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

Lorem ipsum dolor sit amet, consectetur adipiscing 
elit. Donec urna ligula, aliquam in porttitor sit amet, 
dapibus eget purus. Quisque hendrerit ut ipsum ac 
fermentum. Nam non ipsum diam. Ut a malesuada 
sem.

● Lorem ipsum dolor sit amet, consectetur 
adipiscing elit. Donec urna ligula, aliquam in 
porttitor sit amet, dapibus eget purus. 
○ Quisque hendrerit ut ipsum ac 

fermentum. 
■ Nam non ipsum diam. Ut a 

malesuada sem.

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 
charges into TrackPMS. 

Here are the five types of imports:

● Folio Guest Charges 
● Folio Owner Charges 
● Owner Charges on Profile 
● Maintenance Work Order Owner Charges
● Housekeeping Work Order Owner Charges 
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Folio Guest Charge

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.

Bulk post charges on a list of folios

1. Charges are posted to the guest folio, 
affecting the folio balance. 

2. These charges appear in the 'Transaction' 
section of the folio/reservation.



© 2025 | TravelNet Solutions, LLC | PRIVATE AND CONFIDENTIAL

Folio Owner Charge

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

Bulk post charges to the owner folios

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

2. These charges appear in the 'Owner 
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 
add more details.
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Owner Charge on Profile

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

Bulk post charges to the owner profile

1. Charges are posted to the owner and 
displayed in the transactions section of the 
statement, affecting the owner balance. 

2. These charges appear in the 'Transactions' 
tab of the owner profile.

3. Shown in the Transactions section, posted 
as the Accounting Item name.  Comments 
can be added once posted via the 
statement tool to add more details.
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MT Work Order Owner Charge

Examples:

● Post labor charges across several work orders based on timesheets.
● Post supplies charges across several work order based on receipts or 

expense reports.

Bulk post charges to the MT work order

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 
Statement.
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HK Work Order Owner Charge

Examples:

● Post labor charges across several work orders based on timesheets.
● Post supplies charges across several work order based on receipts or 

expense reports.

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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Let’s try it together



Do not edit

How to change the design

What kinds of tasks do you 
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
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Find more info online
TrackSuite Help Center

Lorem ipsum dolor sit amet, consectetur adipiscing elit. 
Donec urna ligula, aliquam in porttitor sit amet, dapibus 
eget purus. Quisque hendrerit ut ipsum ac fermentum. Nam 
non ipsum diam. Ut a malesuada sem.

● Lorem ipsum dolor sit amet, consectetur adipiscing 
elit. Donec urna ligula, aliquam in porttitor sit amet, 
dapibus eget purus. 
○ Quisque hendrerit ut ipsum ac fermentum. 

■ Nam non ipsum diam. Ut a malesuada 
sem.

More information about the Post Charges in Bulk tool can be found 
in our help center.

Scan the QR code for a direct link!

https://support.trackhs.com/hc/en-us/articles/5360655080219-Post-Charges-in-Bulk
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How to change the design

How confident are you in 
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

