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Actual Departures 
This report lists all guests who have checked out regardless of whether they have a balance.  It 
is used to assist agents in locating and settling after departure charges.  This report can be run 
for specific agent identification, departure date, group, wholesaler, or company. 
 
Process Code: actdept 
 

 
 
Prompts available for this report: 
? ? Hotel  
? ? Agent ID   
? ? Accom Class 
? ? Departure Date 
? ? Group         
? ? Company         
? ? Wholesaler Code 
? ? Inc Tour Code            
? ? Tour Code     
? ? Sort Order 
? ? Guest Flag 
? ? Day Use Only 
? ? Summary 
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Cancellation/Modification Audit 
This report lists all transactions, which have been either cancelled or modified today. The report 
displays the guest name and room number, the ticket number, the original transaction amount, 
the current status of the transaction, and the amount modified or canceled. 
 
Process Code: cshcxl 

 
 
Prompts available for this report: 
? ? Hotel  
? ? Agent ID   
? ? Department Number 
? ? Settlement ID 
? ? Option 
? ? Sort Order 
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Cashier Cashout 
This report is used to balance the cashier’s drawer at the end of the shift.  The report displays the 
total for each transaction type, along with a summary of settlements and deposits for the current 
day. Any foreign exchange settlements are also included. If this report is printed for all cashiers, 
only those with activities are included. 
 
Process Code: cshout 
 

 
 
Prompts available for this report: 
? ? Hotel  
? ? Cashier 
? ? Cashier Detail? 
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Daily Revenue 
This report lists all charges for each department that produces revenue.  The report also includes 
cash and credit card activity.  The report displays month to date and year to date figures. 
 
Process Code: dailyrev  
 

 
 
Prompts available for this report: 
? ? Include YTD Budget or Last YTD Figures (B/L) 
? ? Report Date 
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Departure/Arrival/Stayover 
This report displays the number of guests arriving, departing and staying over during a specific 
date range.  This report can be used to track the hotel’s occupancy and determine the staff 
requirements on a given day. 
 
 
Process Code: dasrpt 
 

 
 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Accom Class 
? ? Include Out of Order Rooms? 
? ? Include Off Market Rooms? 
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Deposit Box 
This report displays deposit box assignments including deposit box numbers, location, statuses, 
agent identification and guest name. 
 
 
Process Code: dboxrpt 
 
 

 
Prompts available for this report: 
? ? Report Option 
? ? Include Checked Out Guests 
? ? Sort Order 
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Detail Ticket 
This report lists each transaction posted on the current day for selected departments.  Cashiers 
use this report to manually verify everything posted during their shift.   
 
Process Code: csdet 
 

 
 
 
Prompts available for this report: 
? ? Hotel  
? ? Agent 
? ? Start Department 
? ? End Department 
? ? Start Sub-department 
? ? End Sub-department 
? ? Summary or Detail? 
? ? Inter Hotel Postings Only? 
? ? Include Posting Notation? 
? ? Include Cancellations? 
? ? Sort Order 
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Discrepant Rooms  
This report lists the discrepant rooms between housekeeping and the front desk.  If rooms are on 
this report they need to be investigated, since they cause problems with the night audit and room 
revenue generation. 
 
Process Code: rmdisrpt 
 

 
 
Prompts available for this report: 
? ? Include guest’s  information 
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Expected Departures 
This report lists all guests who are due to checkout on a specific day.  Information includes room 
numbers, guests’ name and title, departure times, number of guests, and rate schedules.  It 
assists agents in following up on guests due to depart. 
 
Process Code: expdept 
 

 
 
 
Prompts available for this report: 
? ? Start Date 
? ? Report Option 
? ? Group Code 
? ? Company ID 
? ? Wholesaler 
? ? Include Tour Code? 
? ? Tour Code 
? ? Special Service 
? ? End Date 
? ? Page Break On Guest Type 
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Expected Departures Folios 
This report prints folios for expected departures.  The folios can be run for all or specific room 
numbers.  This process is commonly used during periods of high occupancy to accelerate the 
check out process. 
 
Process Code: expdpfol 
 
Prompts available for this report: 
? ? Expected Departure Date 
? ? Start Room Number 
? ? End Room Number 
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code? 
? ? Folio Option 
? ? Sort Order 
 
 
Print NGST Folios (A-K, W) 
This report prints folios for non-guest accounts.  The folios can be run for all, group “C”, or 
wholesaler “W”. 
 
Process Code: nongfol  
 
Prompts available for this report: 
? ? Report Date 
? ? Print Departures Only? 
? ? Report Type 
? ? Company ID 
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code? 
? ? Folio ID 
? ? Sort Order 
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Group Billing Charge Pickup 
The Charge Pickup report lists billing patterns for a specific group or all groups.  It may be used 
to determine which charges the group has agreed to pay for their delegates and to verify that 
billing patterns were built correctly.   
 
Process Codes: grpchrpt  
 
 
o
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o
o
o
o
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Santa Rae Ranch                                    Group Charge Pickup Report                      Page Number:    1 
Ann Parker                                For a Specific Group Code Arriving '20-FEB-92'           18-FEB-1992 01:59 PM 
(grp.grpchrpt)                        Ordered by Pickup Code,Date,Hotel Number,Dept and Subdept 
 
 
 
 
Group Code : CAR                                      Group Name : Good Year Auto Care            Company: Hennessy 
Auto Care I 
Address    : 2705 S. Grand Avenue,                                        
City       : Santa Ana                                State      : CA 
Postal Code: 92705 
 
*----------------------------------------------------------------------------------------------------------------------
------------ 
 
Pickup Code Pickup Date Hotel Num  Posting Hotel Num  Dep Num  Sub Num      Meal Code   Rev Class Description 
----------- ----------- --------- ------------------- ------   ---------    ---------   --------- ----------- 
TEL          21-MAR-98    214        712               4         1                      BANQ      Banquet Room Phone 
             21-MAR-98    214        712               4         2                      BANQ      Banquet Phone Rental 
             21-MAR-98    214        712               4        51                      BANQ      -ADJ Banquet Room 
Phone 
             21-MAR-98    214        712               4        52                      BANQ      -ADJ Banquet Phone 
Rental 
 
             21-MAR-98    214        214               5          1                     TE        Local Calls 
             21-MAR-98    214        214               5          2                     TE        Long Distance Calls 
             21-MAR-98    214        214               5         51                     TE        -ADJ Local Calls 
             21-MAR-98    214        214               5         52                     TE        -ADJ Long Distance 
Calls 
                                                       End of Report 
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Prompts available for this report: 
? ? Report Option (specific group, today’s arrivals, in-house groups, both, or future dates) 
? ? Group Code 
? ? Arrival Date 
? ? Pickup Code 
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Guest Ledger Summary 
This report prints each folio’s opening and ending balances.  Night auditors use this report as a 
daily guest ledger trial balance. 
 
Process Code: glsum 
 
 

 
Prompts available for this report: 
? ? In House 
? ? Check Out 
? ? Group 
? ? Arrive Date 
? ? Company  
? ? Wholesaler Code 
? ? Include Tour Code 
? ? Accom Class 
? ? Sort Order 
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House Count 
This report lists room commitments for the beginning of the day as reported by the night audit.  
These numbers do not change until the night audit is run again.  The current column is updated 
throughout the day.   
 
Process code: reghscnt 
 
 

 
Prompts available for this report: 
? ? Accommodation class 
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High Balance 
This report lists guest balances and is used by the cashier and the credit manager to determine 
which guests are approaching or have exceeded their credit limit. 
 
Process Code: highbal  
 

 
 
Prompts available for this report: 
? ? In House 
? ? Check Out 
? ? All Balances 
? ? Settlement 
? ? Exceeded Credit Limit 
? ? Balance Exceding 
? ? Approaching Credit Limit 
? ? Approaching Within 
? ? Show Individual Folio Totals 
? ? Sort Order 
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Historical F&B Covers 
This report is used by management to monitor the number of people served at each food and 
beverage outlet, the total amount of revenue associated with each outlet, and the average guest 
check. 
 
Process Code: covers  

 
 
Prompts available for this report: 
? ? Start Department Number 
? ? End Department Number 
? ? Summary or Detail 
? ? Include Year to Date? 
 
 



  Cashiering Reports 
 

              
Galaxy Hotel Systems, LLC 
Training & Installations  Page 17 of 23  

Historical Revenue By Accom 
This report lists revenue totals for room, food and beverage, and other miscellaneous revenue 
types for each accommodation within an accommodation class. 
 
Process Code: revacc  
 

 
 
Prompts available for this report: 
? ? Accommodation Class 
? ? Date 
? ? Report Option 
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Non-Guest (Permanent) List 
This report lists non-guest folio information including the transfer date, posting activity and 
current folio amount on a daily, weekly, monthly and semi-monthly basis.  Agents use this report 
to monitor charging privileges and the posting activity associated with non-guest folios 
 
Process Code: nongtfol  

 
 
Prompts available for this report: 
? ? Non-Guest Folio Type 
? ? Include Comments 
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No Posting Allowed 
This report lists all in-house and/or checked out guests who have account restrictions.  Agents 
use this report to avoid posting to these folios. 
 
Process Code: nopost  
 

 
Prompts available for this report: 
? ? Report Option 
? ? Checkout Only 
? ? In House Only 
? ? Group 
? ? Company 
? ? Wholesaler Code 
? ? Include Tour Code 
? ? Tour Code 
? ? Sort Order 
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Room Posting Audit 
This report lists rooms in numerical order with the corresponding rates that are posted to each 
room during night audit.  Agents use this report to verify on in-house guests. 
 
Process Code: postaudt  
 

 
 
Prompts available for this report: 
? ? Include All Guests 
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code 
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Server Tip Analysis 
This report lists the total amount of tips accumulated from ticket postings for the current date. 
 
Process Code: servtip  
 

 
 
Prompts available for this report: 
? ? Server Number 
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Special Service Codes 
This report lists guests who have requested a special service.  Housekeeping may use it to 
accommodate guests. 
 
Process Code: spserrpt 
 

 
 
Prompts available for this report: 
? ? Include All Comments 
? ? Comment Code 
? ? Include All Special Services 
? ? Service Code 
? ? Groups Only 
? ? Groups Code 
? ? Wholesalers Only 
? ? Wholesalers Code 
? ? Include Tour Code 
? ? Tour Code 
? ? Sort Order 
? ? Report Type 
? ? Start Date 
? ? End Date 
? ? Day Use Only 
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Transfer Audit 
This report lists each ticket transfer or lump sum amount transfer from one folio to another for 
the current day.  The transfers are broken down into three parts: Transfers Within Hotel XXX, 
Transfers Out of Hotel XXX, and Transfers Into Hotel XXX. 
 
Process Code: tranadt  
 
 

 
Prompts available for this report: 
? ? Hotel  
? ? Agent ID 
? ? Start Department Number 
? ? End Department Number 
? ? Inter Hotel Transfers Only? 
? ? Break on Agent? 
 
 
 
 
 
 
 


