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1. Introduction

Getting Started:

This manual is a short version of the user manual. The intention of this manual is to
give the users a quick way to perform certain common functions without having to
read through many pages. This version is NOT intended to show every feature in the
system, but to give a very brief view of some of them. Please look through the full
user manual for any further details.

Software Development Team
Exnelo (A Division of Techcommodations, LLC)
147 Jackson Road

Berlin, NJ 08009

856.753.4445

info@Exnelo.com
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2. Main Frame Window

LIRS
e e N e —— =

Add ! Delete
Rooms To

Rates for O, A Group
g Bas0 s -
The Season Check Group
Create New Search For Customers Reservation

Reservations ||| A Customer In and Out

Create A
i - New
Edit Existing Custome
i ustomer
Reservations

Run
Reports
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3. Entering Deposits for Confirmations

Left Click binoculars (admin
reservations)

Bl Exinelo Axis

File Tools Reservations Adm

"N
Chark Create Resr 1

Type in last name or reservation id

ymer Information

Cust Maillabel:
Cuszt Lnam

Cuist Addregs: "

Hit enter or left click the SEARCH
button

Clear Citeria Close |

Select name from grid

11506 11506 Dawn Jones ER

691
[3146  [Scant
B

=
ER

Click Receivables Tab page

Rooms | Receivables

isc
miplions Charges |B‘II |

Click ADD from second level menu
on top left. You can also right
click on the white area and
select ADD from the pop-up
menu. This will perform the
same function.

le  A&ctions ‘Windo

Chart Creats Fesr

.
| . ';I;:
Haye Add

Enter Receivable Information

Payment Date Amount Yoid
Received Received

|_____Type
[ETERIIIINE | 07 /23/2005 01:37 AM $430.207 Void

Left Click the Save Button T
| [
Eave
View the confirmation by clicking -
the bill summary tab page .
Mizc Eil  Bill Summary
Charges
_— |

AXIS
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10. Print the confirmation by selecting
the PRINT icon from the top left File ‘wWindow Help
corner.

il v = g

Chart Create Resr Admin Resr Cuzt 3

=

Frint

B Curr Gy 1stomer: Joe Jones
Prink

Rezervations Search Guests
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4. Creating a New Reservation

1. Open up the room chart by clicking
on the room chart icon on the main File Taols
menu. T

“ Chart )

2. Navigate to the time period for the
reservation. Use the calendar and Room Chart |
hit the go button. Start Date: IW Go!|Room Charl

Chart Length: ﬂ March 2008 ﬂ ill Go
Frapetty: | Sy Mo Tu'we Th Fr Sa [v]

Roowm| Roorn 1 Wedn T
# | Tuype 2 03 4 B B 7 o8 |[ogmz
i 3 10 11 12 13 14 15
e 16 17 18 13 20 21 22 |FPOWEYC
e P 23 24 25 2 27[28 2o | FONEEE
o7 |E 0 1 TONEFIC
103 i3 T - - - —
i i
3. Right Click on the room chart and Ress vl

select CREATE RESERVATION
FROM CHART button.

Create Reservation Fiom Chat GetRsservation |

Fioo Piet | Flece O Hod| | Hove || Risstore. || Swap | Gpn e

4. Left click and hold down the mouse I 1 T T |
and drag to the right to select the __
amount of days you want to create T 1T T

a reservation for.

5. Let go of the mouse and the

reservation screen will open up. Foom and Rate
Select the PICK ROOM AND RATE ’V Pick Room and HatE[N\J

button. Make sure the dates are by,

correct at the top. [I)'::]':'SI[: ;'I’“"ﬁ“

Deposzit Due:

AXIS
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6. Change reservation status to hold
for deposit for advanced
reservations, or change status to
applicable one.

— Reservation Information
Reszervation Status:

Reservation Made | Hold For Deposit

[T Custormer a Smok Hold ] ]
Deposit Received

Checked In
Property | Checked Out

o |

Click CHANGE CUSTOMER button
to find an existing customer. If not
present, click the CUST INFO button
at the top right to input a new
customer.

Change Customer. . |

B Exnelo Axis

File Quick Reservation ‘Window

T
Chart Create Resr Admin Resr C
= ia ¥
Save Cust Info | Clear Rates

Update room revenue amounts at : '

bottom of screen if necessary Rate Charge
Amount Date

$75.000410/2008
] 0411 /2005
$100.0004,12/2003
$100.0004,/13/2003

Left Click the Save Button. The

reservation confirmation tab page | ll

will automatically open up. Sae

10. Print or email the confirmation if

necessary.

11. Print the confirmation by selecting
the PRINT icon from the top left
corner.

B Exnelo Axis
File window Help

il v = g

Chart Create Fesr  Admin Resr Cust 3

=

Print

Bl Curroagmm Istomer: Joe Jones
Prink

Reservations Search Guests
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12. Close the Reservation Editing

Window if necessary Y m| g{!
1=

al

AXIS

Property Manager -9-




Axis Property Manager Cheat Sheet Manual

5. Changing a Reservation

Left Click binoculars (admin
reservations)

Bl Exinelo Axis

File Tools Reservations Adm

"N
Chark Create Resr 1

Type in last name or reservation id

ymer Information

Cust Maillabel:

Hit enter or left click the SEARCH
button

Select name from grid

Res: Paent  Customer Customer
Id_ ResrID

11506 11506 Daw

Click Reservation Detail Tab
page.

nents | Guest:  Heservation Detail |Ta:-:E

f
2l [FaMILy

Billirg L

Extend or shorten the reservation
dates by changing the calendar on
the right.

Reszervation Stark Date: |EI4.-"'I 0/2008
Rezervation End Date: IEIAL"'I 4,/2008 E
urce: |Mews Paper LI

—

You can also change the reservation
source, reservation amounts,

Reservation Status: [Hold For Deposit -

Mumber of Days: 4

Reservation Made Date: [13/26/2008

Reservation Start Date: [04/10/2008
Reservation End Date: [1471472008
Source: [News Paper -

adU|ts’ Chlldren’ etc. I_Euslnmer:::::k':lj RID/F’arenH;;:éhi‘dmnH,TDIT Fropetty. [Exnclo Motel ]
Left Click the Save Button 0
|

| |

Save
Close the Reservation Editing
Window if necessary Y m|

-]
al

l \ i
Property Manager
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6. Creating a Group Reservation

Left Click on the three people icon
(group reservation) to create a new
group reservation.

R @@

sferences  Condos  Group Resr | Admin Grp

Type in last name or other data to
find an existing customer for the
group. If none, create a new
customer first and then repeat this
step.

ymer Information
Cuzt Maillabel:

Hit enter or left click the SEARCH
button

Select name from grid

|uans 11506 Dawn Jones ER

Click Reservation Dates Tab
page. Fill in the start and end date
for the reservation.

[ Current Customer: FAMILY JONES

Gearch Reservation Dates |G|oupAdmin | Floom Chart I

Reservation Start Date: IBHZEQUUB LI
|03#27.z‘2008

Reservation Yalues
’7 Reservation End Date:

Click the Group Admin tab page

Reservation Creation for Current Customer: FAMILY JONES|

I Feservation Dates% Group Admin | Room Chart |

B Billing Custom

Click on each of the rooms needed
columns and rows to select the
rooms for each room type to
reserve.

# Avail Booms
Rooms Heeded

| 2 1]
TR

| 3 0

Select the room numbers and left
click the OK button.

B Rooms that are available from D3,

Select| Property Building
It Mame
_r Exnelo Maotel  |Main
v  |ExneloMaotel  [Main
v  |ExneloMaotel  [Main

AXIS

Property Manager
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9. Select the rate description drop

down for each room type selected.

Deszcnption

R ate

-

10. Change the rate amount if desired.
Change the Charge Occ. Checkbox
to check if the group members are
paying for themselves. Un-check
the box if the group is a bus tour
type of group where the group is

paying for everyone at once.

R ate Sub Charge
Amount| Total Occ
$0.001%0 v
$0.00($0 v
$70.000$225 v
i nnden |l

11.Fill out any other fields on the
window.

12. Left Click the Save Button

| |
| [
Eave

13. Close the Reservation Editing
Window if necessary

-12 -
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7. Editing, Adding Rooms, Etc. to a Group Reservation

Left Click on the world icon
(administrate group reservations) to
edit an existing group reservation.
This could mean adding deposits,
adding or subtracting rooms,
assigning names to rooms, etc.

P W @ | 4

Type in last name, reservation id or
other data to find the existing group
reservation.

ymer Information
Cust Maillabel:
Cuszt Lnam

Cuist Addregs: "

Hit enter or left click the SEARCH
button

Clear Citeria Close |

Select name from grid

ED
631

=
ER

Click Reservation Dates Tab
page. You can change the charges
to go against the group or the
individual by changing the GROUP
HAS CHARGE checkbox.

Group Owner Group Has
Lazt Hame Charge

Click the Group Admin tab page to
add or delete rooms from the group
reservation.

Reservation Creation for Current Customer: FAMILY JONES|

I Feservation Dates% Group Admin | Room Chart |

B Billing Custom

Click on each of the rooms needed
columns and rows to select the
rooms for each room type to
reserve or to remove rooms.

# Avail Booms
Rooms Heeded

| 2 0

TR

| 3 0

AXIS
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8. Select or de-select the room
numbers and left click the OK

B Rooms that are available from D3,

button. Select| Property Building
It Mame
| Exnelo Motel  [Main
v  |ExneloMaotel  [Main
v  |ExneloMaotel  [Main

9. Select the rate description drop H
down for each room type selected if D ate
escnphion }

new room types were used. If they
are already filled in you don't need
to make any changes.

10.You can’t change the rate amount
R ate Sub Charge
or Charge Occ. Checkbox for room Amount! Total | Dec.
types already selected. $0.00[50 =
$0.001%0 v
$75.00[$225 v
FealaiwiLan] |l

11.Change any other fields on the
window if needed

12. Click on the Customers tab page to
setup the names from a rooming
list.

13. Selecting the dropdown for each
customer name will allow you to
search for an existing customer.

14.If they don't exist, highlight the
reservation you want to assign to a
new customer name and left click
the Quick Customer icon on the top
left. After filling out the screen left
click SAVE AND CLOSE and the new
customer will be assigned to the
child reservation.

B Exnelo Axis

File Window Help

Chart Create Resr A

| s
Fawe BHuick Cust | ©

HH pup Rese
i

15.To add group receivables select the
Group Receivables Tab Page.

B Group Reservation Upd

[aroup Reszeryations Cur

Group Receivables | Go.

Child Custm
Rid Infc

AXIS
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16. Click ADD from second level menu w

on top left e A&ctions Windo

Chart Create Resr

- =

Hane Add
17.A new window will appear. Select —— =
the Ch”d reservation that Wi” be EhlldHe:ewalmn::lﬁmm[s]‘,EuslnmeaneJnnas,F\\d 367 d ‘
getting the receivable against it. Ve - 2l
You can also select the group level.
Right click in the white area and o
select ADD. This will add a new =y
receivable row.
Delete
[ Sae | saveandCise Cancel Cose |
18. Enter Receivable Information for B e e TR
each added row. TTEEWIIIIE - | 07 /23/2006 01:37 AM $490.201 Void

19. Left Click the SAVE AND CLOSE
Button

Save |

20. Close the Reservation Editing
Window if necessary Y m| g{!
=

al

AXIS
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8. Finding a Customer

Left Click the magnifying glass icon
(customer search) to find an
existing customer.

B Exnelo Axis

File Tools Reservations  Administration

» @8

Chart Create Fesr Admin Besr Cust Zearch | |

B

ymer Information
Cuzt Maillabel:

2. Type in last name, first name or
other customer specific data

3. Hit enter or left click the SEARCH
button

4, Select name from grid Fo o e o

Id_ Rest ID
|uansﬂan5 Daw

T —

5. Left Double-click the selected
customer or left click the OPEN
CUSTOMER button. This will open
the customer record.

6. Update any of the customer data

et =
necessa rY' Custld 57463
CHURCH TOWE RS #2)
State/ Prov : [WEFVLEND: = cu umbers (Right Click To Modity)
ode: 5575 ol Phor Type Start Dt

o T
T
s
[ First Name Last Name | Relationship Type | Buthday | Age [Vrs) |
|
7. Left Click the Save Button I
|
il
Saye

8. Close the Customer Editing Window
if necessary

l \ i
Property Manager
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9. Room Guaranteed Settings/Colors

1. Open up the room chart by clicking
on the room chart icon on the main
menu.

File Tools

2. Navigate to the time period or
reservation you want to update.
Use the calendar and hit the go
button if necessary.

B Room Chart

Room Chart |

Start Date: [03/28/2008 Got|Room Char

Chart Length: ﬂ March 2008 ﬂ ill Go
Frapetty: | Sy Mo Tu'we Th Fr Sa [v]

Eoorn|  Rooin 1

# | Type | 2 3 4 5 B T 8
104 9 10 11 12 12 14 15
105 16 17 18 19 20 21 22 |[PONE§C

106 23 24 25 2 27[28 2o | FONEEE
107 a0 1 JONESTC

104

Wedn T
0402

=i =

T T T T T 1.

3. Right Click on a given reservation
and select ROOM PREF... button.

Reservation Information

Cust Mail Label: EFEPHANIE
Last Name: [TOLES

Status: [Repeat Custorner
Smoking: [Mome

Reservation
Commients: d
-
Kl 2
Create Reservation Fram Chart || Get Reseryation I

Room Pre‘\.J Place On Holdl Move | Restare | Swap | Open Eust|
My

4. A room preference drop down will
appear that will allow you to specify
whether the room is guaranteed or
not.

e Create Reservation From| |

HH Change Room Preference ll

Room Preference: |0 -
Anpwhere
gk |Guarantesd

Ocean Side

5. Select the value and left click the
OK button. The room chart will
show the customer name as
highlighted and bold in a new color.

AXIS

Property Manager -17 -
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Checking In/Checking Out

1. Open up the check in window by
clicking on the check-in icon on the
main menu.

';.'J % ..-'-_F .rlill

ez Room &dmin - Check In Employe:

2. Highlight the customer name from
the grid that is checking in or out.

108 4456 $2.280.00 1000 JOWES FaMILY
105 3456 1000 JOMES FamiLY

F N T R T
11 $0.00 1000

3. Click on the Reservation Detail Tab
page

FAMILY JOMES

nents | Guest;  Aeservation Detail |Ta:-:E

f
2l |F.-’-'-.MILY Billirg L

4. Change reservation status to check
in or check out as applicable.

— Reservation Information

Reszervation Status:
Reservation Made | Hold For Deposit

[T Custormer a Smok Hold ] ]
Deposit Received

Checked In
Property | Checked Out

o |

5. Click Receivables Tab page to
collect the balance.

Rooms | Receivables

isc
mptions Charges |B‘II |

6. Click ADD from second level menu
on top left

i CATRCEATES S
e Actions  Windo

e
N

Chart Create Resr

- =

Hane Add

7. Enter Receivable Information

Payment Date Amount Yoid
Received Received

|_____Type
[ETERIIIINE | 07 /23/2005 01:37 AM $430.207 Void

AXIS
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8. Left Click the Save Button

9. View the confirmation or bill detail
page by clicking the bill summary or
bill tab page(s).

Mizc

il Bill5
Chargez el L LnAE

—

10. Print the confirmation by selecting
the PRINT icon from the top left
corner. Have the customer sign the
document and keep one for your
records.

B Exnelo Axis
File window Help

il v = g

Chart Create Fesr  Admin Resr Cust 3

=

Print

Bl Curroagmm Istomer: Joe Jones
Prink

Reservations Search Guests

11. Re-select the Check-in Tab Page to
handle other check-ins or check-
outs

el I

B Checked in R

Checked
I

5

m

|

AXIS
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Printing a New Room Chart

1. Open up the room chart by clicking
on the room chart icon on the main
menu.

B Exnelo A
File Tools
“ Chart [

~h

2. Navigate to the time period for the
reservation. Use the calendar and
hit the go button. Make sure to
select a chart length of at least 1
month to get a good view.

Bl Room Chart

Room Chart |

Start Date: [03/28/2008 Got|Room Char

Chart Length: ﬂ March 2008 ﬂ ill Go
Frapetty: | Sy Mo Tu'we Th Fr Sa [v]

Roowm| Roorn 1
# | Type | 2 3 4 5 B T 8
104 9 10 11 12 12 14 15
105 16 17 18 19 20 21 22 |[PONE§C

106 23 24 25 2 27[28 2o | FONEEE

=
107 a0 1 JONESTC
104

Wedn T
0402

=i =

T T T T T 1.

3. To print a black and white chart
select the Print Chart icon from the
second level menu.

w @ & oy

2z Group Resr Admin Grp Car Erch Erch Em

3
; o g
=i = =

r Hald Rpt  Print Chart .| Calar Chre

Feimk ~h-ck

4. To print a color chart select the
Color Chart icon from the second
level menu.

H

w @ e

Group Resr  Admin Grp Car Srch Erel

= S

Hold Rpt  Print Chart ... Color Chre

5. Close the Room Chart Window if
necessary

AXIS

Property Manager - 20 -
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Printing a House Keeping Report

Open up the reports window by
selecting the graph icon (reports)
from the main menu.

Reports ‘Window Help
.:j lll é_-)
Mew Cust Reportz Rates

Scroll down on the grid to report #5
(Maid Schedule). Double click on
this row to run the report.

[ Available Motel Reports

Report Id Repoit Name: Repart
11Incame for a particular Rate Type Incame for a particular Fiate Type

Alncome Ledger for a receive lype
17Income Ledger Morthly
40lncame Rieceived Pie Chat
41Income Received Fie Chart by Receivak Income Received Fie Chart by Receivable Type
2BLate Deposi Letters Late Deposit Lefters

7Late Deposits Fiepart Late Deposits Fepat.
24Listof all Customers Checking In with Mc it of all Customers Checkin In with Money

Income Ledger for receive type
Income Ledger Monthly
Income Received Pie Chart

A date criteria window will open and
default to the current date. You can
change the date for the report with
the calendar drop down when
selecting the date.

day.
E8Mailing Labels for Non Email &ddibsses  Mai Lab: Hon Email &ddresses
[ Date Criteria x

Start Date: |032’2BJ2DDE Start Time: |DD: 00:00:000

LCancel

o« |
b

Left click the OK button. The
cleaning report will show.

Click the Print icon on the second
level menu. It will allow you to
change printers if necessary and
print the report.

B Exnelo Axis

File ‘Window Help

il v = 9

Chart Create Fesr  Admin Resr Cust Search

L = \:'ﬁ o |
Frint Prev Page Set Print... Frint Mow

B Maid Schedule
Prink. ..

Close the Reports Window if
necessary

al

l \ i
Property Manager
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13. Printing a Check-in Report
1. Open up the reports window by _
selecting the graph icon (reports) Reports  Window  Help
from the main menu. 2 I é)
Mew Cust Reportz Rates
:
2. Scroll down on the grid to report s —
#24 (List of Customers Checking in Sremeiotm e el
with Money). Double click on this reomeFresed vt reame Reeted e Chat
OW to run the report gggzgeeﬁ:;iv:“de:?eEhartbyHecewab\eTyue Lr;:rg:ﬂ::ﬂe[f;iiethellbyRecewab\eTyDe
r ) 7late Degsits Repi Late Dess\ls Repnr
AMaid 5 chedul “ .Ir -
3. A date criteria window will open and
default to the current date. You can ‘ Quick Rangc [ANIENINIORININE <
change the date for the report with ;

Start Date: |03f2822008 Start Time: |DD.DD.DD.DDD
the Calendar drop dOWﬂS When End D ate: |03f’28£2008 End Time: |23:58:58:988
selecting the dates. The “Show Show Checksd-in Customers on List? [~
CheCked-In Customers On LiSt" Show Reservation Comments? v
checkbox determines if people
already checked-in keep showing up
on the list or not. The “Show o | come | N
Reservation Comments” checkbox
determines if the report shows
reservation comments or not.

4. Left click the OK button. The report
will show.
5. Click the Print icon on the second B Exnelo Axis
level menu. It will allow you to File ‘Window Help
change printers if necessary and N
print the report. kit » @
Chart Create Fesr  Admin Fesr Cust Search
B & | &
Frint Prev Page Set Print... Frint Mow
B Maid Schedule m——
FINEC. ..
6. Close the Reports Window if
necessary Y m|
1=
al

AXIS
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Printing a Shift Report

Open up the reports window by
selecting the graph icon (reports)
from the main menu. This report
will track what users inputted
certain receivables. Make sure to
log off and log on in the Axis
Application when employees
change shifts or change
machines or this report will
attribute receivables to the
wrong user.

Reports ‘Window Help

ia lis é,:

Reportz

Mew Cust

Scroll down on the grid to report
#44 (Shift Report). Double click on
this row to run the report.

A shift report criteria window will
open and default to the current
date. You can change the date for
the report with the calendar drop
downs when selecting the dates.
The user name drop down allows
you to run the report for certain
users or all users. The all users
value is the last one on the list. Set
the checkboxes as needed.

[l Date Criteria x|

i Car
% Discover Stat Date:  [03/26/2008 St Time: [0 00:00:000
B Amex EndDate:  [03/26/2008 End Time: [23:59:5%.333
B Haster Carc
$

]

ome
Adiustent Show Walk Ins:
R shonCheskens
Show Advanced Deposits
Show Riefunds:

QA

Left click the OK button. The report
will show.

Click the Print icon on the second
level menu. It will allow you to
change printers if necessary and
print the report.

B Exnelo Axis

File Window Help
fikt T

Chart Create Resr Admin Resr Cust Search

Frint Prey Page Sct Print... Frint Mow

B Maid Schedule
Prink...

Close the Reports Window if
necessary

al

l \ i
Property Manager
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15. Finding Availability (grid view)
1. Open up the create reservation
window by selecting the dollar sign Fl Toele Eesrvsinns
icon (create reservation) from the -
main menu. “ fitt W s
Chart Create Resr | Admin |
2. SE|eCt the reservation dates tab B Reservation Information for Current Customer:
page. Search  Reservation Dates |Dpen Raarms | Current £
Rezervation Yalues
Fieservation Start Date:; W
Reservation End Date: IU3£2?H2DDB
3. Specify the dates for which you
want to check availability.
4. Click on the Open Rooms tab page
to see what rooms are available for ates Open Rooms | CUTEAE
that time frame.
— 1 1 Reservation "Iul"alues—[:
? Start Date: IDS;’EE.-’EEIEIE
End Date: [13/27/2008
5. The open rooms will be shown in "3';.”‘ Property | Bt | Froom Foom Type Dese o Fioam

the grid. You can also proceed to
the reservation tab page to actually
create the reservation.

Number People Id
" EsneloMotel  Ancther New B223 Foom Typs G 03

[~ EsneloMotel  Main 111 Foom Type & 011
[T Esnelobotel  Main 12 Floom Type A 012
[T Exnelohotel  Main 13 Foom Type B 013
T ExneloMotel  Main 104 Foom Type C 04

[y

AXIS

Property Manager
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