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Departure date field: introduce an approximate period, two months later from the

consultation period. By doing this, the report will show the virtual and day-guest

billing reservations with departure date after this day of consultation.

If a later date is indicated, the report will show in-house and future reservations

that will have to be deleted from the report when it is exported to Excel.
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You can find the transaction in the folder “Information Systems” in the “Billing” menu.
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Order the report from the oldest to the newest reservation by the arrival date column.
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Modify the layout to remove the columns that do not provide relevant information: Room type , AD, JU, CH, BB, Day charge (no tax), Current balance (no tax), 

billed (no tax), Day charge, Market segment, Market subsegment and Channel.
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Type: individual, group or day-guest billing reservation.

Room: to check if the original reservation has been moved to a

virtual reservation.

Deadline: if the line is red, the departure date of this

reservation is the same than the day you execute the report, so

it will warn you before you run the night audit process if this date

is not modified. If it is green, the departure date is after the day

you execute the report.

Current balance: pending billing amount with taxes included.

Billed: billed amount with taxes included.

Source reservation: original reservation for group reservations.

RELEVANT INFORMATION
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Export the report to Excel to work on it and make appropriate changes or entries.
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Since outstanding invoices can not remain in the system more than 7 days, remove all reservations with arrival date

after 7 days prior to the execution of the report.



THANKS!


