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Post Charges in Bulk

Charges can be posted to the folio, the owner profile, or work order

The Bulk Charge Import Tool is designed to facilitate
the bulk uploading of various types of charges, which
can save time for teams that need to manually enter

charges exported from other applications or variable
Post Charges charges into TrackPMS.

i Date Quantity  Amount  Memo

yyyy-mm-dd

Here are the five types of imports:

rrrrrr

Folio Guest Charges

Folio Owner Charges

Owner Charges on Profile

Maintenance Work Order Owner Charges
Housekeeping Work Order Owner Charges

yyyy-mm-dd

yyyy-mm-dd

yyyy-mm-dd

yyyy-mm-dd

yyyy-mm-dd
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Track Short Term Rentals + Task c l

I [
Reseruaton ace AllTransactions  Breskdown . (IR oG] ot uoine sune | I O I O u e St I l a rg e

Alt. Conf. Number None

Reservation Type Regular # Date Folio# Type Manual @  Description aty Tax Amount

Agreement Status Not Sent 01051078  Jan 29,2025 @ 554816 payment N e-Check Payment on Folio = SN cions ~ | B u | k O S-t C h a r | H -t f f | H
A sssastc P ges on a liIst o1 Tollos

Rate Type Week Showing 1101 of 1 entries Entdes| 25 v

Payment Method None

Tax Exempt No

Cancellation .
1.  Charges are posted to the guest folio,
Folio Rule No Rule/Guest Pay

swome | | OwnerCharges Dsrowseis affecting the folio balance.

T e 2. These charges appear in the 'Transaction’
B e section of the folio/reservation.
Statement Comment [ ]

Est. Commission

William Khan

Additional Actions: Accounting Tools

© Releasev2025-01-302

Examples:

° Post over/short adjustments via download of ‘Folios with a Balance' and
adjust all reservations that needs penny rounding adjustments with one
import.

Post manual tax adjustments when policies change and cleanup is needed
on some reservations caught between old and new policies.

Post manual fee adjustments when there are issues with configuration of a
new unit or after initial implementation.
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Track Short Term Rentals + Task c l

I [
Reseruaton ace AllTransactions  Breskdown . IR oG] ot uoine sune | I O I O WI l e r I I a rg e

Alt. Conf. Number None
Regular # Date Folio# Type Manual®  Description ay  Tax Amount

reer atus Not Sent £1051078  Jan 29,2025 @ 554816 payment N e-Check Payment on Folio - - ($583.82) m B u | k O S-t C h a r t t h f I 1
Gueet ora s seststo P ges 1o the owner 10110S
Rate Type Weeks Showing 1101 of 1 entries Enties 25 v
Payment Method None
Tax Exempt No
Cancellation
1. Charges are posted to the owner and
Folio Rule No Rule/Guest Pay

e | OwrerGhearges r— displayed as related to the indicated folio,
! ! # Date Owner Description aty Tax Amount affecting the OWner balance.

Campaign DestinFlorida.com ot eyl ablel

W 2. These charges appear in the 'Owner

Res Agent Todd Davis

. Charges' section of the folio.
3. Shown in the Units’ section, posted as the
Accounting Item name. Comments can be
added once posted via the statement tool to
© s s 102 add more details.

Examples:

° Post fees that are calculated post booking (like a percent of the total) that
need to be charged to the owner because a reservation occurred
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Meghan ol Owner Charge on Profile

General Contacts Units Recurring Charges JRIEUEEEUEN Statements Work Orders  Unit Codes Documents  Payment Methods

e 3 oo | T RN Y Bulk post charges to the owner profile

# Date Type Source Statement  Description aty Tax Amount
1050945 Mar 6,2025 @ charge Folio - Property Management and/or Travel Agent Commission Charge. 1.00 - ($17.07)
1050944 Mar6,2025 @ charge Folio - Mar 6, 2025 - Room charge for Windancer 402 on Folio #553212 1.00 $10.24 $85.36
T R T e e —— Tl 1.  Charges are posted to the owner and
1050942 Mar5,2025 @ charge Folio d Mar 5, 2025 - Room charge for Windancer 402 on Folio #553212 1.00 $10.24 $85.36

e P e P oy e e T oG T displayed in the transactions section of the
1050940 Mar 4,2025 @ charge Folio - Mar 4, 2025 - Room charge for Windancer 402 on Folio #553212 100 $10.24 $85.36 Statement, affectlng the owner ba | ance

1050939 Mar3,2025 @ charge Folio - Property Management and/or Travel Agent Commission Charge. 1.00 - ($17.07)

charge Folio - Mar 3, 2025 - Room charge for Windancer 402 on Folio #553212 100 $10.24 $85.36 2. Th ese Charges appear in the ITranSaCtionsl

1050937 Mar2,2025 @ charge Folio - Property Management andjor Travel Agent Commission Charge. 100 —  (s1707)

B
L]

1050936 Mar 2, 2025 B charge Folio - Mar 2, 2025 - Room charge for Windancer 402 on Folio #553212 100 $10.24 $85.36 ta b Of th e OW n e r p rOﬂ I e .
B

1050938  Mar 3, 2025

1050934 Mar1,2025 @ charge Folio - Mar 1, 2025 - Room charge for Windancer 402 on Folio #553212 100 $10.24 $85.36 3 S h . h T . . d
1050935 Mar1,2025 @ charge Folio - Property Management andfor Travel Agent Commission Charge. 100 - (81707) ownin t e Iransa Ct IoNns s eCt 10 n, p OSte
1050933 Feb 28,2025 @ charge Fo!iu - Property Management and/or Travev\ Agent Ccmm\ss\'env Charge. 100 —-  (s17.07) as .th e ACCO u ntl n g I.te m name. C omme n.ts
1050932 Feb 28,2025 @ charge Folio - Feb 28, 2025 - Room charge for Windancer 402 on Folio #553212 100 $10.24 $85.36

1050931 Feb 27,2025 @ charge Folio - Property Management and/or Travel Agent Commission Charge. 1.00 - ($17.07) Ca n b e a d d ed 0 n Ce pos‘ted V I a ‘t h e

1050930 Feb 27,2025 @ charge Folio e Feb 27, 2025 - Room charge for Windancer 402 on Folio #553212 1.00 $10.24 $86.36

statement tool to add more details.

1050929 Feb 26,2025 B charge Folio Property Management and/or Travel Agent Commission Charge. 1.00 = ($17.07)

Examples:

Post charges from company credit card bill directly to owner profile.
Post utility bill charges to owner profiles.

Annual STR license renewal fees

Recurring charges that vary in amount
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MT Work Order Owner Charge

Work Order #35 Ex
e[ e = Bulk post charges to the MT work order
1051081 Jan 30, 2026 Doris Mcclain - $100.00 $0.00 s10000 BT
e 1.  Charges are posted to the owner and

displayed as related to the indicated
maintenance work order, affecting the
owner balance.

2. These charges appear in the '‘Owner
Charges' tab of the maintenance work order.

3. Shown in Work Orders section as a related
Work Order charge with more detail in the
‘Work Order Summary’ of the Owner

Examples: Statement.

° Post labor charges across several work orders based on timesheets.
° Post supplies charges across several work order based on receipts or
expense reports.
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Track Short Term Rentals + Task l

WO r k O rd er #3 O Cancel  Assign  StartWork (WMl ¢ Back to Work Order
General Tasks Photos NeVTIEeIEILTEE Work Logs
Show 25 v rows + Charge
D Date Owner Memo Sub Total Tax Total
1051080 Jan 30, 2025 Scott Fields $100.00 $0.00 s10000 BT D
Showing 1to 1 of 1 entries e -

© Releasev2025-01-302

Examples:

° Post labor charges across several work orders based on timesheets.
° Post supplies charges across several work order based on receipts or
expense reports.

NEXT

HK Work Order Owner Charge
Bulk post charges to the HK work order

1.  Charges are posted to the owner and
displayed as related to the indicated
housekeeping work order, affecting the
owner balance.

2. These charges appear in the '‘Owner
Charges' tab of the maintenance work order.

3.  Shown in Owner Charges section as the
Accounting Item name.
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What kinds of tasks do you
E) feel this tool could be most

useful for?

@ Presenting with animations, GIFs or speaker notes? Enable our Chrome extension


https://www.slido.com/support/gsi/how-to-change-the-design
https://chrome.google.com/webstore/detail/slido/dhhclfjehmpacimcdknijodpjpmppkii
https://www.sli.do/features-google-slides?payload=eyJwb2xsVXVpZCI6ImNmNGUwMGZlLThiODAtNDgwMS05YzU1LWNlOTdkMmI4ODY2ZiIsInByZXNlbnRhdGlvbklkIjoiMU5xVFlpeHBRV2ZTTTlpSjRFRHdRUmZ6a1pKZkdOc2p5bUZEaThQQjZ6UHciLCJzbGlkZUlkIjoiU0xJREVTX0FQSTEzMDI1Njk3MzlfMCIsInR5cGUiOiJTbGlkb1BvbGwiLCJ0aW1lbGluZSI6W3sic2hvd1Jlc3VsdHMiOnRydWUsInBvbGxRdWVzdGlvblV1aWQiOiI3NmJhZjZlOS1mYmM2LTQ3MzAtYjI1Yi0xNTZkMWE3OWE0MmEifV19
https://www.sli.do/features-google-slides?interaction-type=T3BlblRleHQ%3D

Find more info online

TrackSuite Help Center

More information about the Post Charges in Bulk tool can be found

Scan the QR code for a direct link!
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https://support.trackhs.com/hc/en-us/articles/5360655080219-Post-Charges-in-Bulk

How confident are you in
ﬁ using the bulk charge

feature after this demo?

@ Presenting with animations, GIFs or speaker notes? Enable our Chrome extension


https://www.slido.com/support/gsi/how-to-change-the-design
https://www.sli.do/features-google-slides?interaction-type=UmF0aW5n
https://chrome.google.com/webstore/detail/slido/dhhclfjehmpacimcdknijodpjpmppkii
https://www.sli.do/features-google-slides?payload=eyJwb2xsVXVpZCI6IjJjYTRhYTZkLWIxODUtNDdjNC1iOTcyLTNjZDFiM2YwNjA5ZCIsInByZXNlbnRhdGlvbklkIjoiMU5xVFlpeHBRV2ZTTTlpSjRFRHdRUmZ6a1pKZkdOc2p5bUZEaThQQjZ6UHciLCJzbGlkZUlkIjoiU0xJREVTX0FQSTIwMDYwNzMzNjJfMCIsInR5cGUiOiJTbGlkb1BvbGwiLCJ0aW1lbGluZSI6W3sicG9sbFF1ZXN0aW9uVXVpZCI6IjkxZGVjZGQ2LTdhYWMtNDViMS1hMGIzLWRmZDNmNTBjMTM0MSIsInNob3dSZXN1bHRzIjp0cnVlfV19

