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The [PAYOUT] Cash Payout Process
Manual




i< INNkeeper

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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CUSTOMER CENTRIC DESIGN

CLIENTmanager
WORKshop

Identify
CLUBmanager
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Identify — CDP — customer data platform with
extensive CRM

Connect - Single or bulk blast e-mail, SMS, fax
and snail-mail

- 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

- GAAP, IAS and IFRS financial
control to balance sheet
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- Close Menu
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Language :Endsh (United Kingdom)
Database | CIMSODemo_V417 on vmserver

MAIN Imperial Palace Rooms

Customer Centric Integrated Management Software

BobdTca

&1 X1 [X] [X]

@ 1dentification  ~'Password v LlogIn

Start your CIMSO Menu, select the
Administration. Use your given
Login ID and Password to log in

Cin‘o
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@ INNxeeper - Licensed to Imperial Palace - LoginlD: MASTER

= (m] X
7 Sharteuts ER Chents P)Reservations

, Once logged into Administration, you are
¥ Property &9 Products/Servi... (3 Task Manager & Workflow A Tickets .
_ . ‘ S . able to navigate through the database
/‘ m G O ." L_J < 5~ I B v Yasks )"-';\;;:;; ‘chm = Reports & JManage Cards

,oSavdl
Searchin '[NClsnmwm} E i for words starting eith (Fast search) E] 0
ve= | V¥l
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@ INNkeeper - Licensed 1o Impenal Palace - LoginlD: MASTER

ST o T A AR S | R W Navigation: The [PAYOUT] Cash Payout
y 4 m Q ) B L_; 2 & Bluks Blvsuss Tagks ,r::A_ﬁ;; ‘nmlgmu [ JmManage Cards Process

= 8] X

Somthin |l et eyworde Bl [t g st Gt ool =] o @ Clients tab
vt- VP B @ Seclect the Transactions button
Menberships Clent Code ‘ManMember  Company Sumame F FrstName Irubais Tite Contact Detad

There are more than 1000 records
matching the current oriteria,
ada Please refine your search.
Ohck hese to show all matches.
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09«&» I #R Cllen! |HLRemns
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AL B

Sexchin [All Gient Keywords]

Josearch  \este Traveis X

“¥ Property & Products/Servi... (3 Task Manager & Workflow

gfro: *\“:,n-.

EJ for words starting eth (fast search)

Vesks

-

| <

"‘ view '.EP v
Trarsactions

laﬁmk Manage Cards

"%, Reprmt T Velvcle |

@ Select Yransacﬁo;ype 3
| S | 4 N o creditoes Rstod
Cash Sale Cash Stock Purchase Cash Payout
[css] fese) {PAvouT]
Cash Sale Reversal Stock Purchase Reversal Foreign Currency Exchange
* Perodic Cash-Up

© Lesoer

Navigation: The [PAYOUT] Cash Payout
Process

@ Clients tab

@ Select the Transactions button

€ Select Transaction Type window
@ Cash tab

© Select the Cash Payout [PAYOUT]
button
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@ e st :
T moe T R e T s | The [PAYOUT] Cash Payout Process:
OSelcctGiemsG = o %
et 1oy T =10 o @ Select Clients window
v+ - @ Fast-Search: type in the surname of
e Do Sameorraos e —r—n S ———— the required profile
RRWEDDOI Weste Davd D M 0821234567 .
moeos b e e c we o €@ Locate & Select: select the required
RRWED00S5 [MAIN] Vieste Calvn C w 0821234567 . . . .
RRWEOS AN vieste Danon 0 w a7212345 profile to highlight it
mm a[::mmw-s g t:;av ? — i
! s C - k€ —— O Select the Accept Selection (Double
e B T — ;. : et blue & green tick glyph)
[CSSAE vwmranoos (Mam] Weste Travels  Weste Rayne R M keizhiar Gcmso.com
STRYO002 [MAIN] Strydom Dk D Mr
ROSE0006 [MAIN] Raubex Rosenstein Charles (= Mr

NWFADD01 [MAIN)
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= e TS R e T . The [PAYOUT] Cash Payout Process:
7 m QO [ I_J = Blues W)y Tasks ,'-I;S;_'(" & Transactons % Reports iJManage Cards

€@ Process Payout window

Pscorch  weste Travels X

N frer @ T & @ Transaction Date: default setting
TR i [RC R S - B [ €@ Client: the linked profile
, - ~ ) .
estests ot - i O Client Account: select the account
Cash Sale Transaction Date {Current Date)] 9 f{
o @) (rrnee P that needs to be charged the payout.
CE e EErE— —
- Cion 1) (4298477)(7190.1 507) Ms M Weste RO.00 A
ch-% ) [4298480](7192. 1 503] Ms M Weste RD.00
General Ledger 1) [4298484][7155.1 509] Ms M Vieste R0.00
%) [4208485](7195. 1 503] Ms M Weste R0.00
Pl ) (42984831[7201.3 5051 Ms M Weste R0.00
s 1) (4296454 (7202.GM] Ms M Wests R0.00
) [4298502][7205. 1 508] Ms M Weste R0.00
Description 1) [4298507)[7210. 1 S06] Ms M Veste RD.00
ks | B e o e e o
) [4298520] Ms M Weste R0.00
Amount Pad 1) [4298525](7223.1 503] Ms M Weste R0,00
%) [4296527)[7225. 1 505) Ms M Weste 70.00
Payment Type 2 [4298528](7226. 1 508) Ms M Weste R0,00
yransactons .; Ledger Accant |50 14298534](7227. 1 510] Ms M Weste RO
| A Memos P Clear

Cin‘o
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7 &R 09
Psearch  wests Traveis %

Searchin [All Chent Keywords]

v b= | T

9 Reservations ¥ Property @ Products/Seni... (3 Task Manager & Workflow # Tickets
| J - Blire Blusas Teds P -';A‘_':# & Transactions & Reports (& Manage Cards
L@ Process Payout 6 P 0
e . .- i
o v Post Wisave  PReteve -:,c::;
Cash Sse | Transaction Date [Current Date] e n
el = © "
] Chent Ms M Weste P
Cash Se Reved
GentAccount | 1] [4298529)[7227.1510] Ms M We:me ~]
Locaton 9 Do fanit] E]
4 Pericde Casf
Ganaral Ledger [Defaut] “Z]
Seaff Defauit] E]
Reference ﬁmt Weste
Descripbon Payout Weste
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The [PAYOUT] Cash Payout Process:

@ Process Payout window

@ Transaction Date: default setting

€@ Client: the linked profile

O Client Account

© Reference: type in the reference

® Amount Paid: type in the amount
required for the payout

@ Payment Type: use the drop to select
the option, however, Cash Payout is
CASH




2 Shortauts §R Chients

S RO 0
Pscarch | weste Traveis X

Search i [Al Chent Keywords)]

Menberships Clent Code

P

9) Reservations

4

‘¥ Property @ Products/Servi... (3 Task Manager & Workfiow P Tickets

et Date] e N

Ms M Weste 2
) (4298529][7227. 15xolnsnwumo ~]
=
= B
Default] E‘I
Payout Weste

Payout Weste

Dione] ~]

=

Ly B veuas Taks ) -'y'%'_," L & Transactions £ Reports & Manage Cards

o

i
© Ledoe bmma
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The [PAYOUT] Cash Payout Process:

@ Process Payout window

@ Transaction Date: default setting
€@ Client: the linked profile

O Client Account

© Reference: type in the reference
® Amount Paid: type in the amount
required for the payout

@ Payment Type: use the drop to select
the option, however, Cash Payout is
CASH

@ Select the Post button
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£ Shortouts R Clients P)Reservations “PProperty & Products/Servi... (3 Task Manager &1 Workflow & Tickets
/. m 0 \) = J = Blires  BJlvsusk Jasis [N ,fg_j;m &) Transactions " reports & JManage Cards
JOsearch  wegte Traves X

Searchin | [Al Chent Keywords] 30 | o

| @ select Tanaction | ™ . o, Print
- ¢ | Post Wisave  Preveve Soreque | .
Menbershos ClentCode | San © ecger [Contact Detad

Confirm Transaction Post
Cath Sabe
(=5 Transaction Post Options

Plasse select the actions to be taken after postng the
transaction by setting the options below. Confirm your choice by

Do not print or prevew the ransaction

b

fcss] dicking the Post’ buttan,
Actions
QWC“] PriotFreven

a 2 Print the transaction
Output

PrintLayout  Standard A4 Layout
Printer ' Canon 54100 senes
Prnter

L

P Oex

The [PAYOUT] Cash Payout Process:

€@ Confirm Transaction Post window
@ Print/Preview: use the drop down to
access the list of options

@) Select the Post button
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T — o0 x The Print Preview: you able to
3 & & [Reor Portate doamenromat) (] bl £ Print, Save, Fax or Email the receipt

1

(T ype search text here) e sL | 100%

onm
Fayrem metos

1000

"o w1 00408

S Lol -
IO W i 5 Sana Crages w002 &0
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GV’.‘.-'--..L Licensed to Impenal Falace - LoginlD: MASTES A . = H H .
R T oog TR - s The Informat!on window, confirming
FBOO B QB2 8| He e e prom | g = o the payout being successfully posted
Fsearch  weste Travels X
Searchn | (Al et Keywords] 39 e Pyl :L o
Vb= | ¥ P'IO “ v Post Wjsave  [DRetrieve (-50’:“" ‘
Menbershps Clent Code | o 5 € oo |contact Detat
c.-hs.nl Transacton Date  [Current Date] (i1
Mweste p
ms&n«j Chent Account a[azsssalmﬂxsm]mnwm ~]
Information x E]
o b .
The ransaction has been posted successflly. |
@ . B
} VoK
R e =
Amount Paid R1000,00 4
PaymentType  Cosh -~
- S téemos P s i
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Thank you!




