How to View Activity on a Reservation

The following article explains how to view the Activity Log, and what changes have been
made to a guest reservation from the point that it was created.

Viewing Activity on a Reservation

The Activity Log can be used to see any changes that were made to a Guest Reservation. These
changes may include changes in arrival date, number of adults, or it could also include any
postings or reversals that occurred on a guest folio. The Activity Log will also indicate when the
changes were made, and by whom.

To view the Activity Log for a specific guest reservation, go to Operations > Activity Log.
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The Activity Log provides two options to search for activity:

« By Res ID - Enter the Res ID of the guest reservation to view
+ By Date & Clerk - Select a Date, and the specific Clerk's activity to view

The following example explains how to search activity based on Res ID.

Enter the desired Res ID, and click Show.
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Once the search has completed, a list of activity on the reservation will display below:

April 20th at 2:29pm - Create/Modify Res (1) - Reservation was created. This section will

contain information about booking dates, number of adults, room type, etc...

April 20th at 2:29pm - Create/Modify Res (2) - Reservations was created. This section will
contain guest profile information such as name, telephone, and credit card details

April 20th at 2:30pm - Create/Modify Res (1) - Since the booking was already created,

when this is displayed again, it means that changes have been made to the reservation. This
section will contain information about those changes
April 20th at 2:30pm - Post Payment - This section will contain details about the payment

taken, including folio numbers, amounts, and method used

3 Activity Log — O >
RezID |1762 Date | | - -
DR i
| Date And Time |Actian |Parameter$ |L|$er |HES|D -
B(4/20/2006 22320 PM | Create/Madify Res [1) RSl ADMIN 1762
420/2016 222330 P Create/Modify Res [2) RSIADMIN 1762
42002016 23000 P Create/Modify Res [1] RS1ADMIN 1762
42002016 2:32:07 P Past Payment RS ADMIN 1762

To view more details about a specific event, in the Parameters column, click the + icon next to
the event to expand it.

Based on the parameters for April 20th at 2:29pm - Create/Modify Res (1):

+ The booking was created with an Arrival Date (Date In) of April 20th, 2016, for 2 Nights with

2 Adults and no Children
+ The Best Available Rate was booked at $350/night, and the Room Type was OVK
+ The Reservation Type was Independent, and the Room Charge Transaction Code is RCH
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Rez D Date o
Date And Time |ﬂ.ctiun FParameters |L|$er ReszlD | ~
B|4/20/2016 2:29:20 PM Create/Modity Res (1) = ARSI ADMIM 1762
2016-04-20 00:00:00.000 ”
__|Mights 2
_|Adults 2
__|Children a
_|Rate *Best Available Rate
_|Manual Rate Amourt 350,00
| _|Room Type Ok,
_[4/20/20E 22930 PM Create/todify Res [2) B |Res Type Independent 32
_[4/20/20E 2. 30:00 PM Create/Modify Res [1) F |[Tran Code RCH W52
_|4/20/2016 2:32:07 P Poszt Payment RS ADKIMN 1762

The parameters for April 20th at 2:29pm - Create/Modify Res (2) are:

+ Guest ID - every guest profile in the PMS is assigned an ID number when it is created. This
guest has ID number 53

* Guest First and Last Name

+ Telephone number

+ CCType

+ CC Expiry (masked)

+ CC Number (partially masked)

E Activity Log - Od g
Res 1D Date >
Date And Time |Actian | Parameters |L|$er ResD -
_[#/20/2MB 22320 P | Create/Modify Res (1) RSI ADKIM 1762
M4/20/2016 22930 PM | Create/Madify Res [2) =] ARSI ADMIN 1762
B quest_id "~
Guest First Mame Eva
| Guest Last Name Reid
| tel 403-455-3282
_|CC Type kC
_|ECExp Date
n I:I: NUITIIDEI xxxxxxxxxxxxx 1 ‘I ‘l 1 v
| 4/20/2016 2230000 P | Create/Modify Res (1) RSl ADMIMN 1762
| [4/20/2016 2:32:07 P | Post Papment RSI ADMIMN 1762

Sometimes, changes may take place to areas such as the rate, number of nights, adults,
children etc... To view the changes, compare the previous Create/Modify Res (1) entries. The
(1) denotes the type of information that has been changed, and all entries with a (1) contain the
same sets of criteria.
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The example below compares the original information from April 20th at 2:29pm - Create/
Modify Res (1) (at the bottom), with the information from April 20th at 2:30pm - Create/
Modify Res (1) (at the top), where the changes were made:

+ Nights - changed from 2 to 3
*+ Adults - changed from 2 to 1
+ Rate - Changed from Best Available at $350 Rate to 3For2 Rate at $375

n Activity Log — m} X
RezlD 1762 Date
Date &nd Time |Actinn |Paramaters |Usar ReslD ‘ A
_|4420/2016 229:20 PM | Create/Modify Res (1) RS ADMIN 1762
_|4/20/201E 2:23:30 PM CreateModify Res [2) RS ADMIN 1782
(442042016 2:30:00 PM |Create.-"Modily Fes (1) |E| RSILADMIN 1762
¥ Cate In ~
| Mights
Adults 1
| Children 0
|Rate FORZ
| Manual Rate Amount 375.00
| _|Fioom Type OWE W
_ [4/20/2016 2:32:07 PM Post Payrment E_[Res Type Independent A2
Guaranteed ez
Tran Code RCH hd
A Activity Log - ] X
Res 1D |1762 Date -
D ate &nd Time |Acliun |F'aramelers |User ReslD | "
P |4/20/2016 2:29:20 PM |Creale/MUdify Res (1] =] RS ADMIN 1762
P|DateIn
_|Mights
| Adults
_|Children o
_|Rate *Best Avalable Rate
_|Manual Rate Amount 350,00
a _|Foom Type avk
| 4/20/2016 2:23:30 PM Create/Modify Res (2] [ |Res Type Independent 32
| 4420/2016 2:30:00 PM Create/Modify Res (1] & |Tran Code RCH w2
| [4/20/2016 2:32:07 P Post Payment RSIADMIN 1762

The final entry is April 20th at 2:30pm - Post Payment. This indicates that a deposit payment
was taken at 2:31pm on April 20th, for $268.33 using a MasterCard.

There is an Authorization number which will appear when the PMS is interfaced with a Credit
Card processor. When a payment goes through a processing gateway, it will be assigned an
Authorization code by the processor.

The CC Override indicates whether or not that payment was processed through the processor,

and will show either True or False. If the payment went through the processor, it will show False
(as the CC Override was NOT used). If the payment was taken but the Credit Card processor was
bypassed for some reason, it will show True (as the CC Override WAS used).
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Uszer " P
Date &nd Time |.-’-‘«c:ti0n |F'arameter$ |L|$er ReslD h

_|420/2ME 225320 PM | Create/Modify Res (1) ARSI ADMIN 1762
_[420/2ME 22330 PM | Create/Modify Res [2) RS1ADMIN 1762
_[420/2ME 23000PM Create/Modity Res [1) ARSI ADMIN 1762
B(4/20/2016 23207 P Post Papment = RS ADMIN 1762

| Transaction Date 2016-04-20 14:31:56.100 A

| Folio Mumber

| Tran Code

_|Amount

_|CCExp Date i

_I:C Number xxxxxxxxxxxxx ‘I‘I‘I‘I
_ | autharization OkEDSY

CC Override False hd
Print
If many changes have been made to a reservation, the Activity Log can become lengthy, and it
may be difficult to compare all the changes. In this case, use the Print option to print out the
changes and review side by side.
E Activity Log - O et
Res D _m [rate v
| | Show | I Print I
zer o
Date And Time |Acti0n Parameters User ReslD ~

L 42042016 2:29:20 PM Create/Modify Res [1] RS1ADMIM 1762
_|4/20/2016 229:30PM  Create/Modify Res (2) RSI ADMIN 1762
| 4/20/206 2:30:00 PM Create/Modify Res [1] RS ADMIMN 1762
_|AE0AEME 23207 PM Paost Payrnent RS ADMIN 1762
The printout will show all information for each event in the Activity Log
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Activity Log For Res. # 1762

DateTime Samp Action User
4/20/2016 2:29:20 PM Create/Modify Res (1) RSI ADMIN
Parameter Value Reservation ID 1762
Date In 2016-04-20 00:00:00.000
Nights 2
Aduts 2
Children o
Rate *Best Available Rale
Manual Rafe Amount 350.00
Room Type ovK
Res Type Independent
Tran Code RCH
DateTime Siamp Action User
4/20/2016 2:29:30 PM Create/Modify Res (2) RSI ADMIN
Parameter Value Reservation ID 1762
guest id 53
Guest First Name Eva
Guest Last Name Reid
fel 408-455-8262
CC Type MG
CC Exp Date i
CC Number B TTT]
CC Ovenide True
Guaranteed Yes
DateTime Stamp Action User
4/20/2016 2:30:00 PM Create/Modify Res (1) RSI ADMIN
Parameter Value Reservation ID 1762
Date In 2016-04-20 00:00:00.000
Nights 3
Adults 1
Children 0
Rate 3FOR2
Manual Rafe Amount 375.00
Room Type ovK
Res Type Independent
Guaranteed Yes
Tran Code RCH
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