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Overview

There are many different types of spa bookings within Maestro and in this User Manual, the user will learn
how to checkout all these types of Spa bookings. The user will learn how to checkout a Stand-Alone
booking, a Front Desk Integrated booking, a Service Group booking, a Spa Package Booking, a Spa
booking attached to an Account Receivables and a Spa booking linked to a Member Account.

The reader should be familiar with the following Maestro functions:

Have an understanding of the Spa Module
Know how to make a Spa booking

Know how to checkin the Spa bookings
Know Folio Management

| Checking Out a Stand-Alone Booking

A Spa Stand-Alone booking is a single service booking where the booking is not attached to a Front Desk
Reservation.

LI How to search for the Spa Booking

1) In order to checkout the Spa Stand-Alone booking the user will first need to search for the booking.
There are several ways in Maestro to search for the booking but in this example, the focus will be on
the Spa Dashboard.

From Spa & Activity Management | Select Booking | Select Spa Dashboard

2 Checking Out from Spa Dashboard and Paying Cash/Gift Card

1) There are two ways to checkout from the Spa Dashboard. The 1%t way is to highlight the Guest
Name and Drill Down (F5) into the Booking. The 2" way is to highlight the Guest Name and Select
Status | Select Checkout.
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2)

Spa Dashboard [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Pr

Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F

[ File ][ Record ][ Window ] Status ][ Help ]
oo cek fumnor J
Checkln @

< Today =

F5 on the Guest Name
A GUESTE

i - CheckOut  |(m—

Cancel

Jzckson, Ms Betzy =czlpmas

Jones, Ms Aliciz imud [Mary Jane N B P
Kelis, Chris —_ 10:152m Jozh N ] P
Kels, Ellen — 10:152m Angzlz inin
Jackson, Ms Betsy sercretsh 10:30am Swven N P P
Jzckson, Ms Betzy sarenity 11:30am Swen : : :

Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row
Search (F3) Save/Exit (F4)  Esc (Shift+F4) Drill Down (F5) Create

| File |[ Record || Window |( Addresses | Reports |[ Help

Un Chkin SvcStart CheckOut Act-Log POS Receipt

Booking Number 166638 TH D VIP Type : Trace Msg

Svc Pkg # Txt Force Rm
FD Res # ! D
Status F Rsn I I
Sservice Type MASSAG Massage H ch?
H cn

Service DEEP | Deep Tissue Massage
Started

|
|
|
Lele 04/30/2020 eI [og:30am [/ jogasam | Pur ] sy
Cr=tmie HOTEL (i log:30am |/ Jo%:30am | @

The Services Booking Entry screen appears. Verify all the information first before the user selecting
the Checkout button. The user should verify that the following information is correct such as the
Service, Provider Name, Participant Name, Charge Fee, Addons and Service Charge (if applicable).

# Waiting

Ensure the Spa Receipt is printed for guest verification prior to checking out. This is the time where
the guest can add a Tip/Gratuity and verify all services are on the receipt. To print the receipt, click
on the Receipt button. The user has the option to email the receipt or select the printer code to print

the receipt. Please note the receipt is not a Maestro Folio, the receipt is printed from a Networked
Epson Receipt printer.
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4) If the property has an automatic service charge the Total Gratuity field will indicate the amount to the
Provider and/or Hotel. If the property doesn’t automatically apply the service charge and only
receives tips then the user will need to enter the amount or percentage onto the Total Grauity Field.

Diagram A — Automatic Gratuity (Service Charge)

2500] (N

Charge Fee 95.00
Total Add On
Total Gratuity I % I

b Total 120.00]
Tax Amount 1}-_0[)'
Grand Total 13?_0[1

Grp/Ind Folio
Folio Number

Diagram B — Drill Down (F5) on the Total Gratuity field to view how the gratuities are split between both

Search (F3)

Home

Save/Exit (F4)

Provider and Hotel

Service Gratuities [nwind1 ] - Maestro Hotel and Resort

End Page Up

Esc (Shift+F4)

[ File

=

Window ][ Help ]

Booking Number
Participant
Servoei Tyoe
Sarvice
Stendard Fes

465515

== pp4/30/2020 |

59415

Lez, Allison

Massac |

Maszage

DEEF

Desp Tissus Massage

gs.opf  Chere | 95.00|

Drill Down (F5)

Line W

T
20

Provider

Percan: Grat Ame

Spa Hotel Service Charge
=lhy 20,00
1 | | 1 1 1
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Prev Row Next Rovy

Create (F6) D¢

T  Folio No Clark Last DiztaTima

04/30/2020 02:51pm
WINDL 04/30/2020 02:51pm

Diagram C — No Automatic Gratuity — User will need to enter the amount on the left or

percentage on the right

C——

Charge Fee 9500
Total Add On

Total Gratuity %

SuUb Total 95-0':1
Tax Amount 15_15|
Grand Total 111_15|
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5) Once everything is verified the user can now click on the Checkout button. A dialogue box will
appear to Confirm the Check Out. Click OK to Continue.

Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row

Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Creatg

[ File ][ Record ][ Window H Addresses ][ Reports ][ Help ]

Un Chkln SvcStart CheckOut ct-Log POS Receipt
Bocking Mumber 4p6638 T D VIP Type : Trace Msg
Svc Pg # Txt Force Rm
FD Res # I D
Status cF | C/T Rsn | | # Waiting
Service Typs MASSAG I Massage ch?
Service DEEP I Deep Tissue Massage H o1
Date 04/30/2020 Gst Tm 08:30am ! |o:25am Dur 5! Started
Er=tEE DAY H T 03:30am ! |og:30am g

Confirm To Check Out!
Or Click Cancel To Exit.

OK CANCEL

6) The Spa Charge Settlement screen will appear. The user will verify the charges on the left side. If
the information is incorrect the user can go back to the Services Booking Entry screen by clicking
the Back to Service Booking button. Otherwise if the Charge Fee, Add-On Total, Taxes, Grautity
and Retail Total amounts are correct then the next step is selecting the payment.

There are 3 options to settle: Transfer to Room, Cash/Gift Card and Credit Card.
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Spa Charge Settlement [nwind1 ] - Maestro Hotel and Resort

Home End

Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Creatq

[ File ][ Record ][ Window ][ Help ] l

Booking Mumber

466638

e <

Tax Included

Page Up Prev Row

TRANSFER TO ROOM

Charge Fee 100.00 I Tender Mathod:
Add-On Total
Tax Amount 17.00
Gratuity Total 25.00
Retail Total CreditCard
Transferrad Due
Other Charges
Paid Amount
Total Due 142.00
Folio Number 183966
LSricnant 53415 Lee, Allison
Post To Servic
Bill Src 5p I Src Id
Voucher |

Member

Amount Tenderad

Change

142.00
Remaining Amount
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a) Transfer to Room: if the spa booking was supposed to be integrated to a Guest
Reservation and the user forgot to attach the Front Desk Guest Name onto the
booking, then this is the opportunity for the user to select the Transfer to Room button.
To see this process please refer to 2.2 of this document — Intergrated Checkout.

Cash/Gift Card; this shows all the payment types related to Cash and Gift Card. Click

on the payment type and press Enter to select.
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Posting Code For Settlement Lookup [nwind1 ] - Maestro Hote

Home End Page Up
Search (F3) Save/Exit (F4)  Esc (Shift+F4) = Drill Dd
[ File H Record H Help ]
PostCode Description
Ca Cosn |
cQ Cheque
EU Euros
GCV Gift Card Redemption
USCA U.S. CASH
ZRED Loyalty Redemption

Note: Please refer to the QRG for Retail Point of Sale Maintenance to view or assign cash/gift card payment
types.

¢) Credit Card: this shows all credit card payment types. Click on the credit card type and
press Enter.

Posting Code For Settiement Lookup [nwind1 ] - Maestro Hote

Home End Page Up
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill D{

[ File ][ Record ][ Help ]

PostCode Description

i
MC Mastercard

VS Visa

Note: Please refer to the Retail Point of Sale Maintenance to view or assign
credit card payment types

7) In this example: Select Cash/Gfit Card payment, the user will enter in the amount of cash received
in the Amount Tendered field. If the amount collected is the exact change then the user can click on
the Complete Sale button (See Diagram A below).

If cash received is less than the Total Due the user will indicate the amount in the Amount Tendered
field and then click on Complete Sale button (See Diagram B below). The user will continue to select
another Tender Method in order to pay the total amount of the booking. Once the other tender
method is selected then click on Complete Sale button (See Diagram C below).

If cash received is greater than the Total Due the user will indicate the amount in the Amount
Tendered field and press Enter, the Change field will display the amount owed back to the guest,
then click on the Complete Sale button (See Diagram D)

Maestro
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Diagram A — Exact cash received

T ]
Charge Fee | 100.0 ‘
Add-On Total
Tax Amount 17.0
Gratuity Total 25.00
Retail Total
Transferred Due
Other Charges
Paid Amount [ ]
I Total Due | 142.DD| I

Folio Number

Participant
Post To
Bill Src

Servic

Voucher

Member

183966

59415

LLee, Allison

5P SrcId

Amount Tendered

Remaining Amount

Diagram B — If cash received is less than the Total Due, the Remaining Amount will show.

Folio Number 183966
Participant 59411 lLee, Allison ‘
Post To Servic ‘
Bill Src sp SrcId
Voucher
Member ‘ ‘ |
IAmount Tendered 100.0
Change Remaining Amount

aestro



Diagram C - First payment already posted. Select another Tender Method to pay full amount.

Spa Charge Settiement [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row Next Row|
Search (F3) Savel/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6)
[ File H Record ][ Window ][ Help ]
Back To Service Booking
Tax Included

Charge Fee 100.01 K
Add-On Total
Tax Amount 17.01
Gratuity Total 25.01
Retail Total
Transferred Due
Other Charges

Complete Sale

ot bue
Folio Number 183966
Participant 50415 |Lee, Allison
Post To Servic
Bill Src 5P Src1d
Voucher
Member | ‘ ‘

Diagram D — If cash received is greater than the Total Due, the Change field will show.

Charge Fee 100.00¢ [
Add-On Total
Tax Amount 17.00¢
Gratuity Total 25.00
Retail Total
Transferred Due
Other Charges
Paid Amount
I Total Due 142.00 I
Folic Number 183550
Participant 52415 Lea, Allison
Post To Servic
Bill Src sp | Seld
Woucher |
Member I I I
Amaunt Tendered 200.0
Change 58,0 Ramaining
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Change due guest: $58.00
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8) Once Complete Sale has been selected, the Paid Amount field will show total paid and the Total
Due field will show nothing to indicate it’s been paid in full. The user will then click on Print Receipt.

Spa Charge Settlement [nwind1 ] - Maesiro Hotel and Resort

Home End Page Up Prev Row Next Row
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7)
[ File H Record M Window M Help ]
Booking Number

Back To Service Booking
Tax Included

Charge Fee 100.0 Tender Method:
Add-On Total
Tax Amount 17.0
Gratuity Total 25.0
Retail Total
Transferred Due
Other Charges

3 1

Paid Amount 142.00
Total Due
Folio Number 183966
Participant 59415{ Lee, Allison ‘
Post To Servic ‘
Bill Src sp Src Id
Member | ‘ ‘
Amount Tendered
Change Remaining Amount I:l

9) Save/Exit (F4) back to the Services Booking Entry Screen the user will noticed a “P” next to the
Charge Fee to indicate the charges have been posted. Maestro will generate a Folio Number to
show where the charges were posted to. Users can Drill Down (F5) in the Folio Number field to see
more detail and/or to print a Folio. The Checkout time is indicated on the right side of the booking

screen.
Charge Fee 100.00 E ——
Totzl Add On
Total Gratuity I = I 25.,:,,1 3z
Sub Totsl 12534
Tax Amount 1?.ﬂﬂ| Grp/Ind Fofic
Grand Total -_42qu Falio Mumbear 152955

=) 09:51=m
Started

BEE 10:20am mm———
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10) Save/Exit (F4) from the Services Booking Entry screen back to the Spa Dashboard. The booking
will hightlight in to represent the Checkout Status and the “P” inidcated it’s been posted.

Spa Dashboard [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Pre

Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F§

[ File ][ Record ][ Window [ Status ][ Help ]
Date oz | [ Clerk

< Today > Sve By Day

GUESTS All

Guest Namer Senvicer Start Provider~ 17 E

.3 Checking Out from Spa Dashboard and Paying Credit Card

1) As noted above in session 1.2 of the document there are two ways to checkout from the Spa
Dashboard. The 2" way is to select the Checkout from the Status menu. The only difference when
using this option is it takes the user directly to the Checkout prompt message. This means it will
completely bypass the Services Booking Entry screen and goes directly to the Spa Charge
Settlement screen. Therefore the user cannot verify any of the information on the booking screen.

[ File ][ Record ][ Window ][ Status ][ Help ]
T ST N T R T

= Today =

Checkln
CheckOut

GUESTS

[Fuest Name~
(Graen, Ava =
==, Allison
Luong, Jenny
Dackson, Ms Batsy

Confirm To Check Out!
l Or Click Cancel To Exit.

OK CANCEL
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2) Once the Ok button is selected the user will now be on the Spa Charge Settlement screen. Select
the Credit Card tender method.

Spa Charge Settlement [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row Next Row
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (

[ File H Record H Window H Help ]

Booking Number 46664
Back To Service Booking TRANSFER TO ROOM
Tax Included
Charge Fee 9500 [ | Tender Method:
Add-On Total
Tax Amount 16.15 [ Cash/G ]
e EERE —)
Retail Total CreditCard
Transferred Due
Other Charges
Paid Amount
Total Due 134.90

3) Select the credit card type and press Enter.

Posting Code For Settlement Lookup [nwind1 ] - Maestro H

Home End Page U
Search (F3) Save/Exit (F4) Esc (Shift+F4)

[ File ][ Record ][ Help ]

PostCode Description
AX Amex
MC Mastercard

i —

4) If the user has input a credit card on file and depending on the property’s credit card setup, if using
a credit card reader, the Credit Card number on file (masking all but the last 4 digits) will pop up to
confirm payment (See Diagram A below). If using the credit card on file then click on Use button. If
the guest chooses to pay with a different credit card then click on New button. It will prompt the
user to swipe the new credit card or manually key in the credit card (See Diagram B below).

Note: If the property is using an EMV device (Chip and Pin machine) the user will not see Diagram A pop up.
Maestro will communciate with the EMV device directly.

Maestro



Diagram A — Credit Card on File

[ yg Fkkkkkkokxkk] 779 ] _

Use Card On File Or Swipe New?

Diagram B — Manually key in the new credit card or swipe

Credit Cards [jenl ]- Maestro Hotel and Resort

Home End Page Up Prev Row Next Row Page Down

Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup (H

[ Fie [ Recora ][ window | Heip |

Referance | 466647 |Lee, Allison |
Type Card Number Expiry Name On Card
Entered Date/Time
|VS | |*****x******11 19 | | ZOZd |Lee, Allison
Swipe N] NS ] 05/04/2020 11:46am
[ | [preeeesoaagaan | [ 202d |ee, Allison
Swipe |:| AVS |:| [05/04/2020 02:43pm

5) Continue with the checkout process as normal. Print receipt, once credit card has been processed
then exit from the Spa Charge Settlement and back to the Services Booking Entry.

2 Checking Out an Integrated Booking
An integrated booking is when the Spa booking is attached to a Front Desk Reservation.
21 Checking out an Integrated Booking

1) From the Services Booking Entry screen the user will notice a reservation number in the FD Res #
field along with the Guest Name. This represents the booking is attached to a Front Desk

Reservation.

Mlaestro
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Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row Next F
Search (F3) Savel/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6)
[ File ] [ Record ] Window ] [ Addresses ] [ Reports ] [ Help
Un Chkin Sveltart CheckOut POS Receipt
Baooking Number VIP Type Trace Msg
Sve Phg # I:l I:I Tet Force Rm }
I FD Res # - []
13 F Lra i # Waiting D
Servicz Tyee EII.AL_I I:al:ials Ch?
Servic ERENITY ] erenity Facial o1 4:08pm
Date 5/01/2020 ==t Tm 4:30pm I fng:25pm 11! Start=d
Guest Type HOTEL Rm Tm 4:30pm I s:30pm o
Ao On [ | O [ |
Building QL_l zestro Hotzl 2nd Resort
Servics Rm = ELUE |71 Bz room
Sarvice Provider 2?935| felly
FD Group# D cEm D
Participant 70141 Kells, Chris D Hist
Gender Praf Send Confinm I_I I I Hith-A
Email Acdras: kest@masstropms. com | sGrp=
Phone Mumer 173-173-1234 I GRC I_I PRC
Credit Card ] ] SrcBus
Caller I SubSrc

2) Once all charges are verified and the receipt is printed the user can click on the Checkout button.

Maestro will confirm the checkout, click OK to continue.

!

OK

Confirm To Check Out!
Or Click Cancel To Exit.

CANCEL

3) Once the OKis selected Maestro will prompt a message. “Service will be paid for at Front Desk
upon checkout”. There are two options. If the user selects OK then it will post the spa charges
directly to the guest folio. If the user selects Pay Now then it will go directly to the Spa Charges
Settlement screen. User to select OK button.

Note: If the user selects Pay Now then the assumption is that the guest chooses not to charge the spa
back to their guest folio but to pay with another form of payment. Once another tender method is

selected Maestro will automatically switch from the Guest Folio to the Spa Folio.

Page 14 of 56
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Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row Next Row N
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7
l File H Record H Window H Addresses H Reports H Help J
Un Chkin SveStart CheckOut Act-Log POS Receipt
S T - 3. == §
FORe== 136877 Jealls, Chris 1 m
5‘3“_5 CF CTRen | Y|
zx'ﬂ«w F:ﬁl::z - | | E:;;oe — Fser\;ltl::)e Wk|” be palﬁl f?(r a"::
Date m :00pm
o :ﬂ:;izuzo ] o Ejggsm ront besK upon checkout.
st | ] O [
Building zestro Hotzl and Resort
i | ] =l Pay Now
Sarvice Provider 27934 el
FD Group# I I
Partici 7014 , Chris
S -|mmgm. Mrn—
Email Addrass p=st@maestropms. com
Phone Numier h23-123-1234 | sr¢ [ PC
Credit Card
Caller I I SubSre. E
Membar _ I I I
Post To Sarvice I I I
il T B | | | =TT 1l

4) Once the OK is selected it will take the user back to the Services Booking Entry screen and the
Checkout time will be indicated along with the “P” for posted next to the Charge Fee. The Folio
Number will be the folio number of the Guest Reservation.

Charge Fee s0.0] | (—s—

Totzl Add On

Totzl Gratuity I o I 150[‘ -

Sub Tetsl 75.00 l

Tax Amounit :lt].]l]l Grpy/Ind Fofio

Grand Totl lezd Folio Number 1839371 P-EY-BK#
Aecouns Rep UWIND1 N 15/01/2020 04:35pm

Res Clerk NWINDL DiateTime Keyed 05/01/2020 04:42om

Maestro



Folio Detail Entry/View [nwind1 ] - Maestro Hotel and Resor

Home End Page Up Prev Row Next Row P
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7)

[ File ][ Record ][ Window ][ CreditCard ][ Info ]

Reports ][ Help ]

Folie N 183987  [standard Folio | Open
Bill Src D
Src 1d 1368 [ Room Bss | Posted Charges 5.2
== Standard Folia I Posted Payments
Text Folio Balance 35,2,
Guest I Kells, Chris | IDepasit Required
Seq X Date Eff Post Prop Bld Room Woucher Charges Payments
2N — -
2 05/01/2020 H5T oL QL -FACIAL 10.20)
3 05/01/2020 PSVC QL IGRATUITY 3.008
4 05/01/2020 Ve QL GRATUITY 12.00)

Note: This is the Front Desk guest folio. The charges automatically post to the folio and guest will pay the
charges at departure.
2.2 Checking Out and Transferring to a Guest Reservation

1) If the Guest Reservation was not attached to the FD Res # field but the Checkout button has already
been clicked, it is not too late to “transfer” to the Guest Reservation.

Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Creatq

[ File ][ Record ][ Window ][ Addresses ][ Reports ][ Help ]

Un Chkin SwveStart CheckOut Act-Log POS Receipt
Booking Number acean T D VIP Type : Trace Msg
Svc Phg # Tt Forca Rm
oret [ || —
3 ﬁ 1 e g iy | I # Waiting
Servica Type h&cI.AL | Facials I g
Sarvice [scRUE ] Premium Scrub Facial | o
Date 5/01/2020 =tim 4:00pm ! h4:250m T ﬂ Started
Guest Typs @ Rm Tm W' 1 W' /o

Note: No FD Res # assigned to the booking.

On the Spa Charges Settlement screen, the user will select the Tender Method of “Transfer to
Room”

Maestro



Spa Charge Settlement [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row Next Row
Search Save/Exit Escape Drill Down Create Deletq
[ File ] [ Record ] [ Window ] [ Help ]
Bocking Number m
Back To Service Booking TRANSFER TO ROOM
Tax Included
Charge Fee 45,008 Tender Mathod:
Add-On Total
Tax Amount 7.65
Gratuity Total 11,25
Retail Total CreditCard
Transfarred Due
Other Charges
Paid Amount
Total Due 53.001
Folic Mumbar
Participant 51959 Peters, Ms Allison
Post Ta Servic
Bill Src cp Src Id I
Voucher I
Member I I I
Amount Tenderad £3.0
Change ; Remaining Amount :
2) The Reservation Lookup by Guest Name/Room Number will appear. The user can either type in the

first few letters of the guest’s name last or the Building Code/Room Number. Leaving both fields
blank will bring up all Guest Names that encompasses the date. Enter through the fields to bring up
the results. Once the name is found highlight and Enter.

Reservation Lookup by Guest Name/Room Num [nwind1 ] - Maest Training 5.5 DB
Home End Page Up Prev Row Next Row Page Down Report List
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup (F8) Select
File ][ Record ][ Window ][ Hel ] .
[ i Type in the Guest Name
Guest Name |peter5
Bld/Room 7 or Bld/Room
Guest Name Bld Room # Arrival Departure
petrs, Alon o g |
s il ) ) 1 ]
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3)

4)
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The Transfer Charges to Room screen will notify the user that the “From” Folio Number will now be
switched to the “To” Folio Number. Meaning the spa charges will no longer be posted to a Spa Folio
but instead will be transferred to the Guest Folio. The user will click Transfer button.

Transfer Charges To Room [nwind1 ] - Maestro Hotel and Reso Training 5.5 DB [§
Home End Page Up Prev Row Next Row Page Down Report List
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup (F8) Select

[ File ][ Record ][ Help ]

FROM
Folio_number [ 184003 Open
Source ID Sp | 466644| |Peters, Ms Allison

TO
Folio Number 182402 Open
Source ID fd | | 135458 Standard Folio

[ | ¢m—

Once the Transfer button has been selected it will go back to the Spa Charges Settlement screen.
The charges have now been transferred to the Guest Folio. The Total Due and Paid Amount fields
are blank indicating no payments to be collected at this point. User can continue the checkout
process by printing the receipt and exiting.

Spa Charge Settlement [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row

Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6

[ File ][ Record ][ Window ][ Help ]

Bocking Number 466644
Back To Service Booking
Tax Included
Charge Fee 5.0 Tender Method:
Add-On Total
Tax Amount 7.65
Gratuity Total 11.29

Retail Total
Transferred Due
Other Charges

Paid Amaount
Total Due

Folio Number 18400

Patiipat 51959 Paters, Ms Allison |
Post To Senic | ]
Bill 5ec e BESE |

Voucher

Member I | | |

Amount Tendersd
Change Remaining Amaunt :I
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5) Back on the Services Booking Entry screen the user will now notice the FD Res # is filled in with
the Guest Reservation number and Name.

Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row

Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Creatq

[ File ][ Record H Window ][ Addresses H Reports ][ Help ]

Act-Log PO3 Receipt
Booking Number apegaq Tt D VIF Typ= : Trace Msg
S Plog & Tt Force Rm

e T EEM' s Allzan II_

- 1 1 # Waiting
Service Type FACIAL Fzcizls th
Servics SCRUB Premium Scrub Facial H ot

Started

Datz 5/01/2020 =30 4:00pm ! hi2som Lur
Guest Type DAY Rm Tm 4:00pm ! f4:30pm co

o

Add On [ ] O | |

Building oL | zestro Hotel and Resort

Service Rm i St ROSE I-" I ll Foss Room

Service Provider 28345 ary Kate

FD Group# Constelation Software D Ear D
Participant 51353 Patzrs, Mz Allizan D it
Gender Pref Send Confirm I_I I I Hith-A
Email Address fost@mzestropme. com I SGps
Phone Number o5 co5 ooog I GRC I_I PRC

Credit Card I I I SrcBus
Caller I Subsre

3 Checking Out a Service Group Booking

When multiple bookings are linked together this is called a Service Group. It could be multiple bookings for
the same guest or multiple bookings for different guests. The concept of Service Group is that the checkout
process can be done all at once or it can be done individually.

3.1 Checking Out a Service Group and Paying Together

1) When Drilling Down (F5) into a booking that contains a Service Group number the Select To Display
Service Package or Group screen will popup. This represents the booking is part of a Service
Group. If the user clicks on Disp Service Group than it will go to the Same Booking Service Group
List. If the user clicks on Cancel than it will take them directly to the service booking screen. In order
to checkout as a group the user will select Disp Service Group

Note: If the Select To Display Service Package or Group screen doesn’t popup please check your spa
configuration. Select Spa & Activity Maintenance | Select Setup | Select Order of Reservation Screen

Maestro



Select To Display Service Package or Group... [nwind1 ]- M

Home
Search (F3)

End
Save/Exit (F4)

Page Up Prev Row

Esc (Shift+F4) Drill Down (F5)

| File ” Record ” Help ]

]

Cancel

Crea]

2) On the Same Booking Service Group List screen, this displays all spa bookings that are linked
together. Before the checkout process happens, the user should verify the following information:
Service, Charge Fee, Total Charge, Service Charge, Provider and print Receipt. If there are
information that needs to updated the user will need to update the individual booking itself.

3) To add gratuity, click on the More Gratuities button. On the Additional Gratuities for Service
Package/Group screen there are 5 ways to apply gratuity.

Same Service Group Bookings list [nwind1 ] - Maestro Hotel

Home End Page Up Prev Row Next Row Page
Search (F3) = Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7)
| File || Record || Window || Addresses || Help |
Service Group# i Conl Cil Rem Pst Rem Ci0 Rem Cxl Rem More Gratuities

Additional Gratuities For Service Package/Group [nwind1 ] -

Home

Search (F3)

End Page Up

Save/Exit (F4) | Esc (Shift+F4)

[ File ][ Record ][ Help ]

Drill Down (F5)

Training 5.5 DB
Report List

Prev Row Next Row

Create (F6) Delete (F7)

Page Down

Lookup (F8)

Select

Split Evenly @ D Split By Charge @ |:|
Fixed Amt For Each @ [ Foessroreact @ O
sddtionsl
Bosking# Particpant SucTyp Senics Chidn Chkout Folio Provider StandardFes Charg Parcant Gratuity
466653 [Harper, 11 carol [facal onkas5. 03:120m Tary Kate 95.00 ss.0q
466650  Dones, Ms Amy scrubs fsalt 03:12pm lga 1250 125.0
466652 |Kells, Ellen nails manicure 03:120m Kelly 45.0 45.0




1. Split Evenly

Split Evenly

Split By Chargs

a

Fixed Amt For Each

D Fixed % For Each

O O

|| -
Bocking# Partidipant SwcTyp Service
T s
466650  Jones, Ms Amy scrubs salt
466652)  |Kells, Ellen nails manicure
Additional
StandardFee Charge Percent Gratuity
125.00 125.00 16,66
45.00 45.00) 16.67]
2. Split by Charge
Split Evenly D Split By Charge D
Fixed Amt For Each I:l Fixed % For Each I:l
smouns
Bocking# Participant SveTyp Service
st by, s Wooss |
466650 ones, Ms Amy scrubs salt
466652  |Kells, Ellen nails manicure
Additional
StandardFee Charge Percant Gratuity
125.00 125.00) 18.85 23,59
45,00 45.00 18.87 8.49
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Split Evenly — By entering a dollar
amount Maestro will divide the
gratuity evenly across all services
regardless of the Charge Fee.

In this example the $50.00 is divided
evenly to each service.

Split By Charge — By entering a dollar
amount Maestro will calcuate how much
gratuity to be split between each service
based on the Charge Fee. It will auto
populate the percentage evenly based on
the Amount entered and then display the
gratuity amount on the Additional Gratuity
field.

In this example the dollar amount is
$50.00, Maestro figured out the calculation
for each service.

Mlaestro



3. Fixed Amt For Each

Split Evenly D Split By Charge D
|Fixed Amt For Each E | Fixd % For Each D
Booking# Participant SvcTyp Service
sl e, cari .
466650  [Jones, Ms Amy scrubs calt
466652  |Kells, Ellen nails manicure
Additional
StandardFee Charge Percant Gratuity
125.008 125.00¢ 15.00
45,008 45,00 15,00
4. Fixed % For Each
Split Evenly D Split By Charge D
Fixed Amt For Each D | Fixed % For Each
||Percent 15.00! |
Booking# Participant SvcTyp Service
oo |
466650 ones, Ms Amy scrubs salt
466652  |Kells, Ellen nails manicurs
Additional
StandardFee Charge Percant Gratuity
125.00 125,00 15.00 18,75
45.008 45.00 15.00¢ 5,75
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Fixed Amount For Each — By entering
a dollar amount Maestro will apply the
same dollar amount to each service
regardless of the Charge Fee on the
Additional Gratuity field.

In this example the dollar amount is
$15.00. Maestro automatically applied
$15.00 to each service.

Fixed % For Each — By entering a percentage,
Maestro will calculate the gratuity amount
based on the Charge Fee. Maestro will
populate the Percent and calculate the amount
on the Additional Gratuity field.

In this example the percentage is 15% and
Maestro applied each service with a gratuity of
15% and came up with the dollar amount
figure.

Mlaestro



5. Manual Entry of Dollar Amount or Percentage

Split Evanly D Split By Charge D
Fixed Amt For Each D Fixed % For Each D
Additional
StandardFze Charge Percent Gratuity
95,00 45,00 12,00
125.00 125,00 20.00
45.008 45,00 5.00
Additional
StandardFee Charge Percent Grabuity
95.00 95,008 15.00 14,25
125,008 125.000 20,00 25.00
45.00 45.008 10.00 4.50
e ——————

Manual Entry of Dollar or Pencentage — Users
can manually enter in the dollar amount or

percentage without having to use the first 4
options.

The 1st diagram shows none of the 4 options
are being used.

The 2nd diagram shows the dollar amount
entered regardiess of the Charge Fee.

The 3rd diagram shows when the percentage
is entered and Maestro calculates the grautity
amount.

4) Once the gratuity option has been selected, click on the Process button. This will apply the
gratuities to each service. Then Save/Exit (F4) back to the Same Booking Service Group List

screen.

Additional Gratuities For Service Package/Group [nwind1 ]-

Training 5.5 DB

Home

Search (F3)

Save/Exit (F4)

| Fite ][ Record ][ Heip |

Senvice Group?

it Evenly

Fiad At For Each

D Spiit By Charge

[ Fesren

Tosal Bootings

Page Up

—3

Esc (Shift+F4) Drill Down (F5)

Toral Charges

Prev Row

Create (F6)

%50

Next Row

Delete (F7)

StandardFes Charge

Page Down Report List

Lookup (F8) Select

adiconal

7
i
H

-

oy Kte

550 550

e

2501 250 55

50 500 s
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5)

On the Same Service Group Booking List screen, the gratuity total will display on the Gratuity field.
Depending on the service that’s being highlighted Maestro will show the gratuity for the individual
service. In this example Ellen Kells’s booking is highlighted, gratuity will show for that manicure
service.

Same Service Group Bookings list [nwind1 ] - Maestro Hotel Tre

Home End Page Up Prev Row Next Row Page

Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7)

File H Record | Window H Addresses Help
Senvice Group® 373 Send Conf D Cil Rem PstRem CIO Rem Cxl Rem More Gratuities
Filter Status
GrefInd Folio Mere Discounts
Guesthams 5C Da= Room Guast C/1Tm snTyp Bk Ress Svc Phg# BT ATpy
Charge Folio FD Pkg Time Time C/0Tm Service Provider
Harper, M Carol | 5/06/2020 | fos:30am [09:30am 09:152m =cial | 456653 | | | D
35,00 | | 10:30am 10:25am nks55 | Mary Kate |
bonas, Ms Amy | [ | fesiosizozn | siz0am l03:20am 09:152m cubs | 466650 | |1 |:|
135000 | 10:30am 10:25am alt Ioa
[ 1 | ] |
— | ul ] | | [T [ | —1
— I ul ] I | [ [ | —1
— I ul ] I | [ [T | —
— | ul ] | | [T [ | —1
— I ul ] I | [ [ | —1
[ 11 ] I [ [T —
[ 1 | ] |
Payer: Group: manicure
Baoking# Folio# | | Std Charge 265.00] 45.00
FD Res# I Add on I
FD Growp# BT Gratuity
Participant | ] I'Muac = =
Post To I Discount
Cradit Card T | 5ub Total 308.75 43,5
Taxes 45.05| 7.69
DeteTothmt Total Chargs I BT GRE|
Process Exit Clear Receipt
6) Before the checkout process can happen, it is imperative that the payer is identified. User must
highlight the guest name that will be paying for all the bookings. Then double click on the ATPY
field. Once the user double clicks on the ATPY field the dialogue ‘Select this booking as a payer?”’
click Yes.
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Home End Page Up Prev Row Next Row Page D

Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7)
Double Click on ATPY @

[ File ][ Record ]

Window ][ Addresses ][ Help ]

Service Group® Send Conf |:| CARem | PstRem _ CiORem | _ CxlRem | More Gratuities

Filter Status

Grp/Ind Falio g . : More Discounts
Highlight Booking To Pay

GuestName sC Date Room Guest C/1Tm SrvTvo Bk Res# Swe Phos

Charge FD Phg Time

Harper, M Carol [ [psisrzoz0 ]

Select this booking
@ as a payer?

l05/06/2020 |

[{]
[ 11
[ 11
[ 11

||

Note: On the bottom of the screen the Payer information is captured with the Participant Name and
the method of payment such a Credit Card. The Date Tot Amt field will show the total of services
combined before taxes and gratuities.

Payer:

Booking= sgeszd  Folio 1

FD Ress

FD Group# BT D
I Participant ﬁ—ﬁ

Past T Sarnvic

Credit Card

DateTowAmt 255.00
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7) Once the Yes button has been selected the user will then click on the Pst Rem button. The ATPY
field will now show PST for posted. Next the user will click on Process button and a dialogue box
‘Post charges to selected bookings?’. Click Yes to continue with the checkout process.

Same Service Group Bookings list [nwind1 ] - Maestro Hotel

Home

Search (F3)

End

Save/Exit (F4)

Page Up

Prev

Esc (Shift+F4) Drill Down (F5)

[ File ” Record

[ Window H Addresses H Help ]@

Row

Create (F6)

Next Row

Delete (F7)

Page|
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Serviez Group= 173 Send Conf O il Rem Pst Rem CIO Rem Cxl Rem Mare Gratuities
Filter Szatus
GrfInd Folio I Mare Discounts
Guesthame S D Room Guest /L Tm STy Bk Res# Sue Phg# g7 ATy
Charge Folio# FD Phg Time Time C/0Tm Service Provider 5
Hzrpar, M Caral ] [1 sieroz | fos:30am 103:303m lo9:15am =cial | 456553 | | | | ]
55.00( | | 10:30am 10:25am rkaSs | Mary K= |
bones, Ms Amy | 1] fosiosizoan | fos:30am [03:302m fa5:152m Eorubs | 456550 | || = ]
125,00 | | 10:302m 10:25am Eale | Pi= |
kels, Ellen [ T] fesisrzoz | fo:30am lo3:302m lo9: 152m ails | 466652 | T1 | =]l
45.00( | | 10:30am 10:25am nanicure | ey |
I | | |1 |1 1 O 1
Payer: Group: manicure :
Baaking# woeesd]  Folio# 1 Std Charge 26500 500
FD Res ] Add on
FD Group# | & D Gratuity 2175 e
Participant 75711 [KELLS, ELLEN | Mam Disz
Post To AR I Discount
Creci Card 5 [t3z1000000001119 | Sub Tozal 308.75) 49.5
= 45,05 7.65
Dat=TatAmt Totzl Charge 353.80] I 57.19
@ Procass Exit Clear Receipt
Post charges to selected
bookings?
Yes No




8)

The letter P in yellow now appears next to rate field to indicate the charges have been posted and a

Folio number to represent where the charges were posted to. Next, click on the G/O Rem button,
the ATPY field now shows C/O. Then click on the Process button and the Spa Charge Settlement
screen appears.

Same Service Group Bookings list [nwind1 ] - Maestro Hotel Trai
Home End Page Up Prev Row Next Row Page [
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) i
File Il Record ‘ Window H Addresses | Help
Senvice Group# 73 Send Conf O Cfl Rem PstRem Cxl Rem More Gratuities
Fiter Szatus ?
Grafind Folio
N Room Gusst C1Tm snTyp Bkx Res® Svc Pig# ar | Aoy
Charge Folio# o by Time Time cioTm Seniice Provider 5
biarper, M Carol 15/06/2020 | fes:z0am fo3:30am 09:15am acial ] 466659 [ ] | | s
55.0) Pl 284041 19:30am 10:25am nka55 | ey e |
Bones, Ms Amy [ [ [esiosizozo | fos:z0am fo3:30am 09:15am cubs | 466650 | [T | fr
125.0) Pl 284041 19:30am 10:25am 2l | Pis= |
Kels, Ellen [ T [esiosizozo | fos:z0am [03:30am 09:152m sils | 466657 | [T ] k=
45.1) Pl 184040 10:30am 10:25am Imanicure | el |
[T ] I I'1 [T ] 1
Payer: Group: manicure :
Booking# el Folio® | Std Change | mil
FD Rest ] Add 0n
FD Group# 1 0O GrmiTy 43,74 4.5
Participant 75711 [KELLS, ELLEN ] M b
Post To Seniic | Discount
Credit Card S k3z1000000001119 | Sub Tosal 308.75) 4.5
== 45.0¢] 763
DatsTottmt Total Charge ERTT| I ERE |
( 2 A Process Exit Clear Receipt
9) Since this Service Group is a Stand-Alone booking, payment is required. The Participant field shows

the guest name that’s paying. Continue the checkout process by selecting the Tender Method and
click on the Complete Sale button.
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Spa Charge Settlement [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row Next Row
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (|
[ File ][ Record ][ Window [ Help ]
Booking Number
Back To Service Booking TRANSFER TO ROOM
Tax Included
Charge Fee Y Tender Mathod:
Add-On Total Zsﬂ I
Tax Amount I _ CashiGiftCard
Gratuity Total .79
Retai Total G
Transfered Dus
Other Charges
Fasd Amaurt 1
ot Due. ey
Folio Number
Gttt 75711 [kels, Ellen |
Post To Servic |
&l sc Gp | sci
Voucher I—I
Member | | |
Amount Tendered 35380
Change 1 Remaining Amount |:|
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Note: If the Service Group is part of an Integrated Booking then the Payer will be the Hotel Guest.
Below shows the FD Res# the name of the Guest Reservation. Once the Pst Rem and Process
buttons are selected then Maestro will popup a message to charge to the Front Desk folio.

Payer:

Booking# aggsed  FolioF [ ]

FD Res# 136866  JOLSEN, JIMMY I
|] o 1

Participant 76173  JOLSEN, JIMMY I

Post To AR I

Credit Card

Dat=TotAmt

I

!

Folio to be settled at

Front Desk?

OK

Pay Now

10) Once the payment has been posted Save/Exit (F4) back to the Same Service Group Booking List
screen and the checkout process is complete. The Checkout time will indicate. If the user Drills

Down (F5) into the folio number all the spa charges, gratuities and payment will appear. User can
click on the Print button to print a folio.

Same Service Group Bookings list [nwind1 ] - Maestro Hotel

Home

Search (F3)

End
Save/Exit (F4)

Esc (Shift+F4) Drill Down (F5)

Page Up

Prev Row

l File H Record H Window H Addresses H Help J

Service Groups
Filter Status
GraInd Folio

GuestNam=
Charge

Falio=

o Sand Conf

SC  Dae
FD Phg

O

Room
Time

Guest

Time

Cil Rem

Pst Rem

O Tm
/o Tm

SnTyp
[servicz

Create (F6)

CI0 Rem Cxl Rem More Gratuities

gk Res#
Provider

Next Row Page D
Delete (F7) L

Harper, M Caro

] [] Psiosiz00

09:30am

(05:30am

[09: 15am

>

466853 |

395.00{

Pl

184040

10:30am

10:25am

11:21am

ronkz55 |

ary Kate

Bones, Ms Amy

|| [|osiosrzazn

09:20am

08:20am

09: 15am

aubs |

456630 |

125,00

Pl

184041]

10:30am

10:25am

11:21am

alt |

o=

Kelsz, Ellen

| || [fosiosizazn

09:20am

08:20am

09: 15am

sils |

456657 |

45,00

FI1

184041]

10:30am

10:25am

11:21am

manicure |

Kelly
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Folio Detail Entry/View [nwind1 ] - Maestro Hotel and Resor Training

Home End Page Up Prev Row Next Row Page Down
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup

File H Record Il Window Il CreditCard H Info H Reports H Help I

Folio No 184 [ells, Ellen ] Closed
Bill Src. 5P
Src 1d 4666 |_| Posted Charges 353.80
b=z Kells, Ellen/5v#466652 Feim (amits 353.80
Taxt Folic Balance
S=q ¥ Dat=EF Post Prop Room Vaucher Charges Paymeants Taxt
£ E — —
3 05/06/2020 HaT oL s, 3798 7.65]
3 05/06/2020 GRAT oL GRATUITY 4.5
E 05/06/2020 1BOD oL s 3798 125.01
E 05/06/2020 HST oL s 3798 21.25
E 15/06/2020 GRAT oL GRATUTTY 25.0
7 05/06/2020 spa oL ) 35.0
05/06/2020 HaT oL s 3798 16.15]
E 05/06/2020 GRAT oL GRATUITY 14.25]
1 05/06/2020 s oL BLUE 353.8
[5pa Services 1 | L E=i (== |os/06/2020 |/ fi1:13am
Print Toggle All Batch Xfer

3.2 Checking Out a Service Group and Paying Individually

1) When Drilling Down (F5) into a booking that is part of a Service Group, it’s imperative before the
checkout process happens the user verifies how the guest(s) would like to pay. If there are multiple
guests in a service group and each person would like to pay individually than on the Select To
Display Service Package or Group comes up ensure to select the Cancel button. By selecting
Cancel it will take the user to the Services Booking Entry screen. From there checkout the booking
as if this was a Stand-Alone Booking. See section 1.2 or 1.3 of this document on how to checkout a
Stand-Alone Booking.

Select To Display Service Package or Group... [nwind1 ]-M

Home End Page Up Prev Row
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5)  Cread

’ File ” Record ” Help l

| Cancel |

2) Ensure the Cancel button is selected for each booking that is part of the Service Group. Maestro will
know that the checkout process will be done individually and not as a group.

Maestro



3.3 Checking Out a Service Group - Partial Group Pay and Partial Individual Pay
1)

Before the checkout process can happen, the user will need to identify if the Service Group will be
paid all together or individually. If there happens to be a mixture of both then the following steps will
need to be taken. First the user will need to separate out the bookings that are paying individually.
For example, if there are 3 guests on a Service Group and Guest #1 is paying for Guest #2 but

Guest #3 is paying on their own then the user will need to remove the service group number from
Guest #3.

In this example Dr. Chris Kells will be paying for Lindsay Kells but Amanda Jones is paying for
herself.

Same Service Group Bookings list [nwind1 ] - Maestro Hotel

Home

End

Page Up Prev Row Next Row Pagq
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7)
File | | Record ‘ Window || Addresses Help
Service Group® 320 Send Conf |:| Cfl Rem Pst Rem CIO Rem Cxl Rem More Gratuities
Filter Status
Gra/Ind Folie More Discounts
- Room Guest SITm B Bes Res# Sve Phgs
FD P Time Time €oTm Senvics Provider
05/06/2020 05:00pm 05:00pm 04:48pm massag 466667
05:30pm 05:25pm secrei25 Mary Kate
0510612020 5:005m 5:005m fo4:a80m brassag 466654
5:300m 5:250m acretls | Pis=
oz /082020 | |os:00em 5:002m fa:48pm nascag | 466658 | | | |
5:30pm 5:250m ecret2S | Eely |
| | [ [ |
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2)

The user must access the individual booking(s) of the ones paying on their own and remove the
Service Group Number. The reason why the Service Group Number needs to be deleted is because

we want to disassociate the booking from the other services. This way the booking can be checked
out as a Stand-Alone booking.

To remove the Service Group #, Drill Down (F5) on the Participant name to access the Services

Booking Entry screen and place the cursor on the SGrp# and press the Delete key on the keyboard
or the Backspace key.
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Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row Next Rd
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) L
[ File ] [ Record ] [ Window ] [ Addresses ] [ Reports ] [ Help ]
Un Chkin SwcStart CheckOut Act-Lopg POS Receipt
Booking Mumber aeEesr] T VIR Type Trace Msg
e O 1 _ e H
FD Res # | | D
Status cF CTRen | | # Waiting D
Service Type ASSAG assage Ch?
Senvice SECRETZS Stress Relief Massage o 4:48pm
Date 5/06/2020 GEETm 5:00pm ! hs:zspm Lur 2 Started
Guest Type HOTEL Rm Tm 5:00pm f {05:30pm clo
e On l ] O I |
Building QL_I zestro Hozel and Resort
Service Rm ISt Rose /[ ] [Rose Room
Service Provider Zngﬁl ary Kate
FD Group# | I | D GET D
Participant 51451| Ilnnes, Amznda I D Hist ]
Gender Pref Send Confirm 1T | it -
Email Addrass rest@maestropms. com I 5Gre= EEH
Phonz Number 111-555-8979 I GRC I_I FRC
Cradit Card 1 | SrcBus
Caller I SubSrc

To remove the Service Group

Hist ] Number, use the Delete key or the
:;p.« l Backspace key.

SrcBus

SubSre

3) Once the SGrp# is removed the user can checkout the individual booking. See section 1.2 or 1.3 of
this document to go through checking out a Stand-Alone booking.

For the other bookings that are still linked together and paying together the user will perform the
Service Group Checkout. See section 3.7 of this document to go through Service Group Checkout
paying together.

In the example below Amanda Jones is no longer part of the Service Group, but Dr. Chris Kells and
Lindsay Kells are still a group.
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Same Service Group Bookings list [nwind1 ] - Maestro Hotel

Home End Page Up Prev Row Next Row Pag
Search Save/Exit Escape Drill Down Create Delete

[ File ] [ Record ] [ Window ] [ Addresses ] [ Help ]
servica Groups 3801 T Cil Rem Pst Rem CI0 Rem Cxl Rem Mare Gratuities
Filter Szatus
Graflnd Falio N Mare Discounts
Guesthame sC =t Room Guest G/l Tm SniTyp Bh= Res# Svc Phg= BT  ATpy
Charge Folio® Fo kg Time Time /0 Tm Senvice Provider

als, Dr Chris | [] Esiesizoz | |es:00em 05:00pm 04:48pm fressag | 466654 [ ] | |:|

0.00 | | 5:300m 05:250m Eacretis | ooz

1
hs/us/2020 | [fes:00pm 05:00pm 04:48pm Inzssag | 466658 | | 1 | |:|
1

j05:25pm Eacratls

4 Checking Out a Service Package

A service package is when there are multiple bookings combined with one set price. The Service Package
is checked in and out as a whole.

4]  Checking Out a Stand-Alone Service Package

1) To checkout the Service Package, Drill Down (F5) into one of the bookings that is part of the
package. The Select To Display Service Package or Group screen pops up. By selecting the Disp
Service Package button it will take the user directly to the service package screen. If the user clicks
on the Cancel button then it will take them directly to the individual booking.

Select To Display Service Package or Group... [nwind1 ]- M

Home End Page Up Prev Row
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Cred

() Ceone ) (o
!

~ Disp Service Package

Cancel

2) From the Service Package Booking screen the user should verify the package information before
checking out. Users should verify the package total, individual package component amounts,
provider(s) and services. Once confirmed click on the Receipt button. Then if the gratuity has not

been added click on the More Gratuities button. Please see section 3.1 point 3 of this document to
review gratuity assignment.
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Service Package Booking [nwind1 ] - Maestro Hotel and Resor Training

Home End Page Up Prev Row Next Row Page Down
Search (F3) Save/Exit (F4) Esc (Shift+F4) DrillDown (F5) Create (F6) Delete (F7) Lookup
[ File M Record H Window H Help
SNC Fhgs 456568 Package : Serenity :
FD Res | |
D Groups o =4 Crerge :
[ | O e 245,01 7500
Fist Trestment Date e | pen] "™ oo | L Gratuty o T
svcPkg Type El| epecials mem Disc
SvcPkg Coce iNuGE Fure Body Incuigence L=
Guest Type D Spa Dey Guest (Man-Hotel) i 306.29 93.75]
e d | T 1.5 12.75)
VIF Type (Gencer Pref Send Confrm
D D Tokad Charge 3‘?_;‘ | 1D6I.5ﬂ|
Cuest Info Receipt
Guect Roam
E SeType T Dete Start Fart B HemDisc Charge: FooCATm Provider it
Service: oC End End Room Folio QoTm
[ [ e 08:00am 08:008m o [ ] In Jrozien N 2
SERENITY (][N 09:55am 10:008m BLUE
MASSAG I | 05/11/2020 10:00am [10:00am |k as. l:l 851 [10-21an Pﬂh‘
secress | [ | W] 10:55am 11:00em BLLE |.ﬂ
et | [ [osrazm = 11:00am ] no] [ ] 009 1021 s ]
LuncH | N 12:005 12:00pm LouncE |.ﬂ
s | [ [osraumm | [rzmomm [i2:000m B ma [ ] 55.00 ezt s ]
== | [ [MT 01:350m o1 300m LLE |_|
0 L HE | | L1 0 | I
] m— | A R — el
O, f—— | Yo — 1 —o
Ol I | ] I I I |_I L1 0 I | ]
O f—— | t: 0 — 3 O E—
L C O | I L1 u I | L]
L 100 | I
Farticigant 75711]  [els, Elen © |:| Sarvicsa By Day
——
Past To Service Providers Books
B resmesstropire com |
Phene Number S1212-2500 Mors Dizcounts
Crede Card = s 119
I More Gratulties I
update [+ Post Chg (] Exit

Note: If the information is inaccurate the user can Drill Down (F5) into the service booking and make the
modifications.

3) When ready, click on the Post Chg button. A dialogue box will appear to confirm the posting of the
package components. Click OK and the letter ‘P’ will represent that each of the services have been
posted. Also, a folio number will generate to indicate the charges are posted to the folio. Users can
Drill Down (F5) into the folio number to see the details of the postings.
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p— —
SN PRg# P Package : paped -
FO Res & [ I
FD Graup# | | BT |:| Std Charge 145_‘11 55_‘11
Acd On
ARSI psrtz0m0 Time 08:00am et Gratuky 6125 1375
Sve P Type: = | Epesias Mem Dz
Swr Pl Code INDULGE Pure Budy Indugence Discount
Guest Type 3 [Spe Day Guest (Non-Hotel) ELamE 306.25 8879
Ser Of Bus ) | Tanes 41.69 5,39
VIF Type: Gender Fref I:l Send Confrm I:l
Total Charge 34}_5‘1 ?E.ld
Guest Info Racsipt
& ’ H
e o P’ for Posted and a Folio Number
S SuType T Date Seart Start Bid Stn Rate MemDisc Charge P o1Tm Provider
Service DC End Enc coTm

[ [racoec ] [] [esriaacen | [oe-ocem fog:aem o] | ] 750 W] [oziam [y
EERENITY | L] fa5:55am 10:00em 347. 184064 P |

[ [wssac__ | e | ro-o0em 10:00am asod | | as.0q W] fo:tem =
SECRETSS ] L] 10:55arm 11:00em 347.500 184064 P |

[ |omoi | 0s/11/2020 | [tt:00em 11:00em 30 [ | 30.0q [W] foziem [pogese
s | [ 12:00pm 12:00pem 347.2¢] 1a0ed [P |

[ s | [ [psriaca0 | [tz-000m 12:00pm 55 [ ] s5.0q W] foziam [pngea
= AT lot-25m lat:30pen 7. 1a0sd P |

] | 0 | | | | | T O [

] | | O | | | | | | O [

] | | l | | | | | | O |

] | | l | I | | I | O |

] | | O | | | | | | O [

] | O | | | | O [
L 1L | L

i3 75711 [Kads, Ellen s |:| Sarvicss By Day

Mernler

Post Ta Sesvice Providers Baoks

Email Accress lessbimaestropss conm /:\ /_\ |

hone Number 514-212-2500 | Z

Crectt Care 7= [ m ]

Mors Gratultiss
— O 1 [ IS

"

N I T R

Post all
1 Package Components?

0K Cancel

4) Then, click on the C/O button. A dialogue box will appear to confirm the Package Checkout

process. Click OK. Next, The Spa Charge Settlement screen will appear, continue by selecting a
Tender Method, Complete Sale and print Receipt. Please refer to section 1.2 points 5-9 or section
1.3 points 2-5 on how to collect payment.

Check out all
Package Components?

OK Cancel
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Spa Charge Settlement [

] - Maestro Hotel and Resort

End
Save/Exit (F4)

Home

Search (F3)

Page Up
Esc (Shift+F4)

Next Row
Delete (

Prev Row

Drill Down (F5) Create (F6)

[ File H Record H Window H Help }

466668

Booking Number

Back To Service Booking
Tax Included

Charge Fee 245.00 Tender Method:

Add-On Total

Tax Amount 41.65

Gratuity Total 61.25

Retail Total

Transferred Due

Other Charges

Paid Amount 347.90

Tl e I
Pl N
Participant 75711 kells, Ellen |
Post To Servic |
Bill Src ISP Srcld
Member [ |

Amount Tendered
Change

5) Once the payment has been posted Save/Exit (F4) back to the Service Package Booking screen.
The user can also Drill Down (F5) to see the folio or print. The Checkout time will now display.

Service Package Booking [nwind1 ] - Maestro Hotel and Resor Training 5.5 DB
Home End Page Up Prev Row Next Row Page Down Report List
Search (F3) Save/Exit (F4)  Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup (F8) Select
[ File H Record H Window H Help ]
verige ] p— popea
[ ][ ]
I | | | D snu:u | |
First Trestment Date P | Teme oo | Tt Gratury e PEE:
Sec Pl Type — ] Fpecas ] E M D
Sec Pig Cde [N [Pure Body Indulgence | Dot
[ o e Dy Gosst ot | soTam T EE
ST Of Bus U | Taues 4168 9.3
VIP Type Gencer Fref D Send Confrm D
Total Charge 3.3 7830
Gusstinto Racaipt
Servr - - e Fola ciomm
El= [] [z B.00am 500em = [ sed | ] fozen = | 1
n = i00m =il =
[ s T[] oz o0 00, =d [ |1 s | | ez e | 1
EoReTss =0 TTosem eezlal s
= N | = | [ ito%m o 1 EER [l Ol = [Pogs ] ]
e HE= e = = 1 = = 1 E]
= ] 8 125 130pm s | 58
O] 1 O [ | i \ I
H ]
| ] 1 H ] = — = [ 1
- — H T — — U | —
1 | N L1 ‘ ] O [ |
O O ] — ‘ 1 O [ 1
[ E O 1 IO [ I 1
L I L |
rmapant 75711]  [eels, Ellen ] = [0 ‘sarvices By Day
Meamber | ‘ |
Post To Service | ‘ | Providars Booka
- T ]
maee Wurmber Erzm T
Dot Ol [vs. Eszlmmuw
Miors Gratulties
Upats e Rostcng === et
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Search (F3) Save/Exit (F4) Esc (Shift¥+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup

Folio Detail Entry/View [nwind1 ] - Maestro Hotel and Resor Training !

Home End Page Up Prev Row Next Row Page Down

File H Record Il Window H CreditCard Il Info H Reports Il Help ’

Folic No
Bill Src
SrcId
Desc
Text

184069  fealls, Ellen | Closed

46661 I I Posted Charges 347,901

Kells, Ellen/SV2466565 Posted Payments 347.90)

P

Folio Balance

I§

05/11/2020 VS QL BLUE 347.90)

S=q 4 Date Eff Past Prop Bld Voucher Charges Payments Text
| N D o Pronce T
2 05/11/2020 HST QL P:INDULGE 41.6!
e  — e
3 05/11/2020 PS\VC 0L [GRATUITY 3.75
e  — e
4 05/11/2020 5VC QL GRATULTY 15.0
e — —
5 05/11/2020 PSVC QL GRATULTY +4.25
e — —
& 05/11/2020 =SVC QL GRATULTY 17.0
e  — —
7 05/11/2020 PSVC QL GRATULTY 1.5
e  — e
05/11/2020 SVC 0L [GRATUITY 6.0
e  — e
9 05/11/2020 PS\VC QL GRATULTY 2.75
e — —
1 05/11/2020 =VC QL GRATULTY 11.0
e — —
oL
e e e
e  — e
e  — e
e — e

Note: The folio will display the total Service Package price along with gratuities and payment.

4.2 Checking Out an Integrated Service Package.

1)
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To checkout the Service Package, Drill Down (F5) into one of the bookings that is part of the
package. The user Drills Down (F5) the Select To Display Service Package or Group screen pops
up. By selecting the Disp Service Package button it will take the user directly to the service
package screen. If the user clicks on the Cancel button then it will take them directly to the individual
booking.

Select To Display Service Package or Group... [nwind1 ]- M

Home End Page Up Prev Row

Search (F3) Save/Exit (F4) Es: ift+F4) Drill Down (F5) Cred
’ File ]’ Record H Help ] I

____ Disp Service Package

Cancel

From the Service Package Booking screen the user should verify the package information before
checking out. User should verify the package total, individual package component amounts,
provider(s) and services. If the gratuity has not been added click on the More Gratuities button.
Please see section 3.1 point 3 of this document to review gratuity assignment. Most importantly
verify the FD Res # field has a reservation number and guest name attached. This will determine the
package is linked to a Front Desk Reservation.
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Service Package Booking [nwind1 ] - Maestro Hotel and Resor Training
Home End Page Up Prev Row Next Row Page Down
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup
[ File ][ Record [ Window ] [ Help ]
SUC Pk ﬁ?‘: Package : secretss
FOESE 136950  [Evans, Richard I
2 Srge 240.00) 110.00
Add On
First Treatment Cate 05/11/2020 W‘ Time. 01:00pm Txt Gratuity 50.0 27.5
Sve Pkg Type HALF | Half Day Spa Packages Mem Disc
Sve Phg Code BODYSOUL Body & Soul Discount
E=E HOTEL Hotel Guest BT 300.0 137.5
Src Of Bus | Taxes 40.800 18.71
VIP Type Gender Prel D Send Confirm D
Tatal Charge s [ e
Guest Info Receipt
Guest Room
S# SvType T Date Start Start eld Stn Rata MemDisc Charge P C/1Tm Pravider St
Service oc End End Room FolioBalance Folio /O Tm
E AILS 0 020 01:00pm 01:00pm 65.01 - q E 04:14pm rary kat ] E
PSMAN [ 02:250m 02:30pm PURFLE I
s | 05/11/2020 | [pzzopm 02:30pm o ss.of [ ] 55.00] [N] pa:som rary Kat ] k]
DSPED ] N] 03:550m 04:000m BLUE |
ASSAG | 05/11/2020 | Jot:00m 14:00pm 1o ] 110.00] [4] foacasom ety =
SECRETSS | N 02:55pm 05:00m BLIJE |
O AL | 1 1 — O [ | OJ

3) Click on the Post Chg button, a dialogue box will appear to confirm posting of the package
components. Click OK, then immediately another dialogue box appears to “Folio to be settle at
Front Desk?”. User will click on OK; this will automatically post the package directly to the guest’s
folio. If the user selects “Pay Now” than the Spa Charge Settlement screen will appear.
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SWC Phg# Package : ‘SECTETSS ¢
FD Res # I
FD Grooup# | = O Std Dharge 200 T
Akt On | -F
First Treatment Dete Time 100 Tat Gratuity =T 7
Sue Phg Type Mam Dise q q
Swc Py Code Discount. I I
Guest Type Sub Total 300, 137
Src OF Bus Tamas 40, 18,
VTP Type I:I Send Canfirm I:I
Tolal Charge [ S| [ 15621
Guest Info Receipt
Guest Rocen
s SnType T Date Start Start Bld Stn Rate MemDisc P OITm Provider St
Service DoC End Emd Room FolicBalance GO Tm
fiais [] 10 R] peaspn ey vt ] =]
stan [ 225 PURPLE
IER | ] 2:30) [] peiispm | ] ]
PSPED ] 355 LE 1
[3d pessse i b:00pm R] peidpm fely ] ]
ECRETSS :55pm b
O ' H O [ 1 O
O [ [ | ] 0O [ ] O
]
O I H | ] O [ 1 O
|
O [ [ ] ] O [ ] O
]
O [ ] ] O [ ] O
|
O [ ] ] O [ 1 O
]
O [ [ ] ] 0O [ ] O
Particpant 5023 [Evars, Richard < Services By Day
Marber
Pust To Senvice | Providers Books
Email Address - I 4 \ N \ I
Bhane Numbes T | T &/
Credit Card I
More Gratuities
Update cn “Past Cig_ I cio I Exit
Post all

!

OK

Package Components?

Cancel

!

OK

Folio to be settled at
Front Desk?

Pay Now

4) On the Service Package Booking screen the letter ‘P’ is indicated as Posted. The next step is click
on the C/0 button. A dialogue box will appear to checkout all package components. The user will
click OK.

3

Check out all

OK

Package Components?

Cancel
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5 Checking Out a Spa Booking to Accounts Receivable/Permanent
Account

There are some instances that the spa booking would be paid for by a company or a personal account. If
that’s the case the spa booking can be transferred to Account Receivables or Permanent Account.

51 Checking Out a Stand-Alone Booking to A/R or Permanent Account

1) If a booking is supposed to be covered by an Account Receivable or Permanent Account the first
step is to assign the account to the spa booking. On the Services Booking Entry screen there is a
field called “Post to Service”.

Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down

[ File ][ Record ][ Window ][ Addresses ][ Reports

Checkln Act-Log P
Booking Number 4g6600 1t I:l e I:l
Swc Pkg # i
FD Res # | | D
Status IcF CJT Ren | |
Service Typs FACIAL | |Facia|s
Service ONKAZS | |Radiance Facial
Date 05/12/2020 Gst Tm 11:30am I |11:55am Dur 2
Guest Type HOTEL Rm Tm 11:30am ! |1z:00pm
Add O
" [ | O |
Building aL | Maestro Hotel and Resort
Service Rm | st BLUE || i [Blue Room
Servica Provider 28945 Mary Kate
FD Group# D
Participant 70141 Kells, Chris D
Gender Praf Send Confirm u I I
Email Address test@maestropms.com
Phone Number 123-173-1734 | GRC | | PRC
Credit Card | | |
Caller I
Member
) |[ = senvice
Standard Fee(P/P) 60.000 FD Pkg U Gst Pkg | | Extra
Mbr Disc %
Total Discount % | | & Discount Reason :

Note: Assigning the A/R or Permanent Account can be done anytime prior to clicking on the
Checkout button.
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2) Lookup (F8) in the Post to Service field. The Client Lookup screen will now appear, the user can
search by the following criteria’s: Folio Number, Client Code, Client Name, Phone Number and
Zip/Postal Code. In this example the company hame is being searched under the Client Name field.
Next, click on the Search button.

Client Lookup [nwind1 ] - Maestro Hotel and Resort

Home

End

Page Up

Prev Row]|

Search (F3)

Save/EXxit (F4)

Esc (Shift+F4)

Drill Down (F5)

[ File ][ Record ][ Window ][ Help ]

Folio Number
Client Code
Client Name
Phone Number
Zip/Postal Code

C

Maestro |

Search

Cancel

3) If there is a match to the Client Name, Maestro will present the Client Lookup screen. Highlight the
A/R or Permanent Account name and press Enter to make the selection. On the Services Booking
Entry screen the A/R or Permanent Account name along with Client Code number will appear on
the “Post to A/R” field.

Client Lookup (by Name) [nwind1 ] - Maestro Hotel and Resor

Training 5.5 DB

Home End Page Up Prev Row Next Row Page Down Report List
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup (F8) Select
[ File ] [ Record ] [ Window ] [ Help ]
LELT
Text Survey
Client Name ClientCd CIntType R § AR Phone Number City Spa FO ! LoyalPgm LoyalLvl Rating
[Maestre Advertising @ |CORP : : 555-555-5555 Calgary : : :
Maestro Baseball 68483 |CORP N [416-444-4444 Markham
Maestro Corporation 56377 |CORP : : 555-555-5555 Louisville : : :
Maestro Farmstead Haldings 51774 M| N Markham
Maestro Hotel 63472 |CORP iv] Iv] 239 398 7698 Bradenton ] ] ]
[Maestro Industries 59221 |CORP ala 555-555-5555 Minneola i i i
Maestro Institute 5747 |CORP ] Iv] 1555-555-5555 Los Angeles ] I ]
o el a i i N N —— -
[Maestre Mining and Manufacturing 6116 |CORP 555-555-5555 Omaha
Maestro Mutual Insurance 51741 |CORP v] ] 1555-555-5555 Sauquoit ] B ] FaF [SILVER.
Maestre Phamac 5334 E E |43657567658757 |Toronto : : :
[Maestro Pharm 5334 |CORP M| N [323-445-6687 |Toronto
Maestro Pharmaceuticals 7] |CORP iv] Iv] 1555-555-5555 Etobicoke ] ] ]
Maestro PMS 427 |CORP N- 1 123-555-5555 Markham i i i
Maestro Real Estate Holdings 51764 |CORP : : 1555-555-5555 Beverly Hills : : :

T T T T T T T T IS T11=
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4)

Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row Next Row
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (FS) Create (F6) Delet]

| File || Record || Window Addresses || Reports | Help

Un Chin SucStart I CheckDut I — ActLog POS Receipt

Bocking Mumbser qﬁﬁs Tat D VIP Type : Trace Msg

Suc Phg & Tak Force Rm
FD Res # I I
Status I OiT Ren # Wating
Service Type FACTAL acialks

ai?
Service ONKAZS diznce Facial H H o

|
|
Diate: 05/12/2020 Gt T M i30em T t:552m EE | Started
L e ! pzoopm | &L
L ] O [

]

Buiikdiry zestro Hotel and Resort

& J st ! Elue Room
Servioe Provider ary Kate
FD C.-rDJp# ] [ |D GBT D )
Participant 74 @ Chris ] D i
Gener Fraf Send Coninm TTT | Hith-A
Email Acdress [esEmaestropms.com ] SGp#
Phaone Nuribes T1231754 [ & ]
Credit Card T ] q:l SreBus E

SubSrc
]

Res Clerk DateTime Keyed hs"LZ;rZUZO 11:202m I

Note: Noticed the field name has changed from “Post To Service” to “Post to A/R”

Once the account name has been attached and the user is ready to checkout click on the Checkout
button. The “Confirm to Check Out” dialogue box will appear first, click OK to continue. Next the
“Folio to be Settled by A/R?” message will pop up. Click OK to continue. If the user clicks on “Pay
Now” then it will go to the Spa Charge Settlement screen.

Or Click Cancel To Exit.

l Confirm To Check Out! l Folio to be settled by A/R?

OK Pay Now

OK CANCEL
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5)

the Folio Number field the folio belongs to the A/R account and the Billing Source is A/R.

The charges will now display the letter ‘P’ to show it’s been posted. If the user Drills Down (F5) into

Member

Pust To

Stamdard Fea[PP)
Mar Disc %

Tatal iscaurnt

R

Tharge Fee
Tatal Add On
Total Gratuilty
Suby Total
Tax Amaunt

Grand Tola

Aecount Rep
Res Clerk

273 zestro Media
E.Q,I)d TD Fig D Gal PRy I I Extra E
% I I z Discount Reason I I I I
0.0 E
I —c
75,
102 GrpfInd Folio
FWINDL DateyTime Post 5/12(2020 12:2%m
MDY DateTime Keyed 5/12/2020 12:29%m

Folio Detail Entry/View [nwind1 ] - Maestro Hotel and Resor Training
Home End Page Up Prev Row Next Row Page Down
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup
File H Record || Window H CreditCard || Info || Reports H Help |
Folio No 184115 [Maestro Media ] Open
Bill Src R
SecId |1 | Posted Charges 2520
Desc fells, Chris/SV#456530 Postzd Payments
Text Folio Balance a5.208
Saq ¥ Dawe EFf Post Prop Eld Room Voucher Charges Payments Taxt
| o B — I
2 05/12/2020 H5T oL 0L -FACIAL 10,24 .
E 05/12/2020 = oL GRATUITY 3,00 a
& 05/12/2020 Ve oL GRATUITY 12.00¢ ﬂ

5.2 Integrated Booking with an A/R or Permanent Account Assigned

1)

If the spa booking is linked to a Front Desk Reservation and also an Account Receivables is

assigned, Maestro will automatically charge the service directly to the Front Desk folio during the
checkout process. The charges will not be posted to the Account Receivable/Permanent
Account. If the charges should be posted to Account Receivable/Permanent Account than the FD
Res # field must be removed. The user can use the Backspace key or Delete key to remove the

reservation number.
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Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5)
[ File ] [ Record ] [ Window ] [ Addresses ] [ Reports ] [
Act-Log POS
Baoking Number VIP Type
Swe Phg #
ED Res #
Status
Senvice Type FACIAL Facials i
Senine SCRUE | Premium Scrub Facizl
Dat= 5/12/2020 ==t im 2:30pm ! hz:s50m biur 2
Guest Type HOTEL Rm Tm 2:30pm ! fi3:00gm
sadn | 1 0 [ I
Building QL_I zestro Hotel 2nd Resort
Service Rm [ st ROSE I-" I 1I Rose Room
Senvice Provider 2?935' Kelty
FD Group# EI GET
Participant 7543 Kells, David D
Gander Bref S2nd Conirm | 1] |
Email Address kdbbe@aiwjer.com I
Phonz Number 555-555-5556 | eRe ]| ™
Crdit Card [T |
Caller I
[lamioar
Post To AR 275 zesro Media I %
Standard F=a(P/P) 45.01 FD Pig Gzt Phg Eutr
Mbr Disc % q D E
Tatzl Discount % | I 9 Discount Rezson I | I

5.3 Service Group Booking with an A/R or Permanent Account Assigned

1) If one of the Service Group booking has an Account Receivable/Permanent Account assigned and
the charges are supposed to go to the A/R account then ensure when doing the checkout process
the user selects the correct payer.

The example below shows 3 spa bookings linked by a service group but only one booking has the
A/R name assigned. Only Dr. Chris Kells has the Maestro Media A/R name attached to the booking
whereas Ellen Kells and Lindsay Kells don’t have the A/R name attached. If all three bookings are
supposed to be paid by the A/R account then it's important to ensure that Dr. Chris Kells is selected
as the payer.
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ko Group# GET I:l
articipant 54041 Kells, Dr Chris | D st Y
Gender Pref | Send Confirm | | Hith-A
Email Address test@maestropms.com | SGrp# 3802
Phene Mumber 005-040-1023 | GRC | | PRC
Credit Card |_| | SrcBus
Caller SubSrc
Member
ost To AR 279 Maestro Media I _
andard Fee(P/P, GD.DDI FD Pkg u ot PR Extra |Y_|
Mbr Disc %
Total Discount % I | Discount Reason I I |
0 Grouge O_ = g
| —
Particpant 75711 Kells, Ellen | I:l st Y
T f o 11 I Hith-a H
Email Address test@maestropms.com | SGrps 3302'
Phone Number 514-212-2500 | GRC I | PRC
Credit Card |_| | SrcBus
Caller | SubSrc
Member
Fost 1o Service | _
anaard TeelbT, (:O.DD| TO PRO |_| Tt PRO I 155 |Y_|
Mbr Disc %
Total Discount % I | Discount Reason | | I

Total Discount % |

| Discount Reason

z |:| GBT I:l
1 —

Participant 73005 Kells, Lindsay | |:| Hist ¥

ender Pref | end Contirm I | | I Hith-A W
ERaddes test@maestropms.com | =Hr 3802
Phone Number 705-202-2314 | GRC | I PRC
Credit Card |_| | SrcBus
Caller | SubSrc
Member
Fost 1o Service ] _
Standard Fee(P/P) 60‘00' FD Pkg I_l Gst Pkg | | Extra
Mbr Disc %

2)

In the Same Service Group Booking List screen once all information has been verified and the

gratuities has been added the user can then highlight the booking that contains the A/R name and
double click on the ATPY field. The dialogue “Select this booking as a Payer” click Yes to continue.

The user will notice on the bottom section of the screen the Payer information is displayed. It now
showed the Post to A/R field the name of the account along with the Participant Name.

Page 44 of 56

Mlaestro




Same Service Group Bookings list [nwind1 ] - Maestro Hotel

Home

End

Save/EXxit

[ File ][ Record ][ Window ][ Addresses ][ Help ]

Service Group#
Filter Status
Grp/Ind Folio

GuestName
Charge

380!

5C Date
FD Pkg

Folio#

Send Conf

Delete

More Gratuiti

More Discou!

Page Up Prev Row Next Row
Escape Drill Down Create
D Cil Rem Pst Rem CIO Rem Cxl Rem
Room Guest C/ITm SIvTyp Bk# Res# Svc Pkg#
Time Time C/OTm Service Provider

Kells, Dr Chris 12:30pm 12:30pm 12:23pm nails 466693 -
s0.00 01:30pm 01:25pm frped Mary Kate

Kells, Ellen 05/13/2020 12:30pm 12:30pm 12:23pm nails 466692
50.00 | | 11 01:30pm 1:25pm frped | |ketty

Kells, Lindsay [ TT [os/13/2020 | [12:300m 12:30pm 12:23pm nails [ 466604 [ [ |
50.00] | | 01:30pm D1:25pm frped Angela

Select this booking

l as a payer?
Yes No

Payer:
Booking# 466693 Folin# | |
FD Res#
FD Group# o I:l
Participant 54041f  |KELLS, DR CHRIS
Post To AR 279 |MAESTRO MEDIA _
BaI Cara I I

3) Next click on the Pst Rem button. The dialogue box will appear to post the charges. Click Yes to

continue. Then another dialogue box will appear to settle the charges to the A/R account. Click Ok
to continue. Next, in order to post the charges user must click on Process button. The charges will
now show the letter ‘P’ for posted along with the folio number. The final step is to check out the
service group. Click on the C/O Rem button and then Process button. The checkout time will

display. Save /Exit (F4).

!

Post charges to selected
bookings?

Yes No
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OK

‘ Folio to be settled by A/R?

Pay Now
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Same Service Group Bookings list [nwind1 ] - Maestro Hotel Tri
Home End Page Up Prev Row Next Row Page
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7)

l File H Record H Window “ Addresses H HeIp(D @

Service Group#
Filter Status

330 Send Conf |:| Cil Rem I Pst Rem I I C/O Rem I Cxl Rem More Gratuities

54
1)
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GrpfInd Folio .
-
Guesthame sc fo== Roam Guast CiTm fnTye Bhs Res# Suc Phg# BT ATpy
Charge Falio® Fo Phg Time Time /0 Tm feriice Provider 5t
Kells, Dr Chris 12:30pm 12:30pm 12:23pm nails 466693 D
so.o0] IR 184140 01:30pm 01:25pm 12:59pm frped Mary Kate
Kals, Ellan [ | Y5/ 132020 12:300m 12:300m 12:23pm zils 466632 F :l
soof | e[| 184144 1:30pm o1:250m 12:53pm roed | Eely |
fels, Lindsay [ L1 fesizizoa0 12:300m 12:300m 12:23pm zils | 466654 | T1 =
sod | FPTT 184140 1:305m foL:250m 12:59pm roed | |ngelz |
i
- | NI E— | [ | 1 | —
[ | | | 1
1] | | [ | 1 | —
| | | | |
I I I UI ] I I [ ] [ 1 I ] 1
1] | | [ | 1 | —
[ | | | 1
1] | | [ | 1 | —
[ | | | 1
— | ul | | | [ 1 | | L1
1] | | [ | 1 | —
| 1 | | |
Payer Group: frped :
EBaoking= agese3  Folio# I Std Charge 180.00] 50.00
FD Res= I Add On
FD Group# | e D Gratuity =0 o
Participznt ) 54041  [KELLS, DR CHRIS | L=
Lr==lm AR 273 [MAESTRO MEDIA | BEm
Credit Card T T Sub Totl 1350 750
== 3050 £0.2
Dat=Towmt Tatzl Charge 25560 I 55.20]

= CEel sE=d

Service Package with an A/R or Permanent Account Assigned

If a service package is supposed to be direct billed to an Account Receivable/Permanent Account,
the user will need to go into one of the booking that is part of the package and locate the Post to
Service field. Then assign the A/R name by Looking Up (F8) and type in the company name in the
Client Name on the Client Lookup screen. Once the company profile is located press Enter to
select. Maestro will immediately populate a dialogue box “This booking is part of a Service Package.
All components will be associated with this Billing Client.” Click OK to proceed. This statement
means all services that are part of the package will also be assigned the A/R name.

Mlaestro



Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev Row Next
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6)
[ File ] [ Record ] [ Window ] [ Addresses ] [ Reports ] [ Help ]
Un Chkin SvcStart CheckQut Act-Log POS Receipt
Booking Number acesa7] Tt VIP Type Trace Msg
Swe Phg # 56caT D I:I Tet Force Rm 3
FD Res # | | EI
Status CF /T Ren | | # Waiting I:I
Service Tyze als | i Ch?
Senvice PEMAM I Perﬁect Spa Manicurz oI 2:29pm
Datz 5/13/2020 cstim 2:30pm I hassom bur i Start=2
Guest Typs DAY Rm Tm 2:30pm ! h4:00pm co
fee On l ] O [ |
Building FIL | r-'laestro Hatzl and Resort
2 ==l - [ELuE |l 1 Bl Room
Service Provider I 2;935| PCE”.,.
FD Group# D GET D
Participant 5327] kmith, Ms Agnes D Hist
Gendszr Pref Send Confirm I_I I I Hith-A
Email Address kest@maestropms.com I 5Grp=
Phone Mumber oo cor cooe I GRC I_I PRC
Credit Card ] ] SrcBus
Caller I SubSre
Member
FostTe c3 Eﬂ haem Madiz ' —
RIS 55,0 ar T
Mbr Disc % q u I—I E
Total Discount % | | Discount Rezson I ] [
Charge Fez £5.00)
Total Add On
Totzl Grawity I % I 15.25‘
Sub Total 812
Tax Amount 11.05 Grp/Ind Folia
Grand Tozal 523 Falio Number P-BY-BKE I:I

This booking is a part of Service Package.
All components will be associated with
l this Billing Client.

OK NO
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2)

On the Service Package Booking screen before the user checkouts the package the A/R name is
displayed at the bottom of the screen. Regardless which service booking is highlighted Maestro will
show the A/R name attached.

Next, the user will verify the package total and add gratuity if needed and when ready click on the
Post Chg button. Maestro will display a dialogue box to confirm the posting of the package
components. Click Ok to continue. Then another dialogue box will display to confirm settling the folio
to A/R. Click Ok to proceed.

Participant

[elam b

53271 [Emith, Agnes

< O

Post To

Credit Card

2758 Maestro Mediz

M| ress

Phone Murmber

resT@masstropmEs. oo

555-555-5556 |

l Package Components?

Post all

OK

Cancel

l Folio to be settled by A/R?

OK Pay Now

3)
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Once the charges have been posted the user will now see the letter ‘P’ for posted and the folio
number. When ready, click on the CG/O button to continue the checkout process. Maestro will
confirm to checkout all package components. Click OK to continue. The checkout time will now
display. Users can also Drill Down (F5) in the Folio to see the detail posting and that the charges
being posted to the A/R account folio.

Check out all

l Package Components?

OK

Cancel
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nd1 ] - Maestro Hotel and Res

Home End Page Up Prev Row Next Row Page Down
Search Save/Exit Escape Drill Down Create Delete Looku
[ File ][ Record H Window H Help ]
SNC Fhgs 466657 Package : Secretss
FD Res = | |
FO Group# ar =d Crerge .
[ | Il o 2400 110.0q
First Treatment Dabe W‘ ,E‘ Time ,m‘ Tt Eratuity & 27.50
Swc Pkg Type HaLr | Hall Dey Spa Packages: Mem Disc
Swr Phg Coce BOCYSOUL Body B Soul Discount
Guest Type DAy Spa Day Guest (Man-Hotel) = HRE] 300 137.50)
Src Of Bus i Tanes 0,50 16,700
¥IF Type Gencer Pref Send Confrm
|:| D Total Charge }k]a:‘ | 15670
cusst Info Rscelpt
Cunst Room
52 EnType T Start Start Bid Stn Rate MemDisc Charge P RQCATm Prowider 5t
Service oC End End Room FolioBalance Falio GoTm
wis | [ oSz | [ez30em oz:300m | ol | | o | [ fozsen featy ]
= | ol o3:550m o+:00pm e | 340 a1 [P fos:16pm
s | || [p5/13r2020 | [oem0em 4: g B | &5, [ | &5, 3 == ety |
sz | | os:25am o5: 300 e | 4. g P fos:16m
=E [F] [p5r13r2020 | [os:308m o5:300m | 10, [ | 110, 7 | == ey |
e | [ | ] 06:35pm 06: 30pm LUE | msq_l :s414-1_|v_|_| Jos: 16
L] [ ' Hb | I | | | [l | | [
e o — - - 0 —
e o — - Al — — g —0O
L] [ | i | | I | |_I | | O | | [
0T f—— — - 0 O
e o — - - — —
O—r f | | Al — — g —0O
L 100 | [ L1
Farticipant 5327 [, Agnes sC |:| Sarvices By Day
Mernber
Pust Te AR 779 [Maestro Media Providers Booke
e lestiBmeastops.com P P |
Fhone Number ] [ ( 1 ’ ( 2 ’
Credet Card
| More Gratulties
Update cn Post Chy [ T ] Exit

Folio Detail Entry/View [nwind1 ] - Maestro Hotel and Resor Training 5.5 DB pEENS
Home End Page Up Prev Row Next Row Page Down Report List
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup (F8) Select
[ File H Record ” Window H CreditCard H Info H Reports ” Help ]
Falio No 184146 Maestro Media | Open
gill Src aR |
rc Id ‘ ‘ ‘ Posted Charges 340.80
Desc Smith, Agnes/SV#466697 | Posted Payments
Text J Folio Balance 340.80
Saq X Date Eff Post Prop Bld Room Voucher Charges Payments Text
E— o ] N
2| | jos/13/2020 HST oL P:BODYSOUL 40.80
3| | jos/13/2020 PSVC oL GRATUITY 3.25
4| | |os/13/2020 sve oL GRATUITY 13.00
s|| | jos/13/2020 PSvC oL GRATUITY 3.25)
6| | |os/13/2020 sve oL GRATUITY 13.00
7| | |os/13/2020 PSvC oL GRATUITY 5.50
8| | jos/13/2020 sve oL GRATUITY 22.00
||

Note: The Folio belongs to the A/R account and the Bill Source is A/R
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6 Checking Out a Stand-Alone Booking to a Member Account

If a property has the Maestro Membership Module, one of the privileges for their members is the ability to
charge their spa services to their member account. This way the members are not required to pay upfront for
the service but wait to receive a statement at the end of the month.

6.1 Checking Out a Stand-Alone Booking to a Member Account

1) In order to assign a member to a spa booking it's important to select the client profile that is also a
member profile. From the Services Booking Entry screen, in the Participant name field when the
user does a Lookup (F8) and type the first few letters in the Client Lookup screen and clicks on the
Ok button the search results will display. The best way to identify that the profile is also a member
profile is looking at the CIntType field. Highlight the Client Profile and press enter to make the

selection.

Client Lookup (by Name) [nwind ] - Maestro Hotel and Resor

Home Page Up Prev Row Next Row
Search Save/Exit Escape Drill Down Create Deletg
[ File ][ Record } [ Window ][ Help ]
s czents |
Client Name ClientCd CIniType R_3__AR Phone Number ity
e L
EsTEC 2 1 L O B L2501
Powers, Jeanna (Ms) 21270| [TRANS 1 1 | 555-555-5555 Rochester
Powers, Kimberly (Mrs) 6043 [TRANS 1 1 | 555-555-5555 Defiance
Powers, Lance 35814 #1 1 1 |
Powers, Maureen {Ms) 66942 M| [NJ | | [555-555-5555 Richmond
Powers, Michael (Mr}) 17177 |CORP 1 1 | 555-555-5555 Rochester

2) On the Services Booking Entry screen the Participant field,

all show the name of the member.

Member field and Post to Member field

Once the user is ready to checkout, the dialogue box will appear to confirm the checkout process.
Click OK to continue. Then another dialogue box will appear to confirm the charges will be settled to

a Member Account. Click Ok to proceed. If the user chooses the Pay Now button then the booking
will be checked out as Stand-Alone booking.

Confirm To Check Out!
Or Click Cancel To Exit.

OK CANCEL
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|

Folio to be settled by
Member Account?

Pay Now
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Services Booking Entry [nwind1 ] - Maestro Hotel and Resort

Home End Page Up Prev K

Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5)

[ Addresses ][ Reports ]E

[ File ][ Record ” Window

Un Chkln SveStart CheckOut Act-Log POS

— e S — )
Sucbhs # Tt =
FD Res # I | |:|
Status CF C/TRsn | | #
Service Type FACTAL zcials I i
Senice EERENITY ] eranity Facial |
Datz 5/21/2020 Gst Tm 110:00am 7 |i1i552m Tur I ng
Guest Type HOTEL Rm Tm ! |t2:00pm
Add On

: | 1 0 | I
Building oL zestro Hotel and Resort
Senvice Rm ! 5 ELUE [ e room
Service Provider 23945| ary Kate
FD Group# H ]
Participant 75652 Powers, Dave D II
S f e TT1 T
Emnail Address test@maestropms.com |
Phone Number k55-555-5555 I GRC I_I PRC
Credit Card I |
Caller I
Member 75652| [Powers, Dave |
Post To Member 73853 owers, Dave

— = e b i | —_ )
Mbr Disc % 10.0
T b I e R o ) —

Folio Detail Entry/View [nwind1 ] - Maestro Hotel and Resor Training
Home End Page Up Prev Row Next Row Page Down
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup

[ File ][ Record ][ Window ][ CreditCard H Info ][ Reports ][ Help ]
Wﬂrﬁ [Powers, Dave | Open

Bill Src

T3] ! | - Pasted Charges 3
G== Euzo Member Dues = ey 2
Text Felic Balance. 263.2

s=2q X DateEff Bld Room Voucher Charges. Payments Text
| S B T T E—
E 05/15/2020 L -FACIAL 0.5
3 05/15/2020 laL -FACIAL 6.89
4 05/15/2020 ERATU]TY z.zg
E 05/15/2020 [GRATUITY 3.0
E 05/21/2020 QL -FACIAL 345
E 05/21/2020 QL -FACIAL 16.07]
05/21/2020 [GRATUITY 5.25
E 05/21/2020 [GRATUITY 210
[pues | Lz mp | Clerk = Keyed [03720/2020 |/ fro:44am

Note: This is a member folio. The Bill Source is MM for Member
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6.2 Checking Out an Integrated Booking with a Member Account

1) If a spa booking is assigned to a Front Desk Reservation and the Participant Name is associated to
a Member Account. When the checkout process happens Maestro will automatically charge the
Guest Reservation and not the Member Account.

Services Booking Entry [nwind1 ] - Maestro Hotel and Resor
Home End Page Up
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down]
[ File ] [ Record ] [ Window ] [ Addresses ] [ Reports
Un Chkin SvcStart CheckOut Act-Log
Eociaaibed worns| ™[] VIP Typ= C—1
Suc Pl # T
FDRes # 137090 nazbe, Hrs Juliz | ] [
..xs | o | |
Sarvice Tyoe AILS I 2ils I
Service HPARA | znd Paraffin - I [
Datz 5/21/2020 FEE 02:30pm 7 foz:00pm ur 3
T S =
et | 1 0 | I
Building QL_I zestro Hotel and Resort
Senicz Rm { st ELLOW I-" E vallow Couples
Senvice Provider 2642q Olo=z
FD Group# | | |
Participant 6933 bn','de'. Mr Larry I |D [
e | " I |
Email Address hest@maestropms.com
Pch;r:::rzxr 905-666—44[14 | GRC ] RRC | q:l
Caller I
Member 59837 Eryder, Mr Larry |
Post To Member 59832 Snyder, Mr Lammy |
e i) 25.0 —rrr u T I I erz
Mbr Disc % 0.0
Totzl Discount = | | ] s Discount Rezson I:I

Note: The example displays a Front Desk Guest Name but the Participant Name is a Member. The
Post to Member field shows the same name as the participant name.

2) When the Checkout button is selected the dialogue box will confirm the service to be posted to
Front Desk and not to the Member Account. Click Ok to continue the checkout process.

Service will be paid for at
Front Desk upon checkout.

OK Pay Now

Maestro



Note: if the charges should go to the Member Account then the FD Res# has to be removed prior to
the checkout process.

Folio Detail Entry/View [nwind1 ] - Maestro Hotel and Resor

Home End Page Up Prev Row Next Row Page Down
Search save/Exit 2@ Drill Down Create Delete Look

[ File H Record H Window H CreditCard H Info H Reports H Help ]

Folio No 184197‘ Fuest Folic | Open
Bill Src =
TCIa 1rosd [ 1d Room ﬁﬂ Posted Charges 215.1
Dasc lGuest Folio | Postad Payments
Text Folic Balance 215.1
Guest Knaebe, Mrs Julia I Deposit Required
S=q ¥ Date BF Post Prop Vauchsr Charges Payments Text
| R O E O T
2 05/20/2020 HST QL QL -283 26.52
3 05/21/2020 SPA QL QL -NAILS 22.50)
4 05/21/2020 HST QL QL -NAILS 3.83
E 05/21/2020 PSVC QL GRATULTY 1.25
& 05/21/2020 5VC aL GRATUITY 5.008

Note: The charges were posted to the Guest Folio and not to the Member Account. The Bill Source is FD
and not MM.

6.3 Checking Out a Service Group to a Member Account

1)  When checking out a service group and the charges should be posted to the Member Account, it’s
important that the user highlights the booking that has the member profile assigned. In the ATPY
field double click to select as the Payer. The Participant and Post to Member field will display to
Member billing information. To continue with the service group checkout please review section 3.1
of this document.
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Same Service Group Bookings list [nwind1 ] - Maestro Hotel

Home End Page Up Prev Row Next Row Page|
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) * Delete (F7)
l File H Record H Window H Addresses H Help J@ @ .
Sevice Group# 380 SIHER | cil Rem I Pst Rem -I I CIO Rem I Cxl Rem Mare Gratuities
Filter Status
Gl i More Discounts
Guesthame SC  Dawm Room Guest ¢/ITm SnTyp Bt Res Sve Prg#
Charge Folio= FD Pkg Time Time /o Tm Senvice Provider
pones, Ms susan ] [ pszveon | pooem ] fmotem ] fzesem ] frees ] [ ag6708] | ] | ]
43,50 13:30pm o3:25pm reami5 ary Kate
Powers, Dave [ ] 03:00pm 03:00pm wraps ase707 [l [ ]
050 [ 03:30pm 03:25pm craam25 ally
Emith, Mr Adrian || |esiziszezn 2:00zm lo3:000m lo2:520m wraps 466703
55.00( | | 3:30m fp3:250m kream25 | |ngzlz |
[ LI | | Il Il |
Payer: Group: cream3s
Booking® ass707]  Foio# I ] Std Chargs 165.00] 55,00
FD Res# ] Add On
FD Group# L O Greny 41,24 13.74
Participant 75652  [POWERS, DAVE Mem Disc -11.0 -5.5
Bost To Mamber 7555 [poweRs, DAVE Discount
s 11 | Sub Tezzl 135,15 63.25
= 6.19) 8.4
Dat=Totmt I:I Totzl Charge 1.4 I 7169
Exit Clear Receipt

2) Once the Post Rem button and Process has been selected Maestro will populate the dialogue to
post the charges to the Member Account. Click OK to continue.

Folio to be settled by
Member Account?

OK Pay Now

6.4 Checking Out a Service Package to a Member Account

1) Checking out a guest with a member profile is the same process as a Stand-Alone or Integrated
Service Package checkout. The difference is on the bottom left side this will display the member

information. The user will notice in the “Post to Member” field the name of the member that the
package will billed to.
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Service Package Booking [nwind1 ] - Maestro Hotel and Resor Training

Home End Page Up Prev Row Next Row Page Down
Search (F3) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookuy
[ File ] [ Record ] [ Window ] [ Help ]
SN Phigs 455710 Package © secrel?s |
FD Res & | |
FD Group# 8T = Crarge
I | 0 e 350.01] co.oq
Firs Treatment Date: W‘ m Time 'm‘ ™= Grartutty 2. 2250
SvcPhg Type HaLF | Hall Dey Spa Packages R -3 500}
Sve Py Coce FRESH Fresh Start et
Guest Type HOTEL Hioted Guest ] 414 103.50
Src OF Bus. I Taees = 15377
WIF Type Gencer Pref Send Confirm
0 0 T (2 | [ 117.27
cGuest Info Recsipt
Guest Room
5 SvType T Dabe Start Seart B Stn Rate Membisc Charge P Q1 Tm Provider 5t
Service oC End End Roam FolioBalance Folla CoTm
wraes | 512112020 | [es:00w 04:00pm | sood [ toad sid ] fezzen e |
LGAE | ] 04:550 0500 LUE
= 5212020 | [o=omem 05:000m RC_ ] o] [ 1oad 108, [] o ety |
SERENTTY | ] o:550m 07:00pm pLuE
sz | 0512112020 | [o7:o0em 07:000m RC ] B [ g a1, [] fotczzpm ety |
SERETS | ] 07:250m 07:30pm BLUE |_|
[] | | | 1 U | | O]
b= 75653 |Puwers, Dave == Sarvicas By Day
= == C—
Post To. Merriber 75653 |Powers, Dave | Providers Books
Fhone Number 555_-5555555 [ | Mora Discounits
Credit Card |
More Gratuities
Updste == Postchg cio Exit

2) Once the Post Chg button is selected the dialogue box will appear to confirm the folio to be settled
to the Member Account. Click OK to continue.

Member Account?

OK Pay Now

1 Folio to be settled by

3) On the Service Package Booking screen the user will now see the letter ‘P’ for posted. Also, the
user can Drill Down (F5) into the Folioc number to see the folio and print if needed. Save/Exit (F4)
when ready.
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Service Package Booking [nwind1 ] - Maestro Hotel and Resor Training

Home End Page Up Prev Row Next Row Page Down
Search (F3) Save/Exit (F4) Esc (Shift+F4) DrillDown (F5) Create (F6) Delete (F7) Lookup

[ File ][ Record ][ Window ][ Help ]

SVC Phge a5l Package : algae
7D Res # [ |

FD Group# | | | = D Std Charge 360, 1504
Add On _F _F
First Trestment Date ene 000 Tt Gratuity w0, BT
Suc Phg Type T Fis? sy Sps Packages Mem Disc = T
Sve Phg Code CRESH ——— Diseount
== HOTEL Hotel Guest Sl 214, 172
Ste Of Bus [ Taxes = T
VIP Type Gender Prel D Send Canfirm D
Tolsl Charge [ 5.4 [ 15544
Guest Info Receipt

e = e ek
e Hpem | B B
3l =— =2
— O | 1 O
— — 1 | 1 O
— :II:I [ 1 3
— II|:| [ 1 3
—1 II|:| [ 1
— II|:| [ 1 4
— II|:| [ 1 4

755" rs, Dave Services By Day
Fiﬁgi_E& Dave

756! rs, Dave Providers Bocks
pestEmasstropms.com

I

More Gratuities
—
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