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Introduction

There are five (5) Best Western International (BWI) changes and enhancements in the BWI 2012 Spring

Enhancements.

ik wnN e

Creation of Rate Level strategy

Management of Rate Levels through MemberWeb

Create new Web Service to support the configuration of Rate Levels

Expand upon the use of Credit Card Processing at CRS

Deliver Products to properties from newly designed bestwestern.com website

There are thirteen (13) new vendor requirements in the BWI Fall 2011 Enhancements. Only twelve (12)

apply to AutoClerk.
1. Create Rate Levels in the PMS
2. Rate Level functionality and message
3. Rate tiering based on occupancy
4. Rate codes for external interfaces (Does NOT apply to AutoClerk)
5. Check Conversion Web Service
6. Create flag for “Send guarantee policy to CRS”
7. Capture Source of Business
8. Send reinstate
9. Rate changes on CRS sourced reservations must be logged locally in the PMS
10. Create popup warning when updating rates
11. BWR profile detail Web Service
12. Comments, Special Requests and Services delivered to PMS

B
w

. Credit Card processing

This document will discuss the new vendor requirements and how they are handled in AutoClerk.
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1. Create Rate Levels in PMS

In the 2011 Fall Enhancements, BWI introduced Rate Levels for maintaining rate plans. The Rate
Levels were only applicable on the CRS side. The PMSs are now required to implement Rate Levels in
their product.

To recap Rate Levels: they allow rate classes to be grouped together so similar rate classes can be
set to have limited availability or status (LOS) restrictions which are shared and managed together.
Properties have up to 8 “levels” of rates which they manage per their revenue strategy. The top level,
Level A - BAR, must contain RACK rate and all Last Room Available (LRA) rate classes. Employee (EP) and
FX rate classes must also be assigned to Level A. Other rate classes can be assigned to any Level and
managed in any way the property sees fit.

AutoClerk has enhanced its Rate Class Setup/maintenance structure as well as Allocation and Status
maintenance to follow the Rate Level structure. The user will see changes in ACConfig and the
Allocation Monitor as well as new information in Availability and Occupancy; new alerts when LOS rules
are not followed; and new reports to help maintain your Rate Levels.

Rate Level Setup and Maintenance

Rate Levels are set up and maintained in AutoClerk’s ACConfig module. The user must have a
permission level of 8 or 9 to work in Rate Levels.

When a property is first updated to this version (060.002.004), AutoClerk automatically assigns Rack
Rate Class; and any class linked to Rack for its status (for example: AAA), to Level A. Employee (EP) and
FX rate classes are also assigned to Level A per BWI rules. All other rate classes are initially assigned to
Level B.

Once the initial update to this version is complete, a Check Conversion is run that compares the Rate
Plans set up in Member Web vs. the Rate Classes set up in AutoClerk. The Conversion has an option to
update the existing AutoClerk rate classes and put them in the same Rate Levels as in Member Web.
(See Section 5 for more information) If the manager chooses not to have AutoClerk do this update, he
will need to reassign any non-Level A or B rate class into its matching Member Web Rate Level.

There are several steps the manager needs to take to ensure Rate Levels are properly setup: first log
into ACConfig — Rates — Rate Level Descriptions and set up Rate Level descriptions. [Fig. 1] Rate Level
descriptions can be up to 14 characters long.
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Fig. 1

Once descriptions have been set up, the Rate Level and/or description will appear in various places
in AutoClerk such as in the Allocation Monitor; on the reservation and inhouse folio forms; and in the
rate class drop down [Fig. 2]
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Fig. 2

If the manager wants/needs to move existing Rate Classes from one level to another, this is done in
ACConfig — Rates — Rate Classes. Click on the Rate Levels button on the right hand side and the Rate
Level Setup grid appears. [Figs.3-4] This change MUST also be made on the Member Web side.
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AutoClerk z

File Wiew

Rate Class Setup:
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Fig. 4




Any Rate Class that MUST be in Level A (Rack, etc.) is greyed out (read-only). These rate classes
cannot be moved out of Level A. To move other rate classes between Rate levels, the user can either
drag and drop it the new level, or use the fields at the bottom of the form. In AutoClerk, all rate classes,
even ones marked as ‘local’ must be assigned to a level.

When in the Rate Level Setup form, if you click on File, you can print the Rate Level setup for your
reference. [Fig. 5] You can also see this report when you are in a reservation and click on the Level

button.
il
File Search Menu
[
Page 1 BW TEST 6.2.4 DATASET
Rate Levels Report

Level A BAR and linked rates LevelE Government

EC |Description StBase |CRS EC [Desecription StBase |CRS
A RA |RACK E GM |GOVERNMENT/MILITARY
A A 3A RA
A 92 |AEROPLAN EA
A WE. |WALK ERATE
A EP |E (EMPLOYEE)
A FX |FX (GCCI FREE RM NIGHT VOUCHER) RA
A EF |EP (AARF) RA
A XW | XW (BEW COMMISSIONABLE RATE) EA
A CK |COSTCO RA
A HY |HARLEV-DAVIDSON RA
A NC |FACEFAN EA
A XN |BEW NET RATE RA
A Z7 |NEXT BUISINESS WORLDWIDE SELECT EA
Level B Leisure 10% Level F Special

EC |Description StBase |CRS BC |Descrption StBase |CRS
B FI  |FI(FIT NET TO CLIENT) F UC |UC (UNIT CARD)
E Gl |GROUP INDIVIDUAL
B LC |LC(LEISURE CLUE)
Level C Leisure 15% Level G Packages

EC |Description StBase |CRS BC |Descrption StBase |CRS
C MR |ME (MANAGERS SPECIAL) G RO |ROMANCE PACKAGE
C M 3M G 51 [SKIPACKAGE

G Gl |GOLF PACKAGE
G 54 [SKIPACKAGE

LevelD Advance purchase Level H

EC |Description StBase |CRS EC [Desecription StBase |CRS
D U [1U (7 DAY ADVANCE PURCHASE)

Fig.5
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When you create a new rate class, you can select the Rate Level on the Rate Class Setup form with
the other parameters for that rate class. This is a required field for the Rate Class to be saved. [Fig.6]

<" autoClerk 2
File Help
Code Description Rack Package
| [mr (manacERs sPECIAL) - -
. . Available for Days
Rates Fixed Rates Linked Sietus Bese  Bhie Eeass
byCRS  onCRs e Lew Sunday

Ij (*Save will automatically Monday
I r C = update if necessary) I IR‘n‘ T a
uesaa
Manager rates ¥
CRS Discount Wednesday
Type Fercentage Flat Arount Reset ALL Thursday

. Rates .
IPercent ,l |15.DD 5 |$ .00 - Wl Friday

{10% = base x0.90)  (Base - Amount) Saturday

all Maone

Fig. 6

Local Enforcement of Rate Level Restrictions

By default, the ability to enforce rate level restrictions at the property level is enabled. This setting is
managed in ACConfig — Defaults/Options — Set Reservation Options. [Fig. 7]

_loix]
Guest/Res Info Form Setup

IPEE Label for check box next to people

| User Field 1 Label

| User Field 2 Label

| User Check Box 1 Label

| User Check Box 2 Label

[~ Omit sourcel walidation in reservations

[~ Omit source? validation in resersations

[~ Omit source3 validation in reservations

¥ Enahle local enfocement of Level Allocation restrictions?

¥ Enable local enfocement of LOS and Status restrictions?

|$ 15.00 Floor Rate Amount

|$ 500.00 Ceiling Rate Amount

Fig. 7
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If a local reservation does not follow the set allocation and/or status restrictions, the user will get a
pop-up informing them of the problem. If the user decides to override the restriction, they must enter
the access code ‘UNCLOSE’ in the empty field. [Fig. 8]

[ Autodlerkz X

Fie Toobar

Waming

Minimum length of astay of 3 days on 07/30/13 required

Override? (Minimum Length of Stay) I........
.LI Yes

Fig. 8

If a local reservation does not follow the set allocation and/or status restrictions AND overbooks the
roomtype and/or hotel, the pop-up will advise them of both problems. If the property has an
Overbooking access code, then that is needed to continue with the reservation. If the property does not
have an Overbooking access code, then the code is ‘UNCLOSE’ and must be entered. [Fig. 9]

AutoClerk 2 .)_q

Fie Toobar

Warning
|Allocations for rate level B and room type KD exceeded on
07/23/13

Minimum length of stay of 3 days on 07/23/13 required

Overbooking Access Code: |

No I Yes

Fig. 9
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Room Allocation and Status Maintenance

When the user accesses the Allocation Monitor, you can now select the Rate Level you want to see
and/or work on. [Fig. 10] The Monitor still shows the Room types, current Allocation and current Status
(MLOS, CTA, etc.). If your property is allowing BWI to overbook a room type, that data line is highlighted
for the applicable room type(s).

=" AutoClerk 2

File Toolbar Menu
Allocation Monitor
Start Date End Date Rate Tier Rate Level

IHarEO'lSHed |I-1ar23'135at [ = Iﬁvl Display |
L

ow AR and linked
**Total Rooms - Suppressed = Usable rabe

*“Level A may affect other level statuses upon use

Showing => StartDate | Mar20'l3 End Date | Mar23'13 Rate Level B Tier |1

Mar2013 Wed [Mar2113 Thu |Mar2213 Fi |Mar2313 Sat

MaxMUM ROOMS 1250=125 |1250=125 |1250=125 [125:0=12%
kX KING SMOKING 190=19 159-0=14 190=19 159-0=14
Status Open Open Open Open
Overbookings [ [0] [0] [0]

(% QUEEN/QUEEN SMOKING | 2n.0- 20 20-0= 20 20:0= 20 20-0= 20

Statuz Open Open Open Open

KM KING MON-SMOKING 2200= 22 22-0= 22 2200= 22 22-0= 22

Statuz Open Open Open Open

Dverbookings [0] [0] [0] [0

ON GM/AN MON-SMEG 2040= 20 20-0= 20 200=20 20-0=20

Status Open Open Open Open
Fig. 10

If you have selected Rate Level A, when you click on a room type’s allocation, you are brought to the
Rooms Allocation grid. [Fig. 11] The room type you selected is checked off. However, you can click on
the ‘All’ button and all room types will be selected.
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x4
File Toolbar
Room Allocations
Start Date End Date
|03f20,«’13 IHar23'135at Al | Nons |
Update| RT Room Type CRS Map | Count um| ¥ Rate Tier I~ Rate Level ¥ Days of Week
O |ALL|Maximum Rooms 125 [125 1 Low [0B NHon-BAR Sunday
[J2 High [JC Manager rat||¥ Monday
KX | KING SMOKING Kpoog1 |19 |19 Ob ¥ Tuesday
O |ax |aueenueen smoking  |aapecgt |20 | =0 0= Wednesday
Thi d
O [k [king non-smokinG kinsmt [z2 |22 g Z Fr‘ilzzy“
O |an|awan non-suke aansmi |20 |20 O= Saturday
O |ox |oousLemousLe smoking|aaaEL| 12 |48
O |own|oeupeLnon-smoking | Dowsmp 15 |15
O |sk |surerior KiNG sKiBLw1 | 5
O |ko|knepousLe KD 2
O |st |king sure SKT|BAR |2
Fig. 11

You can also select additional Rate Tier(s); Rate Levels and/or days of the week by checking the

appropriate boxes. As Level A is Last Room Available (LRA), if you change the number of ‘Useable’ rooms

and save, you will get an message stating you need to select a Rate Level because you cannot allocate
fewer rooms to Level A. [Fig.12] ‘Useable’ rooms are the number of rooms you are allocating for use.

AutoClerk 2

File Toolbar

Room Allocations

Start Date End Date
|Ma:20 '13Wed |Ma:23 "133at Al J None |
Update| RT Room Type CRS Map | Count Useahlel v Rate Tier [™ Rate Level v Days of Week
O [ac|maximum Rooms 125 |12s 1 Low B= Non-BRR Sunday
[J2 High B c Manager rat||MMonday
KX | KING SMOKING Kpooqt 19 |10 oo S
O |ax |cueencoueen smoking | cape | O= ¥ Wednesday
0 mF Thuraday
KN | KING MNON-SMOKING KIMSI )
You must choose at least one rate level [mRes Friday
L1 | an|aman non-swke ooN AIK W= Saturday
D DX | DOUBLE/DOUBLE SMOKING| QG|
D DN | DELDBL MON-SMOKING DD|M
D SK | SUPERIOR KING SKIBLWI|1 | 5 5
D KD | KING DOUBLE KD 2 2
O |s7 |G sume SKT|BAR |4 4

Fig. 12

10



V.1.10

When the user clicks on the Status cell in the Allocation Monitor, the Room Type Status grid
appears, based on the Level selected. [Fig. 13]

AutoClerk 2 = x|
Fie Toobar
Room Type Status
Start Date End Date
[octog*13Tue Joctis*isTue iikions
~ Rate Tier I Rate Level Status Action |
= e 0 V1 Low M A BAR and li:
KING/KING 2BDRM KIABI1 7 kg
| 2 B KKIABH )2 High Set Status to:
M oN onan NON-SMKG  QQINSHI1 Open |
M KN KING NON-SMOKING KINSM]1
M oF ononanFamiLY  cooiELIN
M sk SUPERIORKING  SKIBLW|1 ¥ Days of Week
M kb KNG DOUBLE SKKIABM|2 — ‘
E] ¥ Sunday
ST | KING SUITE SKT|BAR ¥ Monday
M | cF conFerence ¥ Tuesday
¥ Wednesday
¥ Thursday
¥ Friday
¥ Saturday
Esc Save I ‘
Fig. 13

The user can set the status for multiple tiers and room types based on the day of the week (DOW).

The status set for Level A overrides lesser status for Levels B-H. For example, if you close Level A, the
entire hotel is closed. If you set a MLOS for Level A of 5 days and a MLOS of 3 days for Level B, a guest
staying on a Level B rate must stay for 5 nights, as that is more restrictive.

If you are working in Level A, you can set different statuses for different room types. However,
when you are working in non-A Rate Levels, the status you set applies to ALL room types. You cannot
have different statuses for different room types in Levels B-H. [Fig. 14]
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x

Fle Toobar
Room Type Status
Start Date End Date

IOctlS' 13Tue e |
Room Type ¥ Rate Tier ™ Rate Level Status Action
~ M1 Low W B Leisure 10!
[J2 High [JC Leisure 15¢ Set Status to:
A |on oo non-siks  [cainsw)s Ob advance puy[open |
M [kt | kinG NON-SHOKING | KjNSNY [JE Government
3
M |or [onononeamy  [oooEL A3 SRURA
[1G Packages
[ 83 [sk [superiorkinG  |skieLwit On I Days of Week
M [ko [kncoouste SKKIABMI2 ,
% ¥ Sunday
ST |KING SUITE SKTIBAR & Monday
b [cr |conrerence ¥l Tuesday
¥ Wednesday
¥ Thursday
¥l Friday
¥| Saturday
_Ee | __soe |
Fig. 14

2. Rate Level functionality and messages

AutoClerk has updated the messages a manager can send through the BW Maintenance -

Configuration functions. The messages now include the ability to manage and send Inventory and Status
messages that include Rate Levels. Sending these messages is usually done if there is an out-of-balance
situation and the user is working with AutoClerk support to get back in balance. [Fig. 15]
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x

Configuration Reservations Groups Diagnostics
Best Western Interface Maintenance

Specific Inventory
Start Date End Date

)7/26/13 |0"'/27/13

Rate Level

I .l All Rate Levels

Rate Cia

I )
Room Type

| vl All Room Types

AutoClerk Confirmatior BYY caonfirmation

I l

Message

IOverbo ok

Esc Send I

Fig. 15

Manual syncs are still done through BW Maintenance — Configuration. The Inventory and Status
forms have been modified to include the Rate Level and will allow the selection of room types and/or
Rate Levels depending on the action to be taken. You can send both Overall and Specific Inventory
messages from here as well.

3. Rate tiering based on occupancy

AutoClerk has the ability to have yielded or tiered rates. This means you can set your rates based on
occupancy and how many days out a reservation is being booked.

When Rate Levels are used in conjunction with tiers, status restrictions can be enforced or released
as your occupancy changes.
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If you utilize rate tiers, it is IMPERATIVE that you set up your Tiers as related to Status and Allocation

in the Allocation Monitor. [Fig.16] Be sure to set all Tiers and all levels. If you do not, when you look at
the Occupancy Report, the ‘Cap’ for the Level you are looking at will be the Level A cap.

= AutoClerk 2 x|

File Toolbar

Room Type Status
Start Date End Date

o 13 IHarzs '135at
¥ Rate Tier [~ Rate Level Status Action

< |KING SMoKING IOH- ¥1 Low M2 BaR and 11
NG SMOKING K] Oz High Set Status to:

QX QUEEN/QUEEN SMOKING | QQCX1 Open j
KM | KING NOMN-SMOKING KIMSMI1

QN | QN/GN NON-SMKG QAINSM[1
DX  DOUBLE/DOUBLE SMOKING | QQQIELJN
DN | DBL/DBL NON-SMOKING DDINSM[1

SUPERIOR KING SKIBLW|1
KD | KING DOUBLE KD
5T KING SUITE SKT|BAR

BR.  BOARD ROOM

RERRKREREERR R
[y
S

CF COMNFEREMNCE

Esc Save |

Fig. 16

4. Rate codes for external interface

This section does not apply to AutoClerk as we do not interface to any third party channels.

5. Check Conversion Web Service

Now that a property can set and maintain their Rate Levels through AutoClerk, there is a new
function which retrieves the Member Web Rate Level configuration and compares it to the existing
setup in AutoClerk. This function is called a Check Conversion and is run through BW Maintenance —
Diagnostics — Check Conversion. Once you click on Check Conversion, the user can decide if he wants
the check to include room types or not. [Fig.17] (Although not shown below, when the user clicks on
Check Conversion, they are presented with the option to include room types.)
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When the property is updated to this version of AutoClerk, a Check Conversion will be performed.
The manager will decide if he wants to include room type information or not.

When the Check is complete, the user will see the results on the screen in a two (2) column format.
The left side of the report is the Member Web configuration. The right side is the AutoClerk setup. The
Rate Class data includes the AC rate class code; BW rate class description; Rate Level, rate base class;
status base class; discount type; whether the rates are sent to BW; and whether the GTD/cx| policy
should be sent to Member Web. [Fig. 18] The user can click on the ‘Report’ button to print the results
for further review and comparison.

-aix]
Fle Menu
BW Conversion Grid (Differences Only)
KEY: roomtype BWshortdesc, minocc,maxocc,BWlongdesc Fepad £l
BW Room Types AutoClerk Room Types
‘ 2

KEY: rateclass BWdesc ratelevel ratebase, statusbase discountype enddate sendrate sendGTD

BW Rate Information AutoClerk Rate Information

92 AEROPLAN B FIFIF 0 False False

CK.COSTCOA3ARAP 0 False False CK.COSTCOA3ARAF 0 False False
RP AARP/SENIOR A 3A RAP 0 False False RP AARP/SENIOR A 3ARAF 0 False False
XN,"BBW PREFERRED RATE-NET" ARARA P 43099 False True XN,"BBW PREFERRED RATE-NET" ARARAP,0 False True

XW,"BBW PREFERRED RATE-COMMISSIONABLE" A RARA P 43099 Fal XW,"BEW PREFERRED RATE-COMMISSIONABLE™ ARARAP 0 False,Tr|

Esc I Update |
‘ Update will affect rate class level, ratebase, statusbase, rates to CR'S.V and Send GTD only A

Fig. 18
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The manager should review the report to see if there are other changes which need to be made on
the AutoClerk side. Once the data has been retrieved and reviewed, the user has the option to apply the
BWI Rate Level associations to the AutoClerk configuration by clicking on the ‘Update’ button. Clicking
‘Update’ will change the rate class level, rate class base, rate class status base, the check box if rates are
sent to BWI and the ‘Send GTD’ flag to match the BWI settings.(See Section 6 of this document for
information on the flag)

Management can perform the Check at will through BW Maintenance — Diagnostics — Check
Conversion. If the Check includes Room Types, it can take a long time to complete, depending on the
size of your property. In addition, the resulting report will be large as Member Web sends room type
data for each room type. [Fig 19]

o]

Fle Menu

BW Conversion Grid (Differences Only)

KEY: roomtype BWshortdesc, minocc, maxocc,BWlongdesc Repathl
BW Room Types AutoClerk Room Types ﬂ
KK,"KK.NSMK 28DRM 3RDSFAMICRFG WETBAR CONTL", 1,6, "KK NSHEGSUCE Lz o] S0 Rl Siwis) SR A e LS oY =3 1 = PSR ote) ) Bl Moy s )

KK,"KK.NSMK, 2BDRM, 3RDSFA MICRFG WETBAR CONTL",1,6,"KK NSk KK,"KK NSMK 2BDRM 3RDSFAMICRFG WETBAR,CONTL",1,9,"KK NS}

KK,"KK.NSMK, 2BDRM,3RDSFA MICRFG WETBAR.CONTL",1,6,"KK NSk KK,"KK.NSMK ,2BDRM,3RDSFAMICRFG, WETBAR,CONTL",1,9,"KK NS}

KK,"KK.NSMK 2BDRM 3RDSFA MICRFG WETBAR.CONTL",1,6,"KK NSk KK,"KK NSMK,2BDRM, 3RDSFA MICRFG WETBAR,CONTL",1,9,"KK NS} v|
»

KEY: rateclass BWdesc ratelevel ratebase, statusbase discountype enddate sendrate sendGTD M
BW Rate Information AutaClerk Rate Information

92 AEROPLAN B FI.FI.P,0,False False 92 AEROPLAN, B FIFI.F 0 False False

CK.COSTCOA3ARAP,0 False False CK.COSTCOA3ARAF,0False False

RP AARP/SENIORA 3A RAP 0 False False RP AARPISENIOR A 3ARAF 0 False False

XN,"BBW PREFERRED RATE-NET" ARARA P 43099 False True XN,"BBW PREFERRED RATE-NET" ARARAP,0 False True

XW,"BBW PREFERRED RATE-COMMISSIONABLE™ A RA RA P.43099 Fal XW,"BEW PREFERRED RATE-COMMISSOONABLE‘_A,RA,RAP.O.False,Tr‘
[l | 0|
_ e | _ ot |
| Update will affect rate class level, ratebase. statusbase, rates to CRS, and Send GTD only A

Fig. 19

6. Create flag for “Send guarantee policy for CRS”

In ACConfig- Rates- Rate Class Setup, there is a new checkbox to indicate whether that rate class’s
guarantee/cancel policy is to be sent to BWI. [Fig. 20] The Member Web setting is retrieved as part of
the Check Conversion. When your property is updated, all rate classes are set to send the GTD/Cancel
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policy so you may need to modify some rate classes based on the Check Conversion report. For example,
any Local rate class will need to be modified and this box unchecked.

x
File Help
Code Description Rack  Package
= |2 r r
. . Available for Days
Rates Fixed Rates Linked Rate B
byCRS  onCRS Rate Level Sove i oty sl Base Sunday
ave will automatical
r r IA 'l update if necessary) IRA Monday
BAR and linked rates Tuesday
CRS Discount Wednesday
Type Percentage Flat Amount Reset ALL Thursday
IPercent vl IlO-OC' % IS .00 Rates W Friday
(10% = base x 0.90)  (Base - Amount) r Saturday
All MHone

Available for Room Types

W ¥X KING SMOKING B
W QX QUEEN/QUEEN SMOKING

W XN XING NON-SMOKING

QN QN/QN NON-SMEG

Rate Class is set to always be available, Click to change

Options DX DOUBLE/DOUBLE SMOKING
Active [ Zero Rate OK DN DBL/DBL NCN-SMOKING
Allow New Use [ Occupancy by Class SK SUPERIOR KING
[JLocal (Rate Level A required) [] Hide Rates from guest KD KING DOUELE =
[ Delete at NA Send GTD/Cancel Policy to CRS Frem e ern
Al | Mone
Fig. 20

7. Capture Source of Business

AutoClerk now captures the Sources of Business on reservations that are sent by BWI. These are
different than the sources which a property can define and track through the Yield Management report.

There are three (3) BWI Sources of Business: 1) Channel; 2) Primary Source; and 3) Secondary
Source.

Channels are: 1) CRO-Reservation call center; 2) GDS — GDS partner; 3) DC-Direct connect partners,
including affiliate hotels in the UK, France, Italy, Germany, etc.; 4) WB-Booking engine partners (Primary
Source is always 38); 5) Local-Reservations booked by the property (Primary Source is the property
code); and 6) Property—Property to property bookings (Primary Source is the booking property’s code).

Primary Source is the unique source level such as CRO, GDS and property code.
Secondary source is the DC and WB unique source level.

The BWI Sources can be seen on a reservation or an inhouse folio by clicking on the ‘Conf’ button in
the upper left corner. They are labeled ‘CRS Sources’. [Fig. 21]
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~' AutoClerk 2 - Report Display

File Wiew Toolbar Menu

Search |

GUARANTEED
13002N - 1

AutoClerk Confirmation: 13002N

CR5 Code: 1

CRS Confirmatiomn: 221005974
CRS Segment Number: 01

CRS Sources: WEB| 38|
Creation Clerk: bw

Creation Date: Mar20'l3 Wed

Last Modified By Clerk: HM
Last Modified on Date: Mar2l'l3 Thu

Modification Count: 2

Fig. 21

The ‘Channel’ being sent from BWI is not the same as the Channel found on the main reservation
form. That Channel is an internal AutoClerk number which identifies which CRS a reservation came
from. All reservations from BWI are coded as 51 in AutoClerk.

8. Send reinstate

Users can now reinstate a cancelled reservation. When a cancelled reservation is reinstated, the
CRS cancellation number is removed; and the original CRS confirmation number and the original
AutoClerk confirmation number are reinstated.

To reinstate a reservation; from AutoClerk’s mainmenu, click on Reservations — Uncancel a
Reservation. The reservation selection screen will appear listing only cancelled reservations. Confirm
the guest information and double click on the reservation. The user will get a confirmation window. [Fig.
22] A cancelled reservation can be uncancelled up through the original arrival date.

x

Reservation UNCANCELLED, new status is GUARANTEED
HINES, JULIE
CONFIRMATION #1300BK

Fig. 22

18
V.1.10



V. 1.10

In addition, the user can now void a guest’s checkout. Once a guest has been checked out, you will
see a ‘Void c/o’ button below the Folio button on the checkout form. [Fig. 23] A checkout can be voided
only on the day of checkout, up to the time the Night Audit is run.

N —— -lol x|

Menu

Checkouts Print All Folios | Checkout Al |
Room Number: |144 vI KING NON-SMOKING

Folio GuestName Balance

Action
A =>> KILLER, JOE <<< Checked Out Res. | Post |

\fnidc!ol Lmkupl Enroll |

Hote Grou

Change BWR Rewards |

Fig. 23

AutoClerk does NOT send a message to BWI if a Central Bill reservation is cancelled or its checkout
voided and the stay extended. Remember that doing either of these will put you out of balance with
AutoClerk. The user will get a warning message of the potential out of balance situation.

9. Rate changes on CRS sources reservations must be logged locally in the PMS

AutoClerk tracks reservation changes in a guest’s profile. As CRS rates are guaranteed on any
reservation, being able to access this information is important.

When modifying a reservation or an inhouse folio, tab or click in the guest’s last name field. By
hitting the F1 key or clicking on the magnifying glass icon you are brought to AutoClerk’s guest profiles.
Each time you hit F1 or click on the ‘More Info’ button, you are taken deeper into that reservation’s
history.

The first time you hit F1 or ‘More Info’ and are at the ‘Profile All Version’ screen, you can scroll
across the screen and see the logged in clerk’s initials, dates of stay, rate class and room type as well as
other reservation information. [Fig. 24]
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AutoClerk 2 - Profile: All stays for LEEDS, EDWARD = -0 x|

Fie Toobar Menu

Fig. 24

If you click ‘Copy to Res’ on the most recent version of the reservation, you will be able to see the

reservation’s configured and quoted rates. [Fig. 25]

Rate History

Mo 1113
Moy 273

90,00 ¢ 81.00

Fig. 25

10. Create popup warning when updating rates

The user can create ceiling and floor thresholds for flat rates. This is to prevent incorrect rates due
to mistyping by the user. The default ceiling is $500.00 and the default floor is $15.00. Managers can
access and change these thresholds in ACConfig — Defaults/Options — Set Reservation Options. [Fig. 26]
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Fig. 26

When a reservation or inhouse folio is saved, if the rate exceeds the set thresholds, a pop-up will
appear requesting the user to confirm the rate. [Fig. 27]

o | 2vighs | Tlay=WadsTS | KNGNONSHOKNG  SiTod |
posoz 171%e fecos ot ffotonoss o [ Jw o [ [ o C PR CoCC

o o Lol O r oo &

-

prosss-iiz — Qrome

BestWestern ¥

Fig. 27
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If a reservation or folio has a rate that is lower than the set threshold, or a $0.00 rate, a confirm

popup will appear. [Figs. 28-29]

x

x

The stay has rates below the floor limit of 15.00
is this correct?

Yes MNo |

Fig. 28

The stay has rates below the floor limit of 15.00
The stay has zero (50.00) room rates
iz this correct?

Yes Mo

11. BWR profile detail Web Service

When a user does a BWR lookup, they will now also get the BWR member’s point balance, Affinity
program (NASCAR, Harley, etc.) and Earnings information. These can be seen on a reservation form or

Fig. 29

an inhouse folio by clicking on the ‘Conf’ button. [Fig. 30]

AutoClerk 2 - Report Display

File View Toolbar Menu

Search |

Leg:

13001R - 1

IutoClerk Confirmation: 13001R

CRS Code: 1
CRS Confirmation: 336605072
CR5 Segment Number: 01
CR53 Sources: WB|38]
BWR Point Balance: T3090
Program/Affinity: TWEPOS3
BAward Preference: M
Vendor: BE
Member ID: 23233685

Creation Clerk:

Creation Date: Mar 9'13 Sat
Last Modified By Clerk: HM

Last Modified on Date: Marll'l3 Mon

Modification Count: 3

Fig. 30
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AutoClerk now automatically performs a BWR lookup on all your inhouse BWR members as well as
any remaining current day’s BWR arrivals and tomorrow’s BWR arrivals as part of the Night Audit. If a
BWR lookup has been done at check in or on an inhouse guest during the past 48 hours, an additional
lookup will NOT be done during the Audit. A lookup/update on a reservation is exempt from this update.

By default, AutoClerk is set to request BWR updates for both 1) current and next-day arrivals; and 2)
inhouse guests. A manager can go into ACConfig — BW Options — BWR Options and change the setting.
[Fig. 31]

Best Western Options
¥ B'WE Guest Enrollment Fopup ¥

¥ BWH Enroll via the WEB?
¥ BWR auto-updates for Arrivals?

¥ BWR auto-updates for Inhouse?

Fig. 31

12. Comments, Special Requests and Services delivered to PMS

When a property receives a reservation from BWI, it may now contain new comments such as how
the reservation was guaranteed, if the CRS overrode the rate and any special requests such as a ground
floor room or a crib. In addition, properties can now sell packages and/or standalone products from
their Best Western booking site and therefore through the CRS.

Similar to how special requests are currently displayed to the user, these ‘Products’ will appear in
the CRS note area of the reservation and/or inhouse folio form. There can be up to twelve (12)
comments per reservation.

Cribs and Rollaways are considered ‘Special Requests’ and can be booked through BWI. They will
appear as a separate segment in the CRS note area of a reservation.

The Product message as it appears in AutoClerk will include the unique product code, quantity,
product purchased, cost and if tax is included and consumption date. Tax is reported based on how it is
set up at the CRS, NOT how it is set up in AutoClerk. The message appears in the ‘CRS Note’ filed on the
reservation and inhouse folio forms. [Fig. 32]

VEHOLD Quantity=2 WVoucher for a New Orleans ;I
Lucky Dog at $11.29 ea Before Tax on 2013-03-

12

CHDPS Quantity=1 Chocolate dipped strawberries
at £22.23 ea Before Tax on 2013-03-13

Fig. 32
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BWI does not collect money for any purchased Products. It is the property’s responsibility to charge
the guest for the product(s) purchased.

Product codes are a six (6) character code that is unique to each property. The Products are
mapped in ACConfig — Set BW Options — Product Mapping. As reservations come into AutoClerk, if they
contain a Product that does not exist in the Product Map, AutoClerk will automatically add it. Managers
can change the description if they want. The description is limited to fifty (50) characters. File-Print will
print the mapping. [Fig. 33]

IE" AutoClerk 2
File

Best Western Product Map

Code Description
Chocolate dipped strawberries

JVENOLD | New Orleans Lucky Dog

Fig. 33

If the user runs an Arrivals Report with all Detail (Reservations, List Reservations, Options), the
reservation information includes the CRS Note field.

In addition, there is a new report in Utilities — BW Utilities — Product Report. The first thing the user
is presented with is the Options form. The default options are: Sorted by Arrival Date; a Start date of
three (3) days prior to the current day; an end date of 7 days beyond the start date; and all your

configured Products. [Fig. 34] Changing the Sort Date will determine what the first column in the report
will be.

[ autocterkca GRS productReport ol x|
Menu
Report Options: W Select All Products |
CHDPS:"Chocolate dipped strawberries”
Search By Date: - VFNOLD:"New Orleans Lucky Dog”

Starting Date IHar29 "13Fri

Ending Date |Apr05 "13Fri

Fig. 34
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When produced, the report also includes the AutoClerk Confirmation Number, guest name, room
number (if inhouse or assigned), delivery date, quantity, the BW product code and the Product
description. [Fig. 35]

" AutoClerk 2 - Best Western Product Report o ] 5

File Search Menu

Page 1 BW TEST DATASET
Best Western Product Report
For Period: Mar29'13 to Aprl12'13, inclusive

Arrival On | Conf # Guest Name Room | Deliver On | QTY | Prod Code Description
Apr9'13 13002F |[WANTFRODUCTS |204  |Aprl013 1|CHDPS Chocolate dipped strawberries
Apr 9'13 13002F [WANTPRODUCTS 204  |Aprl013 2|VFNOLD  |Voucher for a New Orleans Lucky Dog

Fig. 35

13. Credit Card processing

As of this enhancement, BWI has the ability to charge a guest’s credit card at the time of booking for
all CC-DEP and CC-Full Pay reservations regardless of the cancel policy. In the past, BWI was only
charging on uncancellable reservations. BWI will also tokenize the credit card number on all CC-GTD
reservations. BWI will NOT send the full credit card number, but instead send an Order ID number and a
token. The token will start with BWI and be followed by 12 numbers. There are a few cases where the
credit card number is transmitted: 1) the card is a single use card; and 2) the connection between BWI
and the property has failed.

This feature is ONLY available if the property has set up a prepayment merchant account. If you are
interested in this feature, please contact the Best Western Help Desk at (800) 528-1902.

Once the account has been set up, the property needs to coordinate with AutoClerk to make some
configuration changes. You need to create a paytype for the prepayment transactions. This means if you
already have eight (8) paytypes, you will have to remove one to make room for the new code. Once you
have set up the AutoClerk configuration, BWI will switch the property to the new format.

The following information ONLY applies if you are set up with the new credit card functionality.

If the guest’s reservation came through BWI, the user can see the guest’s credit card history by
clicking on the Pay Type button on the reservation form. On the Reservation Payment Info window is a
‘CC History’ button. Clicking on that button will bring up the guest’s credit card history including the BWI
token; settlement amount and date; cc type; last four (4) digits of the card and the expiration date. [Fig.
36]
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~" AutoClerk 2 - CC History i x|

Trans Date | Trans l Type i Card Number ’ Exp l Amount \
BwWIH07084450379 VI 77T 0416 0.00
06/18/2013  BWIH07084450503 DI 9818 0416 0.00

Fig. 36

If a guest has made credit card changes to their reservation through Best Western, then those
changes will be reflected in the CC History button. For example, if a guest changes their form of
guarantee from one credit card to another.

This information is NOT restricted by View CC rights as only the last four (4) digits are shown. This
credit card history will only be available for CRS sourced reservations, not locally made reservations.

Properties should get a credit card from the guest at checkin, regardless of whether or not a deposit
was taken on the reservation. It is the property’s responsibility to get proper additional authorization
and/or payment upon checkin.

If the guest is a no show, the property will have to go through the Clear Commerce storefront and
use the Order ID and token to charge the guest if applicable. If a refund is due a guest with an advance
deposit, postings will have to be done both in AutoClerk and at the Clear Commerce storefront using the
Order ID token

Please see the document: ‘AutoClerk and BW’s Reservation Prepayment Processing’ at
www.myautoclerk.com under Documentation for more information on how to checkin, check out and

post adjustments for reservations which have had a deposit taken through Best Western.
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