Invoice Transmittal

Extremely Important: When working in the Constellation system,
ALWAYS use the navigation buttons on the page. DO NOT use
the Back and Forward buttons on the browser window.

Logging In:
Log in to the Constellation System by going to http://www.hlchotels.com/constellation
Enter your Login ID and Password and click Login.

The fist time you log in you will receive a security alert like the one below. Click YES.
Security Warning |

Do you want to inztall and rn “Microzoft Web MNavigator
Activer Control signed on 6/12/1337 410 P and
diztributed by:

lle

ticrozoft Corporation

Publizher authenticity verified by YenSign Commerczial
Software Publishers Ca

Cautior: Microzoft Corporation azserts that thiz content iz
zafe. Yiaou zhould anly install view thiz content if pou st
ticrozoft Corporation bo make that aszertion.

[ Always trust contert from Microsoft Corporation

More Info |
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You should then be looking at the following screen:

'EI oestelatinn - Micrasall Inbemel Exploner provsded by HUC Holbels

Ble Edt few Fgeortes Jook  Help links @] Outhock ‘Web Access > IR
wBak - = - ) ] | Dsewch [ajFwvoes Pemstory | Sh - [0 - ) | Addess (@) rep: e Hichor 7| G0 _
(c Operations Haports Tools  Adminsstration  Help Log Out
- CES Developer
Chde Harbour Inn
Thisisthe menu bar
-
Constellation
Em&mﬂu:hwmmmmw P Intemet &
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Entering a New Invoice:

To enter a new invoice, click on the Operations menu. Then click on the Invoice Transmittal item.
Then click on New Invoice.

You should see the following screen:
a Constelstion - Mresolt Intermet Eiploner proyvided by BUC Hotels
Fle B ‘Www Fgordes  Jook  Hep Links @] Outiook Weh Acress '-
bk » = - G (1] A Paech GiFevortes frstery | D6 e £ < (5] | Addowes W8 hitp: s bichiets oo 7| o*Ga

(c te Toals Administration  Halp  Log Out

. Dperations - Invoices AddiEdit g&gﬁfﬁ‘gﬁé
Vendor: f B Request Hav Yandor

Tvwnice Nurmbar; | Invodca Tatal: [

Invwoice Date | Transmitial Date: [

Due Date |

Irwoice Ttems
Il 117
MO recirds pens Fl:l'.lﬂd

El . - | E

From the Vendor list box, select the vendor for this new invoice. If you do not see the vendor listed click
the Request New Vendor link to have accounting at the corporate office set up the vendor in our
accounting system. You will receive an e-mail back when the vendor is setup.

In the Invoice Number field enter the invoice number.

In the Invoice Date field enter the invoice date as it is shown on the physical invoice.

In the Due Date field enter the last date this invoice is due. This day is typically determined by the “Net”
terms. This is an optional field.

The Invoice Total and Transmittal Date fields are not editable and will be updated automatically.

Now click the Save button.
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At this point your screen will look like the following. Keep in mind that this is a sample invoice and may

not make sense.
3 Constelstion - Maorosolt Internet Enplones provided by HUC Hotbels

M=l E

fle Et yew Fgeories  Jook el Unks @] 0ubook Web Acress - I
bk = - 3 F] A Peech Gifeories ety | OF G4 £ « (5] || Addme T hitp: b hichotets congoor =] G0
(c noratinrc t  Toals Administration  Halp  Lag out

=S Operations - Invoices AddiEdit g&%@fﬁﬁm‘m
vendor: fceLeeremion K3 Reauest Huw Yandar

Tvwnice Nurmbar; | RE= Invodca Tatal: [

Invwoice Date |1 masizn0: Transmitial Date: [

Duae Diate |

Copy Delete Hawe

Invoice [tems Add Ttam

Mo records mers found

= . .-I E

At this point you are ready to enter the invoice line items. You can add as many Invoice items as you
wish. To do this, click the Add Item button. You will receive the following dialog box:

a Add Mew Invoice Item -- Web Page Dialog

Account: |50065000-G & A-FLOWERS =

Amount: 1231

|htt|:|:,l',l'www.th:hu:uteIs.u:u:um,l'u:u:unsteIIatiu:un,l'u:upsInvu:uiu:eEditDIg.asp?hannvuiceItemID=D&hc |ﬂ Inkernet

Select the desired account from the Account drop down list. This drop down list shows the chart of
accounts for your hotel as it is listed in our accounting system.

Enter the Amount associated with this Invoice Item and click the Save button.
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You screen will look like the following:
a Constelstion - Maorosolt Internet Enplones provided by HUC Hotbels

Be ES yew Faeories Josk  ep
bk o - (D] A Ptesch GiPerim BHetory | D B (£ - (5]

Hailg

Bamimnistratinm

= Dperations - Invoices AddEdit

aig QIut

Yendor: | CELEBRATION =
Tienlce Mambar: RE=T Invidca Tatal:
Invwoice Date |1 masizn0: Transmitial Date:

Duae Diate |
T Copy

Irwoice Ttems

[&] Done

Links @] Outicok Wb Arress

Akdrmes W] hitp: | bwsew hichatels comboor =] G0

CBS Developer
Cicie Harbawr inn

Eeouest Hev Vendor

Dot Hawve

-
47035221 PEY - 500U B MIX EXFENSE [ z5non |

W Inbamst &

Do

add Ttam

Asge 1 of 1

Notice that the Invoice Total field has been updated. Enter as many Invoice Items as you require so that

the Invoice Total matches the total on the physical invoice.

If necessary you can click the Edit or Delete links to the left of each Invoice Item to make any necessary

changes.

You can also use the New, Copy, and Delete buttons as necessary to ... you guessed it ... create a New
Invoice; copy the current invoice to a new invoice; or Delete the current invoice.

Once completed, click the Done button.
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Your screen will look like the following:

£l Constellation - Microsolt Internet Enplores provided by WLC Hobels

Fe E Wew Fgordes Josk  Help Links @] Outiook Weh Acress '-
bk v = - (3 A Dsesch Gifeeis Py | D G K - (2] | Al [0 hop: b Fichoets congor =] P60

\ CB5 Developer
Dperations - Invoices List Cikce Harbiour in
Naw Filtar

Trarsmittal Data Amount
11072003

12425,/2002
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Generating an Invoice Transmittal:

You should only generate an Invoice Transmittal when your are ready to batch up and submit your
invoices at the end of the week/month.

To generate an invoice transmittal report of all your unsubmitted invoices. Click the Operations menu,
then Invoice Transmittal, then Generate Transmittal Report.

Your screen will look like the following:
) Constelstion - Miorosolt Internet Explones provided by 1T Hobeks [ O] =]
Fle B ‘Www Fgordes  Jook  Hep Links @] Outiook Weh Acress '-
bk = - 3 F] A Peech Gifeories ety | OF G4 £ « (5] || Addme T hitp: b hichotets congoor =] G0

s e e e Toals Adminiskration Hilp ag ot
«:_ch _ CB% Developer
Dperations - Invaice Transmitial Cicka Harbaur b

Transmiltal Dale: ']l"l [\ k]

Intransmitted Invoices Select all Clear all

Wendar [FiDice M e Invnice Cata Amount

CELEBRATION 111 12/259520032 £} K

GRnRrabe Cancel

£] Done [ ' Irtemat &

Obviously you will have several invoices listed here. Either individually select the invoices you want to
include in this transmittal or click the Select All button. If you need to deselect all the items, click the
Clear All button.

You can specify the Transmittal Date if it is other than today. However, there are restrictions. Please
see the Special Restrictions section for details.

Once you have selected all your desired invoices, click the Generate button.
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The first time you view a report, it may take several minutes but you will receive the following security
warning:

Security Warning |

Do pou want ta ingtall and run “Crystal Smart Wiewer for
Activer" signed on 1/23/00 17:17 Ak and distributed by

Seagate Software

Publizher authentizity verified by 'enSign Cormmercial
Software Publizhers Ca,

Caution: Seagate Software azzerts that thiz content iz safe.
“'ou zhould only ingtallview thiz content if you kst
Seagate Software to make that azsertion.

[T Aways trust content from Seagate S oftware

Mare [rfia

g
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You will then receive the report that can be printed out. Your screen will look like the following:

2} Constelstion - Morosolt Internet Explones provided by 1T Hoteks [ O] =]
Fle B ‘Www Fgordes  Jook  Hep Links @] Outiook Weh Acress '-
bk = - 3 F] A Peech Gifeories ety | OF G4 £ « (5] || Addme T hitp: b hichotets congoor =] G0

(c Erabions tE Toaleg  Administration Hsilg aig QIut

="+ Dperations - Invoice Transmittal gfmmuﬁ‘m
EX I il SR 1
F'lhrlwl

Inveice Transmittal Report
Oide Harbowr Inn

W s S
i Mumiber Date " :r-l Kol Desaoription Ao
CEL EERAT IO (CEMIES
11351 1205E002 A DN 4I0.38IH  BEV .- SODW & Wi EXPENSE 250000

0 URAHLARS, T Bl T 04 O [0 3

MO0 12052002 AL 100924 ASTETE - MWINTORY OTHER 1.254.00
T2BEC003 O DA 2051 00 BEY - MLESIZ & ENTERTARMENT 12 35400
Irisndias Tioksk ALG5E M
Gramd Trolak 1595500
-
Chick tha & con to axpart the repart o MS Woard or M5 Excal, =
ﬁ__'l [kones [ .- Irkarmat &

Use the printer icon on the report viewer toolbar to print it to your local printer. You can also export the
report to MS Word or MS Excel. In this report example, it shows more invoices than we selected because
| had already done an invoice generation on that particular day.

At this point you are done. Complete your weekly pack as usual.

Special Requirements:
Transmittal Date: You can specify a transmittal date different from today as long as it meets one the
following criteria:
* The date is in the current month.
«  The last date of last month if the current date is less than the 3" date of the current month.
* The last date of last month and the current date is past the 3" date of the current month
ONLY if your regional manager has granted you an override. Please contact your Regional
manager to have this done.

Browser: The Constellation application requires Microsoft Internet Explorer 4.02 or higher with Visual
Basic Script Support installed. If you are having trouble contact the system administrator.
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