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Reception 
 

Reception Menu 
 
The Reception Menu contains eight functions: 
 
 

 
 

? The Appointments window gives access to the main Tour 
and Profile Entry and Review window.  

 
? Under the Marketing sub heading are shortcuts to the 

Weekly Market Source Productivity and Sales reports. 
 
? Profile Searching is used for identifying profile records 

which match enterable criteria. 
 

? Welcome Week tracking is used for the generation of fly-
buy leads from the profile database. 
 

? Taxi summary report showing all taxi expenses for a 
selected day or week. 

 
? To return to the Main Menu select the last menu option or 

hold down the CTRL on the keyboard and press the M 
key once. 
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Appointments Window 
Once all the Lookup information has been input, you will be ready to enter tours into the system.  The 
tour data feeds through to all the reports so naturally it is quite important to get the information right. 
The Tours window comprises of four areas: 
? Toolbar contains all the functions for inputting and reviewing data. 
? Scrolling list shows all the Tours for the selected day.  Clicking on a tour in the list then causes the 

lower half of the screen to redraw. 
? Tour Detail and Profile Entry Area showing the full details of the selected tour and allows changes 

or new tour information to be inserted 
? Help Bar showing help and status information. 
 

 
 
 

Toolbar Functions 
 

 
Show records from the previous day.  Use Ctrl and Click to advance by seven days. 
 

 
Displays the date selected.  This field also works as a button, click the date to open the 
popup date selection window. 

 
Show records from the next day.  Use Ctrl and Click to go back seven days. 
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Used to search for a Tour using Name etc. 
 

 
Insert a new Tour for the currently display date. 
 

 
Edit the currently selected Tour.  Can also be used to edit the profile information if the 
profile tab is currently displayed. 

 
Delete the currently selected Tour. 
 

 
Accept the current entry and save changes to disk. 
 

 
Undo the current changes and revert to the version on disk. 
 

 
Drop down list of Sales Lines, selecting a Sales Line will cause the display to redraw to 
show the tours for the selected Date and Sales Line. 
 

 
Prints the Guest Register for the currently selected Date and Sales Line.  Right Mouse click 
on this button to print the Guest Register for all Sales Lines. 

 
Prints Active Guest Summary report for the currently selected Date; both these reports are 
described in full at the end of this chapter. 

 

Entry Fields 
A description of the available entry fields and their purpose: 
 
Field Name Description 
? Name Name of Guest. 
? Hotel Name of Hotel - Also a reference, but could prove useful for reporting later. 
? Position Used to describe the location where the Tour was approached by an OPC. 
? Sales Person Sales Person who took the tour, this feeds through to the report statistics. 
? T.O. Manager T.O. Manger, this feeds through to the report statistics. 
? Outcome Outcome of the tour.  This drop down list is configured in the “Tools & Utilities” part 

of the system on the “Tour Types” window. 
? No. of People Number of Adults in the party. 
? Chargebacks Used to identify pre-configured items promised to the guest by the OPC over and 

above those issued normally.  All gifts listed in this section are then billed to the OPC 
as part of the OPC Payroll.   Chargeback items are configured in the “Tools & 
Utilities” part of the system on the “Charge Backs” window. 

? Sale? Sale Indicator flag.  Please note this is for reference only and is not used for the 
generation of reports. 

? Date Toured Date upon which the tour took place. 
? System Ref. System number used internally to identify the Tour record. 
? Market Source Market Source or OPC who generated the tour. 
? Sales Line Sales Line under which the Tour was recorded. 
? Receptionist Identify the receptionist who qualified the tour. 
? Time In Time at which the Tour started. 
? Time Out Time at which the Tour ended.  Guests that do not have a Time Out entry are 

assumed to be still on tour and this is used to produce the Active Tour's report 
available from the toolbar printer button.   

? Taxi Cost In Cost of the inbound taxi journey. 
? Taxi Ref In Reference number of the inbound taxi. 
? Taxi Cost Out Cost of the Outbound taxi journey. 
? Taxi Ref Out Reference number if the outbound taxi. 
? Total Tour Time Total time Guest spent on Tour.  This information is used to generate a further report 

of average tour times by sales person. 
? Comments Free text area for comments. 
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Operation 
Before entering a tour select the required Date and Sales Line using the drop down lists in the Toolbar.  
Click the Insert button on the toolbar, the entry area at the bottom of the screen clears and the basic tour 
details can be entered.  The only fields that are mandatory are Tour Name, Sales Person, Market Source 
and Sales Line.  If the correct value is not known the screen is designed to accept any entry, corrections 
can always be made later using the Edit button.  Code values for Sales Person, T.O. Manager and 
Market Source can either be typed or selected from a drop down list.  If necessary, insert a new value 
and enter the relevant information into the correct lookup screen later. 
 
The Date Toured and Sales Line defaults to that currently dis played, the time will show the current PC 
Clock time.  The Time Out field can either be entered manually or automatically by clicking on the 
label "Time Out:" 
 
To Edit a Tour, select the Tour from the tour list with a single mouse click.  The tour details will be 
redrawn in the bottom half of the screen where it can either be edited or deleted. 
 
Clicking on the date display field will open the date prompt window where any date can be selected. 
 

 
 
Full and detailed profile information about a guest can be entered into the database for later use.  Once 
you have entered the basic tour information click on the Profile tab. 

 
 
Use the Edit button on the toolbar to enter as much information as possible about the guest.  This data 
is used later by the profile searching and welcome week tracking programs. 
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Print Report Button 
The Toolbar Print button gives access to two reports. 
 
? Guest Register. 

The Guest Register lists all the Tours for the currently displayed Line and Date.  A further dialog 
box allows you to direct the report to either a Printer or Screen Preview before printing. 

 

 
 
 
? Active Guest Summary. 

It is often useful to have a summary of the day's activity.  The Active Guest Summary lists the 
Sales People still on tour and overall tour figures for the day by Sales line.  Please note that Resort 
Access determines all Tours as Active unless they have a completed Tour Out time field.  In the 
report shown below you can see the British Line has had 10 tours so far, 9 have left with 1 
remaining for Sales Person Mary Bryant.  
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Marketing Productivity Report 
 
Available on the Main Reception Menu, this report gives an overall breakdown of the weekly activity 
for each Market Source by Sales Line. 
 

 
 
 

 

 

To run the report, select the "Productivity" item from the 
Reception menu bar. 
 
Select the desired reporting period in the subsequent popup 
dialogue window that appears.   It is possible to select more 
than one week from the list of available reporting weeks and 
have the program cumulate the totals.  To do so simply click 
on the first week and with the mouse button still depressed 
drag up or down to select the last week required. 
 
 

   The Green Tick button runs the report. 
 

  The Red Cross button cancels the report. 

 

 

Before the report runs, a "Set Report Destination" window 
appears with the following choices: 
? Printer - Sends the chosen report to the default printer. 
? Screen - Displays the report on the screen. 
? Page Preview - Displays a whole page of the report 

reduced to fit on the screen. 
? File - Send the report to a disk file in text format. 
? Port - Send the report to a COM Port. 
? Clipboard - Puts the report into the clipboard for pasting 

into another document. 
? Channel - Used for SQL Server connections. 

 
To prevent the report from printing, simply click the Cancel Button. 
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Marketing Sales Report 
The last report available in the Reception part of the program is for the Weekly Marketing Sales 
Report. 
 
This report is also accessible from the Reports Menu Bar in the Report Section of the system and runs 
in the same manner as the Productivity report described previously with one exception.  With the 
Marketing Sales report you are given the option to only print the statistics for the Cold Line or In-
House Line or Both.  A Sales Line is defined as either Cold or In-House in the Sales Line set-up 
window available from the Reports section of the program (for more information consult the Sales 
Centres section on page 54). 
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Profile Searching 
The profile search window is used to scan through all the profile records entered in the Appointments 
window and to build lists of people who match pre-defined criteria. 
 

 
 

Toolbar Functions 

 

The window is very simple in operation, simply change the search criteria in the top part 
of the window to the desired search and click the ‘Search’ button in the toolbar.  The 
program scans all the profile entries to display all those people who match. 
 

 
 

Resets all the tick box selections and blanks out all the search fields. 

 
 

Export all the Profile data held for each entry in the Search Results list directly to an 
Excel Spreadsheet using a DDE connection.  

 

Clicking the Export button allows the list of matching people to be exported to a text 
file where it can be imported into another database program, spreadsheet or used as a 
mailing list. 

 
 
There are two types of Export Format available, Comma separated and Tab separated 
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values.  Use the Tab option for use with Microsoft Excel. 
 

 

Closes the profile search window. 

 

Welcome Week Tracking 
The Welcome Week window allows the tracking of a fly-buy offer to all the Guests who visit the sales 
deck. 
 

 
 
 

Status Drop Down Filter 

 

Each profile has a status to describe the current relationship status.  
When the window opens it default the window shows All profiles 
regardless of status.  The ‘Search by Status’ drop down list allows the 
display to be refined to a smaller set. 
 

Status Types 
All Show all profile records regardless of status. 
Chase Flag Show only profiles flagged for Chasing. 
Pending All new profiles default to Pending. 
Dead Lead Profile has indicated they are not interested in any 

offer. 
Acknowledged Profile has acknowledged the offer is of interest and 
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has requested further details. 
Offer Made An offer of accommodation has been made. 
Confirmed Profile has accepted and confirmed the offer. 
Sale Profile purchased whilst staying at the resort.  

 
The status of a Profile record is changed by Right Mouse clicking over their row in the display list. 
Using the right mouse click over the list displays the following popup menu. 
 

Changing the Welcome Week Status of a Profile 

 

The popup menu has the following functions: 
 

Set Chase Flag Sets an indicator against the profile 
record so that it becomes listed when 
using the Chase Flag status filter. 

Make Comment Opens a window where a comment can 
be entered. 

Pending Changes the profiles status back to 
Pending. 

Not Interested Changes the profiles status to ‘Not 
Interested’, a window will open when the 
reason the client gave for their disinterest 
can be entered. 

Client Acknowledged Changes the status of the profile and 
opens a popup window where details of 
the profiles requirements can be entered. 

Offer Made Changes the status of the profile and 
opens a popup window where details of 
the offer can be entered. 

Offer Accepted Changes the status of the profile and 
opens a popup window where confirmed 
details of the offer made can be entered 

Sale Changes the status of the profile and 
opens a popup window where details of 
the sale and resulting commission can be 
entered..  

 
 
 

Toolbar Functions 

 

Use this button to change the bottom half of the screen to show the detail of the currently 
selected profile. 

 
 

 

Use this button to change the right hand side of the widow to show all the contact history 
of the currently selected client. 
 

 

Use this button to make changes to the profile information or contact history for the 
currently selected client. 
 

 

Opens a popup window where a comment can be entered against the profile.  All 
comments are shown at the bottom of the History pane. 
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We recommend that comments are entered with initials. 
 

 

Becomes active with the Edit button to cancel any changes made. 
 
 

 

Becomes active with the Edit button to save any changes made. 

 

Opens the “Profile Letter Dispatch” window for the generation of previously defined 
letters. 
 

 

Closes the Welcome Week tracking window. 

 

Function Menu 

 

The drop down Function menu at the top of the window gives 
access to the following functions. 

Standard Letters Opens the Standard Letters setup 
window.  The use of Standard Letters is 
explained in detail in the Contracts 
section of this manual. 

Print Report Prints a report of all Profile Records 
grouped into Status order. 

Print Listed Prints a report showing only the records 
displayed on screen.  
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Taxi Summary 
The Taxi Summary report can be used at the end of the day to balance taxi float. 
 
Running the report will as usual with Resort Access prompt for the week.  Select the week and a new 
window will appear where the day required can be selected. 
 

 
 
Notice the list of dates also includes a ‘WEEKLY’ option. 
 

 
 
The report is grouped by Taxi Reference.  The report above shows that taxi 123 has made three 
inbound trips and has been paid a total of ten Euros.    
 
The report above also shows that the total expenditure on taxis for the 6th of August 2004 was 53.00 
Euros. 


