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1 GETTING STARTED 

1.1 SYSTEM REQUIREMENTS 
 

Operating Systems and Microsoft Excel 

 Windows Vista, 7, 8, 10 | Microsoft Excel 2010, 2013, 2016, 2019 

 Mac OS X | Microsoft Excel 2011, 2016, 2019 

 

1.2 KNOWLEDGE REQUIREMENTS 
 Microsoft Excel 

 
DO NOT CUT/PASTE or DELETE/INSERT ROWS and COLUMNS inside tables. It could damage formula link and connection among worksheets. 

YOU CAN DO COPY/PASTE from different EXCEL files or inside the file, but choose PASTE AS VALUES when pasting them.  
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1.3 LIST OF WORKSHEETS 

 
Menu names might be different in model that you purchased because of additional features and updates. 

Front Menu 

Setup 

1. Company Info  

2. Channel List 

Room Management 

1. Room List 

2. Room Price List 

3. Booking Calendar | Room 

4. Booking Calendar | Category 

5. Booking Calendar | Channel 

6. Booking Calendar | Guest 

7. Booking | Deposit 

Report 

1. Check In Report 

2. Check Out Report 

3. Channel Report 

4. Room Booking Report 

5. Dashboard 
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1.4 FRONT MENU 
Use this front menu to move between worksheets quickly 

    
FINANCIAL INDICATOR to HELP YOU 

SEE YOUR BUSINESS PROGRESS YEAR 

TO DATE. 
CLICK ON MENU or WORKSHEET TAB to 
move between modules/worksheets 
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2 SETUP 
Not every modules needs to be used and not every fields needs to be filled. 

2.1 RESERVATION PERIOD & HOTEL INFORMATION 
 

 

 

  

Type bookkeeping fiscal period.  Make sure the format is DATE. 

NAME in this table will be used for report titles.  

TO GO BACK TO FRONT PANEL QUICKLY 
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2.2 CHANNEL LIST 
 

 

 

  

Type channel (optional). You may fill it 

if you want to track channels where 

you sell your products. 

AS INITIAL IN BOOKING CALENDAR | 
CHANNEL MODULE 
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3 ROOM MANAGEMENT 

3.1 ROOM LIST 
 

 

  

Type room category Type room number, room name and room category 
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3.2 ROOM PRICE LIST 
 

 

 

  

Type package ID, category and package name. Package are based on 

category since one room category can have multiple price package. 

Set price based on date for one full fiscal year 



 

10 | P a g e     j o u r n a l s h e e t . c o m  
 

3.3 BOOKING CALENDAR | BY ROOM 
 

 

 

  

Booked or occupied 

marked by blue 

color  
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3.4 BOOKING CALENDAR | BY CATEGORY 
 

  

Show number of room availability by category 
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3.5 BOOKING CALENDAR | BY CATEGORY 
 

  

Show booking rooms by channel name at checkin dates 

SELECT CHANNEL CODE TO MARK IT RED 
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3.6 BOOKING CALENDAR | BY GUEST NAME 
 

   

Show booking calendar with guest name in the checkin dates 
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3.7 BOOKING | DEPOSIT 
 

  

Booking Date : Type date. All transaction must have dates. It will be used as reference in report module. Date must follow Excel date format. Incorrect 

date format or written date outside bookkeeping period will become red where you need to fix. 

Booking ID : Set booking ID 

Customer Name : Optional. You may select it if you want to print the invoice or track it in receivable module. 

Room # : Select room number. You can set it to make one room unavailable. You can modify it later.  

Package : Select taken package 

Checkin Date : Type checkin Date 

Checkout Date : Type checkout Date 

Deposit : Type received deposit, either direct to your hotel or received by agent 

Channel : Type travel agent 

Deposit Received By : Type party who received deposit 

Status : Type sold if guests are checkin and checkout from your hotel 
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4 REPORT 

4.1 CHECK IN REPORT 

 

  

You may hide empty rows to make the 
report look nice 

Ready to print report. 

All values will be 

revealed automatically  

Type date to reveal check in guest on 
particular date 
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4.2 CHECK OUT REPORT 

 

  

You may hide empty rows to make the 
report look nice 

Ready to print report. 

All values will be 

revealed automatically  

Type date to reveal check out guest on 
particular date 
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4.3 CHANNEL REPORT 
To see booking summary of each channel. 

 

  

Ready to print report. 

All values will be 

revealed automatically  
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4.4 ROOM BOOKING REPORT 
 

 

 

  

Ready to print report. 

All values will be 

revealed automatically  

Fill with number of room night per year 
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4.5 DASHBOARD 
 

 

Ready to print report. 

All values will be 

revealed automatically  

Fill with target revenue 
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THANK YOU 


