tab contains the tasks that can be parts of a maintenance project (e.g. preventive
maintenance).
Field
Code
Task

Usage
3 digit code. Used in some reports as an abbreviated form.
Name of the task

Field
Action

Usage
Name of the action.

PROJECTS*:
This tab contains the maintenance projects. Each maintenance projects has its own
worksheet displayed on the second section of this tab.
Field
Project
Name
Start Date
Target Date
End Date

Usage

Start Date.
Target Date.
Actual end date.

Field
Task

Usage
Project Task – selected from the drop down list of tasks as defined in the

Name of the project.
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Room
Area
Engineer
Date
Hours

previous tab.
Hotel Room.
Public Area - selected from the drop down list of tasks as defined in the
Public Areas* tab.
Engineer Name - selected from the drop down list of engineers as defined in
the Engineers* tab.
Work date.
Work hours – 2 decimal digits to cover quarter accuracy.

OVERFLOW*:
This section allows you to open overflow rooms on your Room Rack.
Field
Overflow
Room

Usage
The name of the overflow room
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LOYALTY:
This option allows you to organize loyalty schemes involving bookers and contacts of your
associates (agents, companies) and plan the point system that will allow them to win prizes
from you.
The main part of the window is where you can create the Loyalty Schemes:
Field
Code
Loyalty
Scheme
Name
Colour
Copy

Usage
A code for the loyalty scheme.
A name for the loyalty scheme.
A colour for the loyalty scheme (double click to create the colour on your
own).
This button offers you the possibility of copying Memberships, Rates and
Discounts between one loyalty scheme and another.

TAB POINTS:
Field
Point
Scheme
Points
Conversion
Field
Redemption
Item
Points

Usage
Select whether the point scheme will include:
• Roomnights
• Money Spent
• Fixed / Stay
• Function
The number of points gained.
The point conversion.
Usage
The redemption item.
At how many points the redemption item lies.

TAB CONTENTS:
Field
Rate Plan
Included/Excluded

Usage
The rate plan included/excluded.
The action taken for the specific rate plan.

Field
Revenue Center
Included/Excluded

Usage
The revenue center included/excluded.
The action taken for the specific revenue center.

Field
Outlet
Included/Excluded

Usage
The outlet included/excluded.
The action taken for the specific outlet.

TAB REDEMPTIONS*:
Field
Redemtion
Item
Notes

Usage
The redemption item
Some notes about it.
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MAINTENANCE:
This section is used to configure generic system parameters. By default only the system
Administrator (the ‘electra’ user) is allowed to access this section but this can be changed
from the Security tab. Caution should be used when changes are made to this section as it
may have severe effects on the proper function of the system as a whole.
The main window contains a list of the computers that have connected to the system. When a
computer connects to the system, it self-registers using its Computer Name of the Windows
network. The computer from which the list is viewed is marked with a green bullet on the left.
The fields that define each computer are the following:
Field
ID
Computer
Name
Location
Tag
Last Logon

Invoice
Counter

Usage
Computer ID, given by the system. Not editable by the user.
Computer name as given to it when Windows were installed. Not editable by
the user.
Location of the computer.
Tag used to label the computer (if available).
Last time the computer was logged on to the system. Not editable by the
user.
Invoice Counter used by this computer in order to print invoices. Failing to
have a valid entry in this field will lead to printing invoices that have no
number on. The system will warn with a relevant message if no counter is set
up and the user tries to print an invoice.
For a list of available counters refer to Configuration->Financials->Receipts

F.O. Sign
Port

The sign port for front office receipts.

Sign Type

Select the fiscal printer’s type from the drop down menu (applies to greek
regulation only).

TABS:
PRINTERS:
This tab contains a list of printers that are available from each computer. This list is populated
automatically when the user logs on, based on the printers installed in Windows. No entries
can be added here; only the usage can be changed.
Field
Printer
Name

Usage

Outlet
Unit

Usage
Printer name as it appears in Windows. Not editable by the user.
The usage of the printer. The following options are available:
Report: The printer is used to print reports
Folio: The printer is used to print Guest VAT invoices
Information: The printer is used to print Guest Information bills
None: The printer is not used by HART
POS Receipt: The printer is used to print receipts at the Point Of Sales
Select the property’s outlet in which the printer is used.
The property’s business unit (only for registration printers).
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OUTLETS:
This tab contains the outlets that are available from each computer, and the settings of each
outlet that are specific to that computer:
Field
Outlet

Usage
The outlet that can be accessed from the computer. Selectable from a drop
down list of outlets as configured from Configuration->Outlets.
The type of the receipt printout and where it is directed. Selectable from a
drop down list which has the following options:
For laser printers:
A4: The Point Of Sales receipt prints on A4 and is sent to a laser
printer. The POS receipt printer of this computer should contain a
valid laser printer entry. The laser printer can be either local or
attached to the network and it is accessed via Windows.
For thermal printers:

Receipt

POS Server

Local Sign

IP Sign
Sign Type
Cash
Register

Serial 1-9: A serial thermal printer is attached to the computer. The
receipt is directed there and is the usual thermal receipt which is very
popular with restaurants. The number corresponds to the serial port
where the printer is attached. This is a text quality printout.
Parallel: Same as Serial only that the printer is parallel. This is a text
quality printout.
Network: Same as Serial only that it refers to a thermal printer
attached to the network. The printer should be shared where it is
installed. This is a text quality printout.
Small: Same as Serial only that the printout is graphics quality. It is
like a small A4 receipt – hence the name.
Check if this machine is used both as a POS and a POS server.
The port of the digital signature printer
Serial 1-9: A serial digital printer is attached to the computer.
USB: A usb printer.
IP: The printer IP.
Key in the IP of the digital signature printer.
Select the fiscal printer’s type from the drop down menu (applies to Greek
regulation only).
Select the cash register type from the drop down menu (applies to Greek
regulation only).

In the second part, the different types of POS receipts that can be printed from this computer
–along with their counters- are configured:
Field
Counter

Usage
A drop down list with combinations of counters and receipt types. Each outlet
should have its own counter. For a description of receipt types refer to
Configuration->Financials->Receipts.
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FOLIOS*:
This section allows you to configure your property’s folio types. The section is separated in
four parts.
The first part (top left) allows you to see/edit the property’s folio types.
Field
ID
Folio Name
Header
Footer
Taxes
Font
Size

Design

Usage
The folio type ID.
The name of the folio type.
The number of cm that the header lays.
The number of cm that the footer lays.
This check box is checked if the folio type includes VAT breakdown space.
The character font on the folio type.
The character size on the folio type.
Select whether it’s a Sales or Purchase invoice type from the drop down
menu.
When you press this button the Folio Design window opens. There you must
select the folio type you want and Retrieve its layout. You can use the
buttons that exist in this window in order to move the folio data around, so
that you bring it to the desirable format.
Horizontal: Makes a horizontal alignment.
Vertical: Makes a vertical alignment.
(O) Left: Moves the selected field on the left (you can also do this by
pressing the O button on your keyboard repeatedly).
(Q) Up: Moves the selected field upwards (you can also do this by
pressing the Q button on your keyboard repeatedly).
(A) Down: Moves the selected field downwards (you can also do this
by pressing the A button on your keyboard repeatedly).
(P) Right: Moves the selected field on the right (you can also do this
by pressing the P button on your keyboard repeatedly).
Visible: Check this check box if you want the selected field to be
visible.
Border: Check this check box if you want the selected field to have
border.
Bold: Check this check box if you want the selected field to be bold.
Copy: Press this button if you want to copy the selected folio type
layout to all.
Text: Press this button if you want to modify the text of a field
previously selected.
Save: Saves changes.
Add: Press this button if you want to add an additional text field.
If you press the Print button you get a printout of the Folio Design window.

The second part (top right) allows you to enter your property’s logo information inside the folio
types. In order for the logo to appear you must previously enter the file inside the HART
folder.
Field
Picture
Left
Top
Height
Width

Usage
Enter the logo’s path, i.e. My Computer\C:\Program Files\HART\harthotel.jpg
The number of cm that you want the logo to appear from the left edge of the
printout.
The number of cm that you want the logo to appear from the top edge of the
printout.
The cm of the logo height.
The cm of the logo width.
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The third part (middle) consists of the folio type information (in fields) that you want to appear
on the printout.
Field
Field Name
Horizontal
Vertical
Width
Visible
Position
Text
Database
Field
Bold
Border

Usage
The field name.
The horizontal positioning of the field on the printout (on cm).
The horizontal positioning of the field on the printout (on cm).
The width of the field.
Check this check box if you want the field to be visible
Select the position of the field. Select Header if you want the field to appear
on the Header. Select Footer if you want the field to appear on the footer.
The field text (if not a database field)
The name of the database field from which the field draws information.
Check this check box if you want information inside the field to appear bold.
Select Box if you want a box border to appear around the field. Select
Underlined if you want the field to be underlined. Select None if you do not
want any border.

The fourth part (bottom) consists of the folio type’s transaction fields (what the folio indicates
right above transactions).
Field
Transaction
Field
Horizontal
Vertical
Width
Visible
Position
Field Text
Bold
Border

Usage
The transaction field name.
The horizontal positioning of the transaction field on the printout (on cm).
The horizontal positioning of the transaction field on the printout (on cm).
The width of the transaction field.
Check this check box if you want the transaction field to be visible
Select the position of the transaction field. Select Header if you want the
field to appear on the Header. Select Footer if you want the field to appear
on the footer.
The transaction field text (if not a database field)
Check this check box if you want information inside the transaction field to
appear bold.
Select Box if you want a box border to appear around the transaction field.
Select Underlined if you want the transaction field to be underlined. Select
None if you do not want any border.

SECURITY*:
This section allows you to edit the system’s user roles. The section is separated in five parts.
The first part (far left) is where you can enter the user roles.
Field
User Role
Read Only

Usage
The user role name.
Check if you want the user to be able to read only and not edit.

The second part (top middle) allows you to select the menu options linked to the user role.
Field
Menu Option
All

Usage
Select the desired menu option from the drop down menu.
Check this check box if you want the user role to have access to all the
submenus of this menu.

The third part (bottom middle) allows you to select the options linked to the menus.
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Field
Option

Usage
Select the desired option from the drop down menu.

X

Check this check box if you want to exclude this option from the menu.

The fourth part (top right) allows you to enter facility passwords.
Field
Facility

Usage
Select the desired facility from the drop down menu.

Password

The facility password.

The fifth part (bottom right) allows you to enter the Mail Server credentials.
Field
Mail Server
Username
Password

Usage
The mail server name
The mail server username
The mail server password.

USERS*:
This section allows you to create HART users and link them to their role(s). The section is
separated in three parts.
The first part (top) allows you to create users.
Field
User ID

Usage
The user ID (this is used to logon to HART PMS).

User Name

The name of the user.

Password

The user password.

Menu

Select the menu you want the user to have access to.

Department

Select the department you want the user to have access to.

User Group

Select the group you want the user to be included to.

ID Card
Locked
Cashier
Clear

The user’s ID Card.
Check this check box if you want to lock the user.
Check this check box if you want the user to have cashier access.
Deletes users that do not exist in the database anymore.
By pressing this button you can migrate users with a fixed password (only
the ‘electra’ user can perform this action).
Initializes the selected user’s password.

Migrate
Init

The second part (bottom left) allows you to link the user to role(s).
Field
Role

Usage
Select the desired role(s) from the drop down menu.

The third part (bottom right) allows you to link the user to cashier(s).
Field
Cashier

Usage
Select the desired cashier(s) from the drop down menu.

EXCEL:
This section allows you to create Excel (Spreadsheet) templates. The section is separated in
two parts.
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The first part (left) is where you enter the template name.
Field
Template
Name

Usage
The template name

The second part (right) allows you to configure the excel’s columns.
Field
XL Column
Field Name

Usage
The excel column letter.
The field name.

PACKAGES:
This section allows you to see/edit all of the property’s packages (Property packages are
configured in detail from Configuration→ Services).
Field
Code
Package
Type

Usage
The package 3 digit code.
The package name.
Select the package type from the drop down menu.

INTERFACES*:
This section allows you to configure your system’s interfaces. This section is separated in
three parts.
The first part (top left) allows you to configure the interface(s).
Field
Interface
Type

Usage
The interface name.
Select Credit Card if the IF involves credit card management. Select
Accounting if the IF involves accounting. Select Distribution if the IF
involves resas distribution.

The second part (top right) allows you to configure the HART engine ID of the IF.
Field
HART
Engine Code

Usage
The HART engine code of the IF.

The third part (bottom) allows you to configure the IF’s field properties inside HART.
Field
Field
Value

Usage
The filed name.
The field value.
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MATERIALS:
This section is used to configure your property’s stores.
The main part of the window is used to configure the store details.
Field
Store Code
Active
Store Name
Backdates/AllowedDays
Exclude zero stock
Ad-hoc stock
Reopen Password
Last Stocktake

Usage
A 3 digit code for the store.
Check this check box if the store is active (checked by default).
The store name.
Check the Allowed check box if users are allowed to make changes
for the store’s Deliveries and key in the maximum number of Days for
which the user can make changes(this is the day period in between
the Delivery entry and the user action).
Check if you want to exclude zero stock from stocktake.
Check if users are allowed to make stocktakes whenever they want.
When a stocktake is closed you will need a password in order to
reopen it (for any reason). Key in this password here.
The last stocktake date.

TABS:
DETAILS:
Here you can enter more details about each store. This window is separated in three parts:
Left part / Stock Group:
This section is used for you to enter the store’s stock groups:
Field
Stock Group

Usage
Select the stock groups involved with the store from the drop down menu
(you can edit the choices of this drop down menu from Configuration→
Materials→ tab Stock* (top left part of the window).

Top right part / Stocktake Date:
This section is used for you to enter programmed stocktake dates (not allowed ad hoc).
Field
Stocktake
Date

Usage
Select the stocktake date(s) from the calendar.

Bottom right part / Stocktake Date:
This section is used for you to enter automatic consumptions (TIP: This means that you can
link an outlet directly to a store, so that you will know from which store the item category sold
came from).
Field
Outlet
Item
Category

Usage
Select the outlet from the drop down menu.
Select the item category from the drop down menu.
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CATEGORIES*:
This section is used to configure the item’s categories.
Field
Order
Code
Item
Category

Usage
The item category order on drop down menus.
A 1 digit code for the item category.
Key in the item category name/description. Three basic item categories are:
Food, Beverage and Other.

SALES*:
This section is used to configure the outlet’s sales primary groups and link them to
preparation points (printers).
The window is separated in three parts:
Top left part / Sales Primary Groups:
Field
Sales Primary
Group
Consolidation
Function

Usage
Key in the sales primary group name/description.
A code used for the sales primary group consolidation.
Check if you want the sales group to be available in functions.

Bottom left part / Preparation Points:
Field
Outlet

Preparation
Point

Usage
Select the outlet in which the sales primary group (previously highlighted)
exists in order for the preparation point to work (TIP: The same sales
primary groups can exist in more than one outlets and each one may need a
different preparation point).
Select the desired preparation point from the drop down menu (You can edit
the choices of this drop down menu from Configuration→ Outlets→ tab
Preparation).

Right part / Outlets:
Here you can see the outlet(s) in which each sales primary group appears or you can link it
directly.
Field
Order
Outlet
Active

Usage
The order that the sales primary group appears inside the outlet.
The outlet in which the primary sales group appears.
This check box is checked if the sales primary group is active inside the
outlet.

SECONDARY*:
This section is used to configure sales secondary groups.
Field
Sales
Secondary
Group
Consolidation
Function
STOCK*:

Usage
Key in the sales secondary group name/description (these choices are
available in Configuration→ Outlets→ tab Menu Cards→ Secondary field
(set for each item one by one).
A code used for the sales secondary group consolidation.
Selected if available in functions.
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This section is used to configure each store’s stock groups and subgroups.
The window is separated in three parts:
Top left part / Stock Groups:
Field
Code
Stock Group
Consolidation

Usage
A 3 digit code for the stock group.
The stock group name/description.
A code used for the stock group consolidation.

Bottom left part / Stock Subgroups:
Field
Code
Stock
Subgroup
Consolidation

Usage
A 3 digit code for the stock subgroup.
The stock subgroup name/description.
A code used for the stock subgroup consolidation.

Right part:
Here you can see to which store each stock group is linked or you can link it yourselves.
Field
Store

Usage
Select the appropriate store from the drop down menu.

UNITS*:
Here you can configure all item measurement units:
Field
Code
Measurement
Unit
Conversion
Converted to
I/F Code
Unit Type
Service
System

Usage
A code for the unit.
The measurement unit name/description.
The conversion ratio in decimals.
The measurement unit in which the starting unit is converted to.
A measurement unit I/F code (if there is an interface).
The unit type name/description.
This check box is checked if the measurement unit is linked to a service item
(Item Type=Service).
This check box is checked if the measurement unit is part of the stores (all
measurement units must be checked).

373

MEMBERSHIPS:
This option is used to configure memberships and loyalty programs addressed to guests or
Company contacts. Not all options are applicable in all cases; For instance a membership can
be purchased by paying fees whereas loyalty programs are offered for free and are linked to a
mileage system based on bookings made.
Based on the configuration made in the different sections of this option, either a membership
Field name

Usage

or a loyalty program can be set up.
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Code
Description
Colour

Type
POS
Payment

Affiliation
Fee
Revenue
Insurance
Revenue
Split
(months)
Attributes

Direct Debit
Notice

Copy

Audit
Statements
Review

Membership Code (combination of numbers and letters no longer than 3
digits). User created.
Full Description/title of this membership/loyalty.
Choose a colour to be attached to this membership. This colour will appear
next to the Members name in a search, to provide quick reference. To
activate this field you have to double click on it.
Select one from the membership types that are user defined from the Types
tab.
In case the membership is accompanied by a top up card that can be used
as a means of payments at the Point of Sales, select the method of payment
the card corresponds to. In almost all cases, the payment should be
something like Loyalty.
Key in the affiliation fee.
The revenue centre to which the membership funds are to be posted.
The revenue centre to which insurance charges are to be posted (this is
relevant for Golf memberships only).
The number of months that the membership revenue will split into. This entry
is ignored in the case of Direct Debit. This number is used when the
membership financial data is created upon entry of a membership.
There are three options that are selected using the checkbox provided.
These options are used widely in membership reports.
Promotion: Some memberships are created as introductory and
offer low fees for a limited period. They are known as ‘Passport’
memberships that are used as promotional tools. Check the
promotion checkbox if this is the case.
Staff: For staff memberships.
Complimentary: For complimentary memberships.
The number of months, a member should notify prior to suspension of their
Direct Debit payments. This is a termination notice. The system uses it upon
creation of the membership financial data to create Direct Debit entries so
many months in the future as this entry contains. The minimum entry
accepted is 1 as the month is the base of Direct Debit management. 0 is
ignored, while this field is not taken into account if the membership is not a
Direct Debit one.
There are three copy options activated by this button:
Membership: It copies the current membership (the one displayed
on the main window) to a new membership whose code and names
are specified by the user in a window that pops up. It copies all the
membership data (rates, discounts etc). It is used as a shortcut in
creating memberships in that a base membership is created and
then all the others are copied from this one and altered accordingly.
Rates: It copies the rate breakdown from one period to the other
within the SAME membership. This is handy when membership rate
change as a copy rates is done AFTER the new period is created
and then only the numbers are edited without the need to do any
more input (i.e. Revenue Codes etc.)
Discounts: If a new discount scheme is introduced (e.g. 10%
discount on food on Tuesday evenings for all Spa members), the
scheme is applied on one membership and using this option it can
be copied to any other membership required.
Makes a membership audit.
Searches for membership statement templates, in order to send to a
member.
Gives you a membership review.
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TABS:
RATES:
This part is used to set up the membership fees. Fees are set up be period and include two
payment options: Paid up Front and Direct Debit. Different fee amounts can be set up for
each payment option.
Field Name
From
To
Paid Up
Front Option
Revenue
Centre

Amount

Fee Type

Months

Month
Year
Mnth Option
Direct Debit
Option
Revenue
Centre

Amount

Fee Type

Usage
Period start date.
Period end date.

Revenue centre the fee line charge will be posted to. This is automatically
copied from the main window of the membership (see previous table), but it
can be different in case of a composite membership where more than one
revenue centres may be involved (e.g. a ‘special’ membership including both
Spa and Golf).
The amount that corresponds to the membership fee. All taxes should be
included in this amount.
A membership fee can be broken down in two dimensions: Revenue centres
and fee types. The revenue centres are self explanatory based on the set up
made in Financials. The fee types include the following options:
• Standard: It stands for standard membership fees.
• Join: It represents joining fees (not necessarily applicable in all
cases).
• Renew: It represents renewal fees(not necessarily applicable in all
cases).
• Insurance: It represents insurance related fees(not necessarily
applicable in all cases).
The final membership fee will be a combination of revenue centres and fee
types in order to provide a thorough analysis to the revenue earned by the
specific membership.
The number of months that corresponds to the amount entered in the amount
field. At this moment the system’s minimum membership period that, can be
handled automatically through rate plans, is 1 month. Days and weeks
memberships have to be managed manually without the usage of rate plans.
Calculates the month fee (if a yearly fee has been entered in amount). If a
monthly fee has been used in amount, the amount in this column is the same
as the amount.
Same functionality as the previous field, only that, calculations are based on
a yearly basis instead of a monthly basis.
Key in the month option.

Revenue centre the fee line charge will be posted to. This is automatically
copied from the main window of the membership (see previous table), but it
can be different in case of a composite membership where more than one
revenue centres may be involved (e.g. a ‘special’ membership including both
Spa and Golf)
The amount that corresponds to the membership fee. All taxes should be
included in this amount.
A membership fee can be broken down in two dimensions: Revenue centres
and fee types. The revenue centres are self explanatory based on the set up
made in Financials. The fee types include the following options:
• Standard: It stands for standard membership fees.
• Join: It represents joining fees (not necessarily applicable in all
cases)
• Renew: It represents renewal fees(not necessarily applicable in all
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•

Months

Month
Year

cases)
Insurance: It represents insurance related fees(not necessarily
applicable in all cases)

The final membership fee will be a combination of revenue centres and fee
types in order to provide a thorough analysis to the revenue earned by the
specific membership.
The number of months that corresponds to the amount entered in the amount
field. It is automatically set to 1 and protected (i.e. cannot be changed by the
user) as 1 month is the time base of all Direct Debit management.
Calculates the month fee (if a yearly fee has been entered in amount). If a
monthly fee has been used in amount, the amount in this column is the same
as the amount.
Same functionality as the previous field, only that calculations are based on a
yearly basis instead of a monthly basis.
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DISCOUNTS:
This part is used to set up discounts to be offered to members when they use the Point Of
Sales. By specifying the membership type (e.g. swiping the member’s card), the POS applies
the discounts set up in this part.
Field
Outlet
Revenue
Code
Availability
Discount

Usage
The outlet on which the discount will be applied.
The revenue code on which the discount will be applied. The revenue code
set up in this part of the application should be the same as the revenue code
set up in the menu card of the POS for the discount to be done.
Time period during which the discount is available. This is expressed in day
terms or intervals (e.g. Weekend, Tuesdays etc.). Periods are set up from
Configuration->Global-> Day Ranges.
The discount percentage that will be applied on the eligible items (based on
the Revenue Code) of the POS order.

TIMES:
This part is used in conjunction with HART-Facility Access Control in order to verify that a
member has the right of accessing the facilities included in their membership at the time they
show up. Some memberships are off-peak or Midweek only. The system has to warn the
users if a member tries to violate these rules.
Field
Facility
Availability
From
To

Usage
The facility (or facilities) the membership allows access to. For example a
Spa membership might allow access to the Spa and/or the Gym.
Time period during which the facility is available to members of this kind.
This is expressed in day terms or intervals (e.g. Weekend, Tuesdays etc.).
Periods are set up from Configuration->Global-> Day Ranges.
Time from when the member can access the facility.
Time when the member admission finishes.

TYPES*:
This part is used to set up the different types of memberships/ loyalties. Examples include
Spa, Golf, Restaurant, etc.
Field
Type

Group

Usage
Description of the membership type.
A grouping of types provided by the system. Useful in reports. The options
are:
Golf
Spa
Other (used mainly for loyalty programs)
Combined

REASONS*:
This part is used to set up reasons for which a member might terminate their memberships or
not convert their enquiry to membership. It is useful to know why a membership has not
worked for some people or why they were not convinced to join in the first place.

Field
Code
Termination/
Not Joining
Reason

Usage
A short (3 digit code) for the reason. Useful as an abbreviation in reports.
The description of the reason why a member terminates membership or does not join
following an enquiry.
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ACTIVITIES*:
This part is used to set up the different activities that make up the set of activities in the
framework of membership management. Communication with members, enquiry
management are some examples of actions that take place in this field.
Field
Activity

Usage
Description of the activity that is undertaken during membership
management.

HOW HEARD*:
This part is used to configure the sources of information that potential members use to
enquire or become members. It allows tracing of what works and what does not in taking
memberships offered to the market.
Field
How Heard

Usage
Source where the potential member was informed of membership offered.
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OUTLETS:
This section is used to configure the Points of Sales (POS). All aspects of property outlets are
configured with the help of this screen
The main window contains the different POS. Their attributes are explained below:
Field
Code
Point Of
Sales
Facility
Cashier

Security

Void
Printout

Bill Layout

PDA
Closed
Copy POS

Taxes

Usage
POS 3 digit code. Used in some reports as an abbreviated form.
The name of the outlet.
If the outlet is linked to a diary then select the facility’s diary from the drop
down list of facilities. For more information please consult the Configuration>Facilities section.
The Cashier to which the POS is linked to. A drop down list of hotel cashiers
is available.
The level of security applied to the POS. There are two levels:
Medium (default): Each user can open an order created by another
user
High: Users can open only the orders they created
What printouts are generated, when an item is voided. There are 4 options
(available from a drop down list):
No (printout)
Kitchen only (a note is printed to the relevant kitchen printers)
Check only (a void check is printed to the receipt printer)
Check & Kitchen (a combination of the last two options)
There are 3 options on how a POS order appears on room bill (for orders
charged to rooms):
By Order (default): There is 1 line per order on the guest bill
identified by the outlet name and the order number. This is the
recommended setting as the guests are familiar with the amount of
the order for which they signed
By Item: Each item appears on the bill. It can lead to very long bills
for long staying guests.
By Revenue Code: Although preferable from an Accounting point of
view, it leads to entries whose amounts are totally unfamiliar to the
guests.
Check if the outlet is available on PDA.
If checked it closes the outlet at the end of each shift.
Utility that copies settings and menu cards between Points of Sales. Select
the source and destination POS and the sales groups that need to be copied.
Pay attention to the revenue codes that have to change as you copy between
outlets.
Opens a small window which allows you to change the outlet taxes (from taxto tax).
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TABS:
MENU CARDS:
This tab contains the configuration of the menu card for the outlet. It is divided into 2 sections:
Groups: They correspond to the first row of the POS screen and their order on the
screen
Items: Each group includes a number of items along with prices
Field
Order
Sales
Groups
(Active)
Positioning
Merge
Field
On
Pos
Item
Colour
Revenue
Centre
Sales Unit
Second(ary)
Group
VAT
Price
PDA
Sync

Usage
Order in which the groups appears across the POS screen.
Sales group available from a drop down list of all the Sales Groups.
Check or uncheck to activate or deactivate the group from the menu card.
Useful for periodic changes to the menu cards.
Check if you want the item positioning to appear automatically, so that you
can change it later.
Allows you to merge one sales group to another.
Usage
Check to activate the item on the menu card. Useful in periodic changes of
menus.
The item positioning.
Item selected from a drop down list.
The item colour.
Revenue code where the sale from this specific item will be posted to
Unit in which the item is sold.
In order to split a big group so that an item selection is easier, several
secondary groups can be set up within a main Sales Group. Select from a
drop down list.
Select the VAT category the item belongs to from the drop down list.
Item Price. If 0 please type 0.
Check if you want the item to be available on PDA.
Clicking this button updates any changes made to the current item to all the
instances of this item to all the outlets. The item should be in the same group
for the synchronise function to work properly.
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CONFIGURATION:
This tab contains the basic configuration of the outlet. There are three parts in this section:
Main outlet parameters
Service charge exclusions
Outlet operators
The main parameters are created to their default values when the outlet is saved. The options
are the following:
Field
[Field Usage]

Room

Covers

Table

Gratuity
Revenue
[House Use
Discounts]
Food
Beverage
Other
[Service Charge]
Minimum Number
of People
Applied Manually
Service Charge
Item
Value
%
[Options]
Print Monitor
Check Closed

Usage
This part allows to activate, deactivate some of the order fields
Whether or not to make use of the room field. In some outlets (e.g.
Room Service) the room field is absolutely necessary whereas in others
(e.g. Bar) it can be optional. The available options (from the drop down
list) are:
None: The room field is not used by the POS (it makes sense
in a separate use of the POS e.g. a Pub or a Restaurant)
Optional: The room field is not compulsory but available
Compulsory: The room field should be completed
Whether or not to make use of the covers field. The available options
(from the drop down list) are:
None: The covers field is not used by the POS (the side effect
is that no cover statistics will be available)
Optional: The covers field is not compulsory but available
Compulsory: The covers field should be completed
Whether or not to make use of the table field. In some outlets (e.g.
Room Service) the table field makes no sense whereas in others (e.g.
Bar) it can be optional. The available options (from the drop down list)
are:
None: The table field is not used by the POS
Optional: The table field is not compulsory but available
Compulsory: The table field should be completed
Select the gratuity item from the drop down menu.
Select the revenue code for gratuities from the drop down menu.
This part allows to set up an estimate for the calculation of House Use
cost. If the Cost Control module has been deployed, these figures are
not taken into account as there is real data for the calculation of cost.
The figures defined in the next three fields are approximations.
The discount on the sales price, that is used to calculate cost for food
items
The discount on the sales price, that is used to calculate cost for
beverage items
The discount on the sales price, that is used to calculate cost for other
items
This part allows to fine tune the behaviour of the service charge
Key in the minimum number of people for a service charge.
Check if service charge is to be applied manually.
Select the service charge item from the drop down menu.
Key in the service charge value
Check the percent check box if the service charge is a percentage.
More POS configuration option
Check if you want a monitor to open on your screen so that you are
able to see the receipt printout procedure.
Prints a receipt automatically when the order is balanced and closes.
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Cash All
Kitchen Checks

Checks

Default Operator

If you want the POS to give you a Warning or Stop a check payment if
the payment method is different than cash.
Select By Item or By Group depending on the way you want the
kitchen preparation checks to be printed out.
Select from the drop down menu the way in which you want the checks
(receipts) to be printed out. Select Manual if you want the checks to be
printed out manually (by pressing the Receipt button on your POS
screen). Select Receipt & Close if you want the checks to be printed
out once the order is balanced and paid (you must always check the
Check Closed check box mentioned above). What you need to know is
that if you select the Receipt & Close check mode once you Save the
order the Payment window opens immediately so that you enter a
payment method and close the order on the spot. Once you close the
order the receipt is printed out. Select Receipt & Keep if you want the
checks to be printed out once the order is saved (you must always
uncheck the Check Closed check box mentioned above). What you
need to know is that if you select the Receipt & Keep check mode once
you Save the order the receipt will be printed out immediately but the
order will remain open until you decide to pay it out (Payment button on
your POS screen) and close it.
Select the operator you want to use as default (used in cases where
there is only one operator and we do not want POS to ask for the
operator password all the time).

There are occasions where entire categories of items of an order are excluded from the
calculation of the service charge. These categories are added in the second part of this
screen.
Field
Service
Charge
excludes

Usage
Category excluded from the service charge calculation. The categories are
set up in Configuration→ Materials.

The third part includes the operators that can access the POS.
Field
Operator
Name

Usage
Category excluded from the service charge calculation. The categories are
set up in Configuration→Materials

RECEIPT TEXT:
This tab contains the configuration of the POS receipt. A template is installed during the
setup. In most cases, just a fine tuning of the template will suffice.
The receipt is divided in 4 parts:
Header: This is what the system prints on top of the receipt (before the items)
Footer: This is what the system prints at the bottom of the receipt (after the items)
Footer Closed: This is what the system prints at the bottom of a closed receipt
(when the payment has already been taken)
Items: The list of items of the order.
In this tab, the user can customise the first 3 parts – the last one is taken care of the system
automatically based on the order itself. Each part of the receipt is known in this section as
position.
Field
Line No

Usage
Receipt line number. Line numbers are independent in each position i.e.
there can be line 1 in all three positions. Moreover, line numbers are not
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Text

Position

strict but a means of ordering the information i.e. there can be gaps.
Text on the receipt line.
What part of the receipt is being edited. As explained above there are three
options: Header, Footer and Footer Closed. The system, based on where the
user adds a line, knows what the position is, so in most cases the users will
not have to deal with this field. The only occasion this may be needed is
when an entry needs to change position (i.e. from footer to footer closed).
Note that the users can only interact with the Position field on the right of
each entry and not the group header on top of each section as this would
affect all the entries below it.

TRANSFERS:
This tab contains the configuration of POS transfers. There are occasions when an order has
to be transferred from one outlet to another. For example guests arriving early for their dinner
might have a drink at the bar and subsequently this order has to be transferred to the
restaurant so that there is one bill at the end of the evening. Selecting which outlets an order
can be transferred to, from the current outlet, in order to avoid mistakes is the object of this
tab.
Field
Transfer To
Service

Usage
Select the outlet(s) to which transfer of order is allowed from the outlet drop
down list.
Select the inclusive service to which transfer of order is allowed from the
service drop down list.

OVERRIDES:
This tab contains the names of people who have supervisor permissions on the POS. As this
is unique to each property, there are no pre-installed entries in this section.
Field
Code
Authorisation
Name
Password

Usage
3 digit abbreviation used in some reports.
The name of the supervisor of the POS. It can either be a person or a role
within the property.
Password used to identify the supervisor during POS overriding activity.

PREPARATION*:
This tab contains the configuration of the kitchen printers. Kitchen printers are used to print
orders to the kitchen area as they are entered into the system thus improving the efficiency
and speed of communication between waiters and cooks. To simplify this configuration the
following guidelines have to be followed:
When the printer is a network printer, i.e. not connected to a specific computer but
wired straight on to the network, give it a simple name during installation like
Warm_Kitchen (if the name has to be composite prefer to use underscore (_) instead
of hyphen (-). Use the same name (this is really important) to all the computers which
will have access to this printer when you install it on more computers.
When the printer is directly wired to a computer and needs to be accessed from other
computers aws well, make sure you have shared it. In setting a share name follow the
guidelines of the previous paragraph. When adding it to the preparation section,
make sure you name it as \\computerName\ShareName.
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As this is unique to each property, there are no pre-installed entries in this section.
Field
Preparation
Point

Usage
The name of the preparation point which follows the above conventions. A
tooltip is available from the application.
Depending on the printer type and quality there are two options:
Text only: Used with thermal printers. Plain check no colours or
special formatting.
• Graphics: Used with dot matrix printers. Richer formatting than text.
Selecting Graphics on a thermal printer will not improve the quality
of the printout.
Key in the preparation copies.
•

Layout

Copies
Field
Do Not Use
With

Usage
Workstations/Touch screens in the outlet that should not use the preparation
printer.

OPERATORS*:
This tab contains a list of all the POS operators along with their rights. Given the fact that,
operators are unique per property, the installation does not create any entries in this section.
Field
Operator
Name
Code

Actions
Allowed

Usage
The name of the operator as it appears on reports like Auditing and End of
Shift.
Operator’s code as used at the POS. This code identifies the operator and is
treated like a password.
A series of check boxes from which certain permissions are granted
(checked) or revoked (unchecked). These permissions are:
• Discount: The operator can apply a discount
• Void: The operator can void an item from an order
• Cancel: The operator can cancel an entire order
• Price: The operator can change the price of the Menu Card during
the Sale
• Reopen: The operator can reopen an order already closed.
• All Tables: The operator can see all tables.
• SC: The operator can add a service charge to the order.
• All POS: These rights are applicable on all the outlets and not only
the ones the operator has been set up to work in through the outlet
Configuration tab.

PERIODS*:
This tab contains a list of the serving periods that are set up in order to monitor POS activity
and revenue, according to the time period of the day. In most cases outlets are set up with
serving period in mind i.e. Restaurant Lunch and Restaurant Dinner; in this case setting up
periods is redundant.
Field
Serving
Period
From
To
Next Day

Usage
The name of the serving period.
Starting time (selected from a drop down list).
Ending time (selected from a drop down list).
Check if the period extends to the next day i.e. after midnight.
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DISCOUNTS*:
This tab contains the definitions of all the discounts available from the POS. Each discount
has a profile which is composed of two parts:
A name that identifies it (e.g. Staff discount)
Its validity rules in terms of time (when it is available), what it covers (item categories)
and how big it is (percentage)
The name of the discount is defined on the left part of the screen:
Field
Discount
Profile Name

Usage
The name of the discount profile.

The elements of the discount are defined in the right part of the screen:

Field
Available On
Item
Category
Discount

Usage
The day/period the discount is available. Selected from a drop down list.
What this discount covers e.g. Food, Beverage. This field depends on how
the Item Categories have been set up.
Discount percentage to be applied to the order.

EXCLUSIONS:
Here you can enter the payment methods that you do not want to be available on the outlets.
Field
Excluded
Payments
POS
Department

Usage
Select the excluded payments from the drop down menu.
Select the POS department you want to exclude the payment from.
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PROFIT & LOSS:
The Profit & Loss report contains the profitability of each department or the property in total.
We speak of Departmental P&L report if the object is to analyse the profitability of a specific
department (e.g. Food & Beverage) or a Global P&L report if the object is to analyse the
profitability of the property as a whole. Each type of report has a different level of analysis as
there is a different amount of information contained. The Global P&L contains information for
all the departments but in a summarised format, while the Departmental P&L contains all the
details. Both reports are configurable to a big extent and come pre-installed with a typical set
of values that is a good start for every establishment. The Configuration is done in the
Configuration→ Profit & Loss menu option.
The first thing you will need to do is setup the P&L report’s sections:
Field
Order
Section
Part
Cost/Revenue
Accounting
Start

Usage
The order of the part in the report.
Key in the property’s section name
Select in which part of the report the specific section will appear
Select whether the section involves Cost Only or Cost & Revenue from the
drop down menu.
Key in the accounting code for the section (in cases of accounting
interfaces)
Press if you want HART PMS to create a first P&L setup.

TABS:
COST:
Let’s examine the Cost configuration first. Cost is accounted for in Cost Centres. Examples of
Cost Centres are Food Cost, Beverage Cost, Net Salaries etc. Some of the Cost Centres are
related for example Net Salaries, Social Insurance Contribution and Staff Housing are Payroll
and Related Expenses. This is why there is a two level cost structure:
Cost Centre Groups: They group all related activities for example Payroll & Related
expenses
Cost Centres: They provide the cost analysis per activity e.g. Net Salaries.
The fields below are available to set up a Cost Centre Group (the upper part of the Cost tab):
Field
Order
Group
Breakdown
Summary
Highlight
Summary
Nominal
Code

Usage
The order of each group in the Departmental P&L. Provides the basic order
in the Departmental P&L structure.
The name of the Group (example Cost Of Sales, Operating Expenses).
Select the breakdown summary from the drop down menu
Select the highlight summary from the drop down menu.
Key in the nominal code for the cost group (in cases of accounting
interfaces)

Cost Centre Groups contain Cost Centres. This is the smallest dimension of cost analysis and
is the level at which all purchases take place. (When an expense is incurred and registered in
HART, the user is prompted to select a Cost centre for every purchase they make). Cost
Centres are presented only in the Departmental P&L in their respective groups as the Global
P&L contains only summaries of the groups.
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The fields below are available to set up a Cost Centre:
Field
Order

Cost Centre

VAT

Nominal
Code

VAT Code

Usage
The order of each cost centre within its group. It is relevant only to
Departmental P&L as they do not appear in the Global P&L.
The name of the Cost Centre (example Linen Replacement, Printing &
Stationery). It corresponds to activities that generate cost and can be
configured in any way necessary to produce the required reports which
provide detailed cost information.
As it was said earlier, the Cost Centre is the base of purchases. To facilitate
the data entry in Purchases (Deliveries), a VAT category can be linked to a
Cost Centre so that the relevant field on the Deliveries screen is populated
automatically once the Cost Centre has been selected.
The Cost Centre is also the basis on which cost information is transferred to
Accounting systems. This field contains the nominal code of the Accounting
system that corresponds to the specific Cost Centre. Normally Cost Centres
are created in a way that can be directly mapped to the Accounting System
used.
The VAT nominal code of the Accounting system that corresponds to the
VAT value related to the Cost Centre. This arrangement allows the user to
have a detailed analysis of VAT per Cost Centre transferred from HART to
their Accounting system.

REVENUE:
Similarly to Cost Configuration, the system provides a Revenue Configuration that allows a
custom view of revenue both in the Global and Departmental P&L. The basis for revenue
posting in the system is the Revenue Centre, while the Revenue Centres group to form
Revenue Centre Groups. They are all included in the Revenue tab which includes the
following:
Revenue Centre Groups
The Revenue Centre Groups allow the user to add together a number of Revenue Centres.
For example, a number of Bar outlets drink and Food revenue can be totalled under Bar
Revenue. Summary facilities for the Global P&L are available exactly in the same way as with
the Cost Centre Groups. The list of available fields follows:
Field
Order
Group
Breakdown
Summary
Highlight
Summary
Nominal
Code

Usage
The order of each group in the Departmental P&L. Provides the basic order
in the Departmental P&L structure.
The name of the Group (example Room Revenue).
Select the breakdown summary from the drop down menu
Select the highlight summary from the drop down menu.
Key in the nominal code for the revenue group (in cases of accounting
interfaces)

Revenue Centres
The Revenue Centres allow the user to add together a number of Revenue Centres for
Departmental P&L purposes. The user can copy the same Revenue Centre structure as the
one used at the PMS or create a different one that is either more or less analytical. This also
allows the user to use this facility of the system to record revenue coming from activities that
are not necessarily run from the PMS, e.g. provision of services to sister hotels.
The following fields are available.
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Field
Order
Revenue
Centre

Usage
The order of each Revenue Centre within its group. It is relevant only to
Departmental P&L as they do not appear in the Global P&L.
The name of the Revenue Centre (example Accommodation Revenue,
Cancellation Charges). It corresponds to activities that generate revenue and
can be configured in any way necessary to produce the required reports
which provide detailed revenue information.
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PMS Revenue Centres
Each Revenue Centre created in the previous paragraph can be mapped to the existing PMS
Revenue Centres in order for the P&L to produce the revenue information automatically. All
that is required is to add the PMS revenue codes (one or more) that correspond to the P&L
Revenue Centre. There is only one field in this part of the screen:
Field
Department

Usage
PMS Revenue Code that corresponds to the P&L Revenue Centre that is
selected on the left side. A drop down list of all the PMS Revenue Codes is
available to choose from.

In the case of POS Revenue there are occasions that the PMS Revenue Codes are not set
up to differentiate between different categories, e.g. there is a Restaurant Revenue Code in
the PMS but there is a distinction between Restaurant Food and Restaurant Beverage in the
P&L. If that is the case, the last part of the Revenue tab allows mapping the same PMS
Revenue Code to more than one P&L Revenue Centre using categories from the POS as
shown in the examples below:
Category

Restaurant Beverage Setup
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Restaurant Food Setup
PARTS*:
This section allows you to configure the P&L’s global parts.
Field
Order
Part

Usage
The part’s order.
The name of the part (i.e. Operation, Gross Operating Profit, U/Distr. Oper.
Exp., EBITDA).

SUMMARIES*:
While discussing the Global P&L it was stated that because it contains all the sections
(departments) it gives a summarised format of the results. The summaries are linked to the
Cost and Revenue Groups so as it has been said already each group can be linked to
summary items. In this way we can map more than one group to the same summary and
shorten the size of the Global P&L especially in cases where there are many departments.
The summary levels are created in the Summaries tab. There are only two fields to configure:
Field
Order
Summary
Details

Usage
The order of summary item in the Global P&L report.
The name of the Summary level (e.g. Total Payroll, Total Operating Cost).
Check if you want the summary’s details to be shown inside the Global
Breakdown part.

HIGHLIGHTS*:
Here you can create the report’s highlights:
Field
Order
Highlight
Summary

Usage
The order of summary item in the Global P&L report.
The name of the Highlight level.
Select whether the highlight involves Cost or Revenue.
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REPORT SCHEDULE:
This option allows you to do an automatic send of specific reports to specific recipients right
after the close day procedure. The information given is the following:
Top part of the window (scheduler):
Field

Usage

Description
Email

A small description of the report scheduling.
The email addresses of the people you want the reports to be sent to
(separate with comma to add more than one).
Check if the specific scheduler is active.
Press this button if you want to send the specific scheduler manually.

Active
Send

TAB REPORTS:
Field

Usage

Report Name
Yesterday

Select the desired report from the drop down menu.
Check if you want to send the data of the day just closed (previous day).
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RESERVATIONS:
This section is used to configure the Reservations attributes. Items like reservation status,
traces, requests and occasions are set up here.
The main window contains the reservation status. The system comes with a number of preloaded entries.
Their fields are explained below:
Field
Code
Status

Stage

Colour
IF Code

Usage
Reservation Status 3 digit code. Used in some reports as an abbreviated
form.
The full name of the reservation status.
A reservation goes through different stages. Each stage can have more than
one statuses, e.g. a Definite booking can be Confirmed or Held until 18.00
hrs etc. While the users can create as many statuses as desired, the stages
of a booking are specific and are displayed in this drop down list:
Definite: The booking will materialise and the hotel should make
sure that the resources required are in place.
Waiting List: The booking is in a waiting list due to availability
restrictions.
Cancelled: The booking has been cancelled by the guest.
Turned Away: The hotel rejected the booking (mainly due to
availability restrictions)
Tentative: The booking has not been confirmed.
Request: The booking is an initial request (i.e. not a real booking
yet).
In: The guest is in house.
Out: The guest has departed.
Normally one status per stage is enough for all the above except the Definite
one where more than one are possible e.g. Definite, Guaranteed, Confirmed
etc.
Colour that will represent each reservation status on the Room Rack. It is set
by double clicking on the field.
The reservation status IF code.

TABS:
AUTHORISATIONS*:
This tab contains a list of people who are authorised to perform certain actions. They do not
necessarily correspond to the user that is currently logged on to the system, i.e. a reservation
agent can request a supervisor to give their authorisation in order to give a discount to a
booking. Each authorisation entry can identify a person or a role and does not have to be a
user a HART.
Authorisations are set up for 2 reasons:
Authorise discounts
Export List of Sales & Marketing Accounts and Contacts
As authorisations are specific to each property, there are no entries in this section created by
the installation software.
Field
Code
Authorisation
Name

Usage
Authorisation 3 digit code. Used in some reports as an abbreviated form.
The full name of the authorisation entry.
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Password
Discount
Export
Edit
Instructions
Override
Room

The authorisation password
Check if this entry can authorise room booking discounts.
Check if this entry can export list of accounts and contacts.
Check to allow authorization code to edit reservation instructions on the
availability and rack windows.
Check to allow authorization code to override room status.

TRACES*:
This tab contains the definitions of the traces i.e. the different activities that are connected to
a booking. A trace is an action that has to be taken with regard to a reservation. A number of
entries are pre-loaded from the installation.
Field
Trace

Usage
The action to be taken with regard to a booking.

AMENITIES*:
This tab contains a list of items offered to the guests upon arrival. Typical examples include
flowers or wine. Given the fact that, amenities are unique per property, the installation does
not create any entries in this section.
Field
Code
Amenity
Details

Usage
3 digit code. Used in some reports as an abbreviated form.
Description of the amenity. Normally an amenities program is a package (i.e.
Journalist package) which can include several items.
A more detailed description especially in the case of a package.

More often than not, an amenities package, results in the consumption of specific items. In
order to automate stock control on those items, the second part of the screen contains the
items, and the outlets they are taken from, for each instance of the amenities package.
Field
Item
Outlet

Usage
Item needed for a trace to be carried out..
Outlet from which the item will be taken.

REQUESTS*:
This tab contains a list of requests available to the guests at the time of the booking. Typical
examples include flowers or wine upon request and normally serving this request comes at a
cost. Given the fact that, requests are unique per property, the installation does not create
any entries in this section.
Please pay attention to the difference between Traces, Amenities and Requests:
Traces are actions that are related to the handling of the booking. Their aim is to help
the users organise themselves and make sure activities are not omitted. They are not
related to any items and they come at no cost. They are like the diary of the booking
Amenities are offered by the hotel to the guest as a gesture of appreciation. They are
initiated by the hotel at no cost to the guests who are not aware of their existence
until they arrive at the hotel. In order to help the hotel assess the cost of the amenities
program, the system links amenities to items.
Requests are initiated by the guests; they ask for them prior to arrival and there is a
cost associated to them. In order to automate the charge of guest requests and help
the hotel with stock control issues, the system links requests to items.
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Field
Order
Code
Request
Revenue
Code
Price

Usage
Order in which requests appears in reports, drop down lists etc.
3 digit code. Used in some reports as an abbreviated form.
Description of the request.
Revenue code where the request is charged. Requests are automatically
charged by the system at Close Day.
Cost of the request to the guest (includes VAT).
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More often than not, satisfying a guest request, results in the consumption of specific items. In
order to automate stock control on those items, the second part of the screen contains the
items, and the outlets they are taken from, for each request.
Field
Item
Outlet

Usage
Item needed for a trace to be carried out.
Outlet from which the item will be taken.

OCCASIONS*:
This tab contains the definitions of the special occasions for a booking i.e. whether a booking
is made as a celebration of a specific anniversary or event, or simply capture the reason for
this booking e.g. business. A number of entries are pre-loaded from the installation.
Field
Code
Occasion

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the occasion.

HOW HEARD*:
This tab contains the definitions of the source of information from which the guests have
found out about the hotel. A number of entries are pre-loaded from the installation. Please
note that different areas of the business (rooms, functions, spa and restaurant), might have
different sources of information.
Field
Code
How heard

Availability

Usage
3 digit code. Used in some reports as an abbreviated form.
The source of information
A series of check boxes enabling or disabling a property. These properties
are:
Active: If an entry is no more relevant (i.e. the hotel is not included
in a specific guide anymore) uncheck this field. (The system won’t
allow you to delete it if there are bookings linked to it but by deactivating it, it will not be available to be selected to the users
anymore)
Rooms: Check if the entry is related to room bookings
Functions: Check if the entry is related to function bookings
Spa: Check if the entry is related to Spa (Non Resident) bookings
Golf: Check if the entry is related to Golf Tee Times
Restaurant: Check if the entry is related to Restaurant bookings
It is worth noting that an entry can be related to more than one type of
bookings

LOST BUSINESS*:
This tab contains the reasons why business can be lost. By the term ‘lost business’ three
occasions are meant:
Cancellations: Initiated by the guest on an existing booking
Lost Booking: An enquiry or tentative booking that never materialised
Turned Down: Initiated by the hotel which for some reason did not take a booking
This section is used to set up reasons for any of the above occasions.
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A number of entries are pre-loaded.
Field
Code
Lost
Business
Reason

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the lost business reason.

SPECIAL NEEDS*:
This tab contains the definitions of Special Needs that a guest might have normally related to
its health status. It is important to know when a guest faces a health problem as for example a
person being sight impaired will need assistance in the event of a fire. A number of entries are
pre-loaded.
Field
Code
Special Need

Usage
3 digit code. Used in some reports as an abbreviated form.
The description of the special need.

TITLES*:
This tab contains the definitions of guest titles. Almost all entries that might ever be needed
are loaded during the system setup.
Field
Guest Title
Gender

Usage
Title of the guest.
Used to assist with Marketing queries in case the target group belongs to a
specific gender i.e. a campaign for ladies lunches.

KINDS*:
This tab contains the set up of a categorisation a property can apply to its guests. The criteria
are individual to each property therefore nothing is added in this section by the system setup.
This field should not be used for VIP categories as there is another section for this.
Field
Code
Guest Kind

Usage
3 digit code. Used in some reports as an abbreviated form.
Description of the category.

LEVELS*:
This tab contains the set up of the different occupancy levels that affect room rates. Prices
paid for rooms are normally affected by when the booking is taken in that the occupancy of
the hotel for the desired period, decides the price the guest has to pay when the booking is
made. More often than not, prices tend to get higher the closer we get to the arrival date. To
better organise the co-ordination between demand (booking) and supply (availability) levels
can be created; these levels link occupancy to different rates. The definition of these levels is
done here.
Field
Code
Level
Colour
Occupied
Rooms
(From-To)
Deposit

Usage
3 digit code. Used in some reports as an abbreviated form.
The name of the level. It can either be something like ‘High Occupancy’ or
‘Level 1’.
Colour to designate level in the Rate Matrix (see Sales Office
documentation).
Key in the number of rooms occupied (from-to) involved inside each rate
level.
The system suggests deposit policy based on the level of occupancy. The
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Policy

drop down includes the following options:
No Deposit: No deposit is required at this occupancy level.
Credit Card: A credit card is required to guarantee the booking. No
charge is made though at the time of the booking.
Deposit: A deposit has to be charged at the time of the booking.
(Based on credit card and web booking integration, this process can
be fully automated).

NOTES*:
This tab contains notes to be displayed on the availability screen. The notes are displayed in
reverse chronological order and can also be edited from the availability screen itself. This is
the simplest form of instructions to the reservations team as to what levels of prices to sell
based on occupancy.
Field
From
To
Notes

Usage
Starting date the note is valid.
Ending date the note is valid.
Free format note field.

DISTRIBUTION*:
This tab contains the different distribution channels that can be used as source of
reservations. This is related to web booking integration as well as to any reservation interface.
Field
Code
Distribution
Channel
Source
Segment
How Heard
Start

Usage
3 digit code. Used in some reports as an abbreviated form.
Channel name.
The channel source
The channel segment
The channel how heard
Press this button in order to create a first setup involving all of the property’s
distribution channels.
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SERVICES:
This section is used to configure all the packages and services available at the property. It is
one of the most vital parts of the application, as bookings depend on the correctness of
information entered here in order to create the right arrangement and charges for the guests.
There are six different types of packages:
Bedroom Packages: Used with room bookings
Function Packages: Used with function bookings
Restaurant Packages: Used with restaurant bookings
Spa Packages: Used with Non Resident Spa Days
Fitness Packages: Used with fitness bookings
Golf Packages: Used with Golf Breaks
There are two ways to view/edit the services and packages.
Configuration: Tabbed configuration windows allow viewing and editing of packages
and services
Tree: A tree view of all the package structures allow a quick check of how the
services have been set up and combined to create packages.
The Configuration windows are explained first:

BEDROOM PACKAGES:
The main window contains the definition of packages. The system comes with a number of
pre-loaded entries. Their fields are explained below:
Field
Code
Package

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the package.

TABS:
BREAKDOWN:
This tab contains a list of services that are included as part of a package, i.e. the package
breakdown.
Field
Order
Service
Included
Lead Time

Usage
Some packages –most commonly spa packages- include services –i.e.
treatments- that have to be applied in some order. This order is a number
which should be supplied in this field.
The service that is included in the package. Selected from a drop down list of
services which are configured in the next (Services*) tab.
If there is any time needed prior to a service being available. More relevant
in the spa environment where sometimes preparation of equipment is
involved.

Each service can have alternative services as part of a package. For instance a package
might include breakfast which can be either taken at the restaurant or in the room.
Field
Alternative
Service

Usage
The alternative service that is included in the package. Selected from a drop
down list of services which are configured in the next (Services*) tab.
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Each service, being a component of a package, can be available on a specific period during
the consumption of the package. In most cases, the ‘Every Day’ option, which is added
automatically, is enough.
Field
Availability

Usage
Time availability of the service within the package. Determines the
arrangement set up of a room package e.g. Brunch component of a bedroom
package can be available Sundays only.

SERVICES*:
This tab contains the definitions of the services offered at the property. A service is the
smallest unit of offering. Services can be combined to create packages which then are part of
a rate plan.
Field
Service
Revenue
Code
Price

Pre-charge

Prayer Sheet

Usage
The name of the service.
The Revenue code to which the service belongs. Selectable from a drop
down list of revenue codes as created in Configuration→ Financials.
The default price of the service. Useful in automating breakdown of rate
plans where the system creates the split between the components of a
package automatically.
When a service is part of a bedroom package, it is charged automatically by
the Close Day process. Some services are charged before they are taken
(e.g. Breakfast) while others are charged after they are taken (e.g. Dinner).
This field should be checked if the service is charged before it is taken.
Making a mistake in this field, might compromise the correct function of the
Meals Control module.
Check this field if bookings for the specific service should become part of the
Prayer Sheet Report Service Booking section. For example to display Lunch
bookings, check the Prayer Sheet check box of the Lunch Service.

Consuming a service is often accompanied by the consumption of POS items. In order to
automate Cost Control using information from the booking, link services to items and outlets
using the next section:
Field
Item
Outlet

Usage
Item linked to the service. Selectable from a drop down list of items as
created in Materials→ Items.
Outlet whose Stock has to be affected by the consumption of service/item.
Selectable from a drop down list of outlets as configured in Configuration→
Outlets.

ACCOMMODATION*:
This tab contains a list of the room types in terms of rate plans. There are two room types in
the system:
Room Types (set up in Configuration→ Housekeeping): This type describes a
room without any reference to charges. This is how the hotel would be described
without any notion of rate plans.
Accommodation Type (set up in this section): This type describes the different
charging types there are, i.e. the different rate levels at which a room is charged.
Usually, there is a relationship between the two types, i.e. the better rooms are charged more.
However, both types are part of a room booking as there are cases when the guests are
upgraded, i.e. are given a better room compared to what they pay for.

400

Field
Order
Code
Accommodation
Type
Default Rate

Room Type

Usage
Order in which the accommodation types appear in drop down lists and
rate plan breakdown.
3 digit code. Used in some reports as an abbreviated form
Name of the accommodation type
Default Rate for the accommodation type. Used in certain utilities (i.e.
Rate plan editing) or potential revenue calculations.

Room type it corresponds to. Selectable from a drop down list of room types
as configured in Configuration→ Housekeeping.

MISCELLANEOUS*:
This tab contains a list of additional chargeable items that can be added to a booking and are
part of a rate plan. Extra Beds, children charges are part of this list. This is helpful in
automating charges based on what is included in a room booking.
Field
Group
Additional
Charge
Notes

Usage
Key in a miscellaneous charge group.
Name of the chargeable item.

Group

Notes.
Chargeable items fall into two categories:
Items that are referenced from existing fields of a room booking.
These are :
o Children
o Extra Beds
o Baby cots
Items that are user defined and have to be handled through the
Sharers process of the room booking. Typical examples are single
supplement, full board supplement etc.
This field links each item to a category by selecting from the drop down list
as follows:
For children select the ‘Child’ value
For Extra Beds select the ‘Extra Bed’ value
For Baby cots select the ‘Cot’ value
For any other case select the ‘Rate defined’ value
Chargeable items are used in the rate plans in order to set up relevant
charges.
Check this field if the chargeable item in question should be taken into
account in Guest count statistics. Extra Beds should be taken into account
while supplements should not. This is an open field as the users can define
any kind of chargeable item e.g. pet charge which should affect the number
of people in the property correctly.
Select a miscellaneous charge group from the drop down menu.

Field
Service

Usage
Select a service linked to the additional charge.

Field
Relation

Person
Count

FUNCTION PACKAGES:
This selection contains function booking packages. Their fields are explained below:
Field
Code
Package

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the package.
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TAB:
BREAKDOWN:
This tab contains a list of services that are included as part of a package, i.e. the package
breakdown.
Field
Order
Service
Included

Usage
Some packages –most commonly spa packages- include services –i.e.
treatments- that have to be applied in some order. This order is a number
which should be supplied in this field.
The service that is included in the package. Selected from a drop down list of
services.

Each service can have alternative services as part of a package. For instance a package
might include a coffee break which can be taken either at the restaurant or in a function room.
Field
Alternative
Service

Usage
The alternative service that is included in the package. Selected from a drop
down list of services which are configured in the next (Services*) tab.

Each service, being a component of a package, can be available on a specific period during
the consumption of the package. In most cases, the ‘Every Day’ option, which is added
automatically, is enough.
Field
Availability

Usage
Time availability of the service within the package.

EQUIPMENT*:
This tab contains the definitions of equipment that might be needed as part of a function
booking and is available to be booked.
Field
Code
Equipment
Revenue
Code
Price
Stock

Usage
3 digit code. Used in some reports as an abbreviated form.
The name of the equipment item. Typical examples are projector, flip chart
etc.
The Revenue code to which the equipment should be charged. Selectable
from a drop down list of revenue codes as created in Configuration→
Financials. Automates the function charges at Close Day.
The default price of the equipment. Helps in charge automation through the
Close Day process.
Number of pieces of the specific equipment item. Useful in detecting over
booking of equipment.

RESTAURANT PACKAGES:
This selection contains restaurant booking packages. Their fields are explained below:
Field
Code
Package

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the package.
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BREAKDOWN:
This tab contains a list of services that are included as part of a package, i.e. the package
breakdown.
Field
Order
Service
Included

Usage
Some packages –most commonly spa packages- include services –i.e.
treatments- that have to be applied in some order. This order is a number
which should be supplied in this field.
The service that is included in the package. Selected from a drop down list of
services.

Each service can have alternative services as part of a package. For instance a package
might include two different menu choices.
Field
Alternative
Service

Usage
The alternative service that is included in the package. Selected from a drop
down list of services which are configured in the next (Services*) tab.

SPA PACKAGES:
This selection contains spa booking packages. Their fields are explained below:
Field
Code
Package

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the package.
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TABS:
BREAKDOWN:
This tab contains a list of services that are included as part of a package, i.e. the package
breakdown.
Field
Order
Service
Included
Lead Time

Usage
Some packages –most commonly spa packages- include services –i.e.
treatments- that have to be applied in some order. This order is a number
which should be supplied in this field.
The service that is included in the package. Selected from a drop down list of
services which are configured in the next (Services*) tab.
If there is any time needed prior to a service being available. More relevant
in the spa environment where sometimes preparation of equipment is
involved.

Each service can have alternative services as part of a package. For instance a package
might include a choice between different treatments.
Field
Alternative
Service

Usage
The alternative service that is included in the package. Selected from a drop
down list of services which are configured in the next (Services*) tab.

Each service, being a component of a package, can be available on a specific period during
the consumption of the package. In most cases, the ‘Every Day’ option, which is added
automatically, is enough.
Field
Availability

Usage
Time availability of the service within the package.

CONSTRAINTS:
This tab contains time constraints for a package.
Field
Not Before

Usage
Package is not available before the time specified in this field. Selectable
from a drop down list of times.
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SERVICES*:
This tab contains the definitions of the services offered at the property. A service is the
smallest unit of offering. Services can be combined to create packages which then are part of
a rate plan. These section is similar to the Bedroom Packages Services* section, however,
there are some different fields that define the service from a Spa point of view.
Field
Treatment
Time
Revenue
Code
Diary Name

Price

Group

Diary

Level

Usage
The name of the treatment.
The duration of the treatment in minutes. Any preparation time should be
included as the time configured here is the time taken into account from the
Spa Diary.
The Revenue code to which the service belongs. Selectable from a drop
down list of revenue codes as created in Configuration-> Financials
The name under which the service appears on the Spa Diary. This can be a
shortened version of the service name so as to be easier to read from the
Spa Diary.
The default price of the service. Useful in automating breakdown of rate
plans where the system creates the split between the components of a
package automatically.
Group to which the service belongs. Selectable from a drop down list which
can be configured in the Groups* tab. Groups is a handy way of categorising
treatments so that therapist rules can be applied, e.g. a therapist should do
no more than x number of massages a day. By creating a group where all
kinds of massages belong, it is easy to implement such a rule.
A list of how a service (treatment) behaves as far as the Spa Diary is
concerned:
No Diary: The service is not taken into account by the Scheduler
(when attempting to schedule a Spa package) and nor is it displayed
on the Diary. An example of such a service, is a Spa Drink which can
be part of a package which is not accurately scheduled in terms of
time, nor should it appear on the Diary. In this case no availability
constraints apply.
Scheduler: The service should be taken into account by the
Scheduler as it should be provided at a specific time but is not as
personalised as a treatment so it does not appear on the Diary. An
example of such a service is Lunch which can be provided for
several people at the same time in the same place. In this case,
availability is defined by the number of people that can be served at
a specific time slot (see next table)
Diary: The service should be taken into account both by the
Scheduler and the Spa Diary. All treatments fall into this category as
they are personalised, have specific duration and follow strict
availability rules as not every therapist can perform any treatment in
any treatment room.
Key in a number representing the treatment difficulty. The lower the number
the more difficulty the treatment. Matches therapist level to help the system
make automatic assignments.

For the services whose Spa Diary type is ‘Scheduler’, availability in terms of number of people
per time slot has to be defined. This takes place in the lower section of the screen. (Defining
this type of availability for any other type of service has no effect, it is simply ignored).
Field
Time
People

Usage
Time slot, selected from a drop down list of time slots.
Number of people who can receive the service at this time slot.
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CONDITIONS*:
This tab contains a list of medical conditions as they appear on the guest profile. It can also
include any additional condition that might contribute to the guest’s well being before or during
a treatment.
Field
Order
Condition

Usage
Order in which the condition appears on the profile. In absence of any
ordering, alphanumeric sorting is used.
Condition description.

GROUPS*:
This tab contains a list of groups into which the treatments have been divided.
Field
Group
Colour
Max/Day

Usage
Name of the group e.g. Massages.
Colour of the group in which all the individual treatments members of the
group appear on the Spa Diary. It is easy in this way, to see at once all the
massages planned for the day.
Key in the maximum days of the group.

FITNESS PACKAGES:
This selection contains fitness booking packages. Their fields are explained below:
Field
Code
Package

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the package.

TABS:
BREAKDOWN:
This tab contains a list of services that are included as part of a package, i.e. the package
breakdown.
Field
Order
Service
Included
Sessions

Usage
Some packages –most commonly spa packages- include services –i.e.
treatments- that have to be applied in some order. This order is a number
which should be supplied in this field.
The service that is included in the package. Selected from a drop down list of
services which are configured in the next (Services*) tab.
Number of sessions making up the package.

Each service can have alternative services as part of a package. For instance a package
might include a choice between different treatments.
Field
Alternative
Service

Usage
The alternative service that is included in the package. Selected from a drop
down list of services which are configured in the next (Services*) tab.

Each service, being a component of a package, can be available on a specific period during
the consumption of the package. In most cases, the ‘Every Day’ option, which is added
automatically, is enough.
Field
Availability

Usage
Time availability of the service within the package.
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SERVICES*:
This tab contains the definitions of the services offered at the property. A service is the
smallest unit of offering. Services can be combined to create packages which then are part of
a rate plan. These section is similar to the Bedroom Packages Services* section, however,
there are some different fields that define the service from a Fitness point of view.
Field
Treatment
Time
Revenue
Code
Diary Name

Price

Group

Diary

Level

Usage
The name of the service.
The duration of the service in minutes. Any preparation time should be
included as the time configured here is the time taken into account from the
Fitness Diary.
The Revenue code to which the service belongs. Selectable from a drop
down list of revenue codes as created in Configuration→ Financials
The name under which the service appears on the Spa Diary. This can be a
shortened version of the service name so as to be easier to read from the
Fitness Diary.
The default price of the service. Useful in automating breakdown of rate
plans where the system creates the split between the components of a
package automatically.
Group to which the service belongs. Selectable from a drop down list which
can be configured in the Groups* tab. Groups is a handy way of
categorising classes so that trainer rules can be applied, e.g. a trainer
should do no more than x number of aerobics classes a day. By creating a
group where all kinds of aerobics classes belong, it is easy to implement
such a rule.
A list of how a service (class or consultation) behaves as far as the Fitness
Diary is concerned:
No Diary: The service is not taken into account by the Scheduler
(when attempting to schedule a Spa package) and nor is it
displayed on the Diary. In this case no availability constraints apply.
Scheduler: The service should be taken into account by the
Scheduler as it should be provided at a specific time but is not as
personalised as a treatment so it does not appear on the Diary. An
example of such a service is a Presentation which can be provided
for several people at the same time in the same place. In this case,
availability is defined by the number of people that can be served at
a specific time slot (see next table)
Diary: The service should be taken into account both by the
Scheduler and the Fitness Diary. All treatments fall into this
category as they are personalised, have specific duration and
follow strict availability rules as not every trainer can perform any
class in any studio.
Key in a number representing the treatment difficulty. The lower the number
the more difficulty the treatment. Matches therapist level to help the system
make automatic assignments.

For the services whose Diary type is ‘Scheduler’, availability in terms of number of people per
time slot has to be defined. This takes place in the lower section of the screen. (Defining this
type of availability for any other type of service has no effect, it is simply ignored).
Field
Time
People

Usage
Time slot, selected from a drop down list of time slots.
Number of people who can receive the service at this time slot.
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CONDITIONS*:
This tab contains a list of medical conditions as they appear on the guest profile. It can also
include any additional condition that might contribute to the guest’s well being before or during
a treatment.
Field
Order
Condition

Usage
Order in which the condition appears on the profile. In absence of any
ordering, alphanumeric sorting is used.
Condition description.

GROUPS*:
This tab contains a list of groups into which the treatments have been divided.
Field
Group
Colour
Max/Day

Usage
Name of the group e.g. Massages.
Colour of the group in which all the individual treatments members of the
group appear on the Spa Diary. It is easy in this way, to see at once all the
massages planned for the day.
Key in the maximum days of the group.

GOLF PACKAGES:
This selection contains golf booking packages. Their fields are explained below:
Field
Code
Package

Usage
3 digit code. Used in some reports as an abbreviated form.
The full name of the package.

TABS:
BREAKDOWN:
This tab contains a list of services that are included as part of a package, i.e. the package
breakdown.
Field
Order
Service
Included

Usage
Some packages –most commonly spa packages- include services –i.e.
treatments- that have to be applied in some order. This order is a number
which should be supplied in this field.
The service that is included in the package. Selected from a drop down list
of services.

Each service, being a component of a package, can be available on a specific period during
the consumption of the package. In most cases, the ‘Every Day’ option, which is added
automatically, is enough.
Field
Availability

Usage
Time availability of the service within the package.

The service tree is a representation of the service structure. It is not editable but double
clicking on any node, brings up the relevant configuration window. The tree includes the
following levels:
•

Package Type: This is the highest level and groups the packages by the six different
types (see beginning of this document.
o Package: The individual packages within their types. Sorted alphabetically.
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Services: The components of each package. Sorted by order (if
available).
• Alternatives: Alternative Services. If not available, it displays
a blank line. Double clicking on any of the alternatives (or the
blank line if none) opens the relevant configuration window.
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TRANSLATION:
This section allows you to make a HART PMS translation to any language.
On the left you can see all HART PMS fields and messages in English.
Field
Type
English

Usage
The filed type. T is for texts and M is for messages.
The English text or message.

On the right you can see the translation of the fields on the left.
Field
Translation
Lang.

Usage
The translation.
Select the language you want to translate to from the drop down menu.

In between you can see the character difference between the two languages (Diff.)
On the far left window you can see whether the translation has characters over
the base language (Over).

or under
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HOUSEKEEPING ON HART PMS
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ASSIGNMENT:
This window allows you to assign the hotel’s rooms to the attendants:

At the top left part of the window, where it says Room Selection you can select to assign:
Dirty: The dirty room.
Occupied: The occupied rooms.
All: All rooms.
At the middle top part of the window you can see several buttons. Here’s what each one of
these buttons does (from left to right):
Assign: Assigns all rooms to the selected attendant.
Clear: Clears all previous selections.
Report: Opens an assignment report (data will appear on the report after you have
made the assignment).
Print: Prints the assignment you have made.
At the top right part of the window you can see two arrows:
Pointing right: Assigns the selected rooms to the selected attendant and brings the
results on the far right part of the window.
Pointing left: Removes the assigned room (the one that the finger points on) from
the attendant.
At the far left column of the window (Rooms to Assign) you can see all rooms (Dirty,
Occupied or All depending on your previous selection).
At the middle column you can see the names of the Available Attendants (you can enter/edit
the hotel’s attendants from Configuration→ Housekeeping→ tab Attendants).
At the far right column you will see the results of your selection.
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MAINTENANCE:
This window is a maintenance panel where you can both see maintenance issues and create
new ones:

At the top left part of the window (Add a Problem) you can add a new maintenance issue:
Date: The date and time (generated automatically from your computer).
Problem: Select the maintenance problem from the drop down menu (you can edit
the choices of this menu from Configuration→ Housekeeping→ tab Repair Codes).
Room: Select the room involved from the drop down menu.
Area: Select the problem area from the drop down menu (you can edit the choices of
this menu from Configuration→ Housekeeping→ tab Public Areas).
Source: Select the problem source from the drop down menu (you can edit the
choices of this menu from Configuration→ Housekeeping→ tab Repair Codes).
Assigned: Select the engineer who will see to the problem from the drop down menu
(you can edit the choices of this menu from Configuration→ Housekeeping→ tab
Engineers).
Category: Select the category of the problem from the drop down menu (you can edit
the choices of this menu from Configuration→ Housekeeping→ tab Repair Codes).
Action: Select the action needed to be taken from the drop down menu (you can edit
the choices of this menu from Configuration→ Housekeeping→ tab Tasks).
Notes: Key in some notes.
At the right part you can see three buttons:
New: Creates a new maintenance problem.
Save: Saves the information you entered.
Filter: Opens up a new window where you can select to see specific maintenance
problems.
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At the top right part of the window (Problem Summary) you can see the maintenance
problems summarized by groups. The information that you can see for each group of
problems is the following:
Group: The group name.
Problems: The number of problems that the specific group includes.
At the bottom part of the window (List) you can see the maintenance list. The information that
you can see about each maintenance problem is the following:
Date: The date and time on which the problem was entered.
Problem: The maintenance problem itself.
Room: The room involved.
Area: The area in which the problem is located.
Resolved: Check this check box when the problem is resolved.
Fixed by: Select the engineer who fixed the problem from the drop down menu.
Press the Save button on the top in order to save the information.
TIP: If you double click on any maintenance problem you can freeze it during specific dates.
The new window that opens allows you to Add a freezing period, Delete a freezing period
and Save the freezing period entered.
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OUT OF ORDER:
This window allows you to set the hotel’s rooms with maintenance issues out of order (OOO)
so that they are not available for sales:

At the top part of the window you can right click and Add Entry so that you enter the room(s)
you want to set out of order. The information that you can see for each OOO room is the
following:
Room: Select the room you want to set out of order from the drop down menu.
From: The starting date of the room’s maintenance.
To: The ending date of the room’s maintenance.
Reason: Select the reason why you set the room out of order (you can enter/edit the
reasons from Configuration→ Housekeeping→ tab Repair Codes (bottom part of the
window).
Notes: Key in some notes.
This window has one tab:

Tab Maintenance List:
Here you can right click and Add Entry in order to enter a room maintenance list. The
information that you can see about each maintenance issue is the following:
On Date: The date and time the issue was entered inside the HART PMS software.
Resolved: Check this check box once the maintenance issue is resolved.
Room: Select the room involved from the drop down menu.
Area: Select the maintenance area from the drop down menu (you can edit the
choices of this menu from Configuration→ Housekeeping→ Public Areas).
Problem: Select the maintenance issue from the drop down menu (you can edit the
choices of this menu from Configuration→ Housekeeping→ Repair Codes).
Notes: Key in some notes.
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QUICK STATUS:
Here you can have a quick look of all the room housekeeping statuses:

The colours at the top part of the window indicate the housekeeping status of the rooms:
Red=Dirty
Blue=Clean
Green=Inspected
Magenta=Dirty Maintenance
Right underneath you can see all rooms of the hotel separated in small cells. There you can
also see the reservation status of the rooms:
VAC=Vacant
OCC=Occupied
OOO=Out Of Order
Arrival: You have an arrival for this room.
Departure: You have a departure for this room.
Stay Over: The guest is staying over.
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ROOM STATUS:
This window allows you to see/edit all the rooms’ housekeeping status:

The information that you can see for each room is the following:
Name/Number: The room name/number.
Type: The room type.
Floor: The room floor.
Status: The room reservation status.
Condition: Select the room’s housekeeping condition from the drop down menu:
o Dirty: If the room is dirty.
o Clean: If the room is clean.
o Inspected: If the room is inspected.
o Dirty-Maintenance: If the room is dirty due to maintenance.
At the top right part of the window you can see three buttons:
All Dirty: Turns all rooms to dirty.
Vacant: Turns an occupied room to vacant (password restrictions apply here).
Print: Prints a room status printout
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REPORTS ON HART PMS
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INTRODUCTION TO REPORTS ON HART PMS:
As you will see from first glance, HART PMS has a long series of reports which can help you
get information and statistics for all of the hotel’s departments. These reports are numerous
and are separated by their general usefulness.
If you go to the report menu you will see the main categories in which the HART PMS reports
are separated:
Financial: Reports about the financial condition of the hotel.
Front Desk: Reports about everything that the hotel’s concierge may need.
Golf: Reports about the hotel’s golf facility.
Housekeeping: Reports necessary for the hotel’s housekeeping.
Point of Sales: Reports about the hotel’s point of sales.
Sales: Reports necessary for the hotel’s sales department.
Spa: Reports about the hotel’s spa facility.
All of HART PMS reports work the same way:
You choose the report you want to see and select it.
You choose the date(s) for which you want to see results for from the calendar (s) on
the top left part of each report.
You press Run (1. From the top HART PMS menu select Actions→ Run, 2. Press the
on your toolbar, 3. Press the Ctrl + R keys on your keyboard).
Run icon
All necessary information will appear on the report.
Then you have the following choices in order to get the report in hard copy:
Print: You can print the report (1. From the top HART PMS menu select Actions→
Print, 2. Press the Print icon
keyboard).

on your toolbar, 3. Press the Ctrl + P keys on your

Export to Excel: You can export the report’s information to Excel (1. From the top
on
HART PMS menu select Actions→ Export to Excel, 2. Press the Excel icon
your toolbar). Once you have made the selection your computer will ask you where
you want to save the file. Select the location and press Save.
Convert to PDF: You can convert the report to a .pdf file (1. From the top HART
PMS menu select Actions→ Save as PDF, 2. Press the PDF icon
on your
toolbar). Once you have made the selection your computer will ask you where you
want to save the file. Select the location and press Save.
Let’s take a quick look of what each report shows you one by one (the reports categories are
explained from top to bottom – alphabetically).
TIP: All of HART PMS reports can be filtered according to the information you want to see
each time. What you have to do is go to the top menu→ go to Tools→ Select Filter (or Ctrl
+ F). Each report has a different filter depending on the information shown. Select the desired
filter and press Apply. The filters work only after you have run each report for the first time.

419

FINANCIAL:
BANK ACCOUNTS:
This reports shows you all of your banks transactions -if you have previously entered the
banks you are working with inside the HART PMS software (you can do this from
Configuration→ Financials→ Banks: There you can enter the bank name on the left and the
bank account of each bank on the right. You can then use the bank account information for
Suppliers and Sales Ledger payments, as well as cheques).
On the top part of the report you can select:
Dates: The dates for which you want to see bank transactions.
Drop down menu: Select Sales Ledger if you want to see bank transactions for
debtors or Suppliers if you want to see bank transactions for suppliers. If you do not
pick one of these options you will see all of the bank transactions bith for Dales
Ledgers and Suppliers.
By Date: Check this check box if you want to see your bank transactions by date.
Then at the main part of the report you can see for each bank:
Unit: The business unit for which the transaction was made (for sales ledgers).
Name: The name of the sales ledger / supplier from/for which the transaction was
made.
Cheque Date: The date on which the cheque expires.
Amount: The amount of the transaction.
Notes: The notes you made for the transaction (if there are any).
Date Entered: The date that the relevant information was entered (for sales ledgers).
#: The payment ID (for suppliers).
At the bottom of the Amount column you can see the total amount of bank transactions.

CASHIER REPORT:
This report shows you the payments made to the hotel’s cashiers on a specific date.
The payments are separated by:
Business Unit: The business unit(s) that exist in the hotel (you can see the business
unit at the top of each pack of information inside the yellow frame).
Cashier: The hotel’s cashiers (you can see the Cashier name at the top of each pack
of information inside the blue frame).
Payment: The payment method of each payment (you can see the payment method
at the top of each pack of information inside the yellow frame).
At the bottom of each pack of information you can see the Payment Subtotal (inside
the yellow frame) and the Cashier Subtotal (inside the blue frame).
In between you can see the following information:
Time: The time that the payment was made.
Room: The room for which the payment was made.
Guest Name: The name of the guest who made the payment.
Credit Card Number: The credit card number if the payment was made by credit
card.
Expiry: The expiry date of the credit card.
Invoice No: The number of the invoice for which the payment was made.
Amount: The amount of the payment
Covers: The number of covers (usually for POS payments).
At the bottom of the report you can see the total amount of payments for all cashiers.
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DEPOSITS:
This report shows you the deposits made to the hotel for a specific period or date.
On the top left part of the report you can select what you want to see. Select:
Journal: If you want to see a deposit journal for a specific period. The Deposit
Journal shows the deposits made day by day sorted by payment method. The
information you can see for each day/payment method/deposit is the following:
o ID: The reservation ID.
o Booking Information: If the reservation is a room booking, a group booking,
a function booking etc.
o Guest/Account: The name of the guest/account who made the deposit.
o Arrival: The date of the reservation arrival.
o Departure: The date of the reservation departure.
o Amount: The amount of the deposit.
o Reference: The reference number of the deposit.
o Receipt#: The receipt number of the deposit (if you have pressed the
Receipt button inside the Traces/Deposits tab of bookings.
At the bottom of each pack of information you can see the Subtotal for the specific
payment method and at the bottom part of the report you can see the Grand Total of
the Period.
Ledger: If you want to see the deposit ledger for a specific date. The Deposit Ledger
shows all the deposits entered inside the HART PMS software that has not yet been
materialized (because the reservations have not yet come). The information you can
see for each deposit is the following:
o Date: The date on which the deposit was entered inside the HART PMS.
o ID: The reservation ID.
o Booking Information: If the reservation is a room booking, a group booking,
a function booking etc.
o Guest/Account: The name of the guest/account who made the deposit.
o Arrival: The date of the reservation arrival.
o Payment: The payment method of the deposit.
o Amount: The amount of the deposit.
Unlinked: Here you can see all unlinked deposits. The information you can see for
each unlinked deposit is the following:
o Date: The date on which the deposit was entered inside the HART PMS.
o ID: The reservation ID.
o Booking Information: If the reservation is a room booking, a group booking,
a function booking etc.
o Guest/Account: The name of the guest/account who made the deposit.
o Arrival: The date of the reservation arrival.
o Payment: The payment method of the deposit.
o Amount: The amount of the deposit.
Unprocessed: Here you can see all unprocessed deposits. The information you can
see for each unprocessed deposit is the following:
o Date: The date on which the deposit was entered inside the HART PMS.
o ID: The reservation ID.
o Booking Information: If the reservation is a room booking, a group booking,
a function booking etc.
o Guest/Account: The name of the guest/account who made the deposit.
o Arrival: The date of the reservation arrival.
o Payment: The payment method of the deposit.
o Amount: The amount of the deposit.

421

The Process button on the top part of the report processes unprocessed deposits.
On the top right part of the report you can see a frame entitled Show Only. There you
can select to see only:
Groups: Group deposits.
Functions: Function deposits.
Rooms: Room deposits.
Facilities: Facility deposits.
Non Residents: Non resident deposits.
All: All deposits.

DIRECT DEBITS:
This report shows you all the direct debit payments that have been made to a specific
membership. The information that you can see about each direct debit is the following:
Member Name: The name of the member who made the direct debit payment.
Membership: The membership which he/she joined/renewed.
Member No: The member number.
Expires: The date on which the membership expires.
Account No: The bank account number of the member (if there is one).
Sort Code: The sort code of the bank account.
Reference: The reference of the bank account.
Account Name: The bank account name.
Payment: The amount of the payment.

DISCOUNTS:
This report shows you all of the discounts made for a specific date or period.
After you select the date(s) and press Run, a small window opens where you can select
which discounts you want to see. Specifically you can select:
Module: Discounts for Rooms or POS.
Type: Complimentary or Discount.
Reports: Zero Rate Rooms, Discounted Rooms, Account, Revenue Code, Category,
Checks.
Let’s see the choices one by one:
Rooms / Complimentary:
Here you can see information for all complimentary rooms. Specifically you can see:
ID: The reservation ID.
Guest Name: The name of the guest.
SN: The guest’s special needs.
VIP: The VIP category of the guest.
Room: The room in which the guest stays in.
Arrival: The reservation arrival date.
Departure: The reservation departure date.
Rate Code: The short code of the rate plan that we have given to the reservation.
Rate: The daily rate that we have given the reservation.
Pack: The package included in the rate plan.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest will come to the hotel.
Group Code: The code of the group (if the reservation is included inside a group).
On Date: The date on which the HART user turned the reservation to complimentary.
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Rooms /Discount:
Here you can see information for all discounted rooms. Specifically you can see:
ID: The reservation ID.
Guest Name: The name of the guest.
SN: The guest’s special needs.
VIP: The VIP category of the guest.
Room: The room in which the guest stays in.
Arrival: The reservation arrival date.
Departure: The reservation departure date.
Rate Code: The short code of the rate plan that we have given to the reservation.
Rate: The daily rate that we have given the reservation.
Pack: The package included in the rate plan.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest will come to the hotel.
Group Code: The code of the group (if the reservation is included inside a group).
On Date: The date on which the HART user gave the discount to the reservation.
Point of Sales / Complimentary / Accounts:
Here you can see information for all the complimentary accounts of the hotel. Specifically you
can see:
The account/folio name.
Sales Price: The actual sales price of the items charged.
Net Sales Price: The net price of the items charged.
Cost Price: The cost price of the items charged.
Point of Sales / Complimentary / Revenue Code:
Here you can see information for all the revenue centers involved in complimentary charges.
Specifically you can see:
Revenue Code: The revenue center charged.
Sales Price: The actual sales price of the items charged.
Net Price: The net price of the items charged.
Cost Price: The cost price of the items charged.
Point of Sales / Complimentary / Category:
Here you can see information for all the item categories involved in complimentary charges.
Specifically you can see:
Item Category: The item category (eg. Food, Beverage, Other).
Sales Price: The actual sales price of the items charged.
Net Price: The net price of the items charged.
Cost Price: The cost price of the items charged.
Point of Sales / Complimentary / Checks:
Here you can see information for all the complimentary checks issued. Specifically you can
see:
Outlet: The outlet from which the complimentary check was issued.
Account: The account for which the complimentary check was issued.
Folio Name: The folio name to which the complimentary check was paid.
ID: The folio ID to which the complimentary check was paid.
Item: The items included inside the complimentary check.
Value: The item value.
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Qty: The item quantity.
Point of Sales / Complimentary / Items:
Here you can see information for all the complimentary items issued. Specifically you can
see:
Guest Name: The guest name under who the items where purchased.
Bill Name: The bill name in which the items are.
Order No: The order number.
Quantity: The item quantity.
Net Amount: The net amount of the item.
Point of Sales / Discount / Checks:
Here you can see information for all the discounted checks issued. Specifically you can see:
Outlet: The outlet from which the discounted check was issued.
Account: The account for which the discounted check was issued.
Folio Name: The folio name to which the discounted check was paid.
ID: The folio ID to which the discounted check was paid.
Item: The items included inside the discounted check.
Value: The item value.
Qty: The item quantity.
Point of Sales / Discount / Category:
Here you can see information for all the item categories involved in discounted charges.
Specifically you can see:
Outlet: The outlet from which the discounted check was issued.
Item Category: The item category involved inside the discounted check (eg. Food,
Beverage, Other).
Value: The actual value coming from the item category.
Discount: The discount made.

EXPORT:
This report allows you to export specific data from HART PMS to an external file, whose
format depends on the nature of the export. Depending on the country for which the software
works the choices for the export differ.
For further information on how to export reports, please contact HART Support.

INVOICE LIST:
This report gives you a list of all invoices issued during a specific period.
On the top part of the report you can select whether you want to see the results by:
Invoice List: A list of all invoices issued.
POS Receipts: A list of all POS receipts issued one by one.
Reconciliation: A list of all pending invoices.
By Receipt Type: The property’s income by receipt type.
Daily Receipts: The property’s receipts of the day.
Let’s see these choices one by one:
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Invoice List:
Here you can see a list of all invoices issued during a specific period. The information that you
can see for each invoice is the following:
Date: The date that the invoice was issued.
Invoice: The invoice number.
Account/ Guest: The name of the guest to whom the invoice was issued.
Revenue Code: The revenue centers included inside the invoice.
Payment: The amount of the payment.
Net: The net amount charged.
ΔΦ: The amount which came from the municipality tax.
ΦΠΑ: The amount which came from the main tax.
Total: The total amount of the invoice.
POS receipts:
Here you can see a list of all POS receipts issued on a specific period. The information that
you can see about each receipt is the following:
Hotel Day: The date on which the receipt was issued.
Receipt: The receipt number.
Net: The net price.
Sum per vat %: the receipt sym per vat percent.
Grand Total: Each receipt’s grand total
Reconciliation:
Here you can see a list of all pending invoices during a specific period. The information that
you can see for each invoice is the following:
Room: The room in which the guest stays.
Account/Guest: The name of the account/guest who will pay for the charges.
Function: The function ID (if there is one).
Reservation: The reservation ID of the account/guest.
Group: The group ID (if there is one).
Package: The package ID (if there is one).
Folio: The folio ID.
Revenue Posted: The amount already posted.
Invoice: The amount already shown on invoices.
Pending Invoice: The amount pending to be issued on an invoice.
By receipt Type:
Once you run the By Receipt Type report, HART PMS asks you if you want to:
Include all POS receipts
Include only passant receipts for POS
Once you make the desired selection, the information that you can see inside the report is the
following:
Receipt Name: The receipt name/type.
Customer: The name of the customer.
Fiscal Department: The fiscal department of the guest.
Fiscal Code: The fiscal code of the guest.
Before VAT: The net amount of the invoice type.
VAT: The vat value itself.
Count #: The number of receipts issued for the specific receipt type.
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Daily Receipts:
This report shows you the total VAT amount of the day, coming from all receipt types of your
property. After you select the date you want to see information for and Run the report, the
main part of the report gets separated in three parts:
First part/ Top:
Under the Receipts indication you can see all receipt types issued on the day. For each
receipt type you can see the NET amount included, the VAT amount included and the Grand
Total at the far right part of the board.
Second part/ Middle:
Under the Sales % indication you can see all vat percentages active for the property. For
each vat percent you can see their actual value and the Grand Total at the far right part of the
board.
Third part/ Bottom:
Here you can see:
Receipt Name: The receipt type name.
Counter From: The first counter of the day for each receipt type.
Counter To: The last counter of the day for each receipt type.

MAIN COURANTE (GREECE ONLY):
This report is actually an alternate way for you to see the hotel’s trial balance for a specific
date. The information you can see inside this report is the following:
Top middle part of the report:
Opening Balance / Υπόλοιπο Προηγουμένης: The closing balance of the previous day.
Middle part of the report:
Charges:
Here you can see the following information:
Departments/Τμήματα: The revenue centers of the hotel.
Arrangement/Συμφωνηθέντα: The amount of money coming from arrangements.
Extras separated by Debits - Cash /Χρεωστικά - Μετρητοίς: The amount of
money coming from the guests extras.
Totals/ Σύολο: The total amount so far.
Discounts – Rebates/Εκπτώσεις – Πιστωτικά: The amount of discounts and
rebates made in each revenue center.
Day Total/ Σύνολο Ημέρας: The total income of the day.
Progressives by Month/Year/Προοδευτικά ανά Μήνα/Έτος: The total income of
the month (30 days before today’s date) and the total income of the year (365 days
from today’s date).
Last Year’s Progressives by Month/Year/Περσινά Προοδευτικά ανά Μήνα/Έτος:
The total income of last year’s month (30 days before the same date last year) and
the total income of last year (365 days from the same date last year). In order to be
able to see last year’s progressive, you will need to check the Historical check box at
the top part of the report.
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Payments:
Here you can see the following information:
Payments in cash/Εισπράξεις σε μετρητά: The total amount of payments made in
cash.
Transferred to Sales ledger/Μεταφορά σε χρεώστες: The total amount of
payments transferred to debtors.
Payments by CC/Εισπράξεις Πιστωτικές Κάρτες: The total amount of payments
made by Credit Card.
Bottom part of the report:
Upper left frame:
Deposits/Προκαταβολές:
Opening balance/Προηγουμένης: The amount coming from deposits entered the
previous days.
Today/Ημέρας: The amount coming from deposits entered today.
Rebates/Συμψηφισμοί: The amount of money coming from deposit rebates.
Total/Σύνολο: The total amount of deposits.
Upper right frame:
Guests/Πελάτες – Occupancy/Πληρότητα:
Adults/ Άτομα: The number of adults in the rooms.
Extra Beds/Έξτρα Κλίνες: The number of extra beds in the rooms.
Children/Παιδιά: The number of children in the rooms.
Complimentary/Φιλοξενία: The number of complimentary in the hotel.
Total/Σύνολο: The total of all the above
Today’s Occupancy/Πληρότητα Ημέρας: Today’s occupancy.
Month Occupancy/ Πληρότητα Μηνός: This month’s occupancy.
Year Occupancy/Πληρότητα Έτους: This year’s occupancy.
Lower left frame:
Debtors/Χρεώστες:
Opening balance/Προηγουμένης: The amount coming from sales ledger balances
of the previous period.
Debits/Χρεώσεις: Charges made to debtors.
Credits/ Πληρωμές: Payments those debtors made to the hotel.
Credit Cards/ Πιστωτικές Κάρτες: Payments made for credit cards.
Debtor Closing Balance/Σε μεταφορά: The amount of money that debtors owe to
the hotel today.
Bottom part of the report:
Closing Balance / Σε Μεταφορά: The closing balance of today’s date.
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MANAGER REPORT (FY):
This report shows statistics as well as the hotel’s income (net value) for the financial year
previously set from Configuration→ Financials→ Financial Year.
At the report’s first page you can see many statistics shown by:
Day
M/P (Month/Period)
YTD (Year to date)
LYSD (Last Year Same Day)
LYM/P (Last Year Month/Period)
LYYTD (Last year / year to date)
These statistics involve the following:
Guests In House
Occupied Rooms
Complimentary Rooms
House Rooms
Paid Rooms
Out Of Order Rooms
Available Rooms
Occupancy (Paid Rooms)
Occupancy (Paid + Complimentary)
Average Rate (Paid Rooms)
Average Rate (Paid + Complimentary)
RevPAR
Room Arrivals
Person Arrivals
Room Departures
Person Departures
Early Departures
Extended Stays
No Shows
Occupancy Tomorrow
Occupancy Next 7 Days
Event Delegates
Number of Functions
Number of Events
Restaurant Reservations
Resident Reservations
Function Reservations
Non Resident Reservations
Restaurant Guests
Residents
Functions
Non Residents
Spa Treatments
Resident Treatments
Spa Day Treatments
Non Resident Treatments
Golf Tee Times
Resident Tee Times
Non Resident Tee Times
Golf Players
Residents
Non Residents
At the report’s second page you can see the income of the hotel (net value) separated in:
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The hotel’s business unit(s) (Unit column).
The hotel’s revenue centres (Revenue Code column).
The hotel’s income (net value) per Revenue and per Room.
Again all information is shown by:
Day
M/P (Month/Period)
YTD (Year to date)
LYSD (Last Year Same Day)
LYM/P (Last Year Month/Period)
LYYTD (Last year / year to date)
At the bottom of each column you can see the Unit Subtotal and the Grand Total.

MEMBERS:
This report shows you plenty of information about the property’s members. After you have
selected the date for which you want to see members for, you can select to see the report in
the following layouts:
Journal
Ledger
Discrepancies
Current Liability
Unprocessed
Revenue
Cards
Let’s see what each one of these options shows us:
Journal:
This option shows you membership payments and revenue during a specific period of time:
Date: The date on which the membership was created.
Member Name: The member name.
Membership: The membership in which he/she joined/renewed.
Member No: The member number.
Expires: The date on which the membership expires.
Amount: The amount paid.
Posted: Upfront or Direct Debit depending on the payment.
Ledger:
This option shows you a summary of all “running” memberships:
Member Name: The member name.
Membership: The membership in which he/she is a member.
Payments: The payments that the member has made.
Revenue: The revenue that the member has made to the property.
Balance: The balance due.
Discrepancies:
This option shows you member discrepancies (between payments & revenue):
Guest Name: The member name.
Membership: The membership in which he/she is a member.
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Status: The status of the payment.
DD: This check box is checked if the payment was a direct debit.
Revenue: The revenue that the member has made to the property.
Payment: The payments that the member has made.
Difference: The discrepancy between revenue and payment.
Current Liability:
This option shows you the member current liability:
Guest Name: The member name.
Membership: The membership in which he/she is a member.
Status: The status of the payment.
DD: This check box is checked if the payment was a direct debit.
Revenue: The revenue that the member has made to the property.
Payment: The payments that the member has made.
Difference: The discrepancy between revenue and payment.
Unprocessed:
This option shows you unprocessed member payments:
Guest Name: The member name.
Membership: The membership in which he/she is a member.
Status: The status of the payment.
Payment: The payments that the member has made.
Revenue: The revenue that the member has made to the property.
Revenue:
This option shows you the revenue coming from memberships (Month/Period and Year To
Date) broken down by Net, Municipality Tax, Tax and Gross amount.
Cards:
This option shows you information about the membership cards:
Member Name: The member name.
Card Number: The member’s card number.
Balance: The card balance.

OPEN BALANCES:
This report shows all of the hotel’s open balances on the specific date that you select to see
them for. By open balances HART PMS means (in other words) all active folios.
Usually open balances (active folios) come from either folios that are checked in or folios that
have not yet been issued.
At the top part of the report you can select to see open balances for Rooms or/and Non
Residents.
The information that you can see for each open balance is the following:
Room: The room number in which the open balance exists.
Account/Guest: The name of the account/guest involved with the open balance.
Arrival: The guest’s arrival date.
Function: The function booking ID involved with the open balance.
Reservation: The room booking ID involved with the open balance.
Group: The group booking ID involved with the open balance.
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Package: The non resident booking ID involved with the open balance.
Folio: The folio ID involved with the open balance.
Balance: The open balance itself.
TIP: When you double click on any line of information the window where the open balance
exists opens in front of you.

PAYMENT REPORT:
This report shows you all the payments made to the hotel for the date(s) previously selected.
You can see all payments made to the hotel either by:
Unit: The hotel’s business unit.
Ledger: The hotel’s ledgers (deposit ledger, guest ledger, sales ledger etc).
Method: The payment methods.
The information you can see is the following:
Unit:
Unit: The hotel’s business unit.
Ledger: The ledger presented each time.
Payment: The payment method.
Day: The payments of the day.
M/P: The payments of the month.
YTD: The payments of the year.
LYSD: Last year same day payments.
LYM/P: Last year same month payments.
LYYTD: Last year year to date payments.
Right underneath each pack of information you can see the Total for each unit and at the
bottom of the report you can see the Grand Total for all payments.
Ledger:
Ledger: The ledger presented each time.
Unit: The hotel’s business unit.
Payment: The payment method.
Day: The payments of the day.
M/P: The payments of the month.
YTD: The payments of the year.
LYSD: Last year same day payments.
LYM/P: Last year same month payments.
LYYTD: Last year year to date payments.
Right underneath each pack of information you can see the Total for each ledger and at the
bottom of the report you can see the Grand Total for all payments.
Method:
Payment: The payment method.
Unit: The hotel’s business unit.
Ledger: The ledger presented each time.
Day: The payments of the day.
M/P: The payments of the month.
YTD: The payments of the year.
LYSD: Last year same day payments.
LYM/P: Last year same month payments.
LYYTD: Last year year to date payments.
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Right underneath each pack of information you can see the Total for each method and at the
bottom of the report you can see the Grand Total for all payments.
Select Day if you want to see the payments of the day and Period if you want to see
payments for a specific period.

PAYMENT REPORT (CASH FLOW):
This report shows you all the payments that affect Cash Flow made to the hotel for the date
previously selected.
You can see all payments made to the hotel either by:
Unit: The hotel’s business unit.
Ledger: The hotel’s ledgers (deposit ledger, guest ledger, sales ledger etc).
Method: The payment methods.
The information you can see is the following:
Unit:
Unit: The hotel’s business unit.
Ledger: The ledger presented each time.
Payment: The payment method.
Day: The payments of the day.
M/P: The payments of the month.
YTD: The payments of the year.
LYSD: Last year same day payments.
LYM/P: Last year same month payments.
LYYTD: Last year year to date payments.
Right underneath each pack of information you can see the Total for each unit and at the
bottom of the report you can see the Grand Total for all payments.
Ledger:
Ledger: The ledger presented each time.
Unit: The hotel’s business unit.
Payment: The payment method.
Day: The payments of the day.
M/P: The payments of the month.
YTD: The payments of the year.
LYSD: Last year same day payments.
LYM/P: Last year same month payments.
LYYTD: Last year year to date payments.
Right underneath each pack of information you can see the Total for each ledger and at the
bottom of the report you can see the Grand Total for all payments.
Method:
Payment: The payment method.
Unit: The hotel’s business unit.
Ledger: The ledger presented each time.
Day: The payments of the day.
M/P: The payments of the month.
YTD: The payments of the year.
LYSD: Last year same day payments.
LYM/P: Last year same month payments.
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LYYTD: Last year year to date payments.
Right underneath each pack of information you can see the Total for each method and at the
bottom of the report you can see the Grand Total for all payments.
Select Day if you want to see the payments of the day and Period if you want to see
payments for a specific period.

PAYROLL RECORD:
This report is a record of all payrolls entered inside the HART PMS software.
On the top left part of the window you can select from the drop down menu which member of
the hotel’s staff you want to see payroll for.
Then you can select the year for which you want to see the hotel’s payroll record. If you want
to see payroll for all employees just press the All Employees check box at the top part of the
report.
The information that you can see for each member of the staff’s payroll is the following:
Employee: The name of the employee.
Cost Centre Group: The group of each cost centre.
Cost Centre Subgroup: The subgroup of each cost centre.
Cost Centre: The cost centre that the payroll involves.
Month name: The month during which the payment took place.
Grand Total: The grand total amount.

PAYROLL REPORT:
This report allows you to see the property’s staff payroll by:
Period
Employee
Cost Centre
Let’s see these three reports one by one:
Period:
The information you can see is the following:
Employee: The name of the employee.
Cost Centre Group: The cost centre group.
Cost Centre Subgroup: The cost centre subgroup.
Cost Centre: The cost centre
Salary: The salary
Salary YTD: The average salary for the year.
Employee:
The information you can see is the following:
Employee: The name of the employee.
Cost Centre Group: The cost centre group.
Cost Centre Subgroup: The cost centre subgroup.
Cost Centre: The cost centre
Salary: The salary
Salary YTD: The average salary for the year.
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Cost Centre:
The information you can see is the following:
Cost Centre: The cost centre.
Employee: The name of the employee.
Cost Centre Group: The cost centre group.
Cost Centre Subgroup: The cost centre subgroup.
Cost Centre: The cost centre
Salary: The salary
Salary YTD: The average salary for the year.

POS OPERATOR REPORT:
This report shows you all the POS checks issued from all of HART PMS POS Operators for
specific date(s).
The information that you can see for each POS Operator is the following:
POS Operator: The POS Operator name on the left side of the report.
Right underneath the name of the POS Operator you can see information about all the POS
checks he/she has issued. Specifically for each POS check you can see:
The POS check ID.
Order No: The order number.
Table No: The table number.
C, O, X: This is a mark of the check’s status. If the check was closed properly it is
marked with a C, if it is still open it is marked with an O and if it is cancelled it is
marked with an X.
House: This option is marked if the specific check involves House Use.
Right underneath the first basic information of each check you can also see:
Item: The items printed on the check.
Price: The item price.
Quantity: The item quantity.
Discount: The amount or percentage of any discount given.
Amount: The total amount of the check.

POS SHIFT REPORTS:
This report shows you information about all POS Shifts. You can see the shifts of today’s date
(HART PMS date) but you can also see shifts of previous dates, by selecting them from the
calendar.
The information that you can see for each shift is the following:
Outlet: The name of the outlet (inside the yellow frame at the top of each pack of
information).
Payment: The payment method with which the guest paid (inside the blue frame at
the top of each pack of information).
Order: The order number of each check.
Open Time: The time on which the order was opened.
Close Time: The time on which the order was closed.
Room No: The room number in which the order was transferred.
Guest/Account: The name of the guest/account to whom the order will be charged.
Amount: The amount of the order.
Covers: The number of covers involved inside the order.
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At the bottom of each pack of information you can see:
Subtotal: The subtotal for each payment method (inside the blue frame) and each
outlet (inside the blue frame).
Checks #: The number of checks issued for each payment method (inside the blue
frame) and each outlet (inside the blue frame).
Value: The total value of the checks for each payment method (inside the blue frame)
and each outlet (inside the blue frame).
Covers: The total number of covers for each payment method (inside the blue frame)
and each outlet (inside the blue frame).
There you can also see the Average Checks (Gross) for each payment method and each
outlet and at the bottom of the report you can see totals for All outlets.

PROFIT & LOSS:
The Profit & Loss report is a very important financial report because it shows you a detailed
view of your property’s financials. Usually it is run at the end of the month, so that you can
see a monthly progress of your income and expenses.
You can select to see:
The desired year.
Period: The desired month.
Report: Select Global if you want to see a global P&L report or Departmental if you
want to see a departmental analysis.
Either you select Global or Departmental, the format of the report is pretty much the same.
The difference is that the Summary view contains all departments whereas the Departmental
view contains only the department you have previously selected to see.
Let’s see what the report shows you:
The P&L report is separated in wide horizontal parts (the title of each part is at the header
inside a light blue line) that show you the following:
Operating Statistics: Some operating statistics of the property, like Operation
Days, Available Rooms, Available Roomnights, Occupied Room Nights,
Average Occupancy, Average Daily Room Rate, Rev Par, Guests In House and
Double Occupancy Factor.
Operating Highlights: The sum of all important information (usually Total Revenue,
Total Operating Expenses, Total Payroll and Management Fees).
Breakdown: A breakdown of the Total Revenue, Total Operating Expenses and
Total Payroll of the property (Totals come as the Gross Operating Profit and the
Profit before Tax of the property).
The P&L report is also separated in vertical parts (columns), which show you the following
information:
Performance Index: The middle column of the report shows you the description of
the operating highlights and the departments (revenue centres, cost centres and
payroll). Practically this column shows you what you will see information for.
PERIOD - % Variation: The left column of the report shows the period (month)
actual values. From left to right these values are:
o Actual: The figures for the month (statistics, revenues, expenses and payroll
depending on what the statistics column says inside the same line).
o Budget: The budget figures for the month (what you have entered inside the
Configuration→ Budget part of HART PMS).
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Last Year: The figures that appeared in last year’s month (statistics,
revenues, expenses and payroll depending on what the statistics column said
inside the same line).
o Budget: The percentage resulting from the excess of Period Actual from the
Budget (how much the Period Actual figures exceed the Budget figures).
o Last Year: The percentage resulting from the excess of Period Actual from
the Period Last Year (how much the Period Actual figures exceed the Period
Last Year figures).
YEAR TO DATE - Variation: The right column of the report shows you the yearly
values. From left to right these values are:
o This Year: The figures for the year (statistics, revenues, expenses and
payroll depending on what the statistics column says inside the same line).
o Budget: The budget figures for the year (what you have entered inside the
Configuration→ Budget part of HART PMS).
o Last Year: The figures that appeared in last year’s year (statistics, revenues,
expenses and payroll depending on what the statistics column said inside the
same line).
o Budget: The difference between the Period YTD and the YTD Budget.
o %: The percentage resulting from the excess of Period YTD from the YTD
Budget (how much the Period YTD figures exceed the YTD Budget figures).
o Last Year: The difference between Period YTD and YTD Last Year.
o %: The percentage resulting from the excess of Period YTD from the YTD
Last Year (how much the Period YTD exceeds the YTD Last Year figures).
o

REVENUE REPORT:
This report shows the hotel’s income (net and gross) separated in the hotel’s business units
and revenue centres, as well as some more information about the taxes. Specifically, at the
top part of the report you can select to see:
Revenues: The property’s revenue analysis by revenue center.
Taxes: The property’s tax analysis.
Source: The property’s revenue analysis by business source.
Taxes Period: The property’s tax analysis summed up by revenue centre.
POS Outlet: The property’s outlet analysis per outlet.
Revenues:
Select the day of the period for which you want to see information.
The information that you can see is the following:
The hotel’s business unit(s) (Business Unit column).
The hotel’s revenue centres (Revenue Code column).
The hotel’s income separated by:
o Day
o M/P (Month/Period)
o YTD (Year to date)
o LYSD (Last Year Same Day)
o LYM/P (Last Year Month/Period)
o LYYTD (Last year / year to date)
And by:
Gross: The gross value of the income for the each revenue centre.
Net: The net value of the income for the each revenue centre.
ΔΦ: The amount which arrived from the municipality tax charged.
ΦΠΑ: The amount which arrived from the main tax charged.
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At the bottom of each revenue centre group (eg. Food & Beverage, Rooms Revenue, Other
Room Revenue etc) you can see the subtotal amount for Gross, Net, ΔΦ and ΦΠΑ and at the
bottom of the report you can see the Grand Total.
Source:
Revenue Code: The revenue code name.
Source: The business source.
Net value: The net value.
%: The vat percent.
Taxes:
Day: The date.
Unit: The business unit.
Group: The department group.
Department/Tax: The department and its tax.
Net: The net value of the income for the each revenue centre.
ΔΦ: The amount which arrived from the municipality tax charged.
BEFORE VAT: The amount before the
ΦΠΑ: The amount which arrived from the main tax charged.
TOTAL: The day total for each revenue code.
Taxes Period:
Group: The department group.
Department: The department and its tax.
VAT: The vat percentage.
Net: The net value of the income for the each revenue centre.
ΔΦ: The amount which arrived from the municipality tax charged.
PRE VAT: The amount before the
ΦΠΑ: The amount which arrived from the main tax charged.
TOTAL: The day total for each revenue code.
POS Outlets:
Incl. Stats: Check if you want to include statistics.
Incl. House: Check if you want to include house use.
Gratuities: If there are any gratuities.
Unit Name: The name of the business unit involved.
Group Name: The name of the financial group involved (F&B, Other etc).
Outlet Name: The name of the outlet.
Department Name: The name of the department (revenue center).
Gross: The gross amount.
NET: The net amount.
ΔΦ: The amount which arrived from the municipality tax charged.
ΦΠΑ: The amount which arrived from the main tax charged.

SALES LEDGER REPORTS:
AGING ANALYSIS:
This report shows all of the hotel’s debtor balances and the time span of the debt. On the top
part of the report you can select:
Step: The day interval for which you want to see debts for (eg. If you want to see the
course of the debt every 14 days, you must enter 14 inside the Step field).
Maximum: The maximum days for which you want to see the debt for (eg. If you
want to see debts up to 4 months, you must enter 120 inside the Maximum field)
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By Account: Check this check box if you want to see the results by account (this is
very useful) otherwise HART PMS will present a summary of the debts along with a
graph.
Include Credit Cards: Check this check box if you want to include credit cards in the
results (only if you have created accounts for the credit cards).
Then at the main part of the report you can see:
The Account ID.
Account: The account name.
Credit Limit: The accounts credit limit (if there is one).
Current: The debt for the current day span (eg. If you have previously set the step for
14 days, this column shows you the current 14 days).
Over 14, Over 28, Over 42, Over 56 etc: Each of these columns shows the course
of the debt for the past day spans (eg. Over 14 shows the debt as it was 14 days
before the current 14 days, Over 28 shows the debt as it was 28 days before the
current 14 days and so on).
Total: The total amount of the debt.
At the bottom of the report you can see the Subtotal and the Grand Total of the debts.
S/L BALANCES:
This report gives you a general idea about all debtors.
The information that you can see for each debtor (sales ledger) is the following:
ID: The sales ledger ID.
Guest Name: The name of the debtor (sales ledger). The names appear
alphabetically.
Debit: The total amount of charges made to the debtor.
Credit: The total amount of payments made by the debtor.
Balance: The total amount of money that the debtor still owes to the hotel.
At the bottom of the report you can see the totals for Debits, Credits and Balances.
UNPAID INVOICES:
This report shows you all invoices that have not yet been paid.
On the top part of the report you can select to include Credit Cards or/and Traces to the
results by checking the relevant check box.
The information that you can see for each unpaid invoice is the following:
ID: The Account ID.
Account: The account name.
Contact: The name of the person that the hotel can/must contact for the balance.
Phone: The contact person’s telephone.
Invoice No: The unpaid invoice number.
Transaction Date: The date of the transaction.
Amount: The amount on the invoice.
Outstanding: The amount due by the account.
Notes: The notes for the unpaid invoice.
Lapsed time: The days that the payment is due.
At the bottom of each pack of information you can also see totals for:
Outstanding Invoices: The total number of unpaid invoices.
Invoice Value: The total value of unpaid invoices.
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Unpaid Value: The actual total unpaid values of the invoices (with percentage)
Average Collection (Days): The average days needed for the balance collection.
SALES LEDGER VERIFICATION:
This report allows you to verify whether all sales ledger transactions have passed from the
Guest Ledger phase to the Sales Ledger phase.
On the top part of the report you can select to see:
Charges: The charges that each sales ledger made.
Credit Cards: The charges that each credit card made (if CC are entered inside the
HART PMS as accounts).
Payments: The payments that each sales ledger made.
Balances: The balance that each sales ledger owes to the hotel.
CC Balances: The balance that each credit card owes to the hotel.
Inside the main part of the report you can see two wide tables:
The left table shows information that has been generated during the guest ledger
phase.
The right table shows information that has actually been transferred to the sales
ledger phase.
The details presented in each table are the following:
Charges/Credit Cards/Payments:
Date: The date of the transaction.
Guest/Account: The name of the guest/account.
Amount: The amount of the transaction.
TIP: In ordinary circumstances the data in both tables must be the same. If you get
discrepancies between the two tables you must search and find out the reason why the
transactions of a sales ledger did not pass from one phase to the other.
Balances/CC Balances:
Account: The name of the account.
Balance: The balance that each account/cc owes to the hotel.

SELF AUDIT:
The self audit report allows you to do a quick audit of the hotel’s transactions so that you can
see what you need to double check and fix before the HART PMS close day.
After you have selected the date(s) you need to make the audit for, HART PMS makes a
quick search and gives you results about the following (left part of the report):
Voucher Ledgers (see Vouchers report)
Deposit Ledgers (see Deposits report)
Sales Ledger Payments (see Sales ledger Verification report)
Transaction Journal (see Transaction Journal report)
Open Balances (see Open Balances report)
Trial Balance (see Trial Balance report)
If the audit is completed without errors you get a
audit is completed with errors you get a

on the right part of the report. If the

.
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ATTENTION: The Self Audit report simultaneously opens all reports mentioned previously
because they are involved in the self audit. This gives you the opportunity to check where the
problem(s) is/are immediately and fix it/them.

SELF CHECK:
The Self Check report is very useful as far as your software’s configuration is concerned.
What it does is it runs a quick check on many configuration parameters, in order for you to be
sure that everything inside your PMS is setup properly.
The information that you can see about each parameter is the following:
Test: The parameter itself.
Records Found: The number of records related to the parameter.
Solution: The solution offered.
Scope: The parameter’s scope.

SMS SUMMARY:
This report allows you to see all SMSs sent from your property to its members (or recipients
who wish to be notified via SMS in general), during a specific period of time.

STOCK VALUATION:
This report allows you to do a valuation of your property’s stock, depending on the last
stocktake or a random date, depending on the operational needs.
The information you must select is:
Store: Select the store you want to do the valuation for.
On: Select the date randomly from the calendar or select a specific stocktake date
from the (…) button.
Stock / Consumption: Select whether you want to see data for the stock or the
property’s consumptions.
All Stores: Select if you want to see information for all stores.

SUPPLIER REPORTS:
Here’s where you will find all supplier reports. Specifically you can fiind:
Invoices
Payments
Balance
Aging Analysis
By Cost Centres
Cumulative Purchases
By Store
Average Price
Item List
Reorder Level
INVOICES:
This report shows you the supplier invoices that you have entered inside the HART PMS
software for a specific period of time.
On the top part of the report you can select whether you want to see the results by Invoice
Date (check the relevant check box) and whether you want to see the Invoice’s Details
(including Items and Cost Centres).
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The information that you can see for each date and each supplier invoice is the following:
Supplier Name: The name of the supplier.
Doc No: The supplier invoice number.
Doc Date: The supplier invoice date.
Invoice Type: The invoice type.
Net Amount: the net amount of the invoice.
Gross Amount: The gross amount of the invoice.
Time: The time that the supplier invoice was entered inside the HART PMS software.
PAYMENTS:
This report shows you all the payments that the hotel has made to suppliers for a specific
period of time.
At the top part of the report you can select to see:
All: All supplier payments.
Receipt: Supplier payments for which you have issued a receipt.
No Receipt: Supplier payments for which you have not issued a receipt.
Check the Payment Date check box if you want to see the results by the date of each
payment.
The information that you can see in this report is the following:
Supplier: The name of the supplier you paid.
Payment: The payment method.
Bank: The bank to which you made the payment.
Amount: The amount of money that you paid to the supplier.
Date: The date of the payment again.
Notes: The notes of the payment (if any).
Doc No: The supplier invoice number.
Time: The time that the payment was entered inside the HART PMS software.
A/A: The receipt number that you have issued for each payment.
At the bottom of the report you can see the total amount of money that the hotel has paid to
suppliers.
BALANCE:
This report shows you all supplier balances. Specifically:
ID: The supplier ID.
Supplier Name: The supplier name.
Purchases: The rurchase total.
Payments: The payment total.
Balance: The balance.
AGING ANALYSIS:
This report shows all of the hotel’s supplier balances and the time span of the debt. On the
top part of the report you can select:
Step: The day interval for which you want to see debts for (eg. If you want to see the
course of the debt every 14 days, you must enter 14 inside the Step field).
Maximum: The maximum days for which you want to see the debt for (eg. If you
want to see debts up to 4 months, you must enter 120 inside the Maximum field).
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Then at the main part of the report you can see:
The supplier ID.
Account: The supplier name.
Credit Limit: The credit limit that you have for the supplier (if there is one).
Current: The debt for the current day span (eg. If you have previously set the step for
14 days, this column shows you the current 14 days).
Over 14, Over 28, Over 42, Over 56 etc: Each of these columns shows the course
of the debt for the past day spans (eg. Over 14 shows the debt as it was 14 days
before the current 14 days, Over 28 shows the debt as it was 28 days before the
current 14 days and so on).
Total: The total amount of the debt.
At the bottom of the report you can see the Subtotal and the Grand Total of the debts.
BY COST CENTER:
This report shows you the expenses that the hotel made by the cost center charged for a
specific period. If you check the Payroll check box then your hotel’s payroll is also included in
the results.
The information you can see about each cost center is the following:
The name of the general department.
The name of the cost center.
Net: The net value charged.
Gross: The gross value charged.
At the bottom of each pack of information you can see Net and Gross Subtotals and at the
bottom of the report you can see Net and Gross Grand Totals.
Cumulative Purchases:
This report shows you the items that the hotel has bought from suppliers during a specific
period of time.
After you have selected the desired period from the calendars on your left you must select the
supplier you want to see data for by pressing the Select Supplier button at the top of the
report.
The information you can see on the main part of the report is the following:
Item Name: The name of the item.
Invoice No: The invoice number on which the item is included.
Invoice Day: The date on which the invoice was issued.
Qty: The quantity of the item.
Price: The price of the item.
Net: The item’s net value.
Gross: The item’s gross value.
Cumulative Qty: The cumulative quantity (running sum) of the item.
BY STORE:
This report shows you the property’s purchases by store. Specifically:
The store name.
The item name.
Quantity: The item quantity purchased.
Unit: The item unit.
Amount Gross: The gross purchase amount.
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Average: It’s average purchase rate.
AVERAGE PRICE:
This report shows you the average prices of purchased items. Specifically:
Item name: The item name.
Quantity: The quantity purchased.
Average Price: The item’s average price.
ITEM LIST:
This report shows you the prices of all the items that the hotel purchased. The information
that you can see about each item is the following:
ID: The item ID.
Item Name: The item name.
Stock Unit: The item stock unit.
Purchase Unit: The item purchase unit.
Stocktake Unit: The item stocktake unit.
Tax: The item tax.
Average Rate: The item’s average purchase rate.
Last Rate: The item’s last purchase rate.
REORDER LEVELS:
This report allows you to see information about the reorder levels set for each item.
The information that you can see is the following:
ID: The item ID.
Code/BIN: The item code or bin number.
Name: The item name.
Transfer Unit: The item’s transfer unit.
Store: The store in which the item belongs.
Min: The minimum amount that the item must have in the store.
Max: The maximum amount that the item must have in the store.
Reorder Level: The item’s reorder level.

TRANSACTION JOURNAL:
This report shows you all transactions made inside the HART PMS software for a specific
date or a specific period of time.
Due to the fact that the amount of information that you will receive in this report is enormous,
you can filter your selection by choosing the appropriate check boxes on the top part of the
report.
Report By frame:
Here you can select to see results by:
Ledger: The hotel’s ledgers (selected by default).
Unit: The hotel’s business units.
Include frame:
Here you can select to include in the results:
Charges: The charges made.
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Payments: The payments made.
You can select both.
Limit to frame:
Here you can limit the results to:
Redates: The rebates you have entered inside HART PMS (charges and payments
with a minus).
Manual: Manual charges and payments from the cashiers.
You can select both.
Filters frame:
Here you can filter the results by:
Revenue: Select the desired revenue centre by double clicking on it.
Payment: Select the desired payment method by double clicking on it.
Ledgers frame:
Here you can select the ledgers for which you want to see transactions:
Guest: For guest ledger transactions.
Sales: For sales ledger transactions.
Deposits: For deposit ledger transactions.
Members: For membership ledger transactions.
Loyalty: For loyalty ledger transactions.
Voucher: For voucher ledger transactions.
After you have selected the desired filters, you must Run the report so as for the results to
appear at the main part of it. The information that you can see for each transaction is the
following:
Date: The date of the transaction.
Time: The time of the transaction.
Room: The room involved in the transaction.
Guest Name: The name of the guest.
User: The name of the HART PMS user who made the transaction.
Notes: The notes of the transaction.
Invoice: The invoice number in which the transaction is included.
POS Operator: The POS Operator name who made the transaction.
Amount: The transaction amount.
At the bottom of each pack of information you can see the amount subtotal and at the bottom
of the report you can see the Total Charges, the Total Payments and the Variance of
charges and payments.

TRIAL BALANCE:
This report shows you all of the hotel’s ledgers balances including revenues, payments and
totals.
The operation of the hotel consists of the following ledgers:
Deposit Ledger: All transactions made previous to the guest’s arrival (usually
deposits only).
Guest ledger: All transactions made during the guest’s stay.
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Sales Ledger: All transactions transferred to debtors after the guest has left.
Voucher Ledger: All transactions made with vouchers.
Membership Ledger: All transactions made from hotel members.
Loyalty ledger: All transactions made inside loyalty.
The information that you can see for each ledger is the following:
Guest Ledger:
Opening Balance: The guest ledger amount coming from previous days.
Revenue: The guest ledger income by revenue centre.
Total Revenue: The total guest ledger revenue.
Total Others: The total other revenue.
Total Charges: The total guest ledger charges.
Payments: The guest ledger payments by payment method.
Total Payments: The total guest ledger payments.
Day Total: The guest ledger day total.
Closing Balance: The guest ledger closing balance for the day.
Sales Ledger:
Combined: The balance for both accounts and credit cards.
Opening Balance: The sales ledger amount coming from previous days.
Charges: The charges made to debtors.
Payments: The payments made by debtors.
Closing balance: The sales ledger closing balance for the day.
Non Credit Card Breakdown: The amount of sales ledger transactions excluding cc.
Opening Balance: The accounts amount coming from previous days.
Charges: The charges made to accounts/debtors.
Payments: The payments made by accounts/debtors.
Closing balance: The sales ledger closing balance for the day excluding cc.
Credit Card Breakdown: The amount of sales ledger transactions for cc only.
Opening Balance: The amount coming from previous days.
Charges: The charges made to cc.
Payments: The payments made by cc.
Closing balance: The sales ledger closing balance for the day only for cc.
Deposit Ledger:
Opening Balance: The deposit ledger amount coming from previous days.
Deposits Paid: The amount of deposits paid.
Deposits Refunded: The amount of refunded deposits.
Deposits Redeemed: The amount of redeemed deposits.
Closing Balance: The deposit ledger’s closing balance for the day.
Membership Ledger:
Opening Balance: The membership ledger amount coming from previous days.
Payments: The payments made by members.
Revenue: The revenue coming from members.
Closing Balance: The membership ledger closing balance for the day.
Loyalty Ledger:
Opening Balance: The loyalty ledger amount coming from previous days.
Charges: The charges made to loyalties.
Top Ups: The payments made for card top ups.
Closing Balance: The loyalty ledger closing balance for the day.
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Voucher Ledger:
Opening Balance: The voucher ledger amount coming from previous days.
Sales: The sales made from vouchers.
Redemptions & Expired: The amount coming from redeemed and expired vouchers.
(Expired): The amount coming from expired vouchers only.
Closing Balance: The voucher ledger closing balance for the day.

USER ROLES:
This report allows you to see detailed information on the users existing in HART PMS.
Specifically you can see:
Users – Roles:
User ID: The user ID.
User Name: The username.
Created On: The date and time that the user was created.
Password Change: The date and time that the password was changed.
Last Access On: The date and time that the user accesses HART PMS for the last
time.
Roles: The user role.
Roles Description:
Role Name: The role name.
Menu Name: The menu name.
All options: The role options and whether they are active for the user.
Additional Screens / Menus: The additional screens /menus and whether they are
active for the user.
Deny: Check to deny the role.
POS Operators:
Operator Name: The POS operator Name.
Properties: The POS operator properties (Discount, Void Item, Void Order, Price
Change, Refund, All POS).
Audit Changes:
User ID: The user ID.
Actions: The actions made by the user.
By: The user name.
On: The date that the change was made.

VARIABLE INVENTORY:
This report shows you information about the variable inventory. Specifically:
Date: The date.
ID: The reservation ID.
Guest Name: The guest name.
Arrival: The guest arrival.
Departure: The guest departure.
Rate Plan: The rate plan used in the reservation.
Revenue: The revenue coming from the reservation.
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VOUCHERS:
This report shows you information about vouchers. After you have selected the period you
want to see voucher information for, you can select to see the report in six different formats:
Journal
Type
Ledger
Summary
Discrepancies
Expired
The Exclude Redeemed check box excludes redeemed vouchers from the results.
Let’s see what each one of the above options shows us:
Journal:
This option shows you the active vouchers during a specific period of time:
ID: The voucher ID.
Voucher Number: The voucher number.
Use: In which department of the property the voucher can be used.
Guest: The name of the guest who holds the voucher.
Value: The voucher value.
Paid: The amount paid.
Redeemed: The amount redeemed.
Expiry: The expiration date of the voucher.
Type:
This option shows you the voucher information based on membership types:
Use: In which department of the property the voucher can be used.
Value: The voucher value.
Paid: The amount paid.
Count: How many transactions where made that lead to the voucher value.
Ledger:
This option shows you the voucher ledger information:
ID: The voucher ID.
Voucher Number: The voucher number.
Date: The date on which the voucher was issued.
Use: In which department of the property the voucher can be used.
Guest: The name of the guest who holds the voucher.
Value: The voucher value.
Paid: The amount paid.
Redeemed: The amount redeemed.
Expiry: The expiration date of the voucher.
Summary:
This option shows you a summary of all voucher sales:
Discrepancies:
This option shows you voucher discrepancies:
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Discrepancy Details: The voucher discrepancy reason.
Voucher Code: The voucher code.
Amount: The voucher amount.
Username: The username of the HAT user who created the voucher.
Transaction Details: The date and time on which the transaction was made.
Expired:
This option shows you all expired vouchers:
ID: The voucher ID.
Code: The voucher code.
Expiry: The expiration date of the voucher.
Amount Paid: The amount paid.
Value: The voucher value.
Redeemed: The amount redeemed.
Expired Value: The expired value.
Guest Name: The name of the guest who holds the voucher.
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FRONT DESK:
AGENT BOOKINGS:
This report shows you all agent bookings during a specified period of time (selected from the
calendars on the top left part of the report).
At the top part of the report you can also select to see:
Include:
Individuals: Individual bookings.
Groups: Group bookings.
Rates: The Rate Code and the daily room rate itself.
Scope:
Expected: Expected bookings (DEF)
Materialized: Actual bookings (CHI)
Pending: Pending arrivals (Tentative bookings).
Lost: Lost arrivals (Lost and Cancelled bookings).
Other:
Check the Groups Only checkbox in order to see only group bookings.
The information that you can see for each booking (depending on the selections you have
previously made) is the following:
ID: The reservation ID.
Guest Name: The name of the guest:
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
Room: The room allocated to the reservation.
Time: The time that the hotel is expecting the arrival.
Status: The reservation status.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest is coming to the hotel.
Group: The group name in which the reservation is included.
At the bottom of the report you can see the number of Total Rooms, the number of Total
Roomnights and the Total Number of Persons.
TIP: If you double click on any line of information the Room Booking window opens.

ARRIVAL LIST:
This report shows you the room arrivals that your hotel is expecting for a specific date, you
can select from the calendar on your left.
On the top part of the report you can select the information you want to include in the results.
Specifically you can see:
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Include:
Individuals: Individual bookings.
Groups: Group bookings.
Rates: The Rate Code and the daily room rate itself.
Traces: Traces and remarks entered in the bookings.
Sharers: Rate or/and package changes.
History: The reservation history.
Scope:
Expected: Expected arrivals (Definite bookings).
Materialized: Actual arrivals (Checked In bookings).
Pending: Pending arrivals (Tentative bookings).
Lost: Lost arrival (Lost/Cancelled bookings).
Other:
Check the Groups Only checkbox in order to see only group arrivals.
The Rack Order button allows you to see the room arrivals by the order that the rooms
appear inside the Room Rack window.
The information that you can see for each arrival (depending on the selections you have
previously made) is the following:
ID: The reservation ID.
Guest Name: The name of the guest:
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
Room: The room allocated to the reservation.
Time: The time that the hotel is expecting the arrival.
Status: The reservation status.
Arrival: The reservation’s arrival date.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest is coming to the hotel.
Group: The group name in which the reservation is included.
Agent: The agent in charge of the reservation billing (if there is one).
At the bottom of the report you can see the number of Total Rooms arriving and the number
of Persons arriving.
TIP: If you double click on any line of information the Room Booking window opens.
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AVAILABILITY:
The Availability report (which you can also find inside the Reservations menu) gives you
general information for the hotel’s availability and occupancy.
From the top left part of the report you can choose the date you want to see availability for.
On the left part of the report, you can see all selected days – dates (Friday, Saturday and
Sunday are marked with pink because usually these are the days that have more traffic).
On the top part of the report you can see the short codes of all your room types (eg. DBL for
Standard Double, SGL for Standard Single, TRPL for Triple etc) and right underneath -where
it says Existing Rooms- you can see the total rooms that exist for each room type.
The list underneath shows the number of rooms available for each day and each room type
(cross check it). Zero (0) means no room type available and minus (-) means you have over
sold the specific room type.
The AVL column shows the total of available rooms, the TEN column shows tentative
reservations and the WLS shows reservations that are on waiting list.
On the top part of the report you will see a drop down menu which is by default set on
Availability, so that when you run the report you will immediately see the hotel’s availability.
There, you can also choose Sold Rooms, in order for you to see the occupancy of the hotel.
The buttons next to the drop down menu offer the following choices:
Tentative: It opens a small window with all tentative reservations.
Confirmed: It opens a small window with all confirmed reservations.
Enquiries: It opens a small window with all enquiries.
Waiting list: It opens a small window with all reservations on waiting list.
The Individuals check box shows the names of guests inside the Confirmed bookings.

BIRTHDAY:
This report shows which of the checked in guests of the hotel has his/her birthday on the day
that you run the report.
The information that you can see for each birthday boy/girl is the following:
Guest Initial: The guest initial (eg. V for Vicky).
Guest Name: The name of the guest.
Age: The age of the guest.
Checked Room: The room in which the guest stays.
Address: The guest’s address.
Address 2: The guest’s second line of address (if any).
Phone: The guest’s telephone number.
Email: The guest’s email.

CAR LIST:
This report offers you information bout the guest’s cars.
The information that you can see is the following:
ID: The reservation ID.
Guest Name: The name of the guest:
SN: The short code for the guest’s special needs (if any).
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VIP: The guest’s VIP category (if any).
Room: The room allocated to the reservation.
Time: The time that the hotel is expecting the arrival.
Status: The reservation status.
Arrival: The reservation’s arrival date.
Departure: The reservation’s departure date.
Type: The room type of the room.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest is coming to the hotel.
Group Code: The group code in which the reservation is included.
Car registration: The guest’s car registration plate.
At the bottom of the report you can see the number of Total Rooms appearing and the
number of Total ACEB involved.
TIP: If you double click on any line of information the Room Booking window opens.

CONFIGURATION:
This report shows you information about all of your PMS’s revenue centers, in order to be
able to make a quick check that the PMS’s setup is correct.
The information that you can see about each revenue center is the following:
Order: Its order of appearance.
Code: Its short code.
Description: Its description.
Group: Its group (eg. Food & Beverage, Other Rooms Revenue etc).
Unit: The business unit to which it belongs.
Nominal: Its nominal code (in cases of accounting interfaces).
Tax Values: Its taxation.
Manual: If the revenue center allows manual charges.
Membership: If the revenue center allows membership charges.
Cancellation: If the revenue center is selected as a cancellation fees revenue center.
Gratuity: If the revenue center is selected as a gratuity revenue center.

DEPARTURE LIST:
This report shows you the room departures that your hotel is expecting for a specific date, you
can select from the calendar on your left.
On the top part of the report you can select the information you want to include in the results.
Specifically you can see:
Include:
Individuals: Individual bookings.
Groups: Group bookings.
Rates: The Rate Code and the daily room rate itself.
Traces: Traces and remarks entered in the bookings.
Balance: The balance due to the hotel.
Scope:
Expected: Expected departures (Checked In bookings).
Actual: Actual departures (Checked Out bookings).
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Other:
Check the Groups Only checkbox in order to see only group departures.
The Rack Order button allows you to see the room departures by the order that the rooms
appear inside the Room Rack window.
The information that you can see for each departure (depending on the selections you have
previously made) is the following:
ID: The reservation ID.
Guest Name: The name of the guest:
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
Room: The room allocated to the reservation.
Time: The time that the hotel is expecting the arrival.
Status: The reservation status.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest is coming to the hotel.
Group: The group name in which the reservation is included.
Balance: The balance due by the guest.
Balance Deb.: The balance due by the debtor (if there is one).
At the bottom of the report you can see the number of Total Rooms departing, the number of
Total Persons departing and the Total Balance due by the guests and the debtors.
TIP: If you double click on any line of information the Room Booking window opens.

HOUSE STATUS:
This is a report that you can also find inside the Front Desk menu, where you can see details
and statistics about your hotel’s activity:
From the calendar on the top left part of the report you can select the date for which you want
to see information for.
At the top part of the report you can see:
Rooms in hotel: The number of rooms existing in the hotel.
Out of Order: The rooms that have been set out of order.
Rentable rooms: The rentable rooms.
Available Rooms: The number of available rooms.
Right underneath you can see three frames:
Occupied at the end of day
Arrivals (Reservations)
Departures (Reservations)
Let’s see each one of these frames in detail:
Occupied at the end of day:
The number of reservations (Resas) and the number of adults (Pax) for:
o Individuals
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o Groups
The total occupied (Resas & Pax) for both individuals and groups.
The occupancy for all rooms.
The occupancy for only rentable rooms.
Arrivals (Reservations):
Expected and Actual arrivals for:
o
o
o
o

Individuals
Groups
Total for both Individuals and Groups
Total for the day

Departures (Reservations):
Expected and Actual departures for:
o
o
o
o

Individuals
Groups
Total for both Individuals and Groups
Total for the day

At the middle left part of the report you can see two statistic graphs, one for the Close Day
Projection (Rooms) and the other for the Housekeeping Status.
At the middle right part of the report you can see the hotel’s availability (this is a small part of
the Availability report) for the next two weeks.

IN HOUSE:
This report shows you information about all the checked in guests of the hotel, at the moment
that you run the report.
On the top part of the report you can select the information you want to include in the results.
Specifically you can see:
Include:
Individuals: Individual bookings.
Groups: Group bookings.
Rates: The Rate Code and the daily room rate itself.
Traces: Traces and remarks entered in the bookings.
Balance: The balance due to the hotel.
The information that you can see for each reservation (depending on the selections you have
previously made) is the following:
ID: The reservation ID.
Guest Name: The name of the guest:
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
Room: The room allocated to the reservation.
Time: The time that the reservation arrived.
Status: The reservation status.
Arrival: The reservation’s arrival date.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
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Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest came to the hotel.
Group: The group name in which the reservation is included.
Balance: The balance due by the guest.
At the bottom of the report you can see the number of Total Rooms currently staying, the
number of Total Persons currently staying and the Total Balance due by the guest.
TIP: If you double click on any line of information the Room Booking window opens.

INCLUSIVE SERVICES:
This report shows you the services included in the packages for checked in reservations.
The information that you can see for each reservation is the following:
The type of service, eg. Breakfast, Lunch, Dinner etc.
Room: The room number which includes the service.
Guest name: The guest name who will receive the service.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots involved in the
reservation.
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
ID: The reservation ID.
Time: The time that the reservation arrived.
Status: The reservation status.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
Pack: The package included in the rate.
Occ: The occasion for which the guest came to the hotel.
Group Code: The short code of the group in which the reservation is included.
At the bottom of each pack of information you can see Subtotals for Rooms and People that
will receive the service.
At the bottom of the report you can see the number of Total Rooms that will receive the
services and the number of Total People that will receive the services.
TIP: If you double click on any line of information the Room Booking window opens.

INCOMPLETE BOOKINGS:
This report shows you bookings that have not been completed either because:
They have no room allocated to them (Bookings No Rooms)
They have no rate (Bookings No Rates)
The information that you can see for each one of these bookings is the following:
ID: The reservation ID.
Guest Name: The name of the guest.
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
Arrival: The date that the reservation arrives.
Time: The time that the hotel is expecting the arrival.
Status: The reservation status.
Departure: The reservation’s departure date.
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Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest is coming to the hotel.
Group: The group name in which the reservation is included.
At the bottom of the report you can see the number of Total Rooms and the number of Total
People involved in the incomplete bookings.
TIP: If you double click on any line of information the Room Booking window opens.

MANAGER REPORT:
This report shows statistics as well as the hotel’s income (net value) for the day, month (30
days back) and year (365 days back) starting from the day you run the report.
You can see the report’s results either by Hotel or by Unit.
At the report’s first page you can see many statistics shown by:
Day
M/P (Month/Period)
YTD (Year to date)
LYSD (Last Year Same Day)
LYM/P (Last Year Month/Period)
LYYTD (Last year / year to date)
These statistics involve the following:
Guests In House
Occupied Rooms
Complimentary Rooms
House Rooms
Paid Rooms
Out Of Order Rooms
Available Rooms
Occupancy (Paid Rooms)
Occupancy (Paid + Complimentary)
Average Rate (Paid Rooms)
Average Rate (Paid + Complimentary)
RevPAR
Room Arrivals
Person Arrivals
Room Departures
Person Departures
Early Departures
Extended Stays
No Shows
Occupancy Tomorrow
Occupancy Next 7 Days
Event Delegates
Number of Functions
Number of Events
Restaurant Reservations
Resident Reservations
Function Reservations
Non Resident Reservations
Restaurant Guests
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Residents
Functions
Non Residents
Spa Treatments
Resident Treatments
Spa Day Treatments
Non Resident Treatments
Golf Tee Times
Resident Tee Times
Non Resident Tee Times
Golf Players
Residents
Non Residents
At the report’s second page you can see the income of the hotel (net value) separated in:
The hotel’s business unit(s) (Unit column).
The hotel’s revenue centres (Revenue Code column).
The hotel’s income (net value) per Revenue and per Room.
Again all information is shown by:
Day
M/P (Month/Period)
YTD (Year to date)
LYSD (Last Year Same Day)
LYM/P (Last Year Month/Period)
LYYTD (Last year / year to date)
At the bottom of each column you can see the Unit Subtotal and the Grand Total.

NATIONALITY REPORT:
This report shows all guests’ nationalities and information about them for a specific date or
period of time.
ATTENTION: This report draws data from the Country field inside the Guest Profile window.
The information that you can see for each nationality is the following:
Code: The nationality code.
Country Name: The name of the country.
#Arrivals: The number of arrivals for each nationality (this number is pax).
#Bednights: The number of room nights for each nationality.
TIP: If you double click on any line of information the Room Booking window opens.

NEWSPAPERS:
This report shows you the newspapers that the guests have requested as well as information
for each guest. You can see the results of this report day by day or by period (selecting them
from the calendar on the top left part of the report).
By checking the Include Expected check box the results include also expected guests (who
will check in) and by selecting the Show Summary button you get a smaller, more general
option of the report (you can also print the summary by selecting the Print button there).
The information that you can see for each guest is the following:
Room: The room in which the guest stays or will stay.
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Guest Name: The name of the guest.
Arrival: The reservation’s arrival date.
Departure: The reservation’s departure date.
VIP: The VIP category of the guest.
Newspaper: The name of the newspaper selected.
ID: The reservation ID.
TIP: If you double click on any line of information the Room Booking window opens.

NO SHOW GUESTS:
This report shows you the No Shows reservations for a specific period of time.
ATTENTION: The results appear based on the date that the reservation was set to No
Shows. If that date is included inside the selected period, you will see the reservation in the
results. If not, you will not see it.
The information that you can see for each reservation is the following:
ID: The reservation ID.
Guest Name: The name of the guest.
Arrival: The reservation’s arrival date.
Departure: The reservation’s departure date.
Group: The group name in which the reservation is included.
Agent: The agent name in charge of the billing.
Company: The company name in charge of the billing.
New Arrival: The date of the guest’s new arrival (if it has been decided).
TIP: If you double click on any line of information the Room Booking window opens.

OPTION/RECEIVED DATE:
This report shows you:
Option Date: The option dates of tentative reservations for a specific period of time
and
Reservation Date Received: The actual dates that the reservations were taken by
the property (Reservations→ Room Booking→ Profile→ bottom right part of the
window).
Specifically the information that you can see for each tentative reservation (for both
selections) is the following:
Reservation: The reservation ID.
Guest Name: The name of the guest.
Agent Name: The name of the agent involved in the billing.
Group: The name of the group in which the reservation is included (if there is one).
Arrival: The reservation’s arrival date.
Departure: The reservation’s departure date.
Option Date/ Date Received: The date of the option/The date that the reservation
was received by the property.
TIP: If you double click on any line of information the Room Booking window opens.
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PAYMENT CHECK:
This report allows you to make payment checks on specific reservations. The information that
you can see about each reservation is the following:
Room: The room number.
Account/Guest: The name of the account/guest who made the payment.
Function: The function ID.
Reservation: The reservation ID.
Group: The group ID.

PRAYER SHEET:
This report gives you a general idea of the property’s reservations during a specific date or a
specific period of time.
The results of this report can be seen either by Hotel or by Unit.
Then, for all the dates selected you can see:
Reservation Stats: These are 1) Available Rooms, 2) Occupied Rooms, 3) Adults
and 4) Children.
Restaurant Diaries: 1) Arrivals with/without dinner reservations and 2)
Residents with/without dinner reservations.
The information that you can see for each guest is:
Guest Name: The guest name.
Room: His/her room number.
Pax: The number of people involved.

RATE CHECK:
This report offers you the opportunity to make a quick rate check to all reservations on a
specific date. It is really helpful if you want to check what rates the Close Day procedure will
process.
The information that you can see for each reservation is the following:
Room: The room in which the guest stays or will stay.
Guest Name: The name of the guest.
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
ID: The reservation ID.
Time: The time of the guest’s arrival.
Status: The reservation status.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest is coming to the hotel.
Group Code: The short code of the group in which the reservation is included.
At the bottom of the report you can see the number for Total Rooms and Total Persons for
all the reservations presented.
TIP: If you double click on any line of information the Room Booking window opens.
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RECEPTION ACTIVITY:
This report shows you the reception activity of the hotel on a specific date.
At the top part of the report you can select to Include Tentatives to the results (by checking
the relevant check box) and you can also select to exclude rates from the results (by checking
the No Rate check box).
The information that you can see here is the following:
Room: The room involved.
Status: The room statuso Vacant: If the room is vacant
o Arrival: If the hotel is expecting an arrival for the room (marked in yellow)
o Stay Over: If the room is occupied by a stay over guest (marked in red)
o Departure: If the hotel is expecting the guest’s departure (marked in green)
Departing: The name of the departing guest (if there is one).
Arriving - Stay Over: The name of the arriving or the Stay over guest.
Arrival: The date of the guest’s arrival.
Departure: The date of the guest’s departure.
Price: The daily room rate.
Next Arrival: The date for the room’s next arrival.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots
Notes: The notes and remarks of the reservation.
Pack: The rate package.
Agent: The agent in charge of the reservation’s billing (if there is one).
At the bottom of the report you can see the number of Total Arrivals, Departures and Stay
Overs, as well as the number of Total ACEB.

RESERVATION CANCELLATIONS:
This report shows you the reservations cancellation that you have made on a specific date.
The two check boxes on the top part of the report allow you to see the cancelled reservation
either by the date the reservation was cancelled (Date Cancelled check box selected by
default) or by the date the reservation was created (Date Created check box).
The information that you can see for each cancelled reservation is the following:
Resas ID: The reservation ID.
Guest Name: The name of the guest involved in the reservation.
Agent Name: The name of the agent involved in the reservation.
Arrival: The date of the reservation’s arrival.
Departure: The date of the reservation’s departure.
Room Rate: The daily room rate given to the reservation.
Rate Code: The short code of the rate plan given to the reservation.
Room Type: The room type for which you have given a rate to the reservation.
Date Created: The date that the reservation was created.
Date Cancelled: The date that the reservation was cancelled.
By: The name of the user who made the cancellation.
TIP: If you double click on any line of information the Room Booking window opens.

ROOM PLAN:
This report shows a detailed room plan of the hotel for a specific Year (you can select the
year from the field on the top of the report) and Month (you can select the month from the
field on the top of the report).
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The information that you can see here is the following:
Top table:
On the far left column you can see the Room Types that exist in the hotel and at the top row
you can see each day of the month. In between you can see the reservations existing
inside the HART PMS software for each room type everyday. At the bottom row you can see
the Totals for Room Types and reservations for each day, the total of Free rooms and the
Occupancy percentage.
Pending table:
Here you can see the Total of pending reservations (these are the Booking Position
figures) for each day of the month.
Free Rooms table:
Here you can see the Total of free rooms for each day of the month.
Arrivals / Departures table:
Here you can see the Total of Arrivals and Departures for each day of the month.
Two bottom tables:
DEF: The number of definite reservations.
RM: The total number of rooms existing in the hotel
Roomnights: The total roomnights coming from the reservations.
Available: The total of available roomnights for the month (this is the number of
rooms multiplied with the total days of the month).
DEF Occupancy%: The hotel’s percentage of occupancy based on definite
reservations.
Actual Occupancy: The hotel’s actual occupancy based on Room’s:
o Availability
o Final Occupancy %
o Roomnights

ROOM STATUS:
This report shows you the room status of all hotel rooms at a specific moment.
The information that you can see for each room is the following:
Room: The room number.
Type: The room type.
Status: The housekeeping status of the room (Clean or Dirty) and the reservation
status (Vacant or Occupied).

SERVICE/PACKAGE ANALYSIS:
This report is actually the kitchen forecast, in order for the hotel’s kitchen to be able to
prepare all meals that will be served to the hotel, based on the reservations arriving, staying
over and departing.
On the top part of the report you can select the base date which you are interested to see
results for and from the field next to the calendar you can select the range of days coming
which you are interested to see results for, eg. If you select 7 you will see results for the next
7 days.
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You can also check the Package Analysis by ACEB check box, in order to see the results
by Adults, Children, Extra Beds and Baby Cots.
The information that you can see here is the following:
Packages table:
On the far left column you can see the days previously selected one by one. On the top row
you can see the short codes for F&B packages and in between you can see the total
number of packages that must be given to guests according to reservations. At the bottom
row and the far right column you can see the Grand Total.
Services table:
On the far left column you can see the days previously selected one by one. On the top row
you can see the services offered and in between you can see the total number of services
that must be delivered according to reservations. At the bottom row and the far right column
you can see the Grand Total.
ATTENTION: Breakfast is not calculated on the check in date, but on the check out date. Also
lunch and dinner are not calculated on the check out date, but on the check in date.
Package Analysis by ACEB:
On the far left column you can see the days previously selected one by one. On the top row
you can see the short codes for F&B packages and in between you can see the total
number of AdultsChildrenExtraBedsBabyCots that must be served according to reservations.
At the bottom row and the far right column you can see the Grand Total.
ATTENTION: Again breakfast is not calculated on the check in date, but on the check out
date. Also lunch and dinner are not calculated on the check out date, but on the check in
date.

SHIFT REPORT:
This report shows information about each of the hotel’s cashiers on a specific date.
After you have selected the desired date, you must enter the cashier number for the cashier
you want to see results (Cashier No field), check the Group Cashier check box if you want
to see results for a group of cashiers and check the Concise check box if you want results to
appear in one page.
ATTENTION: The Shift report (like the Cashier report) shows only payments.
The information that you can see for each cashier (from top to bottom) is the following:
The name of the cashier (inside the blue frame).
The payment method (inside the yellow frame).
Time: The time of the data entry.
Room: The room in which the guest who made the payment stays
Guest Name: The name of the guest who made the payment.
Credit Card Number: The credit card number (if the payment was made by CC).
Expiry: The credit card’s expiration date.
Invoice No: The invoice number on which the payment is shown (if any).
Amount: The amount of the payment.
Subtotal: The subtotal for the specific payment method (inside the yellow frame).
Grand Total: The grand total for the cashier.
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STAY THROUGH:
This report shows you the reservation movement for a specific period of time. That means all
reservations about to arrive, stay and depart from the hotel during a specific time span.
On the top part of the report you can select the information you want to include in the results.
Specifically you can select:
Include:
Individuals: Individual bookings.
Groups: Group bookings.
Rates: The Rate Code and the daily room rate itself.
Traces: Traces and remarks entered in the bookings.
Scope:
Expected: Expected arrivals (Definite bookings).
Already in: In house stays (Checked In bookings).
Pending: Pending arrivals (Tentative bookings)
Other:
Check the Groups Only checkbox in order to see only group reservations.
The Rack Order button allows you to see the room movement by the order that the rooms
appear inside the Room Rack window.
The information that you can see for each reservation (depending on the selections you have
previously made) is the following:
ID: The reservation ID.
Guest Name: The name of the guest:
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
Room: The room allocated to the reservation.
Time: The time of arrival.
Status: The reservation status.
Arrival: The reservation’s arrival date.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest is coming to the hotel.
Group: The group name in which the reservation is included.
At the bottom of the report you can see the number of Total Rooms appearing and the
number of Total Persons involved.
TIP: If you double click on any line of information the Room Booking window opens.

TELEPHONE LIST:
This report shows the telephones made by the property’s guests on a specific period of time.
ATTENTION: You need to have a telephone interface connected to HART PMS for this report
to work.
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The results of this report appear by Date and Extension and the information shown is the
following:
Phone Datetime: The date and time on which the phone call was made.
Cost: The cost of the telephone call.
Phone Called: The telephone number called.
Duration: The duration of the telephone call.
Charged: The check box is checked if the telephone call is charged.
At the bottom of each pack of information you can see the Subtotal Cost of each extension.

UNIT OCCUPANCY:
This reports shows information about the occupancy of each of the property’s units for a
specific period of time.
The information appearing for each unit is the following:
Business Unit: The name of the business unit.
Total: The total number of rooms registered to this unit.
Out of Order: The total number of out of order rooms for this unit.
Available: The total number of available rooms for this unit.
Occupied: The total number of occupied rooms for this unit.
Occupancy on Total: The occupancy percentage based on the total rooms for the
unit.
Occupancy on Avl: The occupancy percentage based on the available rooms for the
unit.
Guests: The total number of guests involved in reservations for the unit.

WAKE UP CALLS:
This report shows all scheduled wake up calls entered inside reservations on a specific date.
The information that you can see for each wake up call is the following:
The wake up call type, eg. Early Morning, Wake Up etc.
Room: The room in which the wake up call is entered.
Guest Name: The name of the guest who needs to be awakened.
Arrival: The reservation’s arrival date.
Departure: The reservation’s departure date.
VIP: The VIP type of the guest (if there is one).
Time: The time that we need to wake the guest up.
OK: Check this check box if you have made the wake up call.
ID: The reservation ID.
Notes: The notes attached to the specific wake up call.
TIP: If you double click on any line of information the Room Booking window opens.

YEAR VIEW:
This report shows a reservation summary for the whole year.
First Page / Rooms:
On the top two rows you can see the Year (eg. 2013, 2014) and the Months of the year in
numbers (eg. 1 is for January, 2 is for February, 3 is for march etc).
On the far left column you can see the days of the month from 1 to 31.
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In between you can see the number of tentative (T) and definite (D) rooms reserved for each
month and each day.
At the bottom row you can see the Total (D)efinite and (T)entative reservations for each
month.
Second Page / Pax:
On the top two rows you can see the Year (eg. 2013, 2014) and the Months of the year in
numbers (eg. 1 is for January, 2 is for February, 3 is for march etc).
On the far left column you can see the days of the month from 1 to 31.
In between you can see the number of tentative (T) and definite (D) persons coming from
reservations for each month and each day.
At the bottom row you can see the Total (D)efinite and (T)entative number of people for
each month.
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GOLF REPORTS:
GOLF SEGMENTATION:
This report gives you information on golf reservations made to your property during a specific
date or period of time. The data appear for This Year but also for Last Year, so that you can
make a quick comparison.
The information that you can see is the following:
Segment: The market segment from which the reservations came.
Scheduled: The number of reservations scheduled.
Booked: The number of reservations actually booked.
Coverage: The coverage percent that the actual reservations offer in comparison
with the entire courses.
Occupancy: The occupancy percentage in comparison with the entire courses.
Year Comparison: The difference in golf reservations between this year and last
year.
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HOUSEKEEPING REPORTS:
ARRIVAL LIST:
This report shows you the room arrivals that your hotel is expecting for a specific date, you
can select from the calendar on your left.
On the top part of the report you can select the information you want to include in the results.
Specifically you can see:
Include:
Individuals: Individual bookings.
Groups: Group bookings.
Rates: The Rate Code and the daily room rate itself.
Traces: Traces and remarks entered in the bookings.
Shares: Rate or/and package changes.
Scope:
Expected: Expected arrivals (Definite bookings).
Actual: Actual arrivals (Checked In bookings).
Pending: Pending arrivals (Tentative bookings).
Lost: Lost arrivals (Lost/Cancelled bookings).
Other:
Check the Groups Only checkbox in order to see only group arrivals.
The Rack Order button allows you to see the room arrivals by the order that the rooms
appear inside the Room Rack window.
The information that you can see for each arrival (depending on the selections you have
previously made) is the following:
ID: The reservation ID.
Guest Name: The name of the guest:
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
Room: The room allocated to the reservation.
Time: The time that the hotel is expecting the arrival.
Status: The reservation status.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest is coming to the hotel.
Group: The group name in which the reservation is included.
Agent: The agent in charge of the reservation billing (if there is one).
At the bottom of the report you can see the number of Total Rooms arriving and the number
of Total Persons arriving.
TIP: If you double click on any line of information the Room Booking window opens.
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CONFIGURATION:
This report shows you information about all of your PMS’s rooms setup.
The information that you can see about each room is the following:
Room No: The room number.
Short: The room’s short code.
Order: The rooms’ order.
Type: The room’s type.
View: The room’s view.
Wing: The wing in which the room is included.
Section: The section in which the room is in.
Features: The room’s features.
Status: The room’s current status.
Condition: The room’s current housekeeping condition.
Unit: The business unit in which the room is included.

DEPARTURE LIST:
This report shows you the room departures that your hotel is expecting for a specific date, you
can select from the calendar on your left.
On the top part of the report you can select the information you want to include in the results.
Specifically you can see:
Include:
Individuals: Individual bookings.
Groups: Group bookings.
Rates: The Rate Code and the daily room rate itself.
Traces: Traces and remarks entered in the bookings.
Balance: The balance due to the hotel.
Scope:
Expected: Expected departures (Checked In bookings).
Actual: Actual departures (Checked Out bookings).
Other:
Check the Groups Only checkbox in order to see only group departures.
The Rack Order button allows you to see the room departures by the order that the rooms
appear inside the Room Rack window.
The information that you can see for each departure (depending on the selections you have
previously made) is the following:
ID: The reservation ID.
Guest Name: The name of the guest:
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
Room: The room allocated to the reservation.
Time: The time that the hotel is expecting the arrival.
Status: The reservation status.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
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Rate: The reservation’s daily rate.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest is coming to the hotel.
Group: The group name in which the reservation is included.
Balance: The balance due by the guest.
Balance Deb.: The balance due by the debtor (if there is one).
At the bottom of the report you can see the number of Total Rooms departing, the number of
Total Persons departing and the Total Balance due by the guest and the debtor.
TIP: If you double click on any line of information the Room Booking window opens.

HOUSE STATUS:
This is a report that you can also find inside the Front Desk menu, where you can see details
and statistics about your hotel’s activity:
From the calendar on the top left part of the report you can select the date for which you want
to see information for.
At the top part of the report you can see:
Rooms in hotel: The number of rooms existing in the hotel.
Out of Order: The rooms that have been set out of order.
Rentable rooms: The rentable rooms.
Available Rooms: The number of available rooms.
Right underneath you can see three frames:
Occupied at the end of day
Arrivals (Reservations)
Departures (Reservations)
Let’s see each one of these frames in detail:
Occupied at the end of day:
The number of reservations (Resas) and the number of adults (Pax) for:
o Individuals
o Groups
The total occupied (Resas & Pax) for both individuals and groups.
The occupancy for all rooms.
The occupancy for only rentable rooms.
Arrivals (Reservations):
Expected and Actual arrivals for:
o
o
o
o

Individuals
Groups
Total for both Individuals and Groups
Total for the day

Departures (Reservations):
Expected and Actual departures for:
o
o

Individuals
Groups
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o
o

Total for both Individuals and Groups
Total for the day

At the middle left part of the report you can see two statistic graphs, one for the Close Day
Projection (Rooms) and the other for the Housekeeping Status.
At the middle right part of the report you can see the hotel’s availability (this is a small part of
the Availability report) for the next two weeks.

HOUSEKEEPING ITEMS:
This report shows information about the housekeeping items that need to be replaced/
renewed inside the rooms.
ATTENTION: The housekeeping items and the day range on which they need to be replaced/
renewed are configured from the Configuration→ Housekeeping→ tab Types and Features
(please visit the relevant part of this manual).
The information that you can see for each housekeeping item is the following:
The housekeeping item itself.
The room in which the housekeeping item must be replaced/ renewed.

IN HOUSE:
This report shows you information about all the checked in guests of the hotel, at the moment
that you run the report.
On the top part of the report you can select the information you want to include in the results.
Specifically you can see:
Include:
Individuals: Individual bookings.
Groups: Group bookings.
Rates: The Rate Code and the daily room rate itself.
Traces: Traces and remarks entered in the bookings.
Balance: The balance due to the hotel.
The information that you can see for each reservation (depending on the selections you have
previously made) is the following:
ID: The reservation ID.
Guest Name: The name of the guest:
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
Room: The room allocated to the reservation.
Time: The time that the reservation arrived.
Status: The reservation status.
Arrival: The reservation’s arrival date.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest came to the hotel.
Group: The group name in which the reservation is included.
Balance: The balance due by the guest.
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At the bottom of the report you can see the number of Total Rooms currently staying, the
number of Total Persons currently staying and the Total Balance due by the guest.
TIP: If you double click on any line of information the Room Booking window opens.

MAINTENANCE LIST:
This report shows information about the rooms that have maintenance problems at the time
that you run the report.
You can check the Resolved check box on the top part of the window so that resolved
maintenance problems appear.
The information that you can see for each maintenance problem is the following:
Issue Date: The date on which the problem was issued.
Room: The room which has the maintenance problem.
Area: The broader maintenance problem area.
Issue: The maintenance problem itself.
Resolved: Check this check box if the specific problem is resolved.

MAINTENANCE STATS:
This report shows you plenty of statistics about maintenance issues. You can see the
information requested by:
Date issued
Date resolved
Area/Room
Specialty/Issue
Category
Let’s see what these options show us one by one:
Date Issued:
Issued On: The date on which the maintenance problem was issued.
By: The HART user who entered the problem.
Room: The room which faces the maintenance problem.
Area: The maintenance problem area.
Source: The maintenance problem source.
Issue: The maintenance problem itself.
Spec: The maintenance spec.
Resolved On: The date and time on which the maintenance problem was solved.
Time Needed: The time needed for the problem to be fixed.
ResBy: The name of the person who restored the problem.
Notes: Some notes about the problem.
Category: The category in which the problem is included.
Action: The action needed to be taken.
Date Resolved:
Issued On: The date on which the maintenance problem was issued.
By: The HART user who entered the problem.
Room: The room which faces the maintenance problem.
Area: The maintenance problem area.
Source: The maintenance problem source.
Issue: The maintenance problem itself.
Spec: The maintenance spec.
Resolved On: The date and time on which the maintenance problem was solved.
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Time Needed: The time needed for the problem to be fixed.
ResBy: The name of the person who restored the problem.
Notes: Some notes about the problem.
Category: The category in which the problem is included.
Action: The action needed to be taken.
Area/Room:
Room/Area: The room/area where the problem lays.
Specialty: The specialty that the person who will fix the problem must have.
Issue: The maintenance problem itself.
Specialty/Issue:
Specialty: The specialty that the person who will fix the problem must have.
Issue: The maintenance problem itself.
Room/Area: The room/area where the problem lays.
Category:
Category: The category in which the problem is included.
Specialty: The specialty that the person who will fix the problem must have.
Issue: The maintenance problem itself.

ROOM CHECK LIST:
This report shows a quick status of the hotel’s rooms.
The information that you can see for each room is the following:
Status: The room reservation status (V for Vacant and S for Staying) and the room
housekeeping status (C for Clean and D for Dirty).
Times: The times on which the maintenance will take place.
E C: The number of Extra Beds and Baby Cots in the room.
VIP: The VIP type of the guest staying in the room.
Events: The POS events for which the guest will be out of the room (events comes
from POS and Banquet reservations).

ROOM STATUS:
This report shows you the room status of all hotel rooms at a specific moment.
The information that you can see for each room is the following:
Room: The room number.
Type: The room type.
Status: The housekeeping status of the room (Clean or Dirty) and the reservation
status (Vacant or Occupied).

STAY THROUGH:
This report shows you the reservation movement for a specific period of time. That means all
reservations about to arrive, stay and depart from the hotel during a specific time span.
On the top part of the report you can select the information you want to include in the results.
Specifically you can select:
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Include:
Individuals: Individual bookings.
Groups: Group bookings.
Rates: The Rate Code and the daily room rate itself.
Traces: Traces and remarks entered in the bookings.
Scope:
Expected: Expected arrivals (Definite bookings).
Already in: In house stays (Checked In bookings).
Pending: Pending arrivals (Tentative bookings)
Other:
Check the Groups Only checkbox in order to see only group reservations.
The Rack Order button allows you to see the room movement by the order that the rooms
appear inside the Room Rack window.
The information that you can see for each reservation (depending on the selections you have
previously made) is the following:
ID: The reservation ID.
Guest Name: The name of the guest:
SN: The short code for the guest’s special needs (if any).
VIP: The guest’s VIP category (if any).
Room: The room allocated to the reservation.
Time: The time of arrival.
Status: The reservation status.
Arrival: The reservation’s arrival date.
Departure: The reservation’s departure date.
Type: The room type of the room.
Rate Code: The short code of the rate plan selected for the reservation.
Rate: The reservation’s daily rate.
Pack: The package included in the rate.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Occ: The occasion for which the guest is coming to the hotel.
Group: The group name in which the reservation is included.
At the bottom of the report you can see the number of Total Rooms appearing and the
number of Total Persons involved.
TIP: If you double click on any line of information the Room Booking window opens.

TURN DOWN LIST:
This report shows you a quick look of all rooms of the hotel. The information that you can see
here is the following:
Room: The room number and room type.
Status: The reservation and housekeeping status of the room.
Guest Name/Group: The name of the guest who stays in the room and the group
name of the reservation (if there is one).
P: The number of people staying in the room.
Events: The event to which the room is linked.
Vip: The Vip category of the guest.
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POINT OF SALES:
DINER CONVERSION:
This report shows you statistics about your property’s diners during a specific period of time
(previously selected from the calendars to your left).
The information that you can see here is the following:
Facility: The facility name.
Service: The service name.
Date: The date for which you see statistics.
Total Diners: The total number of diners.
Guests In House: The total guests in House.
Individuals: The total number of individuals.
Individual Diners: The total number of individual diners.
Individual Conversion %: The individual conversion percent.
Individual vs Total Diners %: The individual versus total diners percent conversion.
Other Diners: The number of other diners.
At the bottom of the report you can see Totals for all the above.

INCOMPLETE CHECKS:
This report shows all POS incomplete checks, which means all POS open orders in a specific
period of time.
The information that you can see for each incomplete check is the following:
Outlet: The outlet in which the open order exists.
Date: The date that the order was made.
Operator: The name of the operator who made the order.
Order: The order number.
Item: The items involved in the order.
Value: The value of each item.
Qty: The quantity of each item.
At the bottom of the report you can see the Total Value of incomplete checks.

INCOMPLETE ITEMS:
This report shows you all currently incomplete items. Ath the top part of the report you can
select to see:
No BIN/Code: Items that have no BIN code.
No Levels: Items that have no stock levels.
The information that you can see about each items is the following:
ID: The item ID.
Name: The item name.
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INVOICES BY STORE:
This report shows you all supplier invoices by store. What you need to do first is set the dates
you want to see invoices for (from the calendar) and then press the Choose Store button, in
order to select the store you want to see invoices for. The information that you can see for
each invoice is the following:
Invoice Day: The date on which the invoice was issued.
Supplier: The supplier who issued the invoice.
Invoice No: The invoice number.
ID: The delivery ID.
Amount Gross: The gross amount of the invoice.
Amount Net: The net amount of the invoice.

MENU CARDS:
This report shows you all of the POS items as they appear on the Menu Cards
(Configuration→ Outlets→ tab Menu Cards).
The information appears by:
Outlet: The name of the outlet (inside the yellow frame).
Group: The name of the Sales Group (inside the yellow frame).
The information that you can see for each item is the following:
Item: The name of the item.
Bin Number: The item’s bin number.
Sales Unit: The item’s sales unit.
Revenue Code: The revenue centre in which the income from this items will go.
Price: The item’s price (including VAT).
VAT: The item’s VAT percentage.
Active: This check box is checked if the item is active and sold from the hotel’s POS.

NON MOVING STOCK:
This report shows you all non moving stock that is items that had no actions taken on them.
The information that you can see for such items is:
ID: The item ID.
BIN: The item’s BIN code.
Item Name: The item name.
Item Category: The item category.
Group: The item group.
Subgroup: The item subgroup.

POS PASSANT:
This report shows all POS checks that have been issued to passant guests during a specific
period of time. This means POS checks that have been closed with any other payment
method rather than Room.
The information that you can see for each check is the following:
The date that the POS check was issued.
The department/revenue centre in which the income for this POS receipt went.
Item Name: The name of each item included in the POS check.
Quantity: The quantity of each item included in the check.
Price: The item price.
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Amount: The amount of the items (quantity multiplied by price).
At the bottom of each pack of information you can see the Total Amount of the
Department/Revenue Centre and the Total for the Day.

RECIPE MASTER LIST:
This report shows you all recipes in a list, so that you can check them.
The information shown for each item included in recipes is the following:
Category: The item category.
Stock Group: The item Stock group.
Recipe Code: The recipe code/name.
BIN Number: The item’s BIN number.
Ingredient: The item itself.
Unit: The item unit inside the recipe.
Quantity: The item quantity.

SALES ANALYSIS:
This report shows you information about the POS sales that have been made to your hotel
during a specific period of time.
You can see the results of this report in different ways, by pressing the relevant boxes on its
to part. Specifically you can see the results by:
Summary: A summary of the POS sales.
Items: The POS sales by item.
Outlets: The POS sales by outlet.
Operators: The POS sales by operators.
Referrals: The POS sales by referrals.
Gratuities: The POS sales by gratuities.
Guests: The POS sales by guests.
Residents: The POS sales by residents.
No Sales: The items that haven’t been sold.
Departmental: The POS sales per department.
Let’s see each one of these choices in detail:
Summary:
Outlet: The name of the outlet.
Serving Period: The name of the serving period (eg. Lunch, Dinner etc).
Revenue Code: The revenue centre in which the income of the POS sales for the
specific outlet went.
Covers: The number of covers coming from the POS sales for this outlet.
Revenue: The total revenue coming from each revenue code.
Average Check: The average price of each check (the total revenue divided by the
covers).
At the bottom of the report you can see the Total for Covers, Revenue and Average Check.
Items:
Outlet: The name of the outlet.
Category: The item category (eg. Food, Beverage etc).
Group: The item’s sales group.
Item: The name of the item itself.
Quantity: The quantity of each item sold.

476

Revenue: The revenue coming from the sales of each item.
Avg. Price: The average price of each item’s sale (revenue divided by quantity).
At the bottom of the report you can see the Total for Quantity, Revenue and Average Price
both for the Category and the Outlet.
Outlet:
Category: The item category (eg. Food, Beverage etc).
Group: The item’s sales group.
Item: The name of the item itself.
Outlet: The name of the outlet.
Quantity: The quantity of each item sold.
Revenue: The revenue coming from the sales of each item.
Avg. Price: The average price of each item’s sale (revenue divided by quantity).
At the bottom of each pack of information you can see the Total for Quantity, Revenue and
Average Price.
Operators:
Outlet: The name of the outlet.
Com%: If there is a complimentary percentage to this sale.
Operator: The name of the operator who made the sale.
Item: The name of the item sold.
Quantity: The quantity of each item sold.
Revenue: The revenue coming from the sales of each item.
Avg. Price: The average price of each item’s sale (revenue divided by quantity).
Commission: If there is a commission percentage to each sale.
At the bottom of each pack of information you can see the Total for the Operator and the
Outlet.
Referrals:
Outlet: The name of the outlet.
Com%: If there is a complimentary percentage to this sale.
Referred by: The name of the person who referred the sale.
Guest Name: The name of the guest involved in the sale.
Item: The name of the item sold.
Quantity: The quantity of each item sold.
Revenue: The revenue coming from the sales of each item.
Avg. Price: The average price of each item’s sale (revenue divided by quantity).
Commission: If there is a commission percentage to each sale.
Gratuities:
Outlet: The name of the outlet.
Operator: The name of the operator who made the sale.
Guest Name: The name of the guest involved in the sale.
Quantity: The quantity of each item sold.
Revenue: The revenue coming from the sales of each item.
Avg. Gratuity: The average price of each item’s sale (revenue divided by quantity).
Guests:
Outlet: The name of the outlet.
Guest Name: The name of the guest involved in the sale.
Revenue Code: The revenue coming from the sales of each item.
Item: The name of the item sold.
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Quantity: The quantity of each item sold.
Revenue: The revenue coming from the sales of each item.
Avg. Price: The average price of each item’s sale (revenue divided by quantity).
Residents:
Outlet: The name of the outlet.
Serving Period: The name of the serving period (eg. Lunch, Dinner etc).
Revenue Code: The revenue centre/Department in which the income of this sales will
go.
Covers: The number of covers coming from the sales for this outlet.
Revenue: The total revenue coming from each revenue code.
Average Check: The average price of each check (the total revenue divided by the
covers).
No Sales:
Outlet: The name of the outlet.
Group: The item group.
Item ID: The item ID.
Item Name: The item name.
Departmental:
Outlet: The name of the outlet.
Category: The item category.
Department: The department in which the item belongs.
Revenue: The revenue coming from the item’s sale.
Cost: The item’s purchase cost.
At the bottom of each pack of information you can see the Total Covers, Revenue and
Average Check for the Non Residents and at the bottom of the report you can see the
Total Covers, Revenue and Average Check for the Outlet.

STOCK DISCREPANCIES:
This report shows you stock discrepancies coming from the stocktake done. The information
that you can see about each items is the following:
Category: The item category.
Group: The item group.
Subgroup: The item subgroup.
ID: The item ID.
Name: The item name.
Unit: The item unit.
@date: The date on which the stocktake was made.
Total: The total discrepancy.

STOCK REPLACEMENT:
This report shows you all the items sold on your property, either from the outlets or a sales
summary. Once you open the report, you must first select the period you want to see results
for (from the calendar) and then select:
Per Outlet or
Summary
Let’s see the item information that each one of these options show us:
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Per Outlet:
Outlet: The outlet name.
Category: The item category.
Item: The item name/description.
Code: The item code.
Quantity: The quantity sold.
Summary:
Category: The item category.
Item: The item name/description.
Code: The item code.
Quantity: The quantity sold.

STOCK REPORT:
This report allows you to see the property’s stocktakes. Once you open the report you can
select the Store and the Stocktake date you want to see information for and then Run the
report for results.
The information shown here is the following:
Category: The item category.
Stock Group: The stock group.
Subgroup: The stock subgroup.
Bin No: The item bin number.
Item: The item name.
Selling Price: The item’s selling price.
Opening: The item’s opening number (from last stocktake).
Deliveries: The item deliveries.
Actual Stock: The item’s actual stock.
Unit: The item’s stocktake unit.
Sales: The item sales.
Purchase: The item purchases.
Margin: The item margin.
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SALES:
ACCOUNT PRODUCTIVITY:
This report gives you general information on the hotel’s account productivity.
Specifically the information that you can see is the following:
On the far left column you can see all the accounts that the hotel works with (Account
column).
On the top row you can see:
Manager: The name of the manager in charge of each account.
Rating: The accounts rating.
Type: The account type (Company, Agent).
The months of the year in numbers (eg. 1 for January, 2 for February etc). The
months with asterisk (*) are last year’s months.
In between you can see the number of room nights for each account, each month of this year
and each month of last year.
At the bottom of the report you can see the Total room nights for each month of this year and
each month of last year.

ACTIVITIES:
This report shows you the activities programmed during a specific period of time. The
activities appear per Sales Manager and Date and the information that you can see for each
activity is the following:
Times: The times during which the activity will take place.
Status: The activity status.
Activity: The activity itself.
Type: The activity type.
Purpose: The activity purpose.
Notes: Some notes regarding the activity.
The Refine button allows you to filter the activities and the Report Name button allows you to
create a custom report of your preference, with the appropriate information.

ARRIVALS BY ACCOUNT:
This report shows you all reservation arrivals that will come to your hotel during a specific
period of time, by the account that made each reservation.
You can see the results by:
Account: The name of the account.
Promotion: The name of the promotion
Check the Include Tentatives check box if you want to see also tentative bookings in the
results.
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The results appear alphabetically.
The information that you can see for each reservation is the following:
Company/Agent: The name of the account (Company or Agent).
Arrival: The reservation arrival.
ID: The reservation ID.
Guest Name: The name of the Guest.
VIP: The VIP category of the guest (if any).
Room: The room allocated to the reservation.
Time: The time that the hotel is expecting the arrival.
Status: The reservation status.
Departure: The reservation departure.
Type: The room type of the room.
Pack: The package included in the rate plan you have given to the reservation.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Rate Plan: The short code of the rate plan given to the reservation.
Room Rate: The daily room rate.
At the bottom of each pack of information you can see the Total of Rooms and Persons.
TIP: If you double click on any line of information the Room Booking window opens.

ATTENDEE REPORT:
This segment of the HART manual is available only for properties that use Function Bookings.
Please contact your HART support team to learn more.

BOOKING POSITION:
In order for you to be able to track down the course of a contract and your property’s actual
availability (taking in account not only reservations but also allotments/commitments and
booking position), you can use the Booking Position report (Sales reports).
On the top part of the report you have the following choices:
•
•
•
•
•

Daily (default): Shows you the property’s availability status daily.
Monthly: Shows you the property’s availability status monthly.
Year: Select the desired year.
Month: Select the desired month (if on Daily view).
Pax: Check this check box if you want to get results per person.

After you have made your selections press Run.
What the Booking Position report shows you is the following:
A. Reservations with Contracts: Reservations that have a contracted rate plan,
otherwise are part of the contract-allotment/commitment-booking position circuit.
The first horizontal line shows us the days of the month (previously selected).
The far left column (with the Allt -meaning Allotment- indication), shows us the rooms
total – R indication- inside the allotment/commitment with the agent.
The Account indication shows us the name of the agent and further to the right the
Rate Plan indication shows us the name of the contracted rate plan. Even more to
the right, the Materialisation indication shows us the allotment/commitment
materialization in percent figures.
In between you can see the number of reservations for every agent for every day.
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On the last horizontal line you can see the totals (Total Rooms) for Allotments, for
every day of the month and their materialization (amount & percent). The %
indication right underneath shows the occupancy percents per day.
Moving further down to the report:
B. Reservations without Contracts: Reservations that have other types of rate plans other
than contracted, that is the rest of all your reservations.
The information shown here is pretty much the same as described previously. At the end of
this index though, you can also see the following information:
•
•

Total Reservations: That is the sum of Reservations with Contracts + Reservations
without Contracts, per day (Roomnights) and occupancy percent (Occupancy).
Free Rooms: That is the property’s availability as it is after the deduction Total Rooms –
(minus) Total Reservations = (equals) Free Rooms) per day.

Even further down you can see the following indexes:
•
•

Pending: This is the booking position figures (meaning pending reservations).
Actual Occupancy: The property’s actual occupancy per room (Rooms), the
occupancy percent per room (Rooms%) and availability (Free Rooms), as these
come from deducting the booking position from all reservations (with contracts +
without contracts):

TIP: A more summarized presentation of what the Booking Position report shows us can be
found inside the Room Plan report (Front Desk reports).

BUSINESS ANALYSIS:
The Business Analysis reports is a series of productivity reports that can show you the
income that your property earned during a specific period of time.
The Business Analysis reports show Net values only and they “read” data from reservations.
For past dates you will be able to see the property’s actual income as it comes from checked
out reservations and for future dates you will be able to see the property’s income to be
earned (on the books) as it comes from definite reservations (default).
All of the Business Analysis reports show the same information, but from a different point of
view each time you run them by selecting that point of view from a different report.
After you have selected the desired dates from the calendar on top left part of the window you
can either run the report from the toolbar icon or press the Choose Report button on the top
right part of the window, in order to select the specific business analysis report you want to
see results for.
On the top part of the window there are also a few more options which you can use to filter
the report. These are:
Hotel / Unit radio buttons: By selecting Hotel you can see the result for the entire
property and by selecting Unit you can see the results by business unit (if the
property has more than one).
Tentative: This option includes tentative reservations to the results.
Monthly: Shows the results for each month of the year regardless of the dates you
have previously selected from the calendar (screenshot and more information about
this follow).
Stay Dates / Creation Dates Active / Creation Dates All drop down menu: The
‘Stay Dates’ option is selected by default and it shows results based on the dates
that the reservations will be checked in. The ‘Creation Dates Active’ option shows
results based on the dates that the actual (materialized) reservations were made. The
‘Creation Dates All’ option shows results based on the dates that all the reservations
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were made, even if these reservations were later cancelled. The Monthly view of the
report refers only to the ‘Stay Dates’ option.
Analyze: After you have ran the report you can select this option in order to see all
the reservations the results consist of. The Analyze window gives you a detailed list
of all the reservations included in the report (screenshot and more information about
this follow).
Now, the Business Analysis reports are the following:
Account Analysis: Analysis of the property’s income by Companies and Agents.
Agent Analysis: Analysis of the property’s income by Agents (the first empty row of
information involves individual guests).
Agent Home Country: Analysis of the property’s income by the agent’s country.
Booking City Analysis: Analysis of the property’s income by the booking cities.
Booking Country Analysis: Analysis of the property’s income by the booking
countries.
Booking County Analysis: Analysis of the property’s income by the booking county.
Business Source Analysis: Analysis of the property’s income by the business
sources entered in reservations.
Company Analysis: Analysis of the property’s income by Companies (the first empty
row of information involves individual guests).
Contact Analysis (Agents): Analysis of the property’s income by the agents contact
persons.
Contact Analysis (All Accounts): Analysis of the property’s income by the accounts
contact persons.
Contact Analysis (Companies): Analysis of the property’s income by the companies
contact persons.
Contact Rewards: Analysis of the property’s income by the contact rewards.
Credit Type Analysis: Analysis of the property’s income by credit types.
Date Analysis: Analysis of the property’s income by date.
Day Analysis: Analysis of the property’s income by day.
Function Analysis: Analysis of the property’s income by functions.
Group Analysis: Analysis of the property’s income by groups.
Guest Analysis: Analysis of the property’s income by guests.
Home City Analysis: Analysis of the property’s income by the guest’s home city.
Home Country Analysis: Analysis of the property’s income by the guest’s home
country.
Home County Analysis: Analysis of the property’s income by the guest’s home
county.
How Heard Analysis: Analysis of the property’s income by the How Heard
information entered in reservations.
Industry Analysis: Analysis of the property’s income by industry.
Occasion Analysis: Analysis of the property’s income by occasion.
Package Analysis: Analysis of the property’s income by packages.
Potential Analysis: Analysis of the property’s income by potentials.
Priority Analysis: Analysis of the property’s income by priorities
Promotion Analysis: Analysis of the property’s income by promotions.
Rate Analysis: Analysis of the property’s income by room rates.
Rate Type Analysis: Analysis of the property’s income by rate types.
Rating Analysis: Analysis of the property’s income by ratings.
Room Analysis: Analysis of the property’s income by rooms.
Room Type: Analysis of the property’s income by room types.
Sales Manager Analysis: Analysis of the property’s income by the hotel’s sales
managers.
Scope Analysis: Analysis of the property’s income by scope.
Segmentation: Analysis of the property’s income by market segments.
Special Needs Analysis: Analysis of the property’s income by the Special Needs
information entered in reservations.
The information that you can see for each one of these reports is the following:
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The far left column of the report always shows the point of view from which you want
to see results (eg. If you run the Agent Analysis report the far left column will shows
Agents in alphabetical order, if you run the Segmentation report the far left column
will show market segments in alphabetical order etc.
Rnts: The number of room nights.
Accom. Rev.: The accommodation revenue as it comes from reservations.
Other Rm Rev: The other room revenue (usually complimentary, cancellations and
allocations) as it comes from reservations.
F&B Rev: The Food & Beverage revenue as it comes from reservations. Have in
mind that the F&B revenue does not only show inclusive services but also F&B
services that the guest consumed while in the hotel (extras).
Other Rev: The Other revenue (anything that is not room revenue, other room
revenue or F&B revenue) as it comes from reservations.
Av. Rate: The average rate given to reservations.
Total Revenue: The total revenue coming from each agent, segment etc.
% Rv: The income percentage that the specific agent, segmentation etc gave to the
property on the total in comparison to the total revenue.
% Rm: The occupancy percentage that the specific agent, segmentation etc gave to
the hotel on the total in comparison to the total occupancy.
Right underneath you can see to graphs that show the Room Nights & Revenue
Distribution.
Monthly:
This report works almost the same way as the Business Analysis report, only this time the
results appear with a month summary of each year.
The dates selected on the calendar do not play a significant role in the results, as the only
information that the report takes into account is the year which you want to see results for.
The information shown at the main part of the report is the same as any Business Analysis
report, only this time it is presented per month of the year. The information shown prior to the
hotel day are actual and the information shown posterior to the hotel day are on the books
(forecast).
Analyze:
This option allows you to see the drill down of all reservations included in the searches.
The information that you can see for each reservation is the following:
ID: The reservation ID.
Guest name: The name of the guest.
Source: The reservation source.
Occasion: The occasion for which the reservation was made.
How Heard: How the guest heard of the property.
Segment: The reservation’s business segment.
Sub Segment: The reservation’s business sub segment.
Special Needs: The guest’s special needs.
Accommodation: The accommodation revenue.
Other Room: The other room revenue.
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Food & Beverage: The F&B revenue.
Other: The other revenue.
Agent: The agent involved in the reservation’s billing.
You can make changes in some of these fields and then press Save at the top left part of the
window. These changes will affect the results retrospectively.
The Filter button (top left part of the window) allows you to see results based on specific
parameters.

BUSINESS SNAPSHOT:
This report shows you a snapshot of reservations during a specific period of time.
The information that you can see here is the following:
The far left columns show the dates previously selected one by one (the one under
the other) and the reservations statuses (DEF for definite, TEN for tentative).
The top rows show the years (2012, 2013, 2014) and the months of each year in
numbers (1 for January, 2 for February, 3 for March etc).
In between you can see the number of Definite and Tentative reservations entered
inside the HART PMS software for each date and each month.
At the far right column you can see the Change, meaning the total sum of
reservations for each date and each status.
At the bottom of the report you can see the Total reservations for each month.

CHURN REPORT:
This report allows you to see information about memberships and members in general, on a
specific date or during a specific period of time. You can either see a Summary or Details of
that data.
Specifically you can see:
Membership: The membership name.
Members by Action: The member name appearing by action.

COMPLAINTS:
This report shows any complaints made to the hotel during a function (the complaints are
entered inside the Function Booking→ tab Comments) during a specific period of time.
The information that you see for each complaint is the following:
ID: The function booking ID.
Function Name: The function name.
Arrival: The function booking arrival.
Departure: The function booking departure.
Status: The function booking status.
Complaint: The description of the complaint itself.
Contact: The name of the person you need to contact about the complaint.
On Date: The date on which the complaint was made.

ENQUIRY CONVERSION:
This report allows you to see information about memberships and members in general, on a
specific date or during a specific period of time.
Specifically you can see:
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Membership Type: The membership Type.
Member Count: The number of members registered in each membership type.

EVENT REPORT:
This report shows you the events that will take place in your hotel during a specific period of
time (the events are entered inside the Function Booking→ tab Events).
By checking the Include Tentatives check box at the top part of the window, you can see
results for tentative bookings as well.
The information that you can see for each event is the following (from top to bottom):
The date and day of the event.
The name of the function in which the event is included.
Contact On Day: The day on which you need to contact the person who reserved the
event.
Hotel Coordinator: The name of the person who will coordinate the event on behalf
of the hotel.
Times: The times during which the event will take place.
Event: The description of the event itself.
Att: The number of attendees.
Room: The room in which the event will take place.
The status of the function booking.

FORECAST TEMPLATE:
The Forecast Template report consists of three (3) reports that are really important for the
management, as they can give you an accurate view of the property’s sales (past and future)
on a specific moment in time. This is the reason why you cannot run the report for a future
date, because you cannot know what this view will be in the future.
On the top left part of the window (On) you can select the date for which you want to see the
property’s sales. On the top right part of the window you can select the Period (month and
year) you want to see results for. So for example, if you select On 15/12/14 to see results for
July 2015, you will see all appropriate information for July as they are on 15/12/14.
The Tentative check box at the top right part of the window includes tentative bookings to the
results.
Now, at the top middle part of the window you can select the specific report that you want to
see. The choices are:
Booking Pace
Forecast
Booking Position
Let’s see what these reports show us one by one:
Booking Pace:
At the middle part of the window you can see the dates and days (Day) of the month selected.
On the specific example you can see every day of July 2014.
The left part of the window shows information about the same month last year (July 2013)
Previous Year (Actual) and the right part of the window shows information about the
selected month (July 2014) This Year – On The Books.
In detail:
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Previous Year (Actual):
Rnts: The room nights per day for last year.
Occ%: The occupancy percentage per day for last year.
Room Revenue: The room revenue per day for last year.
ADR: The average daily rate per day for last year.
RevPAR: The room revenue per average rate per day for last year.
The totals for Rnts and Room Revenue come from adding each day of the month whereas
the totals for Occ%, ADR and RevPar do not come from adding each day of the month but
from calculating the Occ%, ADR and RevPar for the entire month.
This Year – On The Books:
Level: The rate level sold for each day of the month.
Rnts (All): All the room nights per day for this year.
Rnts (Grp): The group room nights per day for this year.
Room Revenue: The room revenue per day for this year.
ADR: The average daily rate per day for this year.
RevPAR: The room revenue per average rate per day for this year.
OTB-7: How many room nights you had a week ago.
ADR-7: What was the average daily rate a week ago.
Pick Up: The difference in room nights between now and a week ago.
ADR-Var: The difference that the average daily rate has as of one week ago
(negative numbers mean you sell cheaper).
The totals for Rnts, Room Revenue and Pick Up come from adding each day of the month
whereas the totals for ADR, RevPar, OTB-7, ADR-7 and ADR-Var do not come from adding
each day of the month but from calculating the ADR, RevPar, OTB-7, ADR-7 and ADR-Var
for the entire month.
Forecast:
This report actually shows you the property’s reservation pickup on a specific date for a
specific period in time.
On the top left part of the window (On) you can select the date for which you want to see the
property’s pick up. On the top right part of the window you can select the Period (From-To)
you want to see results for. So for example, if you select On 12/03/14 to see results for 131/07/14, you will see all appropriate information for July as they are on 12/03/14.
In detail:
Date: The dates of the period selected one by one.
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Day: The days of the period selected one by one.
On The Books: The actual room nights existing for the specific date/day.
Segment: The market segments existing at the property. The market segments
indicated in blue color are the ones that the property has previously decided that will
affect its pickup (from Configuration→ Accounts→ top part of the window where the
market segments are→ Pickup checkbox should be checked). The market segments
indicated in red color are the ones that the property has previously decided that will
not affect its pickup (from Configuration→ Accounts→ top part of the window where
the market segments are→ Pickup checkbox should not be checked).
Pickup: The software looks four years back and calculates the room night’s total
pickup that you should have according to previous years, for all market segments.
Expected Pickup: The software looks four years back and calculates the room
night’s expected pickup that you should have according to previous years, only for the
market segments that you have previously decided will affect the pickup (blue ones).
Occupied Rooms: The total of On The Books and (+) Expected Pickup. If this total
exceeds the total rooms of the property, then it is automatically reduced to the
property’s actual room total.
Booking Position:
This report is actually really interesting because not only you can see the sales forecast on a
specific date, but you can also see last year’s forecast on that same day!
At the top left part of the window you can select the date on which you want to see results
(On) and at the top right part of the window you can select the year for which you want to see
the results (Period).
The results appear per month (top row – Jan, Feb, Mar, Apr etc) and Year Totals and for
each month and total you can see results for:
1. This Year: The forecast for the period selected as it is on the date selected.
2. LY Same Day: The forecast for the period selected last year, same day.
3. Budget: The data as entered in Budget.
4. Last Year: Last year’s actual data.
The details given for each of the above four blocks of results are:
Days: The operating days of the property.
Rooms: The operating rooms of the property.
Available Roomnights: The available room nights.
Occupied Roomnights: The occupied room nights.
Occupancy %: The occupancy percentage.
Average Daily Rate: The average daily rate.
Accomodation Revenue: The accommodation revenue.
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Other Room Revenue: The other room revenue.
F&B Revenue: The food & beverage revenue.
Other Revenue: The other revenue.

FUNCTION BUSINESS:
This report shows you the business your hotel will have during a specific period of time,
based on function and group bookings.
After you have selected the desired dates you can select to see the results either by
Functions or Delegates. Also you can check the Tentative check box if you want to include
data from tentative bookings in the results.
The information that you can see for each function/group is the following:
Functions:
Function Name: The name of the function or/and the group.
Meeting Type: The meeting type of the function.
Coordinator: The name of the hotel coordinator for the function.
Account: The guest/agent/company in charge of the billing.
Arrival: The date of the function/group arrival.
Depart.: The date of the function/group departure.
At.: The number of attendees.
Status: The status of the function/group booking.
Rms: The number of rooms reserved for the function/group.
Value: The function value.
Rate Code: The short code of the rate plan given to the function/group booking.
Package: The package included in the rate plan.
Group: The group booking ID.
ID: The function booking ID.
Manager: The hotel manager for the specific function/group.
Contact: The contact person for the specific function/group.
Contact Info: The relevant contact information.
Delegates:
ID: The guest ID.
Guest Name: The guest name.
P: The number of people.
Year: The year during which the delegate came.
Arrival: The arrival date.
Event: The event name.
Notes: Some notes about the delegate (if any).
Diets: The dietary requirements of the delegate (if any).
Email: The delegate’s email.
Check the Course check box if you want to see results for Golf courses.
At the bottom of the pack of information you can see the Total Rooms and the Total value of
the functions/groups.
TIP: If you double click on any line of information the Function Booking window opens.
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FUNCTION CONVERSION:
This report shows you the function conversion during a specific period of time. The
information that you can see about each function is the following:
Function Name: The function name.
Meeting Type: The meeting type of the function.
Co-ordinator: The hotel co-ordinator for the function.
Account: The account (company/agent) involved in the function.
Account Manager: The hotel account manager.
Arrival: The function arrival date.
Departure: The function departure date.
Att.: The number of attendees involved in the function.
Status: The function status.
Rnts: The room nights involved in the function.
Value: The function value.
Package: The function package.
Function ID: The function ID.
Unit: The property’s business unit involved.

FUNCTION FORECAST:
This report shows you information about the events that will take place in your hotel during a
specific period of time.
The information that you can see for each event is the following:
Arrival: The date of the function booking arrival.
Meeting Type: The meeting type of the event.
Status: The function booking status.
Function Name: The name of the function.
No.: The function number.
Coordinator: The name of the hotel coordinator.
TIP: If you double click on any line of information the Function Booking window opens.

FUNCTION LOG:
This report is a log of all the function bookings entered inside the HART PMS software during
a specific period of time.
At the top part of the report you can select to see Definite function bookings or/and Tentative
function bookings or/and Enquiries made for function bookings, by checking the relevant
check boxes there.
The information that you can see for each function is the following:
ID: The function booking ID.
Account: The guest/agent/company in charge of the billing.
Function Name: The name of the function.
Arrival: The date of the function booking arrival.
Departure: The date of the function booking departure.
Attend: The number of attendees involved in the function booking.
Rnts: The number of room nights involved in the function booking.
Revenue: The total revenue that will come to the hotel based on the rates given to
the function booking.
Status: The function booking status.
Input Date: The date on which the function booking was entered inside the HART
PMS software.
User: The HART PMS user who made the function booking.
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Manager: The hotel manager in charge of the function booking.
TIP: If you double click on any line of information the Function Booking window opens.

FUNCTION OCCASION:
This report shows you the occasions for which function bookings are made and come for to
your hotel.
After you have selected the desired dates you can select to see the results including tentative
function bookings, by checking the Include Tentatives check box at the top part of the report.
The information that you can see for each function/group is the following:
Function Name: The name of the function.
Meeting Type: The meeting type of the function.
Coordinator: The name of the hotel coordinator for the function.
Account: The guest/agent/company in charge of the billing.
Arrival: The date of the function arrival.
Depart.: The date of the function departure.
At.: The number of attendees.
Status: The status of the function booking.
Rnts: The number of room nights involved in the function booking.
Value: The function value.
Rate Code: The short code of the rate plan given to the function booking.
Package: The package included in the rate plan.
Group ID: The group booking ID.
Function ID: The function booking ID.
At the bottom of the pack of information you can see the Subtotal and Total value of the
functions.
TIP: If you double click on any line of information the Function Booking window opens.

HOW HEARD:
This report shows you the How Heard options entered inside the function or restaurant
bookings during a specific period of time.
After you have selected the desired dates you can select to see results for function or
restaurant bookings, by checking the Function or Restaurant check box at the top part of the
report. You can also select to see the results including tentative bookings, by checking the
Include Tentatives check box.
The information that you can see is the following:
Function:
Function Name: The name of the function.
Meeting Type: The meeting type of the function.
Coordinator: The name of the hotel coordinator for the function.
Account: The guest/agent/company in charge of the billing.
Arrival: The date of the function arrival.
Depart.: The date of the function departure.
At.: The number of attendees.
Status: The status of the function booking.
Rnts: The number of room nights involved in the function booking.
Value: The function value.
Rate Code: The short code of the rate plan given to the function booking.
Package: The package included in the rate plan.
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Group ID: The group booking ID.
Function ID: The function booking ID.
At the bottom of the pack of information you can see the Subtotal and Total value of the
functions.
TIP: If you double click on any line of information the Function Booking window opens.
Restaurant:
This segment of the HART manual is available only for properties that use the Restaurant
Facility.
Please contact your HART support team to learn more.

IN HOUSE BY ACCOUNT:
This report shows you information of all in house reservations by the name of the account in
charge of their billing.
The information that you can see for each reservation is the following:
Company/Agent: The name of the company/agent in charge of the billing (appear in
alphabetical order).
Arrival: The date of the reservation arrival.
ID: The reservation ID.
Guest Name: The name of the guest who will come to the hotel.
VIP: The VIP type of the guest (if any).
Room: The room in which the guest stays.
Time: The time of the arrival.
Status: The reservation status (CHI).
Departure: The date of the reservation departure.
Type: The room type in which the guest stays in.
Pack: The package included in the rate plan given to the reservation.
ACEB: The number of Adults, Children, Extra Beds and Baby Cots.
Rate Plan: The name of the rate plan given to the reservation.
Room Rate: The daily room rate.
At the bottom of the report you can see the Total number of Rooms and Persons.
TIP: If you double click on any line of information the Room Booking window opens.

INCOMPLETE PROFILES:
This report shows you all incomplete guest and account profiles during a specific period of
time in which these profiles were created.
After you select the desired period from the Creation Dates calendar on the top left part of
the menu, you can check the Ignore Dates check box if you want the selected dates of
creation to be excluded from the results.
Then, inside the Missing frame you can select to see the guest/account profiles either by
missing Email or Address or even both.
The Remove button allows you to remove an existing incomplete profile and the Merge
button allows you to merge two or more of the same profiles into one (for more information
visit the relevant part of this manual).
The information that you can see for each guest/account profile is the following:
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Profile Type: Whether it’s a guest or an Account (Company or Agent) profile.
Name: The name of the guest/account.
Postcode: The postcode of the guest/account.
Address: The address of the guest/account.
Address Line 2: The continuance of the address (if information is too long).
City: The guest/account city.
Country: The guest/account country.
Email: The guest/account email.
TIP: If you double click on any line of information the Guest/Account Profile window opens.

LOST BUSINESS:
This report shows you the hotel’s lost business coming from functions, rooms and spa
cancellations during a specific period of time.
After you have selected the desired dates from the calendar on the top left part of the report,
you can check whether you want to see the results by Functions, Rooms or Spa, by
checking the relevant check boxes.
Also you can select to see results by the arrival date of each reservation (Arrival) or the date
that the reservation was lost (Lost Date).
The results appear by Lost Business reason and the information that you can see for each
cancelled/lost reservation is the following:
Functions:
Function Name: The function name.
Account: The account (agent/company) involved.
Arrival: The date of the function arrival.
Departure: The date of the function departure.
Status: The function booking status.
Value: The function value.
Competitor: The competitor name to which we lost the business.
Notes: Some notes about the cancellation.
ID: The function booking ID.
Lost On: The date and time on which the function booking was cancelled.
Rooms:
Guest Name: The name of the guest.
Account: The name of the account (company/agent) in charge of the billing.
Arrival: The date on which the reservation was supposed to come.
Departure: The date on which the reservation was supposed to depart.
Status: The current status of the reservation.
Room Rate: The daily room rate given to the reservation.
ID: The reservation ID.
Lost On: The date and time on which the reservation was set as cancelled/lost inside
HART.
At the bottom of each pack of information you can see the Subtotal for Room Rate and
number of reservations lost and at the bottom of the report you can see the Total for
Room Rate and number of reservations lost.
Spa:
This segment of the HART manual is available only for properties that use the Spa Facility.
Please contact your HART support team to learn more.

493

Track:
Lost Reason: The lost reason description.
Arrival: The reservation arrival.
Departure: The reservation departure.
Notes: The lost business reason.
Date Registered: The date that the lost reason was registered.
User: The HART PMS user.

MEMBERS:
This report shows you a general idea about the members, on a specific date or during a
specific period of time. The choices are:
Setup
Count
Paused
New
How Heard
Activity
Gender
Birthday
Average Age
Ages
Lapsed

NEW BUSINESS:
This report shows you all new reservations entered inside the HART PMS software during a
specific period of time.
After you have selected the desired dates from the calendar on the top left part of the report,
you can select to see results by:
Rooms
Functions
Restaurant
Spa
Guests
Channel Bookings
Lead Time
And:
Definite
Tentative
Enquiries
Turned Down
Graph
(You can make multiple selections here).
The information that you can see for each reservation is the following:
Rooms:
ID: The room booking ID.
Guest Name: The guest name.
Arrival: The arrival date.
Departure: The departure date.
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Nts: The number of room nights in between arrival and departure.
Room: The room number.
Type: The room type.
Rate Code: The short code of the rate plan given.
Room Rate: The daily room rate.
Booking Value: The total booking value (room rate multiplied by nights).
Deposit: The deposit amount.
How Heard: The how heard information.
Status: The room booking status.
Group: The name of the group in which the room booking is included (if any).
User: The HART PMS user.
Created at: The date and time that the room booking was created.
At the bottom of the report you can see the Total Number of New Reservations and their
Total Value.
Functions:
ID: The function booking ID.
Account: The name of the account in charge of the function booking billing.
Function Name: The name of the function
Arrival: The arrival date.
Departure: The departure date.
Attend: The number of attendees.
Rnts: The number of room nights in between arrival and departure.
Revenue: The revenue which will come to the hotel by the specific function booking.
Status: The function booking status.
Input Date: The date and time that the function booking was created.
User: The HART PMS user.
Manager: The hotel’s manager in charge of the function booking.
Restaurant:
This segment of the HART manual is available only for properties that use the Restaurant
Facility.
Please contact your HART support team to learn more.
Spa:
This segment of the HART manual is available only for properties that use the Spa Facility.
Please contact your HART support team to learn more.
Guests:
Date: The date on which the new guest profile was created.
New Profiles: The name of each guest profile.
Channel Bookings:
Booking ID: The booking ID.
Message: The message coming from the channel manager.
Success: Whether the reservation was successful or not.
Product: The property’s product the reservation involves.
Date Registered: The date and time that the reservation was registered.
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Lead Time:
This option allows you to see the lead time of the reservations coming to your property on a
specific date or during a specific period of time.
The details for each reservation appear when you press the + button. The information that
you can see is the following:
The reservation ID.
The guest name.
The guest’s arrival and departure date.
The rate plan given to the reservation.
The daily rate.
The accommodation type.
The date when the reservation was created.
The total rate of the reservation.
The market segment.
Then, right above these details you can find the lead time information offered by the system
itself. This information is:
The number of weeks prior to the reservation arrival.
The number of bookings made during that time.
The occupancy percentage that these bookings have compared to the property’s
total number of rooms.
The gross revenue that will come from these reservations.
The revenue percentage that these bookings give compared to the property’s total
revenue for that time.
The room nights percentage that these bookings have compared to the property’s
total number of room nights.
The average room rate coming from these reservations.

RATE PLANS:
This report shows a general description of the active rate plans on a specific date.
After you have selected the desired date from the calendar on the top left part of the report,
you can select to see the rate plans by:
Bedrooms
Functions
Restaurant
Spa
Fitness
Golf
The information that you can see for each rate plan is the following:
Bedrooms:
Code: The rate plan’s short code.
Rate Plan: The name of the rate plan.
Taxes: This check box is checked if taxes are included in the rates.
Min Days: The minimum days for which the rate plan is available.
Publish: This check box is checked if the specific rate plan is published online.
Period: The period duration (from-to) in which the rates are included.
Accommodation: The bedroom rates:
o Room Type: The room type for which the rate is given.
o Package/Service: The package/service included in the rate.
o Availability: The rate availability.
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o Charge: The actual charge.
o Level: The rate level in which the rate is included.
Services: The included services rates:
o Room Type: No data.
o Package/Service: The package/service itself.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: No data.
Functions:
Code: The rate plan’s short code.
Rate Plan: The name of the rate plan.
Taxes: This check box is checked if taxes are included in the rates.
Min Days: The minimum days for which the rate plan is available.
Publish: This check box is checked if the specific rate plan is published online.
Period: The period duration (from-to) in which the rates are included.
Accommodation: The bedroom rates:
o Room Type: The room type for which the rate is given.
o Package/Service: The package/service included in the rate.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: The rate level in which the rate is included.
Services: The included services rates:
o Room Type: No data.
o Package/Service: The package/service itself.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: No data.
Restaurant:
Code: The rate plan’s short code.
Rate Plan: The name of the rate plan.
Taxes: This check box is checked if taxes are included in the rates.
Min Days: The minimum days for which the rate plan is available.
Publish: This check box is checked if the specific rate plan is published online.
Period: The period duration (from-to) in which the rates are included.
Accommodation: The bedroom rates:
o Room Type: The room type for which the rate is given.
o Package/Service: The package/service included in the rate.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: The rate level in which the rate is included.
Services: The included services rates:
o Room Type: No data.
o Package/Service: The package/service itself.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: No data.
Spa:
Code: The rate plan’s short code.
Rate Plan: The name of the rate plan.
Taxes: This check box is checked if taxes are included in the rates.
Min Days: The minimum days for which the rate plan is available.
Publish: This check box is checked if the specific rate plan is published online.
Period: The period duration (from-to) in which the rates are included.
Accommodation: The bedroom rates:
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o Room Type: The room type for which the rate is given.
o Package/Service: The package/service included in the rate.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: The rate level in which the rate is included.
Services: The included services rates:
o Room Type: No data.
o Package/Service: The package/service itself.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: No data.
Fitness:
Code: The rate plan’s short code.
Rate Plan: The name of the rate plan.
Taxes: This check box is checked if taxes are included in the rates.
Min Days: The minimum days for which the rate plan is available.
Publish: This check box is checked if the specific rate plan is published online.
Period: The period duration (from-to) in which the rates are included.
Accommodation: The bedroom rates:
o Room Type: The room type for which the rate is given.
o Package/Service: The package/service included in the rate.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: The rate level in which the rate is included.
Services: The included services rates:
o Room Type: No data.
o Package/Service: The package/service itself.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: No data.
Golf:
Code: The rate plan’s short code.
Rate Plan: The name of the rate plan.
Taxes: This check box is checked if taxes are included in the rates.
Min Days: The minimum days for which the rate plan is available.
Publish: This check box is checked if the specific rate plan is published online.
Period: The period duration (from-to) in which the rates are included.
Accommodation: The bedroom rates:
o Room Type: The room type for which the rate is given.
o Package/Service: The package/service included in the rate.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: The rate level in which the rate is included.
Services: The included services rates:
o Room Type: No data.
o Package/Service: The package/service itself.
o Availability: The rate availability.
o Charge: The actual charge.
o Level: No data.

SALES PER COORDINATOR:
This report shows you the property’s sales per coordinator. Specifically the information that
you can see here is the following:
Coordinator: The coordinator name.
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Room Type: The room type you wre watching information for.
ID: The reservation ID.
Guest Name: The guest name.
Arrival: The arrival date.
Departure: The departure date.
Room Rate: The daily room rate.
Booked Initially As: The room type the reservation initially involved.

SEGMENTATION MATRIX:
This report shows important information on the property’s market segments.
At the top left part of the window you must select the Month and the Year which you want to
see results for. Then you must select whether you want the results to include Tentative
bookings, Sub segments and Complimentary bookings, by checking the relevant
checkboxes at the top middle part of the report.
The far left column of the report shows all of the property’s market Segments.
The information for each market segment appear as follows:
ACTUAL: The actual data.
LAST YEAR: Last year’s data.
BUDGET: The data as they are entered in budget.
ACT vs LY: Actual data versus last year’s data. This is a deduction. If the actual data
are better than last year’s then the figures appear in black color. If the actual data are
worse than last year’s then the figures appear in red color.
ACT vs BGT: Actual data versus budget data. This is a deduction. If the actual data
are better than the budget’s then the figures appear in black color. If the actual data
are worse than the budget’s then the figures appear in red color.

SPENT REPORT:
This report gives you a general idea on the hotel’s net income coming from what the hotel
Accounts and Guests have consumed (money spent) during their stay.
For past dates you will be able to see the hotel’s actual income (on the books) as it comes
from checked out reservations and for future dates you will be able to see the hotel’s income
to be earned (forecast) as it comes from definite reservations.
The information you can see is the following:
Guest Name: The name of the guest/account.
FB Revenue: The income coming from Food & beverage departments.
Other Revenue: The income coming from departments other that Rooms, Other
Room Revenue and F&B Revenue.
Other Room Revenue: The income usually coming from Complimentary,
Cancellations and Allocations.
Paid Out: The income coming from paid out charges.
Room Revenue: The income coming from accommodation charges.
Guest Total: The guest/account total revenue.
At the bottom of the report you can also see the Total for each type of revenue.
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TRANSIENT vs GROUP:
This report shows a transient vs group reservation summary for the whole year.
First Page / Rooms:
On the top two rows you can see the Year (eg. 2013, 2014) and the Months of the year in
numbers (eg. 1 is for January, 2 is for February, 3 is for march etc).
On the far left column you can see the days of the month from 1 to 31.
In between you can see the number of Group (G) and Transient (T) reservations for each
month and each day.
At the bottom row you can see the Total Group and Transient reservations for each month.
Second Page / Pax:
On the top two rows you can see the Year (eg. 2013, 2014) and the Months of the year in
numbers (eg. 1 is for January, 2 is for February, 3 is for March etc).
On the far left column you can see the days of the month from 1 to 31.
In between you can see the number of Group (G) and Transient (T) persons coming from
reservations for each month and each day.
At the bottom row you can see the Total Group and Transient number of people for each
month.

WEEKLY PACE:
This report shows you a weekly view of the property. Particularly it shows you certain
information on the Previous and the Current Week as well as a Booking Tracker.
Let’s see this information one by one:
(The horizontal line of information is the days of the week).
Previous Week:
Complimentary Rooms
House Use Rooms
Paid Rooms
Total Occupied
Total Guests
Occupancy
Average Rate
Length of Stay
Current Week:
Complimentary Rooms
House Use Rooms
Paid Rooms
Total Occupied
Total Guests
Occupancy
Average Rate
Length of Stay
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Booking Tracker:
Week Starting: The day on which the week is starting.
# Bookings: The number of bookings during that week.
Nights: The number of nights during that week.
Room Revenue: The room revenue.
Total revenue: The total revenue.
Adults: The number of adults.
Children: The number of children.
Average Rate: The average rate.
Value / Booking: The value per booking.
Weekly pickup for the next 12 months:
Month: The month.
Year: The year.
Roomnights: The number of roomnights.
Average Rate: The average rate.
Roomnights (week before): The number of roomnights the week before.
Average Rate (week before): The average rate the week before.
Roomnight Variance: The variance of roomnights.
ADR: The variance of the average daily rate.
% Variance: The variance in percentage.
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SPA:
CLIPBOARD LOG:
This report gives you details on changes made to spa appointments on a specific date or
during a specific period.
The information that you can see for each appointment is the following:
Guest Name: The name of the guest who made the appointment.
Treatment: The name of the treatment.
Time: The time of the appointment.
Room: The room that the therapy will take place.
Therapist: The name of the therapist.
Date Change: The date and time that the change was made to the appointment.
User: The user who made the change.

FACILITY ANALYSIS:
This report shows you a detailed analysis of the spa facility. You can see the results based on
the following options:
Room
Therapist
Wait List
Class Occupancy
Blocks
Breaks
Summary
Range
Guest
The information that you can see is the following:
Room:
Facility: The name of the facility.
Room: The name of the room.
Treatment: The name of the treatment.
Time Used (m): The time that the room was used in minutes.
Count: How may therapies took place.
Room %: The room occupancy percentage.
Potential Revenue: The potential revenue of the room.
Therapist:
Facility: The name of the facility.
Therapist: The name of the therapist.
Treatment: The name of the treatment.
Time Used (m): The time that the room was used in minutes.
Count: How may therapies took place.
Room %: The room occupancy percentage.
Potential Revenue: The potential revenue of the room.
Time Available: The time that the therapist is available.
Points: The therapist’s points.
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Class Occupancy:
Class: The name of the class.
Attended: How many people attended the class.
Available: How many places are available in the class.
Occupancy %: The occupancy percentage.
Blocks:
Block: The name of the block.
No: The number of the block.
Time (min): The time of the block in minutes.
Breaks:
Break: The name of the break.
No: The number of the block.
Time (min): The time of the block in minutes.
Summary:
A summary of all the above.
Range:
Facility: The name of the facility.
Range: The range of the facility.
People: The number of people in the facility.
Guest:
The names of the guests that visited the facility during the selected date-period. The Details
button shows you more details about each guest, eg. The class(es) they attended.

GUEST COUNT:
This report shows you information on the facility guests. You can see its results by:
Graph
Date
Guests
Day
Facility
Members
Graph:
This is actually a graph of the facility’s guest variation.
Date:
Date: The date that the guests came.
Day: What day it was.
Guest Count: How many guests came that day.
Guests:
Date: The date that the guests came.
Day: What day it was.
Guest Name: The names of the guests who came that day.
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Day:
Day: The day.
Guest Count: How many guests came that day.
Facility:
Facility: The name of the facility.
Time: The time.
Visits: How many visits were made to the facility.
Members:
Members: The number of members who came to the facility.
Visits: How many visits were made to the facility.

INDIVIDUAL TREATMENTS:
This report shows you information about the individual treatments made on a specific date:
Title: The guest’s title.
Initial: The guest’s first name.
Last Name: The guest’s last name.
Treatment: The name of the treatment.
Time: The time of the treatment.
Voucher: The voucher number (if there is one).
Deposit: The deposit amount (if there is one).
Member: Checked if the guest is a member.
Resident: Checked if the guest is a resident.

NON RESIDENTS:
This report shows you information for the non resident guests of the facility based on:
Bookings
Summary
Bookings:
ID: The guest ID.
Title: The guest’s title.
Initial: The guest’s first name.
Last Name: The guest’s last name.
Package: The package offered.
Group Reference: The name of the group with which the guest came (if there is
one).
Voucher Code: The voucher number (if there is one).
Deposit: The deposit amount (if there is one).
Status: The status of the reservation.
Check In: The check in date.
Check Out: The check out date.
Summary:
This is a summary of the above.
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SERVICE ANALYSIS:
This report shows you a service analysis of the facility. You can see results:
By Therapist (with or without details)
By Source
By Therapist:
Service: The service name.
Therapist: The name of each therapist.
Check the Details check box for more details on the therapists.
By Source:
Source: The source name.
Therapist: The name of each therapist.

SPA BREAKS:
This report shows you information on spa breaks by:
Arriving
In House
Departing
Arriving:
ID: The guest ID
Title: The guest title.
Initial: The guest’s first name.
Last Name: The guest’s last name.
Package: The package offered.
Group: The name of the group in which the guest came (if there is one).
Voucher: The voucher code (if there is one).
Deposit: The deposit amount (if there is one).
Status: The reservation status.
Room Type: The room type where the guest stays.
Room: The room number where the guest stays.
Check In: Whether the guest has checked in.
In House:
ID: The guest ID
Title: The guest title.
Initial: The guest’s first name.
Last Name: The guest’s last name.
Package: The package offered.
Group: The name of the group in which the guest came (if there is one).
Voucher: The voucher code (if there is one).
Deposit: The deposit amount (if there is one).
Status: The reservation status.
Room Type: The room type where the guest stays.
Room: The room number where the guest stays.
Check In: Whether the guest has checked in.
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Departing:
ID: The guest ID
Title: The guest title.
Initial: The guest’s first name.
Last Name: The guest’s last name.
Package: The package offered.
Group: The name of the group in which the guest came (if there is one).
Voucher: The voucher code (if there is one).
Deposit: The deposit amount (if there is one).
Status: The reservation status.
Room Type: The room type where the guest stays.
Room: The room number where the guest stays.
Check In: Whether the guest has checked in.

THERAPIST APPOINTMENTS:
This report shows you information on the therapist appointments:
Date: The appointment date.
From: The appointment beginning time.
To: The appointment ending time.
Guest: The name of the guest.
Treatment: The name of the treatment.
Status: The appointment status.
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