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TO USERS OF THIS GUIDE:

We would appreciate your assistance in keeping this user guide as up to
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any comments, questions, corrections or suggestions you may have for
future versions of this user guide. Attach additional pages as needed.
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information confidential, please remove this page and place it in a secure
location.
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Baud Rates:
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Management Access Number.
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CHAPTER ONE

GETTING STARTED

INTRODUCTION

Welcome to INN-FORM Plus. You will now be able to efficiently
turn telephone data into detailed reports that can prove extremely
beneficial to your property.

This user guide is divided into the following sections to help you
access specific information as quickly as possible:

GETTING STARTED - Provides an introduction to the system, a
basic overview, and basic day to day functionality.

REFERENCE - Provides step-by-step instructions for system reports
and system programming.

QUESTIONS AND ANSWERS - Provides answers to common system
questions, assists with troubleshooting a system, and covers
service, maintenance and warranty information.

APPENDICES - Provides step-by-step instructions on the system
installation and initialization procedures. Also includes
descriptions of the three main property management interfaces,
Hobic, Holidex, and Micros.
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OVERVIEW

The INN-FORM Plus is the most sophisticated, state-of-the-art
telephone call accounting and management system available today.
The INN-FORM Plus connects to your telephone system and
captures details of completed phone calls, i.e. which extension made
the call, what number was dialed, what trunk was used, what time
the call started and how long it lasted. Calls are also accurately
priced, using the same methods as the phone company, and all data
is stored so that reports can be generated. The reports available from
the INN-FORM Plus can provide you with some of the most
powerful management tools your property can use. These reports
will help you significantly reduce your telephone bills, improve
employee productivity and even increase sales.

The INN-FORM Plus is specifically designed to meet the needs of
the hotels and motels by providing a large storage capability and
fast processing time. It also has a large enhanced display and a full
keyboard which makes it possible to enter names of departments
and cost centers on site for better cost allocation.

The INN-FORM Plus also gives you the ability to quickly and
easily customize the system to meet your unique needs. The system's
default values can be changed on site by using the programming
capabilities. However, if the INN-FORM Plus is reinitialized it will
return to the original factory set defaults.

Remote polling, remote servicing and remote programming are
available as options. If your company has multiple locations, each
could have a INN-FORM Plus, permitting autonomous generation
of reports. In addition, your headquarters site may call each
location on a regular basis to make sure the remote systems are
functioning properly and to make programming changes. Then, call
data may be transferred into the headquarters site where master
reports detailing and summarizing telephone activity throughout
your multi-site corporation are generated.

KEYPAD
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The keypad is used to initiate reports and enter data in the
INN-FORM Plus system. Each time a key is properly pressed, an
audible "beep" sound will be heard and a response will appear in the
display, as an indication that the entry was received by the system.

Centered directly under the display screen you will notice five keys.
These are the function keys that you will use to specify how you
would like your reports to appear.

Located on the top, right corner of the system you will find three
LEDs (Light Emitting Diodes).

The POWER light in dictates how the INN-FORM Plus is receiving
power. If it is plugged into an outlet, the POWER light will be
green. If it is being powered by battery backup, the POWER light
will flash red.

The DATA light indicates when SMDR (telephone data) is being
received by the INN-FORM Plus. This light should be off unless
SMDR is being received, in which case the light will flash green.

The MEMORY light indicates available memory. If there is
adequate memory space to store more than 500 call records, the
light will be green. If the memory capacity is below 500 call
records, the light will be red.

NOTE: If it becomes necessary to clean the keypad use a window cleaner or rubbing
alcohol. Lightly spray a soft cloth and wipe down the keypad. NEVER spray
solution directly on the keypad and NEVER use abrasive cleaners.

PRINTER

To print system reports you will need to connect a standard parallel
or RS-232C serial printer to the INN-FORM Plus. Remember the
following:

¢ Be sure you read and understand the printer manual.
¢ Make sure the printer is plugged in properly.

¢ Make sure the printer cable is connected properly.
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Load paper before you get started.
Make sure the printer is on.

Be sure the printer is selected or on-line.

* & oo o

When using a serial printer, make sure the baud rate of the
printer and the INN-FORM Plus are the same.

START-UP (OR RESET) REPORT

The Start-up Report will identify the system, the software release
number and option settings.

When the system is first turned on, the printer will print a few lines
of information. This information includes: the model name and
software release number; copyright information; the date, time, and
day of the week; the memory size, the serial number, and date of last
tariff update; the current mode, and the programmed options. This
report appears every time you reset your system or every time the
system is powered-up.

NOTE: Resetting the system causes all telephone call data which has not yet been
processed and stored in the system's memory to be erased.

K ok KKk K KKk K Kk ok K Kk kK Kk ok Kk Kk ko KKk ok ok Kk ok ok K Kk ok ok K Kk ok ok K Kk ok Kk Kk Kk
INN-FORM Plus HX 6.5
copyright, TEL electronics, inc.
May 31 at 10:45AM Fr
6020 records SN099997

Mode: 7, Options: Print Audit Trail, Ram Setup

Sk ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok o ok ok ok ok ok o ok ok ok ok ok o ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok K ok ok ok ok

EXAMPLE: Start-up (or Reset) Report

AupIT TRAIL

The Audit Trail is a record of call information. Every time a valid
call is completed, call data is stored in the system's memory and, if
the Audit Trail parameter has been turned on, the printer will print a
one-line Audit Trail Report. Each line of the Audit Trail will
identify the current date, time, day of the week, cost center,
department, extension number, trunk, state called, number dialed,
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duration, and the charge and type of call. The Audit Trail option can
be turned on or off as needed.

NOTE: Trunk information is tracked only if the SMDR includes this information.

SETTING THE MODE

The MODE SET key is used to set the diagnostic mode of the
INN-FORM Plus.

The modes are as follows:
0 =NORMAL OPERATING MODE

7 = UTILITY MODE, which prints non-call data, such as
wake-up calls, in addition to the Audit Trail (if the Audit Trail
parameter has been turned on)

8 = PASS-THROUGH MODE, which prints everything received
from the telephone switch as well as the Audit Trail (if the Audit
Trail parameter has been turned on)

9 = CHECKING MODE, which prints the same data as mode 8,
but also compares each SMDR record to see if it matches the
factory programmed specifications included in the

INN-FORM Plus. When SMDR data cannot be processed, a
message is printed. When the INN-FORM Plus is put in mode 9
the Audit Trail is automatically turned on and will remain on
thereafter until you specifically turn it off.

NOTE: Under most circumstances the mode should be left in the normal or standard
operating mode (0), or utility mode (7) if you want wake-up calls to print.
Management access may have to be activated in order to change the mode.

To set the system mode:

STEP 1. Press MODE SET. The system will display,
“OPERATION MODE (0-9):”.

STEP 2. Enter the mode desired (0, 7, 8, or 9).

STEP 3. Press ENTER.
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EVERYDAY USE

SysTeEm StATUS CHECK

This message will automatically print every six hours to document
the number of call records which were processed during that period.

System check on -- May 10 at 12:00PM Th
47 calls processed.

EXAMPLE: System Status Check

This helps determine if the system is operating properly. If there is
a six hour period that should have recorded calls but did not, contact
your dealer.

MANAGEMENT ACCESS

The MGMT. ACCESS key allows entry of the predefined
management access number (up to four numeric digits) which
permits only authorized personnel access to reports and
programming functions of the system.

After a legitimate management access number is entered and work is
completed, pressing the MGMT. ACCESS key again will cancel the
management access entry and prevent unauthorized access until the
management access number is entered again. Your management
access number is a safeguard for your system's information. This
number is selected at the time the system is ordered. It is
pre-programmed into the system as it is built and customized to your
specifications. For programming Multiple Levels of Management
Access see Function 29.

NOTE: If your system does not use a management access number, press MGMT.
ACCESS and you will be given access without entering an access number.

STEP 1. Press MGMT. ACCESS.
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STEP 2. The system will display, "MANAGEMENT ACCESS #".
Enter your management access number.

STEP 3. Press ENTER. (Management access has been activated.)

STEP 4. To exit management access mode press the MGMT.
ACCESS key.

NOTE: If an incorrect number is entered, the display will read
"INVALID" momentarily, then the system displays the current date and
time. To start over, press MGMT. ACCESS again and enter the
correct number.

ERROR KEYs (CANCEL AND DELETE)

These keys are used to cancel an entire entry, a report in progress
(except Audit Reports), or to delete the last character entered in case
of an entry error.

Press CANCEL to cancel an entry or report in progress. When
entering keystrokes for an Audit Report, CANCEL must be pressed
prior to pressing F3 (SUM) or F4 (DET). Once the Audit Report is
under way it cannot be canceled.

Press DELETE to delete one character at a time (erase and
backspace). DELETE can be used anytime during entry of digits or
characters.

SETTING THE TIME

The TIME SET key allows the correct time to be set in the system
for proper costing and reporting of call data. The correct time is
important because the system must know exactly what time calls are
made to apply correct charges. It is vital for identifying day rates,
night rates, evening rates, etc. The correct time should be set when
the system is installed and when changes are necessary due to
daylight savings.

STEP 1. Press TIME SET. The system will display, "HOUR
(0-23):".

STEP 2. Enter the hour (0 through 23).
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STEP 3. Press ENTER. The system will display, "MINUTE
(0-59):".

STEP 4. Enter the minute (0 through 59).

STEP 5. Press ENTER. (The time has now been set.)

NOTE: The system must be set using military time. Enter 1 or 2 digits
which represent the hour of the day. Military time is 24 hours, so if it
is after 12:00 noon add 12 to the hour. Thus, 3:00 p.m. is 15. Midnight
is 0; noon is 12; and one minute before midnight is 23:59.

EXAMPLE: 4:55 p.m. would be hour 16 and minute
55.

SETTING THE DATE AND DAY

The DATE SET key allows the setting of the correct date and day of
the week in the system.

The date and day are vital for rating calls and applying correct
charges (weekday rates versus weekend rates). The date and day

should be set when the system is installed.

STEP 1. Press DATE SET. The system will display, "MONTH
(1-12):".

STEP 2. Enter the month (I through 12).
STEP 3. Press ENTER. The system will display, "DAY (1-31):".
STEP 4. Enter the day of the month (I through 31).

STEP 5. Press ENTER. The system will display, "WEEKDAY
(1-7,1 = SUN):".

STEP 6. Enter the day of the week (Sunday = 1, Saturday = 7).

STEP 7. Press ENTER. (The date and day have now been set.)

MemoRrY CHECK
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Pressing the MEMORY CHECK key will display the number of
new call records which can still be stored in memory.

STEP 1. Press MEMORY CHECK. The number of call records
which can still be stored in memory will be shown in the
display.

If you get a warning message when checking the memory, there
could be a problem with your call record database. In the unlikely
event that this should occur, contact your dealer for assistance.

The INN-FORM Plus system will beep and print a warning message
as a reminder that the memory is low at 300, 100, 80, 60, 40, and 20
call records. When no storage for call records is available, each call
record is printed so that data is never lost. A beep sounds and a
message is printed to emphasize that the system cannot store the
call.

It is recommended that an Audit Report be printed to clear the
memory before it gets low. (For detailed instructions on how to use
an Audit Report to clear the memory, refer to Extension Audit
Report.) This function also verifies the integrity of your call record
database. If a problem is found, the system will print a warning
message. Should this occur, contact your dealer for assistance.

NAMING DEPARTMENTS - THE N KEY

The N key allows you to personalize your system by naming your
departments on site.

To name your departments on site:

STEP 1. Press the N key. The system will display, "NAME FOR
DEPARTMENT #".

STEP 2. Enter both the cost center (1 through 5) and the
department (01 through 50) using three digits. The
system will display, "ENTER NAME:".

EXAMPLE: To name cost center 4, department 06, you
would enter 406.
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NOTE: To enter the name of a cost center, enter the digit 6 before the
cost center number to be named. To name cost center 1, enter 601 at
STEP 2.

STEP 3. Enter the name (up to eleven characters) of the
department that you entered in STEP 2. Complete the
name entry by pressing ENTER or CANCEL. Press the
SHIFT key to toggle between upper and lower case, or
to access the special symbols on the upper part of the
keys.

THE ExTENSION AuDIT REPORT

An Extension Audit provides call record information on all
extensions in either summary or detail. It also erases call records to
provide room for more calls to be processed. This report must be
generated periodically for the system to function properly.

By using the RESTRICT key before running an Extension Audit it
is possible to restrict the audit so that it contains only call records
before a specific date. (Refer to the RESTRICT key for further
instructions.)

NOTE: Do not activate this report until all other desired reports (i.e., Extension,
Department, Exception, etc.) are printed. This report erases call records from the
memory-records which cannot be restored to produce other reports you may need. If
the EXT. AUDIT key is pressed in error, press CANCEL immediately! An Audit
Report does not erase the information appearing on the Activity and Trunk Reports.
This information can only be cleared when the ACTIVITY or TRUNK REPORTS
are run.

When the Extension Audit Report is initiated, all call records in the
specified period are flagged for erasure. When your first Extension
Audit Report (in either summary or detail) has been printed, the
prompt "ANOTHER AUDIT?" is displayed. The flagged call
records have not been erased at this point. You may proceed with
generating another Extension Audit Report or a copy of the one just
completed. After each report, the "ANOTHER AUDIT?" prompt
appears. When all desired Audit Reports are complete and you
respond by pressing F2 (NO), the flagged call records are then
erased from memory.
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STEP 1. Press EXT. AUDIT. The system will beep twice and
read, "WARNING - ERASES CALLS! " followed by the
display, SUMMARY OR DETAIL?".

NOTE: If the Extension Audit key has been pressed in error, do not
proceed with selecting summary or detail. Press CANCEL now to take
you out of the Extension Audit function without loss of call records.

STEP 2. Press the corresponding function key, F3 (SUMMARY)
or F4 (DETAIL), which indicates how you wish the
information to appear on the report. (The Extension
Audit Report will print.)

After printing is completed, the system will display,
"ANOTHER AUDIT?". The prompt, "ANOTHER
AUDIT?" assures you that no Flagged call records have
been erased yet. At this point, you may select another
Extension Audit Report in summary or detail. Thus,
different audits can be taken in either or both summary
and detail before erasing data.

STEP 3. Press FI (YES) if another Extension Audit Report is
needed, or press F2 (NO), to end the audit and erase calls
from memory.

NOTE: Do not press 2 (NO) until you are sure you have printed as many copies
of the various Audit Reports as you need. Once an Audit Report has been generated,
all call records and report data for the specified period will be permanently marked
for erasure and new information will begin to accumulate. Therefore, if F2 (NO) is
pressed after an audit has been generated, the call record information will be erased.
If you have begun an Audit Report in error, as a last resort, wait until the audit
finishes, count to 15, push the reset button and take any reports needed. Then,
immediately regenerate the audit and press F2 (NO).

CREDIT LIMIT AND ALARM

A Credit Limit is set to limit the amount of call charges that can
accrue for an extension. It protects your property by helping to
eliminate excessive calls and charges. The credit limit amount can
be customized for each extension. When a set limit is exceeded the
system will sound a constant alarm until the function FI key is
pressed to silence it. An alert message will also print to the attached
printer.
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****Extension 333 has exceeded their $2.00 limit with $4.82

EXAMPLE: Credit limit exceeded alert message

& To set a credit limit:

STEP 1. Press CREDIT LIMIT. The system will display,
“CREDIT LIMIT EXTENSION #”.

STEP 2. Enter the extension number for which you would like to
set a credit limit.

STEP 3. Press ENTER.
STEP 4. The system will briefly display the current credit limit
for the extension. The system will then display,

“CREDIT LIMIT $:”.

STEP 5. Enter the credit limit dollar amount up to 254.

NOTE: Any number over 254 indicates that there will be no credit
limit set for that extension.

STEP 6. Press ENTER.

911/311 ALARM

The INN-FORM Plus 6.X will sound a constant alarm for all
911/311 emergency calls. The system will also print a raw SMDR
string showing the extension that placed the call.

To silence the alarm press the F1 key.

**%911%%911%%911%*911 ALERT!!!
5/31 06:25P 00:01:30 333 9 911 RT002

EXAMPLE: 911/311 alarm message
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NOTE: The INN-FORM Plus does not receive call information until AFTER the
caller has hung up. Thus a 911/311 alarm will not be sounded until the caller has
completed the call.
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(NOTES)
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CHAPTER TWO

REFERENCE

REPORTS

The INN-FORM Plus is capable of generating many types of
reports. Each report can be classified as one of two types:

« Regular report - which simply prints the call record
information in the selected report format.

«  Maintenance report - which affects the stored call
records by erasing them all (Audit Reports) or clearing a
specified periodic accumulation (Activity and Trunk
Reports).

For detailed information on maintenance reports refer to the
following sections: Extension Audit, Activity Report, and Trunk
Report.

AcTiviTy REPORTS

The Activity Reports summarize all telephone activity during any
one of five selected periods (as defined by you) for administrative
and guest extensions.

This report summarizes telephone activity into the following
information: four types of calls, average time per call, cost of calls,
tax applied to cost, rebilling charges, sales tax on charges (if any),
and gross profit (if any).

The information on a specific Activity Report will only be cleared
by pressing the FI (YES) key when prompted, “CLEAR
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ACTIVITY REPORT?” after running an Activity Report. When a
specific report is cleared, new information begins to accumulate.
Each report will accumulate data until it is cleared. The length of
the period for accumulation of data in a report is set by how often
the report is cleared.

NOTE: If Report 1 is to be a daily report, then the report can be printed any time,
but must be cleared daily. Report 5 might be a yearly report and may be printed
whenever you wish to see the information that has been collected year-to-date, but
must be cleared once a year.

The information appearing on individual Activity Reports is not
erased by an audit.

» To print an Activity Report:

STEP 1.  Press ACTIVITY REPORT. The system will display,
"ACTIVITY REPORT (1-5):".

STEP 2. Enter the report number.
STEP 3. Press ENTER. (The Activity Report will print.)

EXAMPLE: 1 = Daily, 2 = Weekly, 3 = Monthly,
4 = Quarterly, 5 = Yearly

STEP 4. The system will display, “CLEAR ACTIVITY
REPORT?”.

STEP 5. Press FI (YES) to clear the report and begin collecting
new data, or F2 (NO) to leave the report intact and
continue collecting data.

This is only an example! You could select other periods
such as: shifts, accounting periods, etc. Each Activity
Report time period can be set to cover any length of time
desired depending on how often the report is cleared.
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TEL ELECTRONICS INN
May 31 at 1:10PM Fr
Activity Report #1

May 31 at 4:08AM through May 31 at 1:10PM

Type | Count Avg. | Cost Tax | Charged Tax | Profit
Local Calls | 27. 4.1 | 0.00 0.00 | 0.00 0.00 | 0.00
Toll Calls | 15. 10.4 | 7.26 0.36 | 0.00 0.00 | 0.00
Oper. Calls | 0. 0.0 | 0.00 0.00 | 0.00 0.00 | 0.00
Other Calls | 8. 4.8 | 1.10 0.00 | 0.00 0.00 | 0.00
Total Calls | 50. 19.3 | 8.36 0.36 | 0.00 0.00 | 0.00

TEL ELECTRONICS INN
May 31 at 1:10PM Fr
Guest Activity Report #1

May 31 at 4:08AM through May 31 at 1:10PM

Type | Count Avg. | Cost Tax | Charged Tax | Profit
Local Calls | 52. 3.4 | 0.00 0.00 | 0.00 0.00 | 0.00
Toll Calls | 34 2.7 | 8.50 0.43 | 12.75 0.00 | 3.82
Oper. Calls | 1. 1.3 | 1.50 0.12 | 3.00 0.00 | 1.38
Other Calls | 59. 12.1 | 0.00 0.00 | 5.90 0.00 | 5.90
Total Calls | 146. 19.5 | 10.00 0.55 | 21.65 0.00 | 11.10

produced by INN-FORM Plus HX 6.41

copyright, TEL electronics, inc.

EXAMPLE: Activity Report

May 31 at 1:10PM Fr

Cleared Call totals-report #1

EXAMPLE: Activity Report clear

CHeckK OuTt REPORT

The Check Out Report is used when a Property Management
System is unavailable to check out guests (or when there is no
Property Management System) and will provide all telephone call
charges for a selected extension.

Once this report has been completed, all included calls are checked
out and will ordinarily not appear on further Extension or Check
Out Reports (see Function 25). If an extension has been checked
out in error, the checked out calls may be restored (see Undo Check
Out).
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Calls that are checked out by the INN-FORM Plus which have not
been sent to a Property Management System, may be marked as not
needing to be sent to a Property Management System to avoid
charge duplication (see Function 25).

» To run a Check Out Report:

STEP 1.

STEP 2.

STEP 3.

STEP 4.

STEP 5.

Press the CHECK OUT key. The system will display,
"CHECK OUT #".

Enter the extension number to be checked out (up to five
digits).

Press ENTER.

The system will display, “xxxxx has nn Calls for $aaa.aa,
PRINT?”. (xxxxx = extension number, nn = number of
calls, aaa.aa = total call charges)

Press F1 (DETAIL), F2 (SUMMARY), or F3
(NOPRINT). All calls for the selected extension will be
checked out and a report will be printed if you selected
F1 or F2.

NOTE: You can press CANCEL to not checkout the extension.

UNpo CHEck Out

Calls may be restored to an extension which was checked out in
error (assuming an Extension Audit Report has not been run).

» To Undo a check out:

STEP 1.

STEP 2.

STEP 3.

STEP 4.

Press UNDO CHK OUT. The system will display,
“UNDO CHECKOUT FOR #”.

Enter the extension number to undo check out for (up to
5 digits).

Press ENTER.

A Check Out Restore report will be printed.

INN-FORM Plus
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TEL ELECTRONICS INN
Check Out Restore
May 10 at 1:50PM Fr

Extension 114
Totals 3.9 Minutes 1 calls $ 3.05
3.05 $$/call 0.78 $$/Minute 3.9 Minutes/Call

produced by INN-FORM Plus HX 6.5
copyright, TEL electronics, inc.

EXAMPLE: Undo check out report

CosT CENTER REPORT

The Cost Center Report presents calling information for a selected
cost center.

NOTE: The INN-FORM Plus system is capable of sorting call records into as many
as five cost centers with 50 departments in each cost center. When the system was
customized at the factory for your property, the names and numbers of each were
programmed into your system. Cost center/department 1-01 is reserved for guest
extensions. Extensions assigned to 1-01 will receive all programmed markups and
surcharges. Other cost center/department combinations can be used for your
administrative extensions - markups and surcharges will not apply. There is a
provision to input the names through the call accounting system's keypad, or you
may order a new Data Chip containing the new information from your dealer.

Please refer to the programming section in this User Guide
(Function 21) for assigning extensions to each cost center and
department.

If you are not using cost centers, the system always assumes that the

cost center is 1. Any unassigned extensions are assumed to be in
department 01, cost center 1.

» To print a Cost Center report:

STEP 1. Press C.C. REPORT. The system will display, "COST
CENTER (1-5):".

STEP 2. Enter the cost center number that you wish a report for.

STEP 3. Press ENTER. The system will display, "SUMMARY
OR DETAIL?".
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STEP 4. Press F3 (SUM) for a summary report, or press F4
(DET) for a detail report. (The Cost Center Report will
print.)

NOTE: A list of departments and cost centers in use, in Extension
Audit format, can be obtained by entering 0 at STEP 2.

CURRENT CALLS REPORT

The Current Call Report generates a report of calls currently stored
in the system memory that have not been checked out. The report
will also include any credit limit in effect for an extension that has
an amount balance.

STEP 1. Press CURRENT CALLS. The system will print a list of
all current calls since last system audit.

TEL ELECTRONICS INN
Current Calls Report
May 31 at 3:40 PM Fr

Audit last run: May 30 at 12:00AM

Ext. 118 CR Limit:$ NONE 769.5 Minutes 19 Calls $ 343.90
Ext. 121 CR LIMIT:$ NONE 19.8 Minutes 18 calls $ 43.56
Ext. 122 CR LIMIT:$ NONE 1116.0 Minutes 18 Calls $ 518.58
Ext. 124 CR LIMIT:$ NONE 1220.0 Minutes 20 calls $ 588.60
Ext. 227 CR LIMIT:$ NONE 1995.0 Minutes 19 Calls $ 18.05
Ext. 449 CR LIMIT:$ NONE 45.0 Minutes 18 calls $ 42.84
Ext. 1000 CR LIMIT:$ NONE 822.0 Minutes 20 Calls $ 414.40
Ext. 1125 CR LIMIT:$ NONE 468.0 Minutes 20 calls $ 25.00
Ext. 1126 CR LIMIT:$ NONE 1200.0 Minutes 20 Calls $ 523.60
Ext. 1751 CR LIMIT:$ NONE 360.0 Minutes 20 calls $ 186.60
Ext. 1754 CR LIMIT:$ NONE 5400.0 Minutes 20 Calls $ 2211.40
Ext. 1800 CR LIMIT:$ NONE 380.0 Minutes 20 calls $ 195.40
Totals 13795.3 Minutes 232 Calls $ 5111.93
22.03 $$/Ccall 0.37 $$/Minute 59.5 Minutes/Call

EXAMPLE: Current Calls Report

DEePARTMENT REPORT

The Department Report presents calling information for a selected
department.

NOTE: The INN-FORM Plus system is capable of sorting call records into as many
as five cost centers with 50 departments in each cost center. When the system was
customized at the factory for your property, the names and numbers of each were
programmed into your system. Cost center/department 1-01 is reserved for guest

INN-FORM Plus REFERENCE 2-6



extensions. Extensions assigned to 1-01 will receive all programmed markups and
surcharges. Other cost center/department combinations can be used for your
administrative extensions - markups and surcharges will not apply. There is a
provision to input the names through the call accounting system's keypad, or you
may order a new Data Chip containing the new information from your dealer.

Please refer to the Programming section in this User Guide
(Function 21) for assigning extensions to each cost center and
department.

If you are not using cost centers, the system always assumes that the
cost center is 1. Any unassigned extensions are assumed to be in
department 01, cost center 1.

> To print a Department Report:

STEP 1. Press DEPT. REPORT. The system will display,
"COST CENTER-DEPARTMENT (101-550):".

STEP 2. To print a report for a specific department you must enter
both one-digit cost center (1 through 5) and the two-digit
department (01 through 50).

EXAMPLE: "307", where 3 represents cost center 3,
and 07 represents department 7.

STEP 3. Press ENTER. The system will display, "SUMMARY
OR DETAIL?".

STEP 4. Press F3 (SUM) for a summary report, or press F4
(DET) for a detail report. (The Department Report will
print.)

NOTE: A list of departments and cost centers in use, in Extension
Audit format, can be obtained by entering 0 at STEP 2.

ExcepTioN REPORTS

The Exception Report feature allows you to generate reports based
on selected parameters.

This is one of the most powerful features of the INN-FORM Plus.
With Exception Reports it is possible to view very specific parts of
the stored data by defining parameters properly. Call record data
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may be viewed in an almost unlimited number of ways.

following is a list of the available Exception Reports.

Exception and Graphic Reports

A menu of Exception and Graphic Reports
Duration Over/Under N Minutes

Charge Over/Under Selected NN.NN Dollars
Area Code or State Dialed

Area Code Plus Exchange Dialed (Area Code is
Optional)

Phone Number Dialed

Hour of Day

N Longest Calls

N Most Expensive Calls

Trunk Used

Multiple Parameters Using "And" Logic
Multiple Parameters Using "Or" Logic
Numbers Called Over N Times for Each Extension
Numbers Called Over N Times for the Entire
Organization

The

Each separate Exception Report is explained in detail below. The
instructions for each will explain the parameters available and guide
you through the easy to follow input steps.

NOTE: With large amounts of call data, Exception Reports can be time consuming.
While the report is being generated, the system is still working, analyzing and
storing call data in memory.

ExcepTioN REPORT 1. DuraTION OVER/UNDER N

MINUTES

» To print Exception Report 1:

STEP 1.

STEP 2.

STEP 3.

Press EXCEPT. REPORTS. The system will display a

menu of available reports.

Enter 1.

Press ENTER. The system will display, "INVERT,

TOTALS, SUMMARY OR DETAIL?".

INN-FORM Plus
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STEP 4.

STEP 5.

STEP 6.

Press the corresponding function key which indicates
how you wish the information to appear on the report. If
F1 (INV) is selected the system will again offer options.
Press the function key that corresponds to your preferred
option.

The system will display, "MINUTES OVER:". Enter
“0” for all calls, or the number of minutes (up to 511)
and all calls with duration greater than or equal to this
selected number will be identified, unless you are doing
an inverted report, in which case the system will show all
calls with a duration less than the selected number.

Press ENTER. (The report will print.)

EXAMPLE: To print a summary report on calls 35 minutes or
longer, at STEP 4 press F3 (SUM) and at STEP 5 enter 35. See the
following example printout.

TEL ELECTRONICS INN
Exception Report # 1
May 31 at 6:47PM Fr

Duration Over 35 Minutes
5/30 at 12:00AM

Audit last run:

Extension
Extension
Extension
Extension
Extension
Extension
Extension

Totals

59
75
95
101
125
174
279

50.5 Minutes 1 calls $ 23.44
35.8 Minutes 1 Ccalls S 16.59
56.0 Minutes 1 calls $ 21.41
73.0 Minutes 1 Ccalls S 34.61
35.5 Minutes 1 calls $ 15.01
49.1 Minutes 1 calls $ 20.21
38.7 Minutes 1 calls $ 16.23
338.6 Minutes 7 Calls $ 147.50

EXAMPLE: Exception Report 1 in Summary.

EXAMPLE: To print an inverted report in detail for all calls less
than one minute, at STEP 4 press FI1 (INV), at STEP 5 press F4
(DET), and at STEP 6 Enter 1. See the following example printout.

Inverse

TEL ELECTRONICS INN
Exception Report # 1
May 31 at 6:48PM Fr

Duration Over 1 Minutes
5/30 at 12:00AM

Audit last run:

Date Time Dept Ext Type Trunk State # Called Min Charges
5/31 1:29PM 1-01 7 Local 7 UT (801)573-2345 0.7 $ 0.30
5/31 10:59AM 1-01 12 Local 12 UT (801)878-2345 0.8 $ 0.30
5/31 12:49PM 1-01 48 LDist 48 CA (805)893-2345 0.7 $ 0.79
5/31 9:59AM 1-01 67 Local 67 UT (801)930-2345 0.9 $ 0.30
5/31 7:29AM 1-01 67 Local 67 UT (801)969-2345 0.7 $ 0.15
5/31 9:59AM 1-01 79 LDist 79 CA (805)998-2345 0.8 $ 0.79
5/31 4:29pM  1-01 92 Local 92 UT (801)987-2345 0.7 $ 0.76
5/31 1:29pM 1-01 174 LDist 174 Az (602)990-2345 0.9 $ 0.24
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5/31 12:14pPM 1-01 188 Local 188 UT (801)756-2345 0.9 $ 0.24
5/31 2:29pM  1-01 190 Local 190 UT (801)328-2345 0.6 $ 0.30

Total

7.5 Minutes 10 Calls $ 4.23

EXAMPLE: Exception Report 1 Inverted and in Detail for All Calls Less Than 1

Minute.

ExceptioN REPORT 2. CHARGE OVER/UNDER SELECTED

NN.NN DoLLARs

» To print Exception Report 2:

STEP 1.

STEP 2.

STEP 3.

STEP 4.

STEP 5.

STEP 6.

Press EXCEPT. REPORTS. The system will display a
menu of available reports.

Enter 2.

Press ENTER. The system will display, "INVERT,
TOTALS, SUMMARY OR DETAIL?".

Press the corresponding function key which indicates
how you wish the information to appear on the report. If
F1 (INV) is selected the system will again offer options.
Press the function key that corresponds to your preferred
option.

The system will display, "CHARGE OVER:". Enter the
exact amount (0 to 99.99) you wish to use, in dollars and
cents including the decimal point.

NOTE: Amounts up to $99.99 may be entered. For even dollars, it is

not necessary to use the decimal point and cent digits. For all calls,
including no charge calls, enter 0.

Press ENTER. (The report will print.)

EXAMPLE: To print a summary report of calls over $14.50, at
STEP 4 press F3 (SUM), and at STEP 5 enter $14.50.

EXAMPLE: To print an inverted totals report for all calls under
$2.00, at STEP 4 press FI (INV), at STEP 5 press F2 (TOT), and
at STEP 6 enter 2.

ExcepTioN REPORT 3. AREA coDE DIALED

INN-FORM Plus
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» To print Exception Report 3:

STEP 1.

STEP 2.

STEP 3.

STEP 4.

STEP 5.

STEP 6.

Press EXCEPT. REPORTS. The system will display a
menu of available reports.

Enter 3.

Press ENTER. The system will display, "INVERT,
TOTALS, SUMMARY OR DETAIL?".

Press corresponding function key which indicates how
you wish the information to appear on the report. If F1
(INV) is chosen the system will again offer options.
Press the function key that corresponds to your selection.

The system will display, "AREA CODE:". Enter the
Area Code (3 digits) desired. If you put a dash in front
of the Area Code, the report will include calls to the
entire state in which that Area Code is located.

Press ENTER. (The report will print.)

EXAMPLE: For a summary report of calls to Area Code 415 at
STEP 4 press F3 (SUM) and at STEP 5 enter 415.

EXAMPLE: For an inverted report of calls not to the state of New
York, at STEP 4 press FI (INV), and at STEP 5 enter -212.

ExcepTioN REPORT 4. AReA CobpE PLus EXCHANGE

DiaLED (AREA CoODE Is OPTIONAL)

» To print Exception Report 4:

STEP 1.

STEP 2.

STEP 3.

STEP 4.

Press EXCEPT. REPORTS.
Enter 4.

Press ENTER. The system will display, "INVERT,
TOTALS, SUMMARY OR DETAIL?".

Press the corresponding function key which indicates
how you wish the information to appear on the report. If
FI (INV) is chosen the system will again offer options.
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Press the function key that corresponds to your preferred
option.

STEP 5. The system will display, "AREA CODE- EXCHANGE:".
Enter the Area Code-Exchange, noting that a dash must
be entered between the Area Code and the Exchange.

NOTE: If you do not want to specify an Area Code, but want to see
all call records of a selected Exchange, enter the Exchange only and the
system will print a report showing all calls to that Exchange whenever
it appears, regardless of the Area Code.

STEP 6. Press ENTER. (The report will print.)

EXAMPLE: For a detailed report of all calls in Area Code 801
and Exchange 561, at STEP 4 press F4 (DET) and at STEP 5 enter
801-561.

EXAMPLE: For a detail report of all calls to exchange 976
regardless of Area Code, at STEP 4 press F4 (DET) and at STEP 5
enter 976.

ExcepTioN REPORT 5. PHONE NUMBER DIALED

» To print Exception Report 5:

STEP 1. Press EXCEPT. REPORTS. The system will display a
menu of available reports.

STEP 2. Enter 5.

STEP 3. Press ENTER. The system will display, "INVERT,
TOTALS, SUMMARY OR DETAIL?".

STEP 4. Press the corresponding function which indicates how
you wish the information to appear on the report. If F1
(INV) is selected the system will again offer options.
Press the function key that corresponds to your preferred
option.

STEP 5. The system will display, "PHONE NUMBER:". Enter
the Area Code-number, remembering the dash between
the Area Code and the rest of the telephone number. (No
dash between the Exchange and the last four digits of the
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STEP 6.

number.) You may also enter the telephone number
without the Area Code for a report showing all calls to
that specified number regardless of the Area Code.

Press ENTER. (The report will print.)

NOTE: To print a report of all calls made to the phone number
555-1212 regardless of the Area Code, enter 5551212 at STEP 5.

ExcepTioN REPORT 6. TIME oF DAY

» To print Exception Report 6:

STEP 1.

STEP 2.

STEP 3.

STEP 4.

STEP 5.

STEP 6.

Press EXCEPT. REPORTS. The system will display a
menu of available reports.

Enter 6.

Press ENTER. The system will display, "INVERT,
TOTALS, SUMMARY OR DETAIL?".

Press the corresponding function key which indicates
how you wish the information to appear on the report. If
FI (INV) is selected the system will again offer options.
Press the function key that corresponds to your preferred
option.

The system will display, "HOUR (0-23):". Enter the
hour (0 through 23).

NOTE: Use military time when entering the hour. Use 0 for the one
hour period from midnight to 12:59 a.m., 1 for 1:00 a.m. to 1:59 a.m.,
and 15 for 3:00 p.m. to 3:59 p.m.

Press ENTER. (The report will print.)

EXAMPLE: To print a totals report for all the calls which
occurred between 10:00 a.m. and 11:00 a.m. at STEP 4 press F2
(TOT) and at STEP 5 enter 10.

EXAMPLE: For an inverted summary report, showing all calls
except those between 5:00 p.m. and 6:00 p.m., at STEP 4 press F1
(INV), at STEP 5 press SUMMARY and at STEP 6 enter 17.
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ExceptioN REPORT 7. N LoNGEST CALLS

» To print Exception Report 7:

STEP 1. Press EXCEPT. REPORTS. The system will display a
menu of available reports.

STEP 2. Enter 7.

STEP 3. Press ENTER.

STEP 4. The system will display, "N LONGEST. N (1-40):".
Enter the number of calls you wish the system to list (1
through 40).

STEP 5. Press ENTER.

EXAMPLE: For a report of the 10 longest calls, at STEP 4 enter 0.

ExceptioN REPORT 8. N MosTt ExPENSIVE CALLS

» To print Exception Report 8:

STEP 1. Press EXCEPT. REPORTS. The system will display a
menu of available reports.

STEP 2. Enter 8.

STEP 3. Press ENTER.

STEP 4. The system will display, "N MOST EXPENSIVE. N
(1-40):". Enter the number of calls you wish the system
to list (1 through 40).

STEP 5. Press ENTER.

EXAMPLE: To print the 10 most expensive calls, in STEP 4

Enter 10.

ExceptioN REPORT 9. REPORT BY TRUNK

» To print Exception Report 9:
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STEP 1. Press EXCEPT. REPORTS. The system will display a
menu of available reports.

STEP 2. Enter 9.

STEP 3. Press ENTER. The system will display, "INVERT,
TOTALS, SUMMARY OR DETAIL?".

STEP 4. Press the corresponding function key which indicates
how you wish the information to appear on the report. If
F1 (INV) is selected the system will again offer options.
Press the function key that corresponds to your preferred
option.

STEP 5. The system will display, "TRUNK:". Enter the Trunk
number (0 through 9999).

STEP 6. Press ENTER.

EXAMPLE: To print an inverted summary report showing activity
for all Trunks except Trunk 14, at STEP 4 Press FI (INV), at
STEP 5 press F3 (SUM), and at STEP 6 enter 14.

EXAMPLE: To print a trunk usage by hour report showing the
activity of each trunk for each hour of the day, at STEP 4 press F3
(SUM), at STEP 5 enter 255, then press ENTER.

ExceptioN REPORT 10. MuLTiPLE PARAMETERS USING
"AnD" Loaic

The "And" logic uses duration, charge and Area Code. It requires
that the information appearing on the report meets all three of the
criteria requested in order to be printed. For instance, for a report
showing all calls over 10 minutes in duration "And" over $10.00 in
charge "And" in Area Code 801, you would use Exception Report
10 and only calls that satisfied all three of the parameters would
appear on the report.

» To print Exception Report 10:

STEP 1. Press EXCEPT. REPORTS. The system will display a
menu of available reports.
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STEP 2.

STEP 3.

STEP 4.

STEP 5.

STEP 6.

STEP 7.

STEP 8.

STEP 9.

STEP 10.

Enter 10.

Press ENTER. The system will display, "INVERT,
TOTALS, SUMMARY OR DETAIL?".

Press the corresponding function key which indicates
how you wish the information to appear on the report. If
FI (INV) is selected the system will again offer options.
Press the function key that corresponds to your preferred
option.

The system will display, "MINUTES OVER:". Enter the
number of minutes (0 through 511).

Press ENTER.

The system will display, CHARGE OVER:". Enter the
exact amount you wish to use (0 through 99.99) in dollars
and cents using the decimal point where appropriate.

Press ENTER.

The system will display, "AREA CODE:". Enter the
Area Code (0 for all Area Codes or the desired 3 digit
Area Code). If you put a dash in front of the Area Code,
the report will include calls to the entire state in which
that Area Code is located.

Press ENTER. (The report will print.)

NOTE: If you choose to disregard any of the three parameters, enter 0
for that parameter.

EXAMPLE: For a summary report of all calls over 15 minutes,
"And" over 10 dollars, "And" to Area Code 212, at STEP 4 press
F3 (SUM), at STEP 5 enter 15 and at STEP 6 press ENTER. At
STEP 7 enter 10, at STEP 8 press ENTER and at STEP 9 enter

212.

ExceptioN REPORT 11. MuLTiPLE PARAMETERS USING

"OR" Loaic

The "Or" logic report uses duration, charge, and Area Code. It is
designed to be less limiting than the "And" logic report. The target

INN-FORM Plus
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information that will appear on this report only has to match one of
the first two selected parameters and the last parameter.

Therefore, if you ask for all calls that are 10 minutes in duration
"Or" are over $10.00 and are in Area Code 801, you would receive
a report of calls in Area Code 801, that are either over 10 minutes in
duration or have a charge over $10.00.

» To print Exception Report 11:

STEP 1.

STEP 2.

STEP 3.

STEP 4.

STEP 5.

STEP 6.

STEP 7.

STEP 8.

STEP 9.

Press EXCEPT. REPORTS. The system will display a
menu of available reports.

Enter 11.

Press ENTER. The system will display, "INVERT,
TOTALS, SUMMARY OR DETAIL?".

Press the corresponding function key which indicates
how you wish the information to appear on the report. If
FI (INV) is selected the system will again offer options.
Press the function key that corresponds to your preferred
option.

The system will display, "MINUTES OVER:". Enter the
number of minutes (0 through 511).

Press ENTER.

The system will display, CHARGE OVER:". Enter the
exact amount you wish to use (0 through 99.99) in dollars
and cents using the decimal point where appropriate.

Press ENTER.

The system will display, "AREA CODE:". Enter the
Area Code (0 for all Area Codes or the desired 3 digit
Area Code). If you put a dash in front of the Area Code,
the report will include calls to the entire state in which
that Area Code is located.

STEP 10. Press ENTER. (The report will print.)
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NOTE: If you choose to disregard any of the three parameters, enter
the maximum allowed value for duration or charge or 0 for the Area
Code.

The "Or" report is based upon calls which match either the duration
or the charge. Thus, in the example above, any call over 15 minutes
long would be printed, regardless of charge. Calls only need to
match one of the first two parameters in the "Or" report, but must
match the Area Code, if the third parameter is not a 0.

EXAMPLE: For an inverted totals report showing all calls not
over 10 minutes "Or" over 15 dollars to any Area Code (In other
words all calls under 10 minutes and under 15 dollars) at STEP 4
press FI (INV), at STEP 5 press F2 (TOT), at STEP 6 enter 10 and
at STEP 7 press ENTER. At STEP 8 enter 15, at STEP 9 press
ENTER, and at STEP 10 enter 0.

ExcepTioN REPORT 12. NumBERS CALLED OVveErR N
TiMES FOR EAcCH EXTENSION

This report considers phone numbers dialed over N times by each

extension. This report considers all calls for each extension
individually.

» To print Exception Report 12:

STEP 1. Press EXCEPT. REPORTS. The system will display a
menu of available reports.

STEP 2. Enter 12.
STEP 3. Press ENTER.

STEP 4. The system will display, "CALLED N OR MORE
TIMES. N:". Enter the number of times called.

STEP 5. Press ENTER. (The report will print.)

NOTE: If the phone number is not shown on any line of the report,
then that line is a record of an incoming call to that extension.

EXAMPLE: For a report of any number dialed by an extension 20
or more times at STEP 4 enter 20 and at STEP 5 press ENTER.
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ExceptioN REPORT 13. NumBeErRs CALLED OVer N
TIMES FOR THE ENTIRE
ORGANIZATION

This report is similar to report 12 but it considers phone numbers
dialed over N times by the entire organization, not by each
extension. The more unique numbers there are in the system, the
longer this report will take. This report is not as efficient as report
12.

NOTE: With thousands of calls in the system, this report may take hours to
execute. Of course, you can press CANCEL at any time to abort the report early.

» To print Exception Report 13:

STEP 1. Press EXCEPT. REPORTS. The system will display a
menu of available reports.

STEP 2. Enter 13.
STEP 3. Press ENTER.

STEP 4. The system will display, "CALLED N OR MORE
TIMES. N:". Enter the number of times called.

STEP 5. Press ENTER. (The report will print.)

NOTE: The information is taken from all extensions collectively. If
the phone number is not shown on any line of the report, then that line
is a record of an incoming call to that extension.

EXAMPLE: For a report of all numbers dialed 20 or more times at
STEP 4 enter 20, and at STEP 5 press ENTER.

ExTeENsioN AuDpiT REPORT

This audit provides call record information on all extensions in
either summary or detail.

NOTE: Because this report erases all call records in the report upon completion, all
other desired reports (i.e., Extension, Department, Exception, etc.) should be run
first. This report erases call records from the memory-records which cannot be
restored. If the EXT. AUDIT key has been pressed in error, press CANCEL
immediately. The information that appears on the Activity and Trunk Reports is not
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erased by an audit. It will only be cleared when the ACTIVITY or TRUNK
REPORTS are run.

When the Extension Audit Report is initiated, all call records in the
specified period are flagged for erasure. When your first Extension
Audit Report (in either summary or detail) has been printed, the
prompt "ANOTHER AUDIT?" is displayed. The flagged call
records have not been erased at this point. You may proceed with
generating another Extension Audit Report or a copy of the one just
completed. After each report, the "ANOTHER AUDIT?" prompt
appears. When all desired Audit Reports are complete and you
press F2 (NO), the flagged call records are erased from memory.

STEP 1. Press EXT. AUDIT. The system will beep twice and
read, "WARNING - ERASES CALLS!",
followed by the display, "SUMMARY OR
DETAIL?".

NOTE: If the EXT. AUDIT key has been pressed in error, do not
proceed with selected summary or detail. Press CANCEL now to take
you out of the Extension Audit function without loss of call records.

STEP 2. Press the corresponding function key which indicates
how you wish the information to appear on the report.
(The Extension Audit Report will print.)

After printing is completed, the system will display,
ANOTHER AUDIT?".  The prompt "ANOTHER
AUDIT?" assures you that no flagged call records have
been erased yet. At this point, you may select another
Extension Audit Report in summary or detail. Thus,
different audits can be taken in either or both summary
and detail before erasing data.

STEP 3. Press FI (YES) if another Extension Audit Report is
needed, then return to STEP 2, or press F2 (NO), to end
the audit and erase all calls from memory.

NOTE: Do not press F2 (NO) until you are sure you have printed as
many copies of the various Audit Reports as you need. Once an Audit
Report has been generated all call records and report data for the
specified period will be permanently marked for erasure and new
information will begin to accumulate. Therefore, if F2 (NO) is pressed
after an audit has been generated, the call record information will be
erased. If you have begun an Audit Report in error, as a last resort,
wait until the audit finishes, count to 15, push the reset button and take
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any reports needed. Then immediately regenerate the audit, and press
F2 (NO).

ExTENSION REPORT

This Report presents calling information for a selected extension.

» To print an Extension Report:

STEP 1.

STEP 2.

STEP 3.

Press EXT. REPORT.
Enter the extension number (up to five digits).

Press ENTER. (All calls for the selected extension will
be printed.)

NOTE: If you enter a nonexistent extension number or no calls are in
the memory for that extension, the system will briefly display, "NO
CALLS FOUND".

GRAPHIC REPORTS

This report section will explain how to produce reports of call
records in graph format.

» To print a Graphic Report:

STEP 1.

STEP 2.

STEP 3.

Press GRAPHIC. REPORTS. The system will display,
“GRAPHIC REPORT BY:”.

Press F1 (A/C), F2 (HOUR), or F3 (STATE) for the
report you want to print.

NOTE: A/C = duration, in minutes, of calls by area code; HOUR =
number of calls by hour of the day; STATE = duration, in minutes, of
calls by state.

2 = Number of Calls by Hour of the Day.
3 = Total Duration of Calls by State.

Press ENTER. (The Graphic Report will print.)
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NOTE: Graphic Report 3 (STATE) excludes the following types of
calls: local calls; incoming calls; Area Code (800) calls; operator
assisted calls; international calls.

TEL ELECTRONICS INN
Graphic Report #1
May 31 at 3:07PM Fr

Area Code by Duration
Audit last run: Jan. 1 at 12:00AM

State Duration Graph
FL ( 11)###
X ( 2)#
Totals 12.6 Minutes 7 Calls $ 16.91
2.42 $$/Call 1.34 $$/Minute 1.8 Minutes/Call

produced by INN-FORM Plus HX 6.5
copyright, TEL electronics, inc.

EXAMPLE: Graphic Report for Area Code Activity.

TEL ELECTRONICS INN
Graphic Report #2
May 31 at 3:07PM Fr

Hourly Activity
Audit last run: Jan. 1 at 12:00AM

Hour Calls Graph
0- 1:00 ( 0)
1- 2:00 ¢ 0)
2- 3:00 ( 0)
3-  4:00 ( 2)
4- 5:00 ( 3)
5- 6:00 ( 9)
6-  7:00 ( 0) ###
T- 8:00 ( 24) #H4#H4HHEHEHREARERESS
8- 9:00 ( 20)###t#HttHetHatEFHEFIS
9- 10:00 ( 22) #4444 HEHEAREARERERE
10- 11:00 ( 34) #####ttdddtatttdttattttattattaedts
11- 12:00 ( 28) #4444 4444444441444 E R4 BHREHS
12- 13:00 ( 37)##t#deddddtdt et dttat et attat 4t A EEREFRES
13- 14:00  ( 43) ###44# 44444044414 HH 4R E R H R E R R B 1S
14- 15:00 (  14)##t#deddddtaddats
15- 16:00 ( 21) #4444 4444444404004 18
16— 17:00 ( 19)##t#htdhtttttdttattadssst
17- 18:00 ( 0) ###
18- 19:00 ( 0)
19- 20:00 ( 0)
20- 21:00 ( 0)
21- 22:00 ( 0)
22- 23:00 ( 0)
23- 0:00 ¢ 0)
Totals 2264.3 Minutes 240 Calls $ 855.21

EXAMPLE: Graphic Report for Hourly Activity
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TEL ELECTRONICS INN
Graphic Report #3
May 31 at 3:07PM Fr

State by Duration
Audit

State

WA
ID
CA
TX
PA
OH
MN
co
Wy
NE
L
MO
NY
IA
GA
OK
OR
AZ
WI
NV
VA
uT
TN
MI
Ks

Totals

(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(

la
Du

6
10
66

5

3
1
5
19

5
1
16
3
1
1
3
3

11

12
1

st run: Jan. 1 at 12:00AM
ration Graph

Liddadiad
fiddasasasasasss
liddddaasazasssasasassssssasasassasssssny
Lidiiia

Liddaai

#iH

AR
Liddadasasasasassasiasass
Lidiaadzazasi

#iH

Liddasaassassssssi

##

)
1)
)
)
)
)
)
)
)
)
)
)
) #EHEHA A
)
)
)
)
)
)
)
)
)
)
)
)

5

2
2

##

i

Lidiiii

i
ldddadasassiasissasasassi
Liddaaad

FhEERER AR

Liddadaasssi

FHEFRERER AR
#FH#H#

##

i

4

1
1
6
9
3
4
7
5
9
6
5

8
8
8
7

1834.3 Minutes 169 calls $ 772.46

EXAMPLE: Graphic Report for State by Duration

MuLTiPLE REPORTS

This powerful feature allows the selection of a series of reports, to
be defined and entered into the system as a Multiple Report. Six
such Multiple Reports may be created. These reports may be run as
often as desired and may be changed (redefined) at any time.

The concept behind the Multiple Report function is to streamline the
time necessary to generate the reports you use most frequently.
Once you become familiar with the INN-FORM Plus system, it will
be obvious which reports and parameters provide the details most
useful for your particular property.

Using the Multiple Report function allows you to "program" the
system to give you the necessary reports automatically. A few
minutes of setup time is all that is required. To save time when
using the Multiple Report function, first list the reports and their
parameters that are to be defined (such as exclusive department,
start/end date, etc.). Next, refer to the reports section of this User
Guide for keystroke input information for each report on the list.
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Put these keystrokes in the order that they will occur. Once you
have this information in front of you, inputting the keystrokes in
logical sequence into the system will be easy.

There are six different Multiple Reports which can be defined.
Each report represents a block of 45 keystrokes which can be used
to select reports and their parameters. Each Multiple Report can
then be generated, as previously defined, by pressing MULTIPLE
REPORTS and entering the Multiple Report number (1-6).

The six different Multiple Reports that can be chained together (for
a possible 270 keystrokes). To chain the Multiple Reports together
use the last keystrokes in one Multiple Report to call up or activate
another Multiple Report. Higher report numbers have priority, and
therefore can be used as "subroutines". See the example below for
more detail on how this works.

The individual reports that are programmed into a Multiple Report
can be programmed to loop on a range of numbers and produce
several reports instead of just one. This is done by includin