House Accounts

Go to FRONT DESK | HOUSE ACCOUNTS to use, set up and print House Folio accounts.

House folios have the same functionality as the Guest folios, however they are NOT linked to a room number or Guest booking. House Accounts
folios can be used to track transactions for anything from a extra items to a Gift Shop, Bar or Restaurant. You can add as many folios as you
need, print or email them and then use the Search Folio function to find closed folios.

The Primary Folio serves as your main House Account Folio and will always display as the default when you go to the House Accounts. When
you Add a Charge or Payment, it will automatically post to the Primary Folio unless have created another folio and chosen it when applying the
transactions.

House Account folios can be open and closed at any time as long as they are balanced. To balance the folio, a corresponding charge and
payment must be applied. There is a check during night audit to insure all house folios have zero balances. Manage transactions the same way
as the standard Guest Folio. See Folio and Night Audit

Front Desk Tab

In House Accounts, you can perform the following functions:

Add New Folio

Edit Folio Setup

Add New Charge

Add Payment

Transfer Checked ltems

Close Folio

Search Folio

Print Folio and Folio to Excel

Print checked items to POS Printer


https://docs.bookingcenter.com/display/MYPMS/Folio
https://docs.bookingcenter.com/display/MYPMS/Night+Audit
https://docs.bookingcenter.com/display/MYPMS/Add+Folio%3A+House+Accounts
https://docs.bookingcenter.com/display/MYPMS/Edit+Folio%3A+House+Account
https://docs.bookingcenter.com/display/MYPMS/Add+Charge%3A+House+Accounts
https://docs.bookingcenter.com/display/MYPMS/Add+Charge%3A+House+Accounts
https://docs.bookingcenter.com/display/MYPMS/Add+Charge%3A+House+Accounts
https://docs.bookingcenter.com/display/MYPMS/Close+Folio%3A+House+Accounts
https://docs.bookingcenter.com/display/MYPMS/Search+Folio%3A+House+Accounts
https://docs.bookingcenter.com/pages/viewpage.action?pageId=3639382
https://docs.bookingcenter.com/display/MYPMS/POS+Receipt+Function

House Accounts Edit Folio Setup | Add New Charge | Add Payment

L EGWAZLEONIM  Johnson/$0.00 || Spa Treatments/$0.00 | Add New Folio

Folio # 2662203 Primary Folio

Search Folio

Print Folic | Felie to Ex

[7] Date Site Date User Type Description Qty Charges Payments
[] 25-MAR-2014 08-MAR-2014 BC Miscellaneous Charge Miscellaneous Charge 1 $20.00 E
[] 25-MAR-2014 08-MAR-2014 BC Miscellaneous Charge Miscellaneous Charge 1 $100.00 E
[[] 25-MAR-2014 08-MAR-2014 BC  Phone Calls Phone Calls 1 $50.00 E
[] 25-MAR-2014 08-MAR-2014 BC Mo Show Charge Mo Show Charge 1 $25.00 E
[ 25-MAR-2014 08-MAR-2014 BC  Write Off Write Off 1 $195.00 E
Transfer checked items to  Select From List Total: $195.00  $195.00
Print checked items to POS Printer Select « Balance: $0.00

Close this Folio

Add Charge Add Payment

*add Charge: | Select From List -
Description:

* Quantity: 1

* Unit Price: §

* Amount: 5

* Date: 20-NOV-2014 |-

Apply Charge

Manage Credit Cards

*Type: Select From List -
Description:

*Amount: 5 0.00

*Faolio: Frimary Folio -

Apply Payment

@ There is one house folio that is of special note, the Missed Calls Folio records any phone calls that were not assigned to a folio
because there was no guest checked in to the room. Administrative calls may also be logged here. Phone Calls that have a zero
charge associated are not recorded anywhere in MyPMS. You have the ability to print out individual receipts from the House Account.
To use this feature, simply place a check mark next to the line item you would like to print out on the receipt, then scroll down and click

"Print Folio".
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