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E-LEARNING & DEVELOPMENT 



What Is A Payout?
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What Is A Payout?

A payout is when you give money to a 

client. Usually you bill their account. 

This is usually for foreign clients or 

pre-arranged agreements with clients.
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The Wheel: Customer Centric Design
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CUSTOMER CENTRIC DESIGN

• Identify – CDP – customer data platform with

extensive CRM

• Connect - Single or bulk blast e-mail, SMS, fax

and snail-mail

• Collaborate - Local server to Web and mobile

device data interchange

• Live - Food, Beverage and Retail points of sale

with stock control and procurement

• Play - Schedule and manage Golf, SPA and

Leisure activities

• Rest - Reservations, Lodging PMS, Leasing 

and Timeshare

• Finance - GAAP, IAS and IFRS financial

control to balance sheet
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Logging Into Administration

Start your CiMSO Menu, select the 

Administration. Use your given 

Login ID and Password to log in 

Page 4 / 15Product: INNkeeper          Ref: TD-SOP-FTRPO The [PAYOUT] Cash Payout Process 2019-12-10

Ver: 4.1.7



Administration
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Once logged into Administration, you are 

able to navigate through the database

Product: INNkeeper          Ref: TD-SOP-FTRPO The [PAYOUT] Cash Payout Process 2019-12-10

Ver: 4.1.7



Page 6 / 15

Navigation: The [PAYOUT] Cash Payout 

Process❶ Clients tab❷ Select the Transactions button

❶ ❷
Navigation: The [PAYOUT] Cash Payout Process
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Navigation: The [PAYOUT] Cash Payout 

Process❶ Clients tab❷ Select the Transactions button❸ Select Transaction Type window❹ Cash tab❺ Select the Cash Payout [PAYOUT] 

button 

❶ ❷❸❹ ❺

Navigation: The [PAYOUT] Cash Payout Process
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The [PAYOUT] Cash Payout Process:❶ Select Clients window❷ Fast-Search: type in the surname of 

the required profile❸ Locate & Select: select the required 

profile to highlight it❹ Select the Accept Selection (Double 

blue & green tick glyph)

❶ ❷

❸
❹

The [PAYOUT] Cash Payout Process
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The [PAYOUT] Cash Payout Process:❶ Process Payout window❷ Transaction Date: default setting❸ Client: the linked profile❹ Client Account: select the account 

that needs to be charged the payout.  

❶ ❷❸ ❹

The [PAYOUT] Cash Payout Process

Product: INNkeeper          Ref: TD-SOP-FTRPO The [PAYOUT] Cash Payout Process 2019-12-10

Ver: 4.1.7



Page 10 / 15

The [PAYOUT] Cash Payout Process:❶ Process Payout window❷ Transaction Date: default setting❸ Client: the linked profile❹ Client Account❺ Reference: type in the reference❻ Amount Paid: type in the amount 

required for the payout❼ Payment Type: use the drop to select 

the option, however, Cash Payout is 

CASH

❶ ❷❸ ❹❺
❻ ❼

The [PAYOUT] Cash Payout Process
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The [PAYOUT] Cash Payout Process:❶ Process Payout window❷ Transaction Date: default setting❸ Client: the linked profile❹ Client Account❺ Reference: type in the reference❻ Amount Paid: type in the amount 

required for the payout❼ Payment Type: use the drop to select 

the option, however, Cash Payout is 

CASH❽ Select the Post button

❶ ❷❸ ❹❺
❻ ❼

❽

The [PAYOUT] Cash Payout Process
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The [PAYOUT] Cash Payout Process:❶ Confirm Transaction Post window❷ Print/Preview: use the drop down to 

access the list of options❸ Select the Post button ❶
❷

❸

The [PAYOUT] Cash Payout Process
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Print Preview
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The Print Preview: you able to 

Print, Save, Fax or Email the receipt
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The Information window, confirming 

the payout being successfully posted

The Cash Payout [PAYOUT]
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Thank you!
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