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Accommodation Forecast 
This report summarizes the room availability by accommodation type.  It is useful for setting rate 
management levels or to determine if a group of reservations should be booked. 
 
Process Code: acfcast 

 
 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Accom Class 
? ? Accom Code 
? ? Available Room or Sold Rooms 
? ? Include Tentative Group Rooms 
??  
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Applied Today 
The report lists all deposits associated with guests who have checked in on the current day. 
 
Process Code: deptod 
 

 
 
Prompts available for this report: 
? ? Agent ID   
? ? Sort Order 
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Cancelled Deposits 
This advance deposit report lists all cancelled reservations with deposits associated with them. 
 
Process Code: deprcxl 

 
 
Prompts available for this report: 
? ? Date Based on Reservation Arrival Date or Deposit Cancelled Date           
? ? Print cancelled Reservations separately From Cancelled Deposit 
? ? Start Date  
? ? End Date   
? ? Agent ID 
? ? Settlement 
? ? Sort Order 
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Cash Flow Analysis 
This advance deposit report produces the hotel’s figures based on the credit today, credit to date, 
cash today, cash to date, reservations with deposits, and reservations without deposits. 
 
Process Code: depflow 
 

 
 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Monthly Totals 
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Deposit Summary 
The advance deposit report lists all deposit activity.  It is a balance sheet that shows both the 
gross and net deposit amounts.  The current total deposit amount includes yesterday’s deposits 
on hand and all the current day’s deposit activities.  The total gross is based on the credit due 
from guests and the total net is the cash received minus previously deducted travel agent 
commissions.  This report is used to track and balance the deposit activity for the hotel. 
 
Process Code: depsum 
 

 
 
Prompts available for this report: 
? ? None 
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Group Deposit Request 
This report displays all groups requested to send a deposit.  Information includes group codes, 
group names, arrival and departure dates, deposit due dates, requested amounts, and amounts 
received. 
 
Process Code: grpdep 
 
o
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Santa Rae Ranch                                       Group Deposits Report                                    Page 
Number:    1 
Ann Parker                             Order By Group Code, Group Name and Deposit Due Date                18-FEB-1992 
01:43 PM 
(grp.grpdep)                                For Due dates: 18-FEB-92 through 28-FEB-92 
 
Group                           Arrival / Sale Sales    Grp  Deposit    Amount                        Date      Amount 
Code   Group Name               Departure Pers Number   Stat Due Date   Requested     Description     Received  
Received      Stat 
------ ------------------------ --------- ---- -------- ---- ---------  ------------- --------------- --------- ------
------- ---- 
CAR    Grand Auto Care          02-20-92  RJB  CA022092 DEF  02-19-92         500.00  F&B Deposit                             
DREQ 
                                02-22-92                                -------------                           ------
------- 
                                                 Totals For CAR               500.00                                    
0.00  
 
LIGHT  Kondos Lighting Asso     02-27-92  RJB  LI022792 DEF  02-20-92        1000.00  Standard Group                          
DREQ 
                                02-29-92                                -------------                           ------
------- 
                                                 Totals For LIGHT            1000.00                                    
0.00  
 
 
 
 
                                                       End of Report 
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Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Salesperson 
? ? Group Code 
? ? Group Status 
? ? Sort Order 
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Master List (Detail) 
The advance deposit report lists all current and future reservations including groups with 
deposits.  All deposits already sent to the hotel are listed along with various information related to 
each reservation such as arrival dates, group codes, user names (agents who posted the 
deposits), check and bank numbers, deposit statuses and gross deposit amounts.  It can be used 
to produce a hard copy of all deposits on the books for back up purposes. 
 
Process Code: deplstd 

 
 
Prompts available for this report: 
? ? Date Type  
? ? From Date 
? ? To Date     
? ? Agent ID   
? ? Settlement ID 
? ? Sort Order 
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Master List (Summary) 
This advance deposit report shows all current and future reservations including groups with 
deposits.  In addition, the guest information on this report is summarized.  Information includes 
guest names, arrival dates, group codes, total gross deposits, and net gross deposit amounts. 
 
Process Code: deplsts 
 

 
 
Prompts available for this report: 
? ? From Arrival Date 
? ? To Arrival Date 
? ? Sort Order   
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Modified Deposits 
This advance deposit report lists all reservations with deposits that have been modified.  It 
provides a good method of tracking when and who made these changes. 
 
Process Code: depmdrpt 
 

 
Prompts available for this report: 
? ? Date Type 
? ? From Date 
? ? To Date     
? ? Agent ID   
? ? Settlement 
? ? Sort Order 
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Deposits Not Received 
This advanced deposit report lists all reservations requiring deposits that were not received in full 
by the hotel.  It includes guest names, requested amounts and deposit due dates. 
 
Process Code: nodeprpt 
 

 
 
Prompts available for this report: 
? ? Option     
? ? Start Date 
? ? End Date    
? ? GTD Status 
? ? Group Code 
? ? Include Comments 
? ? Sort Order 
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Did Not Arrive Reservations With Deposits 
This advance deposit report lists all reservations with deposits from guests and group delegates 
that were expected to arrive, but did not check in. 
 
Process Code: depdna 
 

 
Prompts available for this report: 
? ? From Arrival Date 
? ? To Arrival Date 
? ? Settlement  
? ? Sort Order 
 



  Reservation Reports 
 

    
Galaxy Hotel Systems, LLC 
Training & Installations  Page 13 of 43 

Received Deposits 
This advance deposit report lists all deposits at the hotel that were posted on a specific date or 
date range.  Agents may use this report to balance posted deposits each day. 
 
Process Code: deprcv 
 

 
Prompts available for this report: 
? ? From Entry Date 
? ? To Entry Date 
? ? Agent ID    
? ? Settlement 
? ? Sort Order 
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Transferred Deposits 
This report displays any deposits transferred into the hotel and out of the hotel.  Agents use this 
report to verify the movement of deposits when a guest reservation is changed to another hotel. 
 
Process Code: depxfr 
 

 
 
Prompts available for this report: 
? ? Date Type 
? ? From Date 
? ? To Date 
? ? Agent ID 
? ? Transfer Option 
? ? Sort Order 
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Availability Detail 
This report lists availability for a given date or date range.  It includes arrival, departure, stayover, 
group and out of order information 
 
Process Code: availrpt 
 

 
 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Include Groups (Y/N) 
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Blocked Room Chart 
This report lists all rooms, which are pre-allocated for a specific date or date range. 
 
Process Code: brchart 
 

 
 
Prompts available for this report: 
? ? Report Option (Guest Rooms or Suite Rooms) 
? ? Start Date 
? ? End Date  
? ? Start Room 
? ? End Room 
? ? Accom Code 
? ? Include Guest Number 
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Cancellations 
This report lists all cancelled reservations for a date or date range.   
 
Process Code: rescxl 
 

 
Prompts available for this report: 
? ? Date Based on Arrival or Cancelled? 
? ? Start Date 
? ? End Date  
? ? Agent ID  
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code? 
? ? Sort Order  
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Complimentary Rooms 
This report lists information on all complimentary reservations and registered guest records. 
 
Process code: comprm 

 
 
Prompts available for this report: 
? ? Include Guests 
? ? Start Date 
? ? End Date   
? ? Group Code 
? ? Sort Order 
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Confirmation Notices 
This process requires preprinted confirmation forms.  It is generally used to print a confirmation 
notice for each new reservation that has not had a confirmation previously printed.  However, it 
may be used to reprint a confirmation for a specific reservation. 
 
Process Code: confform 
 
Prompts available for this report: 
? ? Guest Reservation Number 
? ? Start Letters 
? ? Form Indicator 
? ? Start Arrival Date 
? ? End Arrival Date 
? ? Group Code 
? ? Alignment 
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Depart/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? 



  Reservation Reports 
 

    
Galaxy Hotel Systems, LLC 
Training & Installations  Page 21 of 43 

Duplicate RES 
This report lists any reservations, which have duplicate information such as credit card number, 
guest name, and/or club1 and club2.  Agents use this report to verify the reservations are in fact 
for different guests to avoid inconveniences at the time of check-in. 
 
Process Code: dupress 
 

 
Prompts available for this report: 
? ? From Arrival Date 
? ? To Arrival Date 
? ? Include Guest Name? 
? ? Include Credit Card? 
? ? Include Club 1/ Club 2? 
? ? Sort Order 
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Expected Arrivals 
This report lists all guests scheduled to arrive on the reported date.  Information includes the 
room numbers, accommodations, guest names and titles.  This report can be used to pre-assign 
rooms by using the special service codes. 
 
Process Code: exparvl 
 

 
 
Prompts available for this report: 
? ? Start Date       
? ? Guest Status   
? ? Report Type 
? ? Group Code    
? ? Company 
? ? Wholesaler 
? ? Include Tour Code 
? ? Special Service 
? ? End Date 
? ? Accom Class 
? ? Remarks 
? ? Comments 
? ? Comment Type 
? ? Page Break on Guest Type 
? ? Rate/Status 
? ? Sort Order 
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Forecast 
This report lists estimated number of rooms and percentages to be utilized for a specific date of 
date range. 
 
Process Code: forecast 

 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Accom Class Code 
? ? Include Out of Order? 
? ? Include Off Market? 
? ? Include Group Detail? 
? ? Include Tentative Groups?   
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Guest History Match 
This report lists any possible guest history record matches for reservations within a specified 
arrival date range. 
 
Process Code: ghmatch 
 

 
 
Prompt available for this report: 
? ? Start Date 
? ? End Date 
? ? Include GH Stays Within XXX days 
? ? Exclude Guests with Group Code: 
? ? Exclude Guests with T/A? 
? ? Include Guest Name? 
? ? Include Guest Address? 
? ? Include Credit Card? 
? ? Include Club 1? 
? ? Include Club 2? 
? ? Sort Order 
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Group Over/Under Allotment 
This report shows group commitment information including group codes, names, statuses, cutoff 
dates, arrival dates, and commitment details. 
 
Process Code: grpblock 
 
o
o
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o
o
o
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o
o
o
o
o
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o
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o
o
o
o
o
o
o
o 

 
Santa Rae Ranch                                     Group Over/Under Block Report                              Page 
Number:    1 
Ann Parker                                                 For All Groups                                  09-MAY-1997 
12:29 PM 
(grp.grpblock)                                 For Dates : 09-MAY-1997 and 14-MAY-1997 
                                                  Ordered by Group Name, Accom Type 
 
Group                                                                                Accom 
Code   Group Name                     Status  Book By  Cutoff Dt Arrive Dt Group Dt  Code   COMM/RESV 
------ ------------------------------ ------- -------- --------- --------- --------- ------ -------------- 
BTK     BTK Toys                       DEF            10-MAY-97 15-MAY-97  15-MAY-97   DD     10 
 
                                                           
 
 
 
 
 
 
                                                            End of Report 
 

o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o 

 
 
Prompts available for this report: 
?   Group Code 
?   Start Date 
?   End Date 
?   Oversold Only 
? ? Sort Order 
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GRP Delegates 
This report displays group delegates, room information, statuses, arrival and departure dates, 
special services, and room rate information.  It is helpful to group leaders as well as to the Front 
Office department, particularly when it comes to bus tours or large groups.   
 
 
Process Code: grpdelgt 
 
o
o
o
o
o
o
o
o
o
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o
o
o
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Santa Rae Ranch                                         Group Delegate Report                                  Page 
Number:    1 
Ann Parker                                     Ordered By Arrive date,Group,Guest Name                     18-FEB-1992 
02:26 PM 
(grp.grpdelgt)             For Arrival/Departure Dates 18-FEB-92 to 31-MAR-92, For All Groups , All Guests 
 
Room   Room                                Group  Arrive Arrival   Departure Rate     Persons 
Number Type Stat Guest Name                Code   Time   Date      Date      Sched    Ad Yt Ch Special Service Room 
Rate 
 
 
  1019 QN   CO   Davis, Jacqueline R.      BAKE   GTD    17-FEB-92 20-FEB-92 GROUP1    1  0  0                       
76.50  
   119 QN   CO   Geiger, Marjorie          BAKE   GTD    17-FEB-92 20-FEB-92 GROUP1    1  0  0                       
76.50  
   120 QN   REG  Kobayashi, Ruth           BAKE   10:38  17-FEB-92 18-FEB-92 GROUP1    1  0  0                       
76.50  
  1020 QN   REG  Lane, Beverly             BAKE   10:37  17-FEB-92 19-FEB-92 GROUP1    1  0  0                       
76.50  
   219 QN   CO   Vanneman, Vanessa         BAKE   GTD    17-FEB-92 18-FEB-92 GROUP1    1  0  0                       
76.50  
       DD   MOD  Nelson, Ronnie            DOOR   GTD    20-FEB-92 24-FEB-92 GROUP1    1  0  0                       
85.50  
       DD   NEW  Shamansky, Randy          DOOR   GTD    20-FEB-92 24-FEB-92 GROUP1    1  0  0                       
85.50  
       DD   MOD  Shepard, Bob              DOOR   GTD    20-FEB-92 24-FEB-92 GROUP1    1  0  0                       
85.50  
       DD   MOD  Edises, Korie             DOOR   GTD    21-FEB-92 25-FEB-92 GROUP1    1  0  0                       
85.50  
       KG   MOD  Barnes, David             LIGHT  GTD    27-FEB-92 29-FEB-92 GROUP1    1  0  0 NE,NP                 
94.50  
       KG   MOD  Floyd, Andy               LIGHT  GTD    27-FEB-92 29-FEB-92 GROUP1    1  0  0 AE                    
94.50  
       KG   MOD  Rice, Kevin               LIGHT  600    27-FEB-92 29-FEB-92 GROUP1    1  0  0 AE                    
94.50  
       KG   MOD  Sellay, Bill              LIGHT  GTD    27-FEB-92 29-FEB-92 GROUP1    1  0  0 AE                    
94.50  
       KG   MOD  Terry, William            LIGHT  600    27-FEB-92 29-FEB-92 GROUP1    1  0  0                       
94.50  
       KG   MOD  Thompson, Rich            LIGHT  GTD    27-FEB-92 29-FEB-92 GROUP1    1  0  0 AE                    
94.50  
 
 
                                                                                      -- -- -- 
                                                                                      15  0  0 
 
 
 
                                                       End of Report 
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Prompts available for this report: 
? ? Group Code 
? ? Arrival Date 
? ? Start Date 
? ? End Date 
? ? Accom Class 
? ? Report Type 
? ? Print Rate 
? ? Sub Total 
? ? Print Guest Folio Balances 
? ? Sort Order 
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Market Segment Forecast 
This report forecasts the entire market segment codes set up in the system.  Information includes 
the total number of rooms, average revenue, and total revenue.  A specific date range may be 
selected to produce a forecast based on future reservations at the hotel. 
 
Process Code: mktfcast 
 
 

 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
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Missing Address 
This report lists all registered guests whose address is missing or incomplete.  This is used by 
agents to verify that all information is complete before the guests are transferred to guest history. 
 
Process Code: missadr 

 
Prompts available for this report: 
? ? Include Registered Guests Only?  
? ? Start Date 
? ? End Date 
? ? Exclude Guests with Group Code? 
? ? Exclude Guests with T/A? 
? ? Sort Order   
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No Show Reservations 
This report lists those reservations that were expected to arrive the previous day.  This report 
must be included in the night audit process. 
 
Process Code: noshow 

 
 
Prompts available for this report: 
? ? Report Option 
? ? Group Code 
? ? Settlement  
? ? Sort Order  
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Override Room Information 
This report lists agents who override any accommodation codes and rates schedules on guests’ 
reservations. 
 
Process Code: override 
 

 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Override Type 
? ? Sort Order 
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Quick Block Worksheet 
This report lists all guests die to arrive on a specific date and the room numbers that can be 
blocked for them. 
 
Process Code: qwkblk 

 
Prompts available for this report: 
? ? Arrive Date 
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code 
? ? Special Service 
? ? VIP Only 
? ? List room Features 
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Rate Schedules 
This report lists the rate schedules attached to all the reservations and registered guests.  This 
report is used to track the different rate schedules affecting the average rate. 
 
Process Code:  raterpt 

 
Prompts available for this report: 
? ? Detail or Summary? 
? ? Full or Room Rate? 
? ? Date Option 
? ? Start Date 
? ? End Date 
? ? Include All Rate Schedules? 
? ? Include All Guests? 
? ? Sort Order 
? ? Rate Sched 
? ? Guest Flag 
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code? 
? ? Guest Type  
? ? Company ID 
? ? Special Service 
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Regrets Analysis 
This report lists all reservations that were cleared during the reservations process.   
 
Process Code: regrets 

 
 
Prompt Available for this report: 
? ? Start Date 
? ? End Date 
? ? Regret Code 
? ? Agent ID 
? ? Report Option  
? ? Sort Order 
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Reservations Activity 
This report prints the daily activity and any changes to reservations for the day. Information is 
listed by time and it is broken down by increments of fifteen minutes. 
 
Process Code: resactv 
 

 
Prompts available for this report: 
? ? None 
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Reservation/Registration Cross Reference 
This report lists all reservation changes and any transaction that may require investigation, 
particularly when changes to deposits are involved. 
 
Process Code: crossref 

 
Prompts available for this report: 
? ? None 
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Reservation Master 
This report lists all reservations currently on the books. 
 
Process Code: resmast 

 
 
Prompts available for this report: 
? ? Report Option 
? ? Start Reservation # 
? ? End Reservation # 
? ? Start Arrival Date 
? ? End Arrival Date 
? ? Rate Schedule 
? ? Guest Profile 
? ? Group Code 
? ? Wholesaler Code 
? ? Include Tour Code? 
? ? Include Comments 
? ? Comment Type 
? ? Include Cancellations 
? ? Sort Order 
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Reservations on the Books 
This report provides a quick overview of the number of reservations in the system for the next 365 
days.  It may be used to check the room availability for large bookings. 
 
Process Code: resob 

 
Prompts available for this report: 
? ? Accom Class 
? ? Transients Only, Groups Only, or All? 
? ? Include Definite Group Commitments? 
? ? Include Tentative Group Commitments? 
? ? Include Out of Order Rooms? 
? ? Include Off Market Rooms? 



  Reservation Reports 
 

    
Galaxy Hotel Systems, LLC 
Training & Installations  Page 38 of 43 

Reservation Statistics 
This report prints in two parts.  The first part lists the number of reservations that were made 
during a specific time period based on a 24-hour clock. The second part lists the activity for each 
reservation agent during the specified time period. 
 
Process Code: resstats 
 

 
Prompts available for this report: 
? ? None 
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Room/Suite Blocking 
This report lists all rooms, which are pre-blocked for either current arrivals or future reservations. 
 
Process Code: rmblock 

 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Include Registered Guests? 
? ? Include All Rooms? 
? ? Room Type 
? ? Accom Code 
? ? Floor 
? ? Special Service 
? ? Sort Order   
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Source of Business 
This report lists the source code for all the registered guests. 
 
Process Code: srcerpt 
 

 
Prompts available for this report: 
? ? Detail or Summary 
? ? Date Option 
? ? Start Date 
? ? End Date 
? ? Include All Source Code   
? ? Source Code 
? ? Include Groups 
? ? Sort Order 
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Special Services 
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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Transaction Register 
This report lists all reservation activities for the day.  It displays newly booked reservations and 
any changes that were made to existing reservations. 
 
Process Code: restran 
 

 
Prompts available for this report: 
? ? Include All Agents? 
? ? Agent ID 
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Wait List 
This report lists any wait-listed reservations.  
 
Process Code: waitlist 

 
 
Prompts available for this report: 
? ? Start Date 
? ? End Date 
? ? Priority Code 
? ? House Status 
? ? Room Number 
? ? Rate Schedule 
? ? Accom Code 
? ? VIP Code 
? ? Club Type 
? ? Sort Order 


