N

FRANCHISE OPERATIONS MANUAL Q UES

APARTMENT HOTELS

Franchise Operations — Standard Operating Procedure

01. Operations - New Day/Night Audit | REC - 008

Overview

The ‘New Day/Night Audit’ utility in your Property Management System is utilised as part of the Night Audit Procedure. This
feature is ONLY applied to process of closing the current accounting day and open the next accounting day.

Standard

Ensuring all properties, and respective employees, are adhering to the expected guidelines to maintain Best Practice throughout
the network, whilst performing operational duties.

Procedure

To fully utilise the ‘New Day/Night Audit’ you will need to follow the below step by step procedures.

— Select ‘Utilities’

—> Select ‘New Day/Night audit’

Housekeeping

Reports
Asset Maintenance

Utilities

Late Fees
New Day/Night Audit

Out of Order
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— Select ‘Property’
— Select 'Start’

Night Audit
Open New Day Procedure

1) Select Properties Motes

2) Departures Not Checked Out This pracess closes th -t Accounting Day and opens the next Accounting Day
3) Arrivals Not Checke Only Properties with t Date can be completed at the same time.
4)In-House Reser Ple:

5) Update Nightly Ra
6) New Day

© Open a New Day

1) Select Properties EI .
—

O | Property Accounting System Date

O questaury Thu, 27 i 2023

u, 27 ul 2023
O Quest at Sydney Olymaic Park Thu, 27 Jul 2023

[ Quest allarat Thu, 27 jul 2023

Thu, 27 jul 2023

Thu, 27 Jul 2023

wood East

O Questcampbelitown

— Review ‘Departures Not Checked Out’

To proceed to the next step, all departures must be checked out. For any outstanding departures ‘exit’ and
action accordingly.

Select ‘Confirm’

Vol

Review ‘Arrivals Not Checked In’

To proceed to the next step, all arrivals need to be checked in. For any outstanding arrivals ‘exit’ and
action accordingly.

— Select ‘Confirm’

Night Audit
Open New Day Procedure

1) Seleet Properties Notes:
2) Departures Not Checked Out This pracess clases the current Accounting Day and opens the next Accounting Day
3) Arrivals Not Checked In Are you sure you want to perform the Open New Day Procedure for the following
4)In-House Reservation With No Rate Properties?

5) Update Nightly Rates

6) New Day

1) Select Properties

t Accounting System Date
Thu, 27 Jul 2023

New Accounting System Date 2512656 2525857

Fri, 28 Jul 2023

selected Properties

Quest Albury on Townsend
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— Review and update ‘In House Reservation with No Rate’
'Update Nightly Rates' to create the Rates on all reservations in 'Arrived' status and choose 'Continue'.

Night Audit
Open New Day Procedure

w 1) Select Properties Notes:

+ 2) Departures Not Checked Out This process clases the current Accounting Day and opens the next Accounting Day
o 3) Arrivals Not Checked In This process will post the nightly Rate to all eligible Reservations

+ 4) In-House Reservation With No Rate

5) Update Nightly Rates

6) New Day

Update Nightly Rates

Master Res No  Res No Room Type Room Arrive Depart AccNo. Amount  Last Posted

2418780 1@ -1 Bedroom - 098 13A- 008 244ul-2023 28012023 S194.65 264uk2023
1G-1 Badroom - 088 18- 008 02-Jul-2023 19-A0g-2023 5203.50 264uk2023
1@+ 1 Bedroom - 088 084~ 098 02ul-2023 26-4ug-2023 S203.50 264ul2023
& SK-Studic - 098 038-028 2602023 28ul-2023 17512 26-ul2023
5K - Studio - 098 058098 244012023 234012022 17000 26412023
SK - Studio - 098 068-098 23Jul-2023 28Jul2023

27 SK-Studio - 038 18088 259012023 28ul2023

179,10 26-u+2023

170,00 264uk2023

— Select ‘New Day’
— Select ‘Yes’ to open new reports

Night Audit
Open New Day Procedure

+ 1) Select Properties Nates:
v 2) Departures Not Checked Out Tiis process closes the current Accounting Day and opens the next Accounting Day
v 3) Arrivals Not Checked In

+ 4) In-House Reservation With No Rate

5) Update Nightly Rates

6) Mew Day

New Day Open Reports - .-

)

Open Debtor's Ledger and Night Audit
Report?

E =
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The Accounting Date will now be updated to the new day and any transactions created will now be created for the new
Accounting Date.

Note: The utility will skip any steps where no action is required. This utility is to be processed only once per day during the Night
Audit procedure. If processed multiple days, the accounting date will carry over each day.

Version Control

Version | Issue Date Developer Approval SLT Meeting Review

01 15 June 2023 Business Transitions Emrah Tataroglu
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