Gift Certificates | Reports

Gift Certificate Transactions will appear on on several Reports in MyPMS. Depending on the information that you need, you can use these

reports to get a summary of sales or a detailed report of Gift Certificates sold and redeemed.

® Gift Certificates Sold: Since these are sold as Inventory Items, the sale of these items will appear on the Managers Report,
Transaction Summary Report, Transactions Report and the Item Analysis Report

® Gift Certificates Redeemed: When a Gift Certificate is Redeemed it is applied to a folio as a payment and set up as a "Non-Credit
Card" Receipt Type. the payment will appear on the Managers Report, Transaction Summary Report and Transactions Report.

To track how many gift certificates are outstanding and have not been redeemed, use the Transactions Report. Using the same date range,
run a report for Gift Certificates Sold and then Gift Certificates Redeemed. Then compare the two reports and cross reference the two reports
to determine which Gift Certificates sold have not been redeemed. This information can also be transferred and tracked in another system

like MS Excel.
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Managers Report

Go to REPORTS | MANAGERS | MANAGERS REPORT. For more details, see Managers Reports_

Gift Certificates Sold

Displays sales under Folio Charges/Income

Gift Certificates Redeemed

Displays under Non-Credit Card Income

On The Divide Hotel

Managers Report

User BC
Dele October 24, 2018
eet Time eitpm
O 80820
Managers Report
October 11, 2016
Folio Charges / Income s Today MTD YD
Miscellaneous Items $0.00 $0.00 $250.00
Deposits $0.00 $0.00 $0.00
Activities 50.00 50.00 $490.00
Phone Calls 50.00 50.00 $0.00
Room Rent 50.00 $3,710.00 $15,270.00
Restaurant Charges $0.00 $0.00 $235.00
| Gt Cerificates $350.00 $350.00 $570.00 |
Gift Store 50.00 50.00 0.00
Occupancy Tax $19.00 $723.90 $2,955.49
County Tax $0.00 $0.00 $0.00
Sales Tax 50.00 50.00 $9.75
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Go to REPORTS | ACCOUNTING | TRANSACTION SUMMARY. For more details, see Transaction Summary Report
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Gift Certificates Sold

Displays sales under Folio Charges/Income

Transaction Summary
October 11, 2016

Category Tvpe ToDAY wro vio
Accounts Receivable
Oirect il s000 000 s200022
TOTAL Accounts Recevable: 000 5000 2002
Activities
1 Day Adut Sk L Tiket 000 5000 000
Daily Dive Package $0.00 5000 $400.00
TOTAL Activites s000 5000 $45000
Credit Card
Air Plus $0.00 $0.00 $0.00
Armerkcan Express s000 5000 000
Carte Blanche s000 5000 000
Diners Club s000 5000 000
Oiscover s000 5000 s000
£nRoute 000 5000 s000
Japan Credt Bureau 000 5000 s000
Mastercard 000 5000 s028
visa $.300.00 530000 s2.18075
TOTAL Gredit Garc $300.00 530000 227900
Deposits
100% Deposit Paid 000 5000 s000
TOTAL Daposit: s000 5000 s000
Gift Certifcates s
G Certcate 525000 s25000 2000
Spa G Certfeate s1000 s10000 2000
TOTAL Gitt Cartitiates: s3s000 s3s000 so7000

Gift Certificates Redeemed

Displays under Non-Credit Card Category

TOTAL Gitt Store: 000
Miscellaneous tems
Cormision uiheid 00
Depost paid in Calforni o o 000
Miscellancovs Charge 000
Servise Charge 00
SpaTreatment 000
AT Tax N 000
TOTAL Wiscelianeous tems: 000
Non Credit Card s
Cash s168.00 ss
Ches ayment s0.00 S5
[ R et e reaemes 10000 <1
5P Gif Carfiats Redeemed 00
TesT PaENT 000
Transter Payment 10000 s
Unknoun 000
e Off 000
TOTAL Non Credit Cards $250.00 s22
Phone Calls
Prone Cale 000
TOTAL Phone Calls: 000

Transactions Report

Go to REPORTS | ACCOUNTING | TRANSACTIONS. For more details, see Transactions Report

Gift Certificates Sold

To run a report with only the Gift Certificate Transactions, use the following
settings. You can also run a report for all transactions in the date range.

® Transaction Category: Choose your Transaction Category le. Gift
Certificates. See Inventory Groups
® Transaction Type: Choose the name of your Gift Certificate.le. "Gift
Certificate". See Gift Certificates | Setup

Gift Certificates Redeemed

To run a report with only the Gift Certificate Transactions, use
settings. You can also run a report for all transactions in the ¢

® Transaction Category: Choose Transaction Category,
® Transaction Type: Choose the receipt type. le. "Gift Ce
Redeemed". See Gift Certificates | Setup
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On The Divide Hotel

Start Date

ctober 1, 201
End Date: October 31, 2016

Rm  Folio Folio Name Date
Gift Certificates
Gift Certificates
N/A 4602631
N/A 4602631

Gift Certificates
Gift Certificates

Oct-11-2016
0ct-28-2016

Description

Kim Johnson. #101116 Expires 10/11/17
Ben Smith. #102816 Expires 10/28/17

Transactions

Amount User / Time
$150.00 BC 24-0ct-2016 10:39 AM
$100.00 BC 24-0ct-2016 10:45 AM

Subtotal:  $250.00

Click images to enlarge

On The Divide Hotel

2304 Snow Strest
Nederland, CO 80820
-

Start Date: October 1, 2016
End Date: Getober 31, 2016

Rm  Folio FolioName ~ Date
Non Credit Card

Gift Certificate Redeemed

NIA 4578703

Primary Folio  Oct-11-2016

Description

Ben Smith. #102816 Expires 10/28/17

Amount

§-100.00

Subtotal: $-100.00
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