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GUEST RESERVATIONS 

Optional autocalculation of deposit due: 
Execu/Tech also can set a default for deposit due X days prior to arrival (such as due 7 days prior to arrival date). 
Execu/Tech can configure the deposit due in the following ways: 
 First night room and tax 
 Fixed dollar amount (such as $200.00) 
 Percentage of total stay (such as 50%) 
 Percentage of total stay before X days prior to arrival and percentage (such as 50% due 30 days prior to arrival then 50% balance) 
 No autoconfiguration. 
The configuration will be across the board for all reservations.  However, the date or amount due can be changed manually in each reservation.  
Note that the deposit amounts are displayed only.  You will need to post the deposits. 
 

Posting the deposit upon completion of a new reservation: 
Upon completion of entering a new reservation save the reservation and then click “Deposit”.  A new window will open. 
 

 

Your cursor will be in the Comment Field, displaying the guest name.  Press 
<Enter>.   
Your cursor will move to the Charge/ payment type field.  Enter a valid payment 
code.  NOTE:  With older versions of Execu/Suite® or Hotel® you may have to 
enter a slash (/) rather than the payment type.  Whether you enter a payment 
type or “/”, press <enter>.   
The following will display for credit cards: 

                                       
 
Follow the prompts for credit card payments. 
For Amount, enter the dollar amount of the deposit and press <enter>.  Click OK. 
For credit cards, a Shift4 progress window will open. 
Upon completion of the deposit, the Enter Advance Deposit window will close. 
    

 
 

Posting the deposit on an existing reservation: 
Bring up the reservation in one of the following ways: 
 Click the Reservations icon and enter the guest name at the prompt.  When the reservation opens, click Save and then Deposit. 
 Click the Rooms/Tape Chart icon and right-click the guest.  When the reservation opens, click Save and then Deposit. 
 Go to Reservations Menu > Reservations Operations > Enter Advance Deposits. 
When the Enter Advance Deposits window opens follow the procedures for new reservations. 
 

Important Notes: 
 An Advance Deposits Master Folio must exist.  The folio type must be DE.  This folio is for internal use only and you will never post to 

this folio unless instructed by Execu/Tech Systems.  If you do not know how to create a master folio, see User Guides for instructions. 
 A Payment Type DEP must exist.  This payment type must be set to N for “display?”.  This payment type is for internal use only and 

you will never use this payment type unless instructed by Execu/Tech Systems.  
 Never void or transfer an advance deposit.  You may post a credit to a payment or you may post a charge such as a cancellation fee 

or forfeit. 
 The advance deposit posting will transfer automatically to the guest folio at check-in.  You don’t need to do anything. 
 
 

Cancellations, no-shows, refunds, forfeits, etc.: 
Prior to cancelling a reservation, you need to zero the deposit.  This can be done by crediting the payment, posting a charge such as a 
cancellation fee, or any combination of charge and payment codes.  To do this, bring up the reservation,, save it,  and click “deposit”.  When you 
get to the deposit screen, you’ll enter the deposit as before, but you’ll type a minus sign in order to enter a payment credit amount.  Note that the 
minus sign will disappear.  This is normal since payments are credits and you’ll be crediting a credit.    If you’re entering a charge such as 
cancellation fee, do not enter a minus.  Once the net deposit is zero, you’ll be prompted to cancel the reservation.  Answer “yes” to do so. 
 
Prior to running Reorganize Files at Night Audit, you should print either the Expected Arrivals Reservations Status Report or the Arrivals and 
Departures List.  You can do one of two things:  (1) check in the guest; or (2) zero the deposit and then answer “no” to cancel the reservation.  (If 
you answer “Yes” the reservation will go into history as a cancellation.  If you answer “no” the reservation will go into history as a no-show.) 

← Select Yes 
 

Select Manual Entry → 

 

http://www.execu-tech.com/userguides.aspx
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GROUP RESERVATIONS PAID BY MASTER 
When setting up a group, you have the option of letting the system automatically create a master folio for you.  You also have the option of 
applying the master folios to reservation.  Click both of these options if you want the guests’ room and tax charges to post to the master. 
 
Upon saving the group, the master folio number will display.  Then the following will display: 

 
 
Answer Yes to post the deposit.  You’ll be taken to the Post Folio function. 

 
 
You’ll process the transaction just as you would any other sale in a folio. 
Note:  If you don’t have the above options, contact Execu/Tech to find out if you need software updates. 

EVENTS USING CATERING/EVENT MANAGEMENT 
If you’re using Catering and Event Management, you can post your deposit from the Event setup screen.  Go to Sales > Catering and Event 
Management > Set-up/Change Event or click the “set up event” button from the group setup screen. 
Once you’re on the Event Setup Screen, look up and select he group: 
 

 
After you’ve finished entering the group information click “Post deposit” to get to the Post Payment screen and continue posting the payment. 
NOTE:  If you don’t have the Catering and Event Management programs, contact Execu/Tech for purchase information. 
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REPORTS 

 
Reservations Menu > Reservation Status Reports > Deposits due / not received 
 
Reservations Menu > Print Guest Deposit Reports > Print Advance Deposits 
 
Reservations Menu > Print Guest Deposit Reports > Print Master Folio Deposits 
 
Sales > Catering / Event Management > Print Event Status Report 
 
Night Audit > Print Guest Trial Balance > Master Folios 

 

HELP 

 
www.execu-tech.com/support 
 
From your Execu/Suite® drop down menu, go to Help to download user guides or access our on-lline support. 

 
 

http://www.execu-tech.com/support

