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1 Introduction and Concepts
The Advance Hotel call monitoring package allocates and summarises the costs of calls made by telephone extensions on a PBX (Private Branch Exchange – or telephone system) in hotel rooms for the period of the guest's visit in order to facilitate better and more timely invoicing. These costs are displayed, by room, in real time

Rooms can be set to one of four states:
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· Available the room is not occupied by a guest, but it is ready for occupation.IDH_Available
[image: image8.png]



· Checked In a guest has been checked in to this room. This is the state where calls are normally expected.IDH_CheckedIn
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· Checked Out the guest has left the room, but housekeeping have not yet prepared it for the next guest.IDH_CheckedOut
· [image: image10.png]


ClosedIDH_Closed the room is not available for guest's use. 
These states can all be set from the Monitoring screen using a menu.  In addition codes can be dialled from the room to set the Available and Closed states.

If chargeable calls are monitored against a room that is in the Checked In state the background is turned to green, showing that there are call charges associated with this room. Otherwise the background is turned to red to highlight the potential abuse of the telephone. 

The Report view mode shows the call charges and extension number as well as the room name.  Other view modes (Large, Small and List) show just the room name with large or small icons. Normally only Guest phones are displayed, but with a simple menu command Admin phones are shown instead of or as well as the Guest phone.  In the Report view mode you may view the number of units (Meter Pulses) or equivalent rather than the monetary call charge.

Advance Hotel has six optional features 

· Answer Times.  If this feature is enabled and the PBX outputs the required information a graph may be displayed showing how well calls have been answered through the day. (See Answer TimesIDH_Answer_Times)

· CLI (Calling Line Identity). If this feature and the Guest Information feature are enabled and the PBX outputs the required information the number of the telephone calling may be displayed and recorded. From this number it is also possible to link to the associated guest information. (See CLI RecordsIDH_CLI_Records and CLI Pop UpIDH_CLI_Pop_Up )

· Wake Up Calls.  When this feature is enabled and an appropriate modem installed, Wake Up Calls can be made to guests rooms. These calls can be programmed to be made at the same time every day until the guest checks out. (see sections Set Wake Up Call TimesIDH_SetWakeUpTimes  and Wake Up Control WindowIDH_WakeUpControl )

· Newspaper Ordering. When enabled this feature may be used to keep track of guests’ newspaper requests, orders to the newsagent, delivery and invoicing. (See sections Newspaper SelectionIDH_NewspaperSelection  and Newspaper ProcessingIDH_NewspaperProcessing)

· Invoicing. When enabled this feature allows the creation of simple tax invoices. Items such as telephone calls and newspapers are automatically added to the invoice when the user marks them as ‘invoiced’.  Other items may be added from the right-click Room Menu or when the invoice is automatically displayed when the room is checked out. Note that, unless the Guest InformationIDH_Guest_Information option is enabled, you will need to manually enter the name and address of the Guest so that it can be printed on the Invoice. See InvoicingIDH_Invoicing for more details

· Guest Information. This option, when enabled, allows you to store information about your guests. Their name and address is used on the Invoice and the name is displayed against the room. The telephone numbers are used in conjunction with the CLI option to indicate who is calling or has called. Other information is for informational purposes only. Guest information may be imported, via an Access database, from other systems such as your Front of House system or Personal Information Manager. See the Guest InformationIDH_Guest_Information section for more details.

2 Start Up Command Panel
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Use the buttons on this Start Up Panel to:-

· ConfigureIDH_Configuration, or set up, the information about your hotel and its rooms and telephones.

· Start MonitoringIDH_Monitoring calls from the phone system. Note that this display may  have already been started automatically when your computer started up.

· ReportsIDH_Reports - print reports of phone calls, newspaper orders etc.

The File menu has three options

· RestoreIDH_Restore all data from the backup files. The question is asked ‘Do you want to revert to the Standard (PBX and Charge Table) Configuration?’ Clicking Yes causes the Standard Configuration tables to be reloaded and any changes you may have made to them will be lost!

· Monitor Automatically When checked (which is the default setting) Advance Hotel automatically Starts Monitoring. When you select this menu option to check it Monitoring is automatically started.  N.B. If ‘Monitor Automatically’ is not checked when you close the Start Up Window you are prompted to confirm whether or not you want it.

· Exit. You are prompted (again) to create a backup.
The Language menu allows you to select which language messages, button captions and menus etc. will be displayed in.  To operate fully in the language of your choice you will need to run Advance Hotel on the appropriate language version of Windows 95/98.

Call Monitoring
The Advance Hotel Monitoring window lists the guest's rooms.  Note that the title includes the name of your hotel.

It is essential that this program is left running all the time, though it may be minimised, as it collects the call details from your phone system. The default behaviour of the Start Up panel is to run the Monitoring program automatically.
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2.1 Menu Bar

The menu has the following options:

File


Backup

See BackupIDH_Backup

Delete Old Records
See Select and Delete Call RecordsIDH_SelectDeleteCalls

Example Call Cost
See Example Call CostsIDH_ExampleCosts

Find

Enter a string and highlight all matching room names.


Import Guest Information
See Import Guest InformationIDH_Import_Guest_Information

Process Newspapers
See Newspaper ProcessingIDH_NewspaperProcessing

Answer Times
See Answer TimesIDH_Answer_Times

CLI Numbers
See CLI RecordsIDH_CLI_Records

Select Invoice
See Select InvoiceIDH_SelectInvoice

Exit

Stop Monitoring

View


Large

See RoomDisplayIDH_RoomDisplay

Small


List


Report


--


Guest Only
See Guest OnlyIDH_GuestOnly

Admin Only


All Phones


--


Units

Shows call costs as a count of Units or Meter Pulses when checked.


Tickets

If checked, Call Logging output that is recognised as ‘Ticket’ output is copied to the default printer


Invoiced

Shows calls already invoiced when checked


CLI Pop Up
If checked, the CLI option is enabled and no other modal windows are display, this will allow a pop up window with the CLI of the currently ringing call. See CLI Pop UpIDH_CLI_Pop_Up

Prompt

for




Guest Information (when a room is Checked In)




Invoice Entry (when a room is Checked Out)




Newpaper (when a room is Checked In)

Room


(Same as right mouse click on room)


Available


Closed


Checked In


Checked Out


Previous Status
Revert room to previous status


--


Display/Clear Costs
Mark calls as invoiced.


Manual Cost Entry
Manually enter a call charge (e.g. a reverse charge call). See Manual Cost EntryIDH_ManualCostEntry

eXtra Information
Shows summary information about selected room(s)


Select All

Select all rooms


--


Invoice

Show window with InvoiceIDH_Invoicing

Guest Information
Show window to select and/or modify information about guest. See Guest SelectionIDH_Guest_Selection

Newspapers
See Newspaper SelectionIDH_NewspaperSelection

Wakeup Call
See Set Wake Up Call TimesIDH_SetWakeUpTimes
Help


Contents


Monitor Screen


About

Includes program and database version information

Room Display
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This display shows an icon and a name for each room. It operates in a similar way to the Windows directory. The toolbar icons and the View menu allow you to select how the rooms are displayed: 

· Large IconsIDH_MonitorLarge
· Small Icons

· List

· Report - as in the display above
The Report display format gives the most detail, including the current call charges associated with each room. These may be displayed as a monetary value or count of Units (Meter Pulses) if the View/Units menu option is checked.

If there are any uninvoiced call charges (for any of the extensions associated with the room) the icon background is changed. If the room is ‘Checked In’ the background will be green, otherwise red.

2.2 Monitor Display with Large Icons
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You may want to use this display format to view the room status from a distance.

2.3 Guest Only

Using the View Menu, it is also possible to control whether Guest Only, Admin only or All Phones are included in the display. Note that call charges (including MarkUp) are shown when displaying Guest Only, call costs (before MarkUp) when Admin only and both call charges and costs when displaying All Phones.

2.4 Wake Up Calls

This toolbar icon controls whether the Wake Up Calls will be made. If the icon has a red line through it, as in the picture above, Wake Up calls will not be processed. If a depressed with a green alarm clock is displayed, as in the picture with Large IconsIDH_MonitorLarge, Wake Up calls will be processed. The state of this button is remembered when Advance Hotel is closed and restarted.

The other toolbar icon opens the Newspaper ProcessingIDH_NewspaperProcessing window

2.5 Updating Rooms

Using standard Windows techniques you can select one or more roomsIDH_select. Then either using the Room menu or right mouse button you may choose what to do with those rooms:

· You may change the selected rooms’ status to AvailableIDH_Available, Checked InIDH_CheckedIn, Checked OutIDH_CheckedOut or ClosedIDH_Closed.

· If you select Checked In, you may be prompted for guest’s Newspaper SelectionIDH_NewspaperSelection and to select or enter Guest InformationIDH_Guest_Information (name and address etc.) if those options are enabled.

· If you select Checked Out and the guest has made some calls, the Expenditure DisplayIDH_ExpenditureDisplay window will be shown. Use this window to display, and if you want print, the call charges for the selected room(s). If there are undelivered or un-invoiced newspapers, the Newspaper ProcessingIDH_NewspaperProcessing window will be displayed to allow you to mark the newspapers as delivered and/or invoiced or Cancel the Check Out.

· You may change the selected rooms’ status back to its previous status.  Note that you will loose all the call and newspaper details entered with the current status. It should therefore only be used immediately after you have changed a room’s status, for example, to correct a mistake.

· You may display/clear the costs associated with the selected rooms. This marks the call records as ‘Invoiced’ and does not include these charges in the call totals unless the Rooms/Invoiced menu item is checked. You can use this feature to clear off those telephone charges you have already invoiced, rather than waiting until the guest checks out.  Note that if the Invoicing option is installed the call charges will be added to the invoice at this stage.

· The eXtra Information menu option opens a window that shows summary information about the room. See Summary InformationIDH_Summary_Information
With the above menu selections an Expenditure DisplayIDH_ExpenditureDisplay window is shown with those rooms which have some call charges allocated to them.

2.6 Manual Cost Entry
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Use this dialogue box to enter a call cost manually.  You may enter the Charge (to the customer) directly or the Cost (to you) in Units or Currency (depending on the configuration option you have selected).  The information in the number dialled field may include alpha as well as numeric characters.

2.7 Displaying Summary Information

Using the eXtra Information right click or Room menu option or double-clicking the room icon will open a Summary Information window for the room:
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The summary information may include:

· Guest Information

· Status and status change time (e.g Check In at ….)

· Telephone extension number(s) and call charges

· Wakeup call summary

· Newspaper orders

· Invoicing summary

This window also provides somewhere to save the Account code and/or DDI number associated with the room. Click OK to save any changes to this information.

2.8 Other Right Click/Room Menu Options

· You may select all the rooms (The shortcut key combination of Control+A may also be used to select all the rooms)

· You may create and/or add to the room’s invoiceIDH_Invoicing. (Only available if the Invoicing facility has been enabled)

· You may enter and associate Guest InformationIDH_Guest_Information with a room. (Only available if the Guest Information facility has been enabled)

· You may store the guests’ Newspaper RequestsIDH_NewspaperSelection for the selected rooms (optional facility)

· You may set Wake Up callsIDH_SetWakeUpTimes for the selected rooms (optional facility)

2.9 Transferring Information to Other Rooms

If a guest is moved to another room you may wish to transfer the information associated with that stay to the new room.

To do this drag the old room icon to the new room.  I.e. click and hold the mouse button down over the name or icon of the old room.  The, still holding the button down, drag the large icon that appears over the name or icon of the new room.  Note that as you drag it over a room that room name is highlighted.  When you reach the new room drop the icon by releasing the mouse button.

A menu with the following options then appears:

· Transfer All

· Call Records

· Newspapers

· Invoice

· Wakeup

Typing an escape key will allow you to stop the transfer operation.

2.10 User Messages

There is normally a blank grey field under the room list with a button marked Clear to the right of it.  This is used to tell you of any problems with the operation of background functions such as the Wake Up Calls and/or Dialled Function codes. The background colour is changed to draw your attention to any messages.  Click the Clear button to clear this field.

2.11 Selected Room Status

The status panel at the bottom of this window shows some details of the room that was last selected.  These include the name of the room, its current status (e.g. Checked In), when it changed to that status and the current call charges.

The control in the bottom left of the window changes colour when call details are being received from your phone system.

2.12 Selecting one or more Rooms

To select:

· one room click on the name of that room.

· a range of rooms click on the name of the first room in the range, hold down the SHIFT key and click on the last name of the room in the range,

· a scattered set of rooms hold the CONTROL key down and click on each of the names of the rooms you require.

· all the rooms use the room menu option Select All or type CONTROL+A.

2.13 Select and Delete Calls

Call details associated with a guest's stay or other status period that has completed may be deleted.  It is not possible to delete call records associated with the current setting of the room status. However by using the Clear CostsIDH_ClearCosts  room menu option calls can be marked as invoiced and not included in the call charge totals.
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Choose the period for which you wish to keep the records. The number of records older than this that would be deleted is displayed.  If the number is greater than zero the Delete button is enabled and clicking it deletes the records.
Room Expenditure Display

This window displays the selected rooms that have non-zero call charges associated with them, or all selected rooms if you are displaying/clearing the call charges.
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The following attributes are listed:

· The Room column lists the short and long names of each of the selected rooms.

· The Status column shows the state of each room before the current change is performed.

· The Cost figure column is the sum of all the call charges while in that state.

You may then:

· Preview Summary bill – lists the selected rooms anda summary of the associated call charges.This information is displayed in a preview window, but you may then carry on a print it. You may typically use this if you want to use a printed record of the room call charges from which to update the guests' invoices.

· Preview Itemised bill - lists all the calls made by the selected rooms. You may typically use this if you need to show the guest the log of calls they have made.

· Print Itemised bill – directly prints the itemised bill.

· Transfer Costs to the new room state. Use this option if, for example, someone has made calls before the room status was set to Checked InIDH_CheckedIn and you do not want to loose those call charges and details.

· Continue or Cancel the operation, changing the room state and invoicing/clearing associated costs, using the OK or Cancel buttons. Note that if the Invoicing option is installed the costs will be added as invoice items to the room invoice, which will be created if it doesn’t already exist.

Example Call Costs
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When a guest asks how much it costs to call a certain number, this option may be used to give an approximate charge.  Enter in the first 8 or so digits from the number they want to call and press the Look Up button. The Cost per minute, any answer charge and the minimum charge will be displayed in the top half of the window.  If the guest is planning to make the call at some other time or date, use the up/down buttons on the date and/or time fields to select the time to the nearest hour and then press the Look Up button.

The lower half of the window may be used to determine a range of call charges as required by the BHA for display in guest rooms.  Enter the sample dialled codes that you wish to display, make sure the date and time are set appropriately and press the Look Up button. The total charges (i.e. including any answer charges) for calls of 5 minutes duration are displayed. The clipboard is also loaded with those charges as shown, for example, below. You may wish to redo the look-up for other dates and times (e.g. evenings and weekends). You could then paste the information into a document for display in the guest rooms.

For calls dialled on Friday 10 March 2000 at 04:57 PM The Standard Display Charges are:-

Dialled Code 001415 would cost £5.26 for 5 minutes

Dialled Code 0033 would cost £6.32 for 5 minutes

Dialled Code 01703 would cost £0.88 for 5 minutes

Dialled Code 0181 would cost £1.76 for 5 minutes

Dialled Code 01202 would cost £0.88 for 5 minutes

Answer Times Display

To monitor the response time of your receptionists to answer incoming calls use the File/AnswerTimes menu. N.B. the Incoming Calls option must be enabled and one or more phones must be flagged as ‘Reception’ (See Rooms and PhonesIDH_Rooms_and_Phones).

[image: image15.png]Advance Hotel Standard

ial Codes Configuration [_[OIx]

Charge Peiod: W[ {[oayime » o
Defaut Min Cost: [003 | CostPerMeterPuse [Gosss |

Defaut Cost Per Minute:  [5.0335

Default nswer Charge:  [5

Dialled Code. | Mirimum Cost]_Cost per Miute] _Arswer Charge] 5

b {0851 £00434 £05000 £0,0000
0645 £0.0494 00395 £0.0000
0600 £0.0000 £0.0000 £0.0000
0500 £0.0000 £0.0000 £0.0000
0345 £0.0494 £0.0395 £0.0000
0321 £0.0000 £0.0000 £0.0000
0054 £0.0494 £0.4912 £0.0000
0051 £0.0494 04912 £0.0000
009 £0.0494 £0.2844 £0.0000
0023 £0.0494 £0.2844 £0.0000
o0 £0.0494 £0.2000 £0.0000
0 0063 01000 00000

Refiesh Update Add Close





The bars are used to show the Average and Maximum answer times for calls answered on ‘reception’ phones for each hour of the day. The scale is shown on the left-hand side of the plot.

The line graphs show the numbers of calls answered and the number not answered (lost). The scale is shown on the right-hand side of the plot.

You may select previous day’s response times by clicking on the spin button on the right of the date field.

Select Invoice

Use this window to select an invoice to display print or modify when then room has checked out.
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The scrollable window lists all the invoices that have been created, including those for rooms that have been checked out.  If you need to lookup, print and /or modify an old invoice, use this window to select it.  You may:

· Scroll through the entire list

· Sort any of the columns by clicking on the column header

· Filter the list by clicking on one of the ‘Find’ buttons and selecting a value. E.g. if you select the Find Invoice button and enter a value of 100, The window then only displays invoices whose number is greater than 100.

· This may be repeated on each of the columns to narrow down the number you need to search

To display the invoice, select it then click the ‘Select’ button. The invoice with that number is then displayed. You may then add additional entries and/or print a copy of the invoice.

You should note, however, that it is not possible to create an invoice from the Select Invoice window.

Set Wake Up Call Times

Use this window to enable and specify the times for Wake Up Calls to the selected rooms.
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The top part of the window contains a list of rooms selected from the Hotel Call Monitoring window.  Against each such room columns indicate:

· If a Wake Up Call is Set for that room

· The time the call would be made

· If the call is to be repeated at the same time every day until the guest checks out.

· The status of the Wake Up Call, which could be:

· Not rung yet

· Answered

· No reply

· Busy

· Error

The Print button allows you to produce a hard copy of the programmed Wake Up Calls.

Ticking the Enabled check box Sets the Wake Up call for the time specified in the Call at: field.  If the Repeat every day until check out box is ticked Wake Up calls will be made at the same time every day.

The OK button is used to action the settings and the Cancel button to leave the Wake Up Call settings unaltered.

Note that you should select the rooms for which you require the calls to be made before click the OK button.  If you don't you are asked if you want all the listed rooms selected.  Selecting rooms is done in a similar manner as described in selecting one or more roomsIDH_select
Wake Up Control Window
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This window is largely for information purposes only.  It shows the list of Wake Up Calls currently being processed.

You should note the following about how Wake Up Calls are made (read this section in conjunction with Set Wake Up GreetingIDH_SetWakeUpGreeting):

· The extensions are rung for Ring Time seconds at a time.

· If there is no answer within this time, or the extension is busy that attempt is aborted and the systems sees whether any other calls need to be made.

· After a delay of Next Attempt Wait seconds any unanswered calls are reattempted.

· This is repeated for up to about Call Attempt Time minutes, after which time calls are marked as no reply and a message put on the Main Hotel Call Monitoring window.

· If there are no Wake Up Calls a message is displayed saying No Wake Up Calls.

Newspaper Selection
This window is used to enable you to select the newspapers that guests have requested.  You may then also mark the requests as ‘Ordered’, ‘Delivered’ and/or ‘Invoiced’ as required.  However it is probably easier to use the Newspaper ProcessingIDH_NewspaperProcessing windows for this purpose.
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Guests request newspapers when they first ask you for one, typically when they check in.

Newspapers are ordered when you order them from your supplier.

Newspapers are delivered when you have given them to the guests.

They are invoiced when you have entered the charge for the paper on the guest’s invoice.

The date displayed is the date when the newspaper is to be delivered. When the window is first opened it is set to the day after the guest Checked In, i.e. when you are likely to first deliver a paper. 

Note:

· the list of newspapers changes when the date is a Sunday to the list of newspapers marked as Sunday.

· You cannot set the date earlier than when the Guest first Checked In

To request a newspaper click the check mark box by the name of the paper required. A new entry is added to the top of the window, together with check boxes for Order, Delivery and Invoicing. If you make a mistake just click the check box again and the request is removed. If you request a newspaper for delivery earlier than the current date, a message box saying ‘Requesting a newspaper earlier than today?’. Click Cancel if you have made a mistake or OK if you want to carry on anyway.

If you are asked for a newspaper that is not on the list, click the box marked ‘Other’.  A window is displayed which allows you to enter the title of the newspaper required, its buy price and sell price. A greyed out check box indicates whether it is a Sunday paper.

You may order more than one newspaper per room per day; you may even order more than one of the same paper.

If a guest requires the same paper on subsequent days of their stay, move to the next day by clicking the date spin button and then click the ‘Copy Previous’ button.  If you already have newspaper requests for that day you are asked if you want to delete them.

Newspaper Processing

This window is used to help you with the ordering, delivery and invoicing of the newspapers Guests have requested. Use either the Newspaper Toolbar button or the File/Process Newspaper menu option on the Monitoring window to display this window.

Use the View menu option to select whether you want to process OrdersIDH_NewspaperOrders, DeliveriesIDH_NewspaperDeliveries, Invoices by Date or Invoices by RoomIDH_NewspaperInvoices.

2.13.1 Processing Orders
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The window shows the list of newspapers that need to be ordered for the first day that any orders are outstanding. Clicking the top of the spin button selects the next day and so on. You may print the list of papers to be ordered.  When you have place the order, click the ‘Mark all as Ordered’ button.

The supplier details are available by choosing the View/Supplier menu option.

Alternatively you may automatically fax the order using the File/Fax Order menu option.  To be able to use this option you must:

· Have correctly configured the Supplier Name and Fax Number

· Have a fax modem installed in your computer

· Have a MAPI compliant messaging product installed, e.g. Microsoft Outlook.

· Have configured the Fax Cover Page to include your hotel details.

Selecting this option automatically sends a fax with the order to your supplier.  You should, however, check that the fax has been transmitted successfully before marking the papers as ‘ordered’.

2.13.2 Processing Deliveries
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With this view the window shows the list of rooms that have ordered newspapers, together with those papers. 

You may print this list.

When you have delivered the newspapers, click the Mark all as Delivered button.

2.13.3 Processing Invoices

The outstanding newspaper invoices may be displayed by date or by room:
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Listing the invoices by room means that you need only enter a total value for the newspapers rather than each individual paper.  If there is a query you can always print a report detailing the requeswts and orders etc. When you have used these details to update the Guests’ invoices click the ‘Mark all as Invoiced’ button.

Invoicing

When you right click or a room or choose the Room menu and then the Invoice menu option, the following window is displayed:
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General information is included in the top half of the window:

· Invoice Number – This is automatically chosen and cannot be altered.
· Invoice Date – defaults to today’s date, but may be changed.
· Invoice Total – is calculated automatically.
· Client Name and Address – you must enter these as this information is not held in the database.
For every item you want added to the Invoice you must add a line entry in the bottom half of the window:

· The Date field defaults to today’s date but can be altered.  Use this field to indicate when the guest purchased the item.

· Quantity – how may of this specific item were sold.

· Category – The exact use of this field depends on how you have configured your Item Categories and CodesIDH_Item_Codes. Use the button on the right of the field to bring up a pull down list of Item Categories.

· Code – Similarly the values displayed here when you click the button will depend on the Category already selected and the items you have configured as belonging to that Category.

· The Notes will be filled in automatically when you select the Code.  You may, however, alter it.

· Unit Gross Price – This is filled in when you select the Item Code, but you may modify it as required.  The Unit Net Price and Entry Total are automatically updated.

· Tax Code - This is filled in when you select the Item Code, but you may modify it by bring up the pull-down list of Tax Codes and selecting one. If this change affects the prices you will be asked whether to modify the Gross or Net price.

· Unit Net Price – This is filled in when you select the Item Code, but you may modify it as required.  The Unit Gross Price and Entry Total are automatically updated.

· Tax Rate Used - This is filled in when you select the Item Code, but you may modify it as required.

· Discount – The Entry Total price will be reduced by this rate.

· The Entry Total is calculated automatically and cannot be modified.

2.13.4 Use of Pull-Down Lists

The Category, Code and Tax Code fields make use of Pull-Down lists. Select a field be clicking on it or tabbing to it.  If it is one of these fields a button will be displayed on the right hand side of the field. Click on the button or press a character key and the pull down list will be displayed. Select the required option with the mouse or by typing the first letter of the word in the list.

Guest Information
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You may enter Guest Information without necessarily associating it with a room. The window shown above is displayed from the File/Guest Information menu option. It lists the names and part of the address of all the guests in the database. Clicking on the label at the head of any of the column’s sorts the list by the contents of that column in ascending order. As well as scrolling the display up and down you may enter the first few characters of the surname or other information in the text box labelled ‘Find’ to search for a specific guest. These characters are matched against the data in the currently selected column and the records that match this are displayed.
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Enter as much or as little information as you consider relevant here.  The name, including Title, forename and surname, is displayed on the Advance Hotel Monitoring window with the room name.  The name, address and Post Code are used when printing the Invoice.

The Source of Contact box helps you to keep track of where your guests first found out about your establishment.  To add a new Source double-click the box and the following window is displayed:
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Enter a Contact Code, a fuller Description and, if appropriate, a date when that source becomes applicable.

2.13.4.1 Telephone Number Information

Zero or more telephone numbers may be associated with each guest. Each number must have a different ‘type’ (e.g. home, work or mobile).  These telephone ‘types’ are user configured and initially there are no types defined. Before you enter or import any guest information you should plan what types you may require and enter them as follows:

2.13.4.1.1 Telephone Types

The combo box under the Telephone label is used to select and enter telephone types. When you type a word into this box that is not currently in the list you are prompted to confirm that you want it as a new Phone Type. Clicking Yes adds the word to the list.

Otherwise select an existing type and any telephone number of that type for the displayed guest will be shown in the text box underneath.

2.13.4.1.2 Telephone Numbers

When you move the focus to the telephone number text box (e.g. by clicking in it) the Telephone Entry window is displayed:
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This has three fields to allow you to enter the Country Code, Area Code and Local Code parts of the telephone number.


Country Code is a list box with the names of countries in alphabetical order. You may type the first few letters of the country’s name to help you select it.


Area Code should contain the first few digits of the telephone number. These will be the digits that may be omitted when you dial the number from that telephone area.


Local Code is the rest of the telephone number.

Also shown in this window is the telephone number in the canonical display form (e.g. +44 (1703) 292257) and the CLI key form that will be used to match against incoming CLI numbers.

The Delete button is used to delete the displayed telephone number.

Import Guest Information

You may well have other databases that already contain guest and other caller information. This window will allow you to import that information into Advance Hotel. The pre-requisite is that the tables are accessed via a Microsoft Access database (e.g. using linked tables). You may need the assistance of your IT supplier or dealer to set this up for you as it is not appropriate to describe all the possibilities here.

Use the File/Import Guest Information menu to display the following window:
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You must first select the database to import from using the File/Open Database menu. This opens an Open File dialogue box.

You may then use the “Import From” combo box to select the name of a table or query within that database.  You may type the first few letter of the selection to find the required name more speedily.

The two combo boxes at the bottom of the window will then hold the list of fields in the Advance Hotel Guest Information table (on the left) and the selected Import table (on the right). Select a field from the Guest Information table and the matching field from the Import table. When the Import field has been selected a new pair of combo boxes will be loaded underneath and the process may continue until all the required fields have been selected. 

When selecting the Guest Information fields you must also indicate which of those fields are to act as the key to look up whether a matching record already exists in the Guest Information table. You do this by pressing a character key (e.g. space) when the required Guest Information field is selected. The name in that field will then be emboldened. Pressing a character key again will deselect that field as a key. Any number of non-concatenated fields (see below) may be used as the key. Typically these will be the surname, forename and postcode.

You may concatenate several fields from the Import table into one in the Guest Information, e.g. the address field.  Do this by specifying the same Guest Information field name for several Import field names.  When you do this another fields will be displayed to the right of the Import fields with a list of possible separation characters, i.e. none, CR, tab or comma.

You may delete a field selection by pressing the Delete key on both the Guest Information field and the Import field.

If you want to make sure that any existing data is not overwritten check the ‘Don’t clear fields containing data’ flag.

Click the Import button to start the operation. Progress is displayed near the top left of the window. You may Stop the operation at any time.  If duplicate or inconsistent data are found a message box with a warning will be displayed.

The import configuration may be saved into a ‘Template’ for later reuse. Use the File/Save Template menu option.

Guest Selection

When you right click on a room and choose the Guest Selection option the following window is displayed:
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You will typically type in the first few characters of the guest’s name to see whether their information is already in the database.  If it is make sure their name is selected and click the ‘Select xxxxx’ button (where xxxx is the name you want). If you don’t already have the information click the ‘New’ button and enter the relevant information into the Guest Information window:
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See also Guest Information

2.14 CLI

If the CLI option is enabled Advance Hotel can display the telephone numbers of callers. Their name, address and other details can also be displayed if the Guest Information has the calling telephone number. Two features are available, depending on the information available from the PBX.

· CLI Numbers – is a list of finished calls, with date and time of the call, Guest/Company name and whether or not the call was answered.

· CLI Pop Up – is a window that is displayed with the telephone number being called, the caller’s telephone number and their name/company name if available.

2.14.1 CLI Numbers

The following window is displayed using the File/CLI Numbers menu option:
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The scrolling list of numbers etc. may be sorted by any of the columns by clicking on the head of that column. Clicking on the head of the column a second time reverses the order. To see more information where there is a Guest and/or Company name click on the Show Guest button. The Guest SelectionIDH_Guest_Selection window with the details is displayed. These may be updated if required.

If no Guest Information is available associated with that calling telephone number the following window is displayed. It allows you to select an existing Guest record or enter a new one.

2.14.1.1 Select Telephone
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It shows a scrolling list of Guest records with unique ID number, Surname, Forename, Title, Company, first line of address and Post Code. The list may be sorted by any of these columns by clicking on the head of the column. The column by which the table is sorted is denoted by a ‘*’ in front of the column title. Keying in a few characters in the name selection field will select the first record where these characters match the characters in the sorted column. In this way a specific Guest record may be selected.

You also need to specify what type of telephone number is calling by using the Telephone Type list box. 

You should then click the Select XXX… button (where XXX… is the name selected) or New Guest if there isn’t already a record for that guest. The Guest SelectionIDH_Guest_Selection window is then displayed with the selected guest’s information or a blank (except for the Telephone number) record for a new guest.

2.14.1.2 CLI Pop Up
If the CLI option is enabled, the PBX provides the requisite information and the CLI Pop UP menu has been checked the following window is displayed when CLI information is available from an incoming call:
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The window includes the following information:

· The target for the call (i.e. the telephone number the caller dialled) 

· The telephone number of the caller

· The guest name, company name and telephone type that matches the CLI

If you click on the Guest Info button the Select TelephoneIDH_Select_Telephone window is display to enable you to update the Guest Information.

IDH_Guest_Information
Reports
You may preview and/or print a number of reports on the historical call details from this window.  You should use the Print options from the Call Monitoring Display window to look at current calls.
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The following reports are available:

· Admin Call History - List of all the calls made from non-guest phones, broken down by room and status period.
· Admin Call Totals - Summary totals of all the calls made from non-guest phones, broken down by room and status period.
· Current Guest Room Call Details - List of all the calls made from guest phones, broken down by room and status period where the gust is still checked in.
· Establishment Details - list of all the parameters set up from the Configuration screen.
· Historic Guest Room Call Details - List of all the calls made from guest phones, broken down by room and status period where the guest has checked out.
· Historic Guest Room Call Totals - Summary totals of all the calls made from guest phones, broken down by room and status period where the guest has checked out.
· Historic Guest Room Invoices – A copy of the Guest Room Invoices where the guest has checked out.
· Key Numbers – A list of the most costly called numbers.
· Newspaper Monthly Orders – so that you can check the Newspaper Supplier’s bill
· Newspaper History – Lists newspapers order by room
· Phone Directory – Lists the phones in each room.
· Wake Up History List of rooms where WakeUp calls have been made.
For any of these reports you may specify (where appropriate):

· A Range of Dates - 
· A Page Range - e.g. 1,3,5-7
· Rooms – either all or a selected (short) room name
· Whether to Print or Preview the report. Note that the caption on the report button changes when the Print Preview check box is changed. And that the button remains disabled until a report is selected.

You may select a different page to preview by changing the Print Preview page number to the right of the check box.

The File menu has the following two options:

· Call Details Export outputs the call detail records into a CSV format file. A dialogue box lets you specify the output file.

· Exit.
Configuration

Use this screen to set up all the information about your hotel and its rooms and telephones, etc.
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2.15 Establishment Details

Name - the name of your hotel.  This will appear as the title of the Monitoring screen and your reports. 

Address, Telephone, Fax, Email and VAT Reg are used by the invoicing module for output on the printed invoice.

Com Port Settings (Port, settings and baud rate) determine how the monitoring program will interface to your phone system. DO NOT changes these values unless you know what your phone systems corresponding settings are AND you understand the implications of changing them.

2.16 Guest Charge Parameters. 

· Cost Mark Up specifies the multiplication factor (expressed as a percentage)on the calculated cost of the call that will be used to work out the guest telephone charges. 

· Cost Per Unit. Older telephone systems used the Meter Pulse facility provided by BT to indicate how many call units had been used.  The guest telephone charge was expressed as so much per unit. Advance Hotel can use of calculate the equivalent number of units to allow calls to be charge at so much per unit.

· Answer Charge is the amount that will be added to the price of non-zero cost calls.

· One of the Option buttons above the Cost Mark Up and Cost Per Unit fields should be selected to choose how guest charges will be expressed.

(See also Dialled CodesIDH_Dialled_Codes for more information on call costing)

Please also note that when the Cost Mark Up and Cost Per Unit values are recalculated in terms of one another, there may be some slight adjustment as the Cost Per Unit is expressed in whole numbers of pennies.

Room Available Dialled Code specifies the access code (e.g. 9) and the digits to be dialled by, for example, a chambermaid, to mark the room as AvailableIDH_Available
Room Closed Dialled Code specifies the access code (e.g. 9) and the digits to be dialled by, for example, a chambermaid, to mark the room as ClosedIDH_Closed.
The PBX Type pull down list enables the type of PBX to be specified. Associated with this is the ‘Trim Dialled Digits’ field. This allows 0 or more of the leading digits in the Called Number field to be discarded.  This is typically used to remove any access digits (e.g. 9) that the PBX puts in the call logging output.  If, when you examine the itemised bills the called numbers look wrong (e.g. have an extra 9 in front or are missing the initial 0) you may need to change this field. If you have any queries about the value required contact your telephone dealer or technical support. (See also Least Cost RoutingIDH_Least_Cost_Routing)

Answer Time

In order to accurately establish the cost of the call based on the dialled number, time of day and duration, it is critically important that an accurate ‘connected duration’ measurement is available. This is almost always the case with digital trunk lines but may not be with analogue lines.  In those cases where the duration figure supplied by the PBX includes the time from when the handset was lifted until it is replaced the Answer Time field may be used to specify a fixed estimated time between lifting the handset and the call being answered. Please Note that this cannot be accurate in all circumstances and will lead to some calls not being charged at all and others being charged even though the call was never answered.
The Save button, which is greyed out until any of the values are updated, copies these settings into the database.

The Edit Menu has the following options (/sub-options):

Rooms and PhonesIDH_Rooms_and_Phones  - allocate telephone extensions to guest rooms and administration areas.

The Charge PeriodsIDH_Charge_Periods menu option selects a window that enables you to define the days and times for which the various Charge Periods apply.

The Dialled CodesIDH_Dialled_Codes menu options open a window that enables you to define the charges for specific dialled codes (International/STD/Local codes) for each of the Charge periods. There are two options, one for Standard Codes which come pre-configured and should not normally to need be changed.  The Local codes will normally be used to enter the Local dialling codes for your area.  Other codes may be entered and will override identical codes in the Standard Codes table.

Invoice Tax Rates and Invoice Item Codes are only available with the Invoicing option.

The Invoice Tax RatesIDH_Tax_Rates menu option shows a table with the Tax (VAT) rates that will be available to set against each Item Entry.

The Invoice Item CodesIDH_Item_Codes menu option shows the table with Item Categories, Codes, Descriptions, Prices, Tax Rates and discounts. These act as defaults when adding Invoice Entries to a bill.

Newspapers

These two menus are only available if the Newspaper option has been installed.

The Names and PricesIDH_Newspapers menu option opens a window that enables you to enter the name, buy price and selling price of each newspaper you normally supply 

The SuppliersIDH_NewspaperSupplier menu option opens a window that enables you to specify the Name, telephone and fax number of your Newspaper supplier.

The PBXIDH_PBX menu option opens the window that defines the settings to decode the output from the PABX. This option is normally only available when the Administration licence option has been invoked.

The Set WakeUp GreetingIDH_SetWakeUpGreeting menu opens a further window that enables the Wake Up Com port to be specified and greeting to be updated. This menu option is only available if the Wake Up Greeting option has been installed.

Charge Periods

Charge Periods are the periods of time, days of the week and specific dates for which a specific set of call costs apply.
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Slots are marked or cleared by clicking the left or right mouse buttons respectively. You may set a range of slots by holding the Shift key down when you click the first slot in the range and then clicking or the last slot in the range.

Time Slots
The day is divided into 48 half hour slots, each one starting at the time written in the cell. Typically this section is used to define the 'daytime' or 'evening'.

Day Slots
This section is used to specify the days or the week for which the Charge Period applies.

Override Dates

Use this section to define up to 15 dates in the year when the Charge Period applies for the selected time slots.  This may be used to define bank holidays.

Charge Period Name
There are four pre-defined Charge Period names; Daytime, Evening, Weekend and Other.  These are selected by clicking on the Up/Down arrows next to the name.  Click the name to select that Charge Period and display the associated slot information.  If you change any slot or date information click the Save button to store the changes.

Dialled Codes

There is a set of Dialled Codes associated with each of the four Charge PeriodsIDH_Charge_Periods. These codes are matched against the number dialled to determine the charge that applies to the call.

For administrative convenience these codes are split into two tables.  The Standard Codes table will normally contain all the required National codes.  To update to a new version of this table create an up to date backup and then restore the database, answering Yes to the question ‘Do you want to revert to the Standard Configuration?’ Note that this will also revert the PBX table to the standard configuration, so be careful if you or someone else has updated these tables.

The Local Codes table is the one that should normally be used to specify local dialling codes and their associated rates.
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Selecting the Charge Period
Use the Left/Right arrow buttons at the bottom of the window to select the required charge period. The Charge period name is also displayed at the top of the window.

2.16.1 Default Minimum Cost

There is a Default Minimum Cost associated with each Charge Period. It is used to set the value for the Minimum call cost when a new Dialled Code is entered. 

2.16.2 Default Cost per Minute

There is a Default Cost per Minute associated with each Charge Period. It is used to set the value for the call Cost per Minute when a new Dialled Code is entered. This is especially useful when Local Codes are being entered as usually only this default rate will need to be entered.

2.16.3 Default Answer Charge

If you want to include a fixed additional charge for answered calls fill in a non-zero value in this field.

2.16.4 Cost per Meter Pulse

Is used to specify the value of a 'unit' where Meter Pulse' call charging is used. (See PBXIDH_PBX)

2.16.5 Dialled Code

Enter enough of the national number for a given code to uniquely differentiate it from other similar codes. When you click the update button the Dialled Codes are reordered by length of string to correspond with the way the Dialled Codes are search. This enables a general code (e.g. '0') to be differentiated from a specific local code (e.g. '01794'). The code '*' is used to match any other codes and would typically be used to define local codes. It MUST NOT be deleted.

2.16.6 Minimum Cost

There is usually a non-zero minimum cost for every call.  This may be the cost of one unit for metered calls or a pure minimum cost for timed calls.  This field is initialised to the Default Minimum cost associated with the Charge period.

2.16.7 Cost Per Min

Specify here the cost per minute for calls to the associated Dialled Code.

2.16.8 Answer Charge

Some calls to, for example premium rate numbers, have an answer charge but no duration related charge. Enter the value that will be charged if the call is answered.

2.16.9 Editing Dialled Codes

To add a new dialled code, go to the last entry in the list (marked with a *) and type in the new values.

To delete a dialled code, select the whole row by clicking on the left of the row and then press the Delete key.

To alter existing entries, click at the place you want to change and delete or type characters are required.  Click the Update button to store any changes.  Note; changes will be stored anyway when you select a different row or control.

To Re-display the window with the codes in the correct order, click the Refresh button.

2.17 Least Cost Routing

The two menu options Prefix and Selection enable alternate carrier dial code prefixes to be set up and selected.  If the establishment uses alternative carriers or private networks, the PBX outputs the prefix digits as part of the dial string. When installing Advance Hotel you should ensure that the prefix(es) used are listed in the Prefix window and that they are selected in the selection window.

2.17.1 Prefix
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Enter the specified prefix digits in the Digits field and a suitable description in the Name field.

2.17.2 Selection
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Check the Prefix(es) used by the establishment.  Also ensure that all the other prefixes are unchecked.

Newspapers

This window, only available if the Newspapers option has been installed, lists the Newspapers you normally supply to your guests.

The list of newspapers is shown on a grid with one newspaper per row. The newspaper title, a Yes/No flag to indicate whether it is a Sunday paper and the buy price and the price you intend to sell the paper for show in each of the four columns respectively.

You can add further titles by clicking a cell in the row marked with an asterisk (use the scroll bar to move down to it if necessary) or clicking the Add button.

You can delete a title by selecting the row containing the title to be discarded and then clicking the Delete button or pressing the Delete key on the keyboard.

Use the Update button to save the data in any partially edited cells.

The video control at the bottom of the window also displays the title of the newspaper currently selected as well as providing al alternative way to step through the list of titles.

The Sunday paper flag is used to distinguish papers published on a Sunday, as typically the titles are markedly different on that day.

Although it is not necessary to fill in a Buy Price this figure is used in some reports to give you an indication of the profit you are making on newspapers.  It is assumed that the prices of weekday papers are constant.  If this is not true use the Alternative Title option described in the section on Newspaper selectionIDH_NewspaperSelection.  The Sell Price is shown in the screens used to invoice the guest for the papers.

2.17.3 Newspaper Supplier Details

The name, telephone number and fax number of your Newspaper Supplier should be entered here.  The information is available for reference purposes (from the View/Supplier menu on the Newspaper Order ProcessingIDH_NewspaperProcessing window) and to automate the faxing of the order.  Note that the Fax number in particular must conform to proper phone (canonical) number format, i.e.:


+cc (aaaa) nnnnnn

Where:


cc is the Country Code


aaaa is the Area or STD code


nnnnnn is the local telephone number

Note that there is no leading zero (0).

Invoice Configuration

The two windows described here allow you to set up the categories and codes for invoice items and the pre-set tax rates that can be used (e.g. for VAT).  Note that these options are only available (not greyed out) if the Invoicing option has been enabled.

2.17.4 Item Categories and Codes
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This window allows you to define as many pre-set items as you wish. These pre-set codes may then be selected when you add items to room invoices and will automatically fill in the description, unit price and tax code.

The Category field allows you to group the item codes. For example you might have categories for accommodation, food, beverages and other.  You do need to make sure that the spelling of the category names is consistent. E.g. ‘Meal’ and ‘Meals’ would be two different categories. If you do add a new category you are asked to confirm your action.

The Code field is a short code used to select the item.

The Description field allows you have a meaningful phrase that describes the item.  It is included in the invoice when the item code is selected.

The Unit Gross Price is the standard price for the item including any tax. The Unit Net Price is the price excluding tax. If you change one of these values the other will be automatically adjusted according to the Tax Rate that has been selected.

The Tax Code is the Tax Rate that applies to this item.  If you modify this rate you will be asked whether to update the Gross or Net value. The percentage rate is displayed in the panel at the bottom of the window.

The Duration field is the number of days the item applies for.  Currently it is reserved for future use.

The Yes/No field labelled Gross is used to select whether the Gross or Net price of the item is to be used for automatic invoicing.  This only applies to those codes used for this purpose, currently the Telephone and Newspapers.  Note also that you are not allowed to delete these codes, though you may change the description and prices etc.

2.18 Invoice Tax Rates

The Code is the two letter abbreviation that will be used to refer to this tax rate.

The Rate is the percentage of the Net price that will be added to make up the Gross price when that tax rate is applied.

The Description field allows you to enter a phrase that helps you remember the typical usage of that tax code. It is displayed, for example, when you enter or change a tax code on the Item Categories and Codes window.

2.19 PBX

This window will normally only be available to technical specialists.  It is used define how to decode the PBX output to derive information such as the time the call started.  Typically this information will be set up away from the customer site, but it is made available here to allow minor modifications where there are problems on site. A licence code must be obtained from the distributor and entered in the normal way.  The feature is then enabled for one day.
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The PBX type may be selected using from the list or using the list box at the bottom left of the window. New PBX's may be added by clicking the ‘Add New PBX’ button underneath the list box. An input box is displayed for you to enter the name of the new PBX. The selected PBX may be renamed, though do take care with renaming existing information. 

Note that various message Types with multiple Formats are supported. These are listed in the grid to the right of the PBX list box. Click on one of these entries to select the information associated with the selected Type/Format combination. A descriptive note may be added in the text box to the right of the grid labelled ‘Notes’. The Create Copy button makes a new message Type/Format that is a copy of the currently selected one, but with a default format number of 99. The Delete button deletes the currently selected message Type/Format.

The middle section of the screen has three long fields corresponding to up to three lines of output for one call.  These fields are used to match the line. '?' characters are used to match any character, '#' character match numeric digits while other characters have to match exactly.

Two predefined character strings at the start of the matching fields have special actions associated with them:

[ *] is used to trim off any leading spaces

[XX] indicates that this line is ambiguous in that it may match two or more message type/formats. The message type/format being matched immediately previous to the receipt of this line will be used rather that necessarily the message type/format of this line.

The top part of the screen defines, for each bit of information from the PBX, the line in which it occurs, the starting character position and the length.

The field at the top, right of the window specifies the type of costing that will be used.  This may either be Meter Pulse, Duration or Currency.

Underneath the Answer Time fields is a combo box that indicates whether the Answer Time is to be subtracted from the total call duration to obtain the chargeable duration.

Underneath the Start Date/Time Hour field there is an AM/PM flag. If this is set to PM it is assumed that the start time field is in am/pm format and thus 12 hours are added to the decoded start time.

2.20 Rooms and Phones
This window is used to allocate telephone extensions to guest rooms or administration areas.
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The grid (labelled "EDIT Rooms and Extensions") is used to enter information about each telephone on the system, in particular each extension in a guest room,

Short Name should be a simple name or number for each room.  Note that when sorting the list an alphabetic sort is used, so use numbers like 01, 02 to get them sorted properly.

Long Name is an additional field for longer, distinctive names, you may have for your rooms.

Main is the main extension number that will be dialled to call the room, e.g. for the Wake Up call.

Extn must have the extension number for the room. If there is more than one extension allocated to the room the line is repeated with the extra extension number.

Guest - is a Yes/No field that indicates whether the room/extension is currently available for use by guests. Otherwise it is assumed to be an 'Administration' phone.

Recep – is a Yes/No field that indicates whether the extension is normally used to answer incoming calls, and thus be included in the incoming call answering statistics (optional package). See also Answer TimesIDH_Answer_Times
Note -You may sort the list of rooms by clicking or the head of the column that defines the order you require.

The section underneath the grid (labelled "ADD New Room and/or Extn") is used to add a new room or an extra extension phone to an existing room.

Note -The details of the currently selected room and phone are repeated in the fields in this section.

2.20.1 To Add a New Room

Enter the details of the new room, its extension phone number and whether or not it is primarily for use by guests in the " ADD New Room and/or Extn" fields. Note that the Short Name and the extension number must be unique.  Click the 'Add New Room' button. Note that the Main extension number will be set to this first extension number you have allocated to the room.

2.20.2 To Add and Extra Extension Phone

Normally you will have only one extension phone in each room.  However you may one or more additional extensions by clicking on the Add Extra Extn button. You must have previously entered a new unique extension number in the field above the button. If your phone system rings a group (or similar construct) its number should be added to the list and flagged ‘Yes’ in the  ‘Recep’ column in order to record not answered on these numbers.

If you need to change the Main extension number, select the line with the required number and click the button ‘Set as Main Extn’. This will update the ‘Main’ field in each of the lines for the room.

2.20.3 To Delete Room/Phones

Ensure that the details of the room you want to delete are show in the "ADD New Room and/or Extn" fields. Click the 'Delete Extn/Room' button. You are prompted to confirm the deletion of each of the extension numbers associated with the room. You may respond by clicking either the Yes, No or Cancel buttons. If, having done this, there then are no more extensions associated with the room you are prompted to confirm the deletion of the room details.

Set Wake-Up Greeting

This window allows entry of parameters that control the timing of wake up calls and enables the recording and playback of the greeting that is played to guests when they answer a Wake Up Call.  (See also Setting Wake Up TimesIDH_SetWakeUpTimes and Wake Up ControlIDH_WakeUpControl window).
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Use the COM port list box and select button to specify which port the Voice Modem is connected to. When selected the Modem Information should display the manufacturer, name and type of the modem being used for the Wake Up Calls.  If this area is blank or contains other meaningless information there is probably a problem with the settings or configuration of that modem.  Refer to your dealer or technical support for more information.

The three fields in the centre of this window are used to control the timing of Wake Up calls.

· Call Attempt Time is the number of minutes during which the guest phone will be rung until they answer the wake up call.

· Ring Time is the number of seconds for which the guest phone will be rung for any call attempt.

· Next Attempt Wait is the number of seconds between call attempts.

Recording and playback of the greeting is made through a telephone extension. Please make sure that it is properly connected before proceeding.

First enter the extension number of a telephone within easy reach of Advance Hotel and then click the 'Select Handset' button. When you answer this call the Start Record and Start Playback buttons are then enabled.

To record the greeting click the Start Record button, wait for the beep and then immediately start speaking. As soon as you have finished speaking click the Stop button.

To play back the greeting click the Start Playback button.

If you click the Stop button while recording or playing back the process will be stopped or aborted. If you click the Stop button when neither of those functions are operating you will return the modem connections to normal and you will hear dial tone. Before you close this Wake Up Greeting window it is best to do this, otherwise there will be a delay of a few seconds while the program does it for you.

Housekeeping
Advance Hotel has facilities to backup and restore all the configuration and call history data.  It also has a command to allow you to delete old call history data.

2.21 Backup

This command is invoked using the File, Backup menu option in the Advance Hotel Monitoring window.  All the configuration data, room history and call records are copied to a separate database called 'AHbackup.mdb' which is in the folder where Advance Hotel was installed. Unless the default was changed, this will be ‘C:\Program Files\Advance Hotel’.  You should copy this file to a floppy disk and keep it somewhere separate from your computer.

2.22 Restore

This command is invoked using the File, Restore menu option in the Advance Hotel Startup window.  It will not let you restore any data unless you have closed all the other Advance Hotel program windows (Configuration, Reports and Start Monitoring).

The next paragraph describes some of the technicalities of how the database is restored. Most of the time these details will not be needed.  However, if you are keeping a copy of the data (strongly recommended!) the Ahbackup.mdb is the file you need to backup and restore from.
The existing database is copied into a file called AHold.mdb. The data from AHbackup.mdb is then restored into a copy of the AHproforma.mdb and renamed as the main database file AH.mdb.

2.23 Deleting Old Call Data

Over a period of time the room history and call detail records will grow in number.  Typically you will not need to keep them for more than just a few days after the guest has checked out. Use the Delete Call Records button on the Advance Hotel Monitoring window to get rid of these records. (See also Select and Delete call recordsIDH_SelectDeleteCalls)

2.24 New Versions of the Database

When Advance Hotel is upgraded the structure of the database may be amended to store the additional information required for the new features etc.  This is handled automatically when the upgraded program is first run by backing up your data and then restoring it into the new database.  To cover unforeseen problems you should always take a separate copy of the backup database before upgrading the product. 

How do I…?

These sections answer many of the questions you may have when setting up and running Advance Hotel.

· How do I Make Advance Hotel work with our Phone System?IDH_How_1
· How do I Enter details about the hotel's rooms and phones?IDH_How_2
· What about rooms with two phones?IDH_How_3
· What about phones in the Office?IDH_How_4
· What happens if I forget to configure one of the Phones?IDH_How_5
· How do I change the Wake Up Greeting?IDH_How_6
· How does Advance Hotel work out the cost of calls?IDH_How_7
· How do I specify the Local Rate STD Codes?IDH_How_8
· How do I set the room ready for a new guest?IDH_How_9
· How do I programme a Wake Up call?IDH_How_10
· How do I get the cost of the guest's calls for their bill?IDH_How_11
· What can I do if a guest makes a call after the bill is prepared?IDH_How_12
· How can I know that the room is ready for the next Guest?IDH_How_13
· How can I keep track of Guests’ newspaper orders?IDH_How_14
· How can I find out how much to invoice a Guest for their newspapers?IDH_How_15
 How do I make Advance Hotel work with our Phone System?

Advance Hotel uses information sent from you phone system to work out the details of the calls made by guests and your administration staff. Configure Advance Hotel to work with your PBX by selecting the name of your PBX from the pull down list called PBX Type.  You will also need to ensure the Comm Port Settings match those used by the PBX.  Normally your dealer will set these for you.

For more details see the ConfigurationIDH_Configuration section

2.25 How do I Enter details about the hotel's rooms and phones?

Before Advance Hotel can record any call details it needs to know about the rooms in your hotel and the extension phones that are in them. To be able do this you must use the Advance Hotel Configuration program by clicking on the Configuration button on the Start Up window.

In the bottom half of the Advance Hotel Configuration window there are two sections, one labelled "EDIT Rooms and Extensions" and the other "ADD New Room and/or Extn". Use the top section to edit or change the names you have given the rooms, the extension phone number and whether this phone is for Guest or Administration use.

For more details see the Rooms and PhonesIDH_Rooms_and_Phones section

2.26 What about rooms with two phones?

Most of your Guest rooms will probably have only one extension phone but you may have some rooms with more, for example in a de-luxe suite. You may also have more than one phone in your reception area.  Advance Hotel is able to collect call details from each of these phones and allocate them to the one room. 

To add an extra phone to the room select the room in question.  Change the extension number in the field in the section at the bottom of the screen.  Then click the button labelled 'Add Extra Extn'.

You should then also check that the correct extension is nominated as the ‘Main’ one, i.e. the number you will normally dial to call that room.  Do this by selecting the line with the required extension number (note that the room and phone information appears in the bottom half of the window) and then clicking the ‘Set as Main Extn’ button. 

For more details see the Rooms and PhonesIDH_Rooms_and_Phones section

2.27 What about phones in the Office?

Advance Hotel's prime function is to calculate and record the costs of calls made by your guests.  However details of calls made on other phones are recorded and you are able to summarise and report on the costs of those calls.

Make sure that the extension phones not used by guests have the Guest flag set to 'No'.  Advance Hotel refers to these phones as Administration phones.  The default view of phones shown by Advance Hotel Monitoring only shows Guest phones.  Use the View menu to alternatively show Administration phones or All phones.

Administration 'rooms' can be set to the same types of status as Guest rooms. It is best to set the status of phones that are in general use to 'Checked In'. Those that are not normally used for outgoing calls should be set to 'Closed'. In this way you will notice if any calls are made from them as the icon will change to have a red background.

2.28 What happens if I forget to configure one of the Phones?

If a call is made on a phone not registered in the Advance Hotel configuration database an error message is displayed in the message window underneath the Room Status display. To correct this add the extension (and room if required) to the database and update the status table.

2.29 How do I Change the Wake Up Greeting?

When Advance Hotel makes a Wake Up call and a Guest answers it, a standard greeting is played. The system as installed comes with a pre-recorded greeting.  If you need to change this the Edit, WakeUp Greeting menu selects the 'Advance Hotel Wake Up Greeting Setup' window. Note that this menu option is only enabled if the Wake Up option has been purchased.

For more information see the section Set Wake Up GreetingIDH_SetWakeUpGreeting
2.30 How does Advance Hotel work out the cost of calls?

Depending on your PBX and the information it is able to supply, Advance Hotel works out the cost (to you) of calls in one of the following ways:

· Advice of Charge - on some digital exchange lines the telephone company will send information that allows the PBX to output the cost of the call.  You will need to be aware of whether this cost includes VAT for when it comes to working out an appropriate Mark Up figure. The number of equivalent (meter pulse) units is also calculated so that you may continue charging based on the number of units.

· Meter Pulse Units - although this may be being phased out, many older PBXs used in hotels record the number of meter pulses sent down the phone line by the Telephone company. The number of units is multiplied by the cost per unit to work out the call cost.  This 'cost per unit' is entered for each Charge Period using the Dialled Codes Configuration window.

· Duration - for those PBXs that are able to determine when a call has been answered, it is possible to work out the cost of the call from the time of day, the number that was called and the duration of the call.  For this to work accurately the charge rates for the dialled number codes used must be entered. (See Dialled CodesIDH_Dialled_Codes section). The number of equivalent (meter pulse) units is also calculated so that you may continue charging based on the number of units.
The selection of which mechanism is used is stored with the PBX configuration data. In most cases your dealer will have set up this information for you as it may also involve changing some settings on the PBX. (See PBXIDH_PBX section)

The price (charged to the guest) depends on the Guest Charge Parameters entered in the Advance Hotel Configuration.  (See Configuration WindowIDH_Configuration section)

If you enter a non-zero value in the Cost Mark Up parameter the price is worked out by multiplying the call cost by the Cost Mark Up figure. Note that a figure of 100% makes the price to the guest the same as the cost to you.

If you set the Cost Mark Up parameter to 0%, the price is calculated as the number of (meter pulse) units multiplied by the Cost Per Unit.

In either case, if the result is greater than £0, the Answer Charge figure is added to get a final price.

2.31 How do I Specify the Local Rate STD Codes?

If the call cost has to be worked out using the call duration, it is important that the charge rates for different STD codes are specified. From the Configuration program choose the Edit/Dialled Codes/Local menu option. Check and/or enter the full STD codes (including leading 0) of all the local area codes are listed. For local code in each Charge Period (selected using the video type buttons at the bottom of the window) enter the local charge rate.

2.32 How do I set the room ready for a new guest?

When a room starts to be occupied by a new guest you must change the room status to 'Checked In'. Do this by 'right clicking' on the room name or associated icon. Then choose the 'Checked In' option from the menu. If several guests are checking in together you can change the status of all of them by first selecting the rooms while holding down the Control key. Then right click over one of the selected rooms to bring up the menu. Note that this menu is the same as the one entitled 'Room' on the menu bar. (See Selecting one or more roomsIDH_select section)

2.33 How do I Programme a Wake Up call?

When a guest asks for a Wake Up call, select their room in the normal way. Right click and select the Wake Up Call menu option.  The Advance Hotel Set Wake Up Times window will be displayed with the selected room listed. Ensure the 'Enable' box is checked and the 'Call at' field has the time when the Wake Up call is required.  If the guest is staying for several days and requires a Wake Up call at the same time every day, ensure that the ' Repeat every day' box is checked. Click the OK button to register the Wake Up Call.  Note that the Wake Up button on the tool bar must be depressed (with a green icon) for Wake Up call system to operate. (See Set Wake Up Call TimesIDH_SetWakeUpTimes section)

2.34 How do I get the cost of the guest's calls for their bill?

When you want to prepare the guests' bills you should set the room to 'Checked Out'.  (Remember that you can select more than one room at a time).  All the rooms from which calls have been made will be listed in the Advance Hotel Room Expenditure Display window. You can then either copy the charge down from that display window or you may prefer to use a printed copy. If so either click the Print button for a summary of the charges or Print Details button for a list of all the calls made by each of the rooms. You may want the latter if a guest queries the bill. (see also Expenditure DisplayIDH_ExpenditureDisplay section)

2.35 What can I do if a guest makes a call after the bill is prepared?

Depending on how you operate you may 'Check Out' the guest and prepare the bills while they are having breakfast.  If the guest then makes a call before coming for their bill you will see that the icon will have changed to a red background. Advance Hotel will also pop-up to be the topmost window and display a warning. You can then bring up the expenditure display again and add the charge to their bill.

2.36 How can I know that the room is ready for the next Guest?

The room status is set to 'Checked Out' when the guest's bill is prepared and they leave.  When housekeeping have finished preparing the room it can be set back to 'Available' (or to 'Closed' if there is a problem that needs to be dealt with by maintenance).  These states can be set from the screen in the normal way.  Alternatively (if supported by the PBX - check with your dealer) the housekeeping staff may dial a pre-set code to inform the system when they have finished.  These codes are set up using the Advance Hotel Configuration program.

2.37 How can I keep track of Guests’ newspaper orders?

When a guest orders a newspaper you can record it by right clicking on their room and choosing the Newspaper option.  Check the newspaper(s) they have requested.  If they are staying for more than one day, click the date spin button to move to the next day and then click the Copy Previous button to have the same selection for the next day.

See Newspaper SelectionIDH_NewspaperSelection for more details

To sort out what newspapers need ordering, delivering and/or invoicing Click the Process Newspaper toolbar button or choose the File/Process Newspaper menu option.  See Process NewspapersIDH_NewspaperProcessing.

2.38 How can I find out how much to invoice a Guest for their newspapers?

Click the Process Newspaper toolbar button or choose the File/Process Newspaper menu option. The choose the View/Invoices by Room and click the spin button until the required room is displayed. Click the Print button to get a hard copy of the newspaper invoice.

See Process NewspapersIDH_NewspaperProcessing.
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