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1 Getting Started in Tripsetter

1.1 Accessing Tripsetter

[ —
Need To Know Tripsetter User Guide Marketing Materials
Login @ Help
LogIn
User Name: |
Password:

Log In
you lost your pas:

Figure 1 — Resort Login

Using your Internet Service Provider (ISP), access the Internet and enter www.coastaffiliates.com in the
address line, not in the Search field.

From the Coast to Coast Login screen, login to the system by entering your User Name and
Password the first time you log in to Tripsetter.

1.2 Security Level Determines Menu Options Available

1. The User Name and Password used to log into Tripsetter and the Security Level attached to it will
determine the menu options that will appear.

2. Corporate Owner has access to all menu options, including the Corporate Reports for use by the
multi-resort corporations.

3. Resort Senior Manager has access to all menu options except Corporate Reports.

4. Resort Manager has access to Reservation Functions, Drive-Up Reservations, Purchase Points for
Member, Change My Password and all Reports available to the Resort Clerk plus the Reservation
Maintenance Report

5. Resort Clerk has access to Reservation Functions, Drive-Up Reservations, Purchase Points for
Member, Change My Password and all Reports except the Resort Payment Detail Report and the
Reservation Maintenance Report.

Resort #1900: Tripsallar Training Resort

COAsT .ﬂ COAST Lapaed e Tepastar Tra'a ing Reacs [ RE BE RN TTOWT

Seuriby Lewel Sestert Chyridr /| Sopoate

EncallCshanss Const Menben Barclaye Credie Progum Hagd T e Tripssiar Uaes Guidy Iarketing Matarials

Home # Rescrt 3eiup b Resord hilo

Figure 2 — Coast Internet-Based Features

6. Accessing the www.coastaffiliates.com website will give you access to the Tripsetter central
reservations system as well as access to other Coast to Coast Internet-based features: Enroll/Enhance

11
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Coast Members, Barclays Credit Program, Need to Know, Tripsetter User Guide, and Marketing
Materials.

1.3 Session Timeout — Log In Again

1. If the computer remains idle for a period of time greater than 20 minutes, the user is logged off
Tripsetter.

W UREAM. PLAN. 60

Rigd T Know Tripaenie Vs Culte Horketing Weolelals

Your session has explred,
Click here to log back In

Figure — Your Session Has Expired Message

2. This protective message provides a timeout message and asks users if they want to log back onto
Tripsetter.

3. Enter the User Name and Password to return to Tripsetter.

1.4 Website Navigation

AR H |
URKEAM, i
W Resort #1900; Tripsattar Training Resort sl 4 ~asser T a1

Seurity Lewet Ses
Encallfshancs Const Memben Barclaye Ceedif Proguam Haeed To Moo Tripssiar Uaes Guids Marketing Matarals

Home b Resord Seiup b Resord o

Figure 3 -- Website Navigation Tool Bar

1. Click Home on the dark blue navigation bar to return to the main menu.

2. Click on the desired menu option from the dark blue navigation b r to return to previous menus.

1-2
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2 Resort Menu Overview

Resort #1900: Tripsetter Training Resort Logged In: Trigsetier Training Resort—NO RESERVAT)
PERM

Security Level: Resort Qwner /(

Enroll/Enhance Coast Members Barclays Credit Program Need To Know Tripsetter User Guide Marketing Materials

Resort Setup
The resort setup page

Reservation Functions
This page allows you to manage reservations

Drive-Up Reservations
This page allows you to create reservations for drive-up's
Purchase Points For Member

This page allows you to purchase points for a member.

] Set Up Employees

Add employees. remave employees, update employee information, and reset employee passwords

I Reports

The reports page allows you te view all RVTripsstter Reports
Change My Password

This page allows you to edit your password and secret question information

Figure 4 - Resort Menu Options

2.1 Resort Website Links

1. Once logged on to www.coastaffiliates.com using your User Name and Password, you will have
access to all of the following links.

2. Enroll / Enhance Coast Members is the link for registering and upgrading new Coast memberships
online.

Check the Need to Know link for updates and new documents explaining new Tripsetter functionality.

4. Click on Tripsetter Training Guide to download and print individual sections or the entire Tripsetter
Training Guide.

5. Marketing Materials provides a view of the Coast wall map and wall tour posters as well as order
instructions and a link to the Sales and marketing Materials Order Form (PDF).

2.2 Home

1. Logged In of the user appears in the upper right-hand corner of screen.
a. The security level of the users limits what they can see and do in Tripsetter.
b. Tripsetter provides the resort the option to restrict what reports and functionality is available to

users through four different levels of security.

2. If the resort has assigned the security-level login for a user, that User Name and Password will be
used to access Tripsetter.

3. Home Menu Options

a.

b.
c.

—h

Resort Setup — Takes the user to the Resort Information, Events, and Unit Type Selection and
Unit Type Details for those resorts accepting Trip Points for rental accommodations.

Reservation Functions — Allows the resort to manage all reservations.

Drive-Up Reservations — Allows the resort to enter Drive-Up reservations for both RV Sites and
Rental Accommodations for which the resort accepts Trip Points.

Setup Employees Allows the resort to add and remove employees, update employee information
and reset employee passwords.

Reports — Takes the user to a list of all available Tripsetter Reports.

Corporate Reports — These reports are only visible with the Resort Owner / Corporate login.
(See: Corporate Reports for Multi-Resort Corporations

2-1
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g. Change My Password — Allows the users to edit their passwords and the secret question
information used when requesting a “forgotten” password by e-mail.

2-2
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3 RESORT SETUP

| N —
Logged In: unefinedTripsetier Training Resort — NO RESERVATIONS
PERM {Logout)

Security Level: Resort Owner/ Comorate

W you are not undefinedTripsetter Training Resort - HO RESERVATIONS
Home p Resort Setup PERMthen please click here

E Unit Type Selection

Select which unit types apply to your reson.

Unit Type Details

Sub-men for configuring the detals of the unit types
Resort Info
Sub-menu for configuring resert aptions
Events
Create, change, and delete special events. You may also resirict resenvations during an event

Resort #1900: Tripsetter Training Resort

Figure 5 - Resort Setup Menu Options

1. Resort Setup Menu Options

a.

b.

Unit Type Selection — Select the rental units that the resort is making available to Coast members
using Trip Points.

Unit Type Details — Select the features that apply to the rental units (EX: smoking, non-smoking,
pets, types of bed, etc.).

Resort Information — Takes the user to the following links: Resort Information, Seasons, Rates
(for rental units), Inventory Allocation and Reciprocal Resorts .

Events — Specify the special event that you would like to see listed for your Resort. Events can
"block" reservations or just be a notification of a special or local event.

3.1 Unit Type Selection

Resort #1900: Tripsetter Training Resort

Logged In: Tri

Security Level: Res

Enroll/Enhance Coast Members Barclays Credit Program Need To Know Tripsetter User Guide ing Materials

Home ) Resort Setup p Unit Type Selection OHEI

Unit Types

Select the Unit Types that you wish to allocate inventory for in the Reservation System.

Available Types Options Selected Types

= Rentals A B R 2
entals
5] AeFrame o * Bl Apartment
AFrame |, 1brf1 b Sleeps 4 * Apartment, Downstairs, Non-+
* AFramell 1brH b Sleeps 4 Add

* Apartment, Upstairs, Non-Hnc
* AFrame, Jacuzzi, Sleeps 4 B Cabin

* AFrame, Sleeps 3 = Cabin, 1 Bdrm

Bl 4Frame, Sleeps 4 = =’ Cabin, 1 Bam, Hndep
*® AFrame, Sleeps 4, 1E * Cabin, 1 Bdrm, Non-H

&l AFrame, 18dm Remove

o B Park Model
AFrame, 1 Bdrm, Hnat Bl Park Model, Delure, 2 Bdrm
* aFrame, 1 Bdrm, Nen

o ; * Park lodel DIx-2 B
AFrame, 1 Bdrm wiLoft E Park Model, Superior, 1 Bedm
* AFrame, 1 bdrm wiLet * Fark Modsl Sup-1 Bdrt
A-Frame, 1Bdrm, w/ Lot ) spedially Unit
B A-Frame, 1BdmLoft
* Aframe, 1 Bdrm/Loft
 A-Frame, 2 Bdrm
* AFrame, 2 Bdrm, Hnds
* AFrame. 2 Bdrm. Mon- ¥ >
< > < >

B Cottage
Bl Caftage, 1 Bedrm
* Cottage 1 B

Figure 6 - Unit Type Selection

Available Types — Highlight the rental accommodation that the resort is making available for Coast

reservations.

Options — Rental Unit types need to be added or removed from the Selected Types column to make

them available for Coast reservations or to remove them from availability.

a.

b.

Click the Add button to move the highlighted rental accommodation Available Types in to the
Selected Types column.

Click the Remove button to move the highlighted rental accommodation from the Selected Types
column if the resort no longer wants this unit type made available for Coast reservations.




TRIPSETTER TRAINING GUIDE

3. Selected Types — This is the list of available rental units the resorts wants to make available to Coast
reservations.

4. Save — Click the Save button to save any changes made to the Unit Types screen.

Cancel — Click the Cancel button to cancel any changes made to the Unit Types screen.

3.2 Unit Type Details

Resort #1900: Tripsetter Training Resort

Logged In: Tripsetter Training Resort-- NO RE:
Security Level: Resort

Enroll/Enhance Coast Members Barclays Credit Program Need To Know Tripsetter User Guide ing Materials

Home p Resort Setup p Unit Type Details

Unit Open and Close Dates

This page allows you to
Check-In and Check-Out Times

This page allows you to

B Occupant Capacity

This page allows you to

I Max. Vehicle Length

This page allows you to

Description and Features

This page allows you to

Policies
This page allows you'to

Figure 7 — Unit Type Details

1. Unit Type Details Menu Options
a. Unit Open and Close Dates — Allows you to specify the open and close dates for each of your
selected rental unit types.
b. Check-In and Check-Out Times — Specify the minimum stay, check-in and check-out times for
each of your selected unit types.
c. Occupant Capacity — Specify the number of occupants included in the base rate for each of your
unit types as well as the maximum # of occupants allowed. .

d. Max Vehicle Length — Enter the maximum vehicle length for which Coast reservations can be
made.

e. Description and Features — Specify a customized description and features for each of your
rental unit types.
f. Policies — Enter a brief description for each of your policies.
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2. Unit Open and Close Dates.

—h

Resort #1900: Tripsetter Training Resort Logged In: Tripsetter Traiming Res
Security Level: Resort Onrer/ Corparate
Enrol/Enhance Coast Members Barclays Credit Program Need To Know Tripsetter User Guide ing Material
Home ) Resort Setup p Unit Type Details p Unit Open and Close Dates e@g
Unit Open and Close Dates
Specify the open and close dates for each of your selected unit types.
ETE
Apply to selected types | Jan |1 = | Dec [+ 31 [+ |
3
Unit Types Open Date Close Date ApPply
RV Sites Jan (M1 ¥ Dec %|31 % O
© Rentals O
@ Apartment O
Apartment, Downstairs, Non-Hndep Apr v|1 v Oct [w[31 |» O
Apartment, Upstairs, Non-Hndcp Apr v|1 v Oct |v|[31 v O
© Cabin O
& Cabin, 1Bdm O
Cahin, 1 Bdrm, Hndcp May ¥|1 & Qct |¥[31 v O
Cabin, 1 Bdrm, Non-Hndcp N1 v Oct [v[31 v O
= Park Model O
© Park Model, Deluxe, 2 Bdrm O
Park Model Dix-2 Bdrm-NonHdep Apr w1 v Oct »|31 v O
© Park Model, Superior, 1 Bedrm D
Park lodel Sup-1 Bdrm-NonHdep Apr v[1 v Oct v|3 v O
[ o]
\ V.

Figure 8 — Unit Open and Close Date

Apply to selected unit types — Select the Open and Close Dates from the dropdown menu.
Apply — Check the box opposite the word RV Sites and Rentals to apply the dates to RV Sites
and all Rentals Unit Types.

Fill — Click the Fill button and the same date will automatically populate the Open and Close
Dates for the entire rental units listed.

Open Date and Close Date — These individual fields allow each rental until to have a different
Open and Close Date if applicable.

Save — Click to save all date changes.

Cancel — Click to cancel all changes.
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3. Check-In and Check-Out Times

S ™oe

—

W Resort #1900: Tripsetter Training Resort Logoed In: Triosener Training Resot

Securty Levet
Home b ResortSetup b UnitType Detalls b Check-in and Check-Out Times @ e

Check-In and Check-Out Times

Specify the minimum stay, check-in and check-out times for each of your selected unit types.
[ o]
seeytosaecaa vpes [ 31 s0lrw = | ol ooller o1 | B0 [ 1] M

Unit Types Checkdn Check-Out Apply | Min Stay _Apply
R Sites. 2| ool P ¥ 1) o0l lam ¥ 0 1 0

Rentals

& Apariment

Apartment. D1 tairs, Non-Hndep 3f:| 00 PM = 10:| 00- AM

4):[ 00]-[Pm ¥ 10| on]-lam »

2

<

<
g|jojojojo|ojojojojo|ojalo
gjojojojo|ojojojojo|ojo|o

Park lodel Sup-1 Banm-HonHdcp 3| ool Pu v 10| ool Am ¥

Figure 9 — Check-In and Check-Out Times

Apply to selected unit types — Select the Check-In and Check-Out Times from the dropdown
menu.

Apply — Check the box opposite the word RV Sites and Rentals to apply the times selected to
RV Sites and all Rentals Unit Types.

Fill — Click the “left” Fill button and the same times will automatically populate the Check-In and
Check-Out Times for all of the rental units listed.

Check-In and Check-Out — These individual fields allow each rental until to have a different
Check-In and Check-Out time if applicable.

Save — Click to save all date changes.

Cancel — Click to cancel all changes.

Min Stay — Enter the minimum number of nights for which reservations can be made.

Fill — Click the “right” Fill button and the same minimum stay will automatically populate the
minimum stay requirements for the entire rental units list.

Save - Click to save all minimum stay changes.

Cancel - Click to cancel all minimum stay changes.
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4. Occupant Capacity

e.
f.

W Resort #1900: Tripsetter Training Resort Logged k: Tripsstier Training Rissor

Security L

EnrollEnhance Coast embers Barclays Credit Program. Meed To Know Iripsettar User Guide Markating Materials

Home p ResortSetup b Unit Type Details b Occupant Capacity @ Help
Occupant Capacity
Specify the number of cccupants included in the base rate for each of your unit types as well as the maximum # of occupants allowed.

Aoyt selcled ypes: T 1] &
[}
Unit Types Adult Child Person Pet Vehicles __ Apply
Rentals O
panment 0
Aparimant, Dow ndcp [&]
Apariment, Upstairs, Non-Hndcp O
abin O
Cabi O
=
0
O
D
O
0
O
(=)
0
O
D

Figure 10 — Occupant Capacity

Apply to selected unit types — Enter the Minimum and Maximum number of occupants for each
of the categories: Adult, Child, Person, Pet, Vehicles.
Apply — Check the box opposite Rentals to apply the minimum and maximum number of
occupants to all of Unit Types or click on the specific units to which you wish to apply the
minimum and maximum occupants.
Fill — Click the Fill button to automatically fill in the same Minimum and Maximum number of
Occupants for the entire rental units list.
Adult — Enter the minimum and maximum number of adults who may occupy the unit.
Child — Enter the minimum and maximum number of children who may occupy the unit.
Person — Enter the minimum and maximum number of people who may occupy the unit.

e DO NOT enter Person if you are entering Adults and Child minimum and maximum

numbers.

MINIMUM AND MAXIMUM OCCUPANCY

1. Enter the minimum and maximum number of Persons who may occupy the unit
if there is no destination between adults and children.

2. Enter the minimum and maximum number of Adults and Children who may
occupy the unit if there is restriction on these numbers.

3. DO NOT enter Person if you are entering Adults and Child minimum and
maximum numbers.
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5. Max Vehicle Length - Enter the maximum vehicle length for which Coast reservations can be
made.
a. This number should represent the maximum length that can be accommodated by the majority of
the sites that will be assigned to Coast member reservations.

Resort #1900: Tripsetter Training Resort

Logged In: Tripsefter Tr

Security Level: Resort Owner/

Enroll/Enhance Coast Members Barclays Credit Program Need To Know Tripsetter User Guide Marketing WMaterials
Home ) Resort Setup p Unit Type Details p Max. Vehicle Length e Help

Max. Vehicle Length

Specify the maximum vehicle length allowed on each of your selected unit types.

1

| Unit Types | Max. Vehicle Length (ft) | Apply |
| RY Sites | [ ¥ | 0
7

Figure 11 — Maximum Vehicle Length

REDUCING THE MAXIMUM VEHICLE LENGTH RESTRICTION

If at any time the maximum vehicle length is reduced, Coast expects that all
existing reservations in Tripsetter that meet the original vehicle length restriction
will be honored.

6. Description and Features
a. Save - Click to save any changes made on each tab.
b. Cancel - Click to cancel any changes made on each tab.

c. Description — Allows entry of a customized, brief description of Rental Units.

{ :'I T AN G
W Reasart #1500: Tripaattar Training Resort S
L sl

ST LV SO0 DR COaOan

Home b Bmsorfsivp B Unit Typs Cetsis b Descripiion snd Eesiures

Description and Features
Epaaity 3 cumemized "oescription” and faaures or ea4h of VAUF URIT YRR

Daairgher | UAIFRStrnili- 1) | L0l Fadbunidin - Brsiong Redindses | ERRSAEMAE  LitMish | Deapng ASisAanddsiiad  Dudll U
Fa o
"I _-"
a"' .-'/
/ /
- -
De=criplion '_-/

."/.

v ! Bbre Hewdp Cabin | Adar Hodes

B AT R abui 1 8dam Hiandndd

Figure 12 — Unit Description
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d. Unit Features — Click the checkbox for each of unit features that apply to the rental unit listing.

Resort #1900: Tripsetter Training Resort Logged i Trpsstier Taining R

PE
Security Level: Resort Owrer/
Enroll/Enhance Coast Members Barclays Credit Program Need To Know Tripsetter User Guide Marketing Materials
Home ) Resort Setup ) Unit Type Details ) Description and Features e Help

Description and Features
Specify a customized "description" and features for each of your unit types.

| Description | UnitFeatures(a-1) | UnitFeatures(m-2) | Smoking Pet | Location | Siesping Accommodations | Quality of Unit |
K
£ 8
& F TS
D 'Q' &
S e o‘/\
S
© Rentals _
© Apartment
Apartment, Downstairs, Non-Hndcp 0|0({0|0|0{O|0|ojo|ojg|ojg|n|g|)ojgjog)o
Apartment, Upstairs, Non-Hndcp D|o|ojo|ojo|o|oo|o|o|o|o|o|o|oo|o|o|o

Figure 13 — Unit Features A-L

Resort #1900: Tripsetter Training Resort

Logged In: Trips:

Security Level: Reser

Enroll/Enhance Coast Members Barclays Credit Program Need To Know Tripsetter User Guide Marketing Materials
Home ) ResortSetup p Unit Type Details p Description and Features 0 Help

Description and Features
Specify a customized "description" and features for each of your unit types.

Description | Unit Featuresia-1) | UnitFeatures(m -2} | Smoking Restrictions | Pet Restrictions | Location | Sleeping Accommodations | Qualty of Unit

&
© Rentals
© Apartment
Epartment, Downstairs, Non-Hndcp O|0|0|00Ooom| - (0|00 0gofc
Apartment, Upstairs, Non-Hndep Lo o) o}

Figure 14 — Unit Features M - Z

e. Smoking Restrictions — Click either Non-Smoking or Smoking for each rental unit listing.

f. Pet Restrictions — Click either No Pets or Pets Allowed for each unit type.

g. Location — Click the radio button showing the location of each rental unit.

h. Sleeping Accommodations — Select all of the sleeping accommodations that are available in
each of the unit types.

i. Quality of Unit — Select the ‘quality” that best describes the rental unit when compared to other
units at the resort.
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7. Policies — Enter a brief description of both the General Policy and Cancellation
Policy for the resort.

a. Review that appropriate policy information has been entered for both RV sites and rental units
since these policies may differ.

Resort #1900: Tripsetter Training Resort

Home ) ResortSetup b Unit Type Details b Policies @ Help

Policies
Enter a brief description for each of your policies.

Policy | General Pokc

Apply ta selected ypes

N information available.

™

3 Renlals

“panment

Na information @vailable.

x|
Unit Types Policies A;Llu
0
0
8]
0

Apartment, Downstairs, Non-Hndcp

N information available.

Apartment, Upstairs, Nan-Hndep u)

Figure 15 — RV and Rental Unit Policies

b. General Policy — Enter general policy information that is applicable and is not covered by the
information in the cancellation, smoking and pet policies.

c. Cancellation Policy — Enter any specific policy information regarding advance cancellation notice.

d. Fill — Click the Fill button and the same policy will automatically populate the policy fields for the
entire rental units list.
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3.3 RESORT SETUP / RESORT INFO

—

Logged In: undefinecTripselier Training Resor— NG RESERVATIONS
FERI (Logout]
Security Level: Resort Crmer/ Corporate

If you are not undefinedTripsetter Training Resort -- HO RESERVATIOHS
Home ) ResortSetup P Resortinfo PERMthen please click here

Resort Information

This page allows you to edit your resart information
Seasons

Define the Seasans used far rates and the opsn time of your rasort
Rates

Set rates for each of your Unit Types per season

Inventory Allocation

Select how much of your inventory will be available for booking

Resort #1900: Tripsetter Training Resort

Reciprocal Resorts

This page allows you to select your reciprocal resorts

. /

Figure 16 - Resort Setup / Resort Information Menu Options

1. Resort Info Options

a.

oo

a.

Resort Information — Location of resort information that provides information for the member
website and directory information, which is available for the resort to keep up-to-date.
Seasons — Open and Close dates for the resort.
Rates — Set the rates for the rental units made available to Coast Members using Trip Points.
Inventory Allocation — Provides the resort with the ability to increase and manage its inventory
allocation.
¢ At any time you may increase the resort’s allocated inventory for a specific timeframe, but
you may hot go below the agreed to number of allocated inventory sites. .
e The resort has the ability to set Inventory Allocation for rental units as their season
permits.
Reciprocal Resorts: Provides the opportunity to accept those resorts within 125 miles of your
resort whose members are welcome at the resort.

Resort Setup / Resort Info / Resort Information

The resort’s information that is visible to Coast Members from the member website as well as
information that is used to publishing the annual Coast to Coast Directory is available for the
resort to maintain and update as needed.

When changes are made to the Resort Information, Coast is electronically notified; and after
review of the information, it is accepted and made available for viewing from the member website.
Elevation — This number, entered in feet, is often significant to members for health reasons.
Longitude and Latitude — These numbers are used to calculate the 125-mile radius and for
member GPS use.

Phone & Web — Phone, “Other” Phone (such as a reservation phone or toll-free number), Fax, E-
mail, and URL (website address).

o E-Mail addresses are used by Coast to notify resorts of updates or new information.
Mailing Address — This address to which the United States Post Office delivers and is used
when sending out information from Coast, including you new edition of the Coast to Coast
Directory.

Shipping Address — This address may or may not be different from the Physical Address, but it
needs to be completed in order for Coast to send any materials to the resort via UPS, FedEX,
DHL, etc.

Physical Address — This is the address that is printed in the Coast to Coast Directory and on the
website as well as the one Coast member will use when using such online search sites as
Mapquest.com.

Manager First and Last Name — This is the name of the resort manager and is the primary
contact for Coast.

Sales Manager — This is the name of the sales manager and is the person to whom sales
updates are sent.
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k. Member Contact — This is the name of the person who is mainly responsible for contact with
Coast members.

I.  Property Description — This should be a descriptive and brief (300 character maximum)
description of the resort that will make Coast members want to visit the resort.

m. Directions — This field (300 character maximum) should provide directions to the resort, which
utilizes abbreviations as needed (EX: S, N, E, Rd, etc.) to give easy-to-follow directions to the
resort.

n. Amenities — List all amenities that are available at the resort as well as “Nearby” attractions.

0. Pets Accepted and Pet Restrictions — Click the radio button to indicate if pets are welcome or
not welcome at the resort.

e Pet Restrictions should include breed restrictions, number, and weight.

f If there is resort information that needs to be changed that cannot be found
g - on this form, please contact Coast to Coast.
( : e Phone: 800-833-9183
< e Fax: 303-728-7312

3. Resort Setup / Resort Info / Seasons
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Figure 17 - Resort Seasons / Open and Close Dates

a. Add — Click to enter a new season (such as an emergency closure).

b. Open Season — Enter the From and To date.

c. Peak Season — Deluxe resorts may list either two (2) two-month or one (1) four-month peak season,
which will restrict the number of visits Deluxe member may have during that timeframe.

d. Emergency Closure — Enter the dates for an emergency closure due to “acts of God,” local
emergencies such as lack of electricity or sewer, which will prevent reservations from being made
during that timeframe.

e. Save - Click to save all changes to the season.

f. Cancel — Click to cancel all changes.

Season Resort Open and Close Dates

1. Do not change the current year’s dates — add dates for next year — prior to
closing for the Season because the resort will display as closed early for the
current season.

2. If new dates are not entered for the upcoming season before a seasonal resort
closes or at least 90 days prior to opening day for the following season,
members will not be able to make advanced reservations for the upcoming
Season.
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Emergency Closures

1. Please notify Coast to Coast Operations of any Emergency Closures via
phone or fax as well as entering the dates in the Season screen.
Phone: (800) 833-9183
Fax: (303) 728-7312
2. If members with upcoming reservations need to be notified, please contact
Coast at (800) 833-9183.

4. Resort Setup / Resort Info / Rates
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Figure 18 — Rates

a. Prev Rate — The rental unit rates — displayed in U.S. dollar amounts — are displayed.

b. New Rate — These fields allow the resort to enter new rental unit rates -- entered in U.S. dollar
amounts — equal to the nightly rack rate to be charged to Coast members for each individual
rental unit type.

1. Rates can only be setup for Rental Unit Types, not for RV Sites.

2. Rates are in U.S. dollars.

3. Tripsetter automatically converts the U.S. dollar amount to Trip Points.

4. When quoting nightly rates to members remember to convert the dollars to
points and add 200 points for a total nightly rate (EX: $50.00 converts to
5000 points + 200 points = 5,200 points charged per night).

c. Apply to Unit Types — This field allows the resort to enter one rate for all rental units if the rates
are the same.

d. Apply — By checking the Apply box on the same row as the word Rentals the user can apply the
same rate entered in the Apply to Unit Types to the entire rental unit list.

e. Fill - Click in order to Fill the same rental unit rate for the entire rental unit list.
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Select / Add Dates — Provides a calendar display of four months showing the dates when rental
unit rates have been changed by the resort.

Rates in effect on Sunday. June 1. 2008 Canial
Select Mew Date To Enter Rates
Mar 2008 Apr32008 2008 Jun 2908
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Figure 19 — Select / Add Dates

Blue highlighted calendar dates — These “blue” dates (EX: March 1 and April 29) show when
the resort has entered or changed rental unit rates; and by clicking on one of the “blue” dates, the
rates in effect from that date forward until the next “blue” date as well as the previous rates are
displayed in the rental unit listing.

White highlighted calendar dates — When a new calendar date (EX: June 1) is selected, it turns
white until new rates are entered and saved or changes are cancelled for that date.

Single Arrow Buttons — Use the single arrow buttons (> and <) to move forward or backward

one month on the calendar.

Double Arrow Buttons — Use the double arrow buttons (>> and <<) to move forward or
backward one year on the calendar.

Now — Click to be returned to “Now” from any other calendar view.

Save — Click to save any new rental rate entries.

Cancel — Click to cancel any new rental rate entries.
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5. Resort Setup / Resort Info / Inventory Allocation
a. List the number of sites the resort wants to make available to Coast members for reservations.

W Resort #1900: Tripsetter Training Resort PR

Security Level: Resor! Onrer / Corporale
Enrell’Enbance Coast Members Barclays Credit Progaam Need To Know Tripsener User Guide Marketing Materials
Home ) ResortSetup b Resortinfo P iventory Aliocation @ telp
Inventory Allocation Dates
Specily the mnount of nentory the resort s allocating to Tripsetter for RV Sttes and Rental Units
Unit Type: RV Snes ¥ Invenlory Segment:  Membe v
From To Member Options
Jan 1, 2008 Dec 31,2099 l m
\ J

Figure 20 - Inventory Allocation

b. Unit Type — RV Sites is the default if the resort offers no rental units to Coast Members.

c. Unit Type — Rental units must be set up individually for each type in order to manage the
inventory by unit type.

d. Inventory Segment — The default is Member, but Deluxe resorts can select Family Benefit to

allocate sites for Family Benefit guest reservations.

Add — Click to add a new date range to change the number of sites for a specific timeframe.

Save — Click to save changes.

Cancel — Click if you do not wish to save changes made to the inventory allocation.

S ™o

1. RV sites may be managed by the week, month, or season based upon the
pre-determined minimum number of sites set by Coast.

2. If you want to discuss this number, contact your Regional Director.

3. At any time you may increase the resort’s allocated inventory for a specific
timeframe, but you may not go below the agreed to number of allocated
inventory sites.

1. Resorts have control over the resort’s inventory for Rental Units both with
allocated inventory and on a direct reservation basis when the member
calls the resort to make a rental reservation.

2. Units listed under Web Inventory will be made available for Coast Members
to reserve 24 x 7 from the Member Website and through Member Services.

3. Rental Units reserved directly through the resort on a per-reservation basis
are entered into Check-In Drive-Ups up to five (5) days prior to arrival
without the need to enter Web Inventory.
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6. Resort Setup / Resort Info / Reciprocal Resorts

Enroll/Enhance Coast Members

Resort #1900: Tripsetter Training Resort

Barclays Credit Program

Home ) Resort Setup ) Resortinfo ) Reciprocal Resorts

Need To Know

Reciprocal Resorts
Select your reciprocal resorts.

If you are not Tanya Hunn then

Logg
Security Level: Resort

r/ Corporate

(Logout)

Tripsetter User Guide

Resort

Is Reciprocal?

Resort

Is Reciprocal?

Cloud 9 Ranch

Treasure Lake RV Resort

O

Bear's Den Resort

&

Pine Island RV Resort

&

Castle View Estates

=

Pelican Landing

=

Holiday Hills Resort and
fa:

O

Holiday Mountain Resort

)

Lakeside RV Park

&

Golden Pond R.V. Park

=

Marketing Materials

Figure 21- Reciprocal Resorts

1. Is Reciprocal? — Place a check mark in the check box to indicate that the resort will accept, by
reciprocal agreement, Coast members whose home resort is less than 125 miles from your resort.

1. The 125-mile calculation is based on the Longitude and Latitude that each
resort has on record with Coast.
2. Make certain the Longitude and Latitude for your resort is correct by
checking in Resort Info.
3. Driving distance is not used in this calculation.
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3.4 Events

1. Click Add to enter a New Event.

2. Past Event Updates — Resorts may edit and update an existing Event once the current date has
passed without having to re-enter information for the Event.

New Event
From To Recurrence Types
Mar v] 28 v [ 2008 v [iE] Mar v] 28 v [ 2008 [iE] | Once v |- All Types - v
Restrict reservations for this event: Yes
Hame:
Description:
T
Blocked Event Days
Month Mar Apr May Jun Jul Aug Sep Oct Hov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb
‘08 |08 |08 |08 (w08 |08 [w08 |os |08 |08 |08 |08 |'09 |09 |09 |09 |09 |0s |09 ['09 |09 [w0a |10 |10
Existing Days |5 0 [} 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Max Days 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7 7

Figure 22 — Add New Event

3. Blocked Event Days
a. Events can be blocked up to two years in advance as displayed in the Blocked Event Days grid.
b. Existing Days shows the number of days the resort has blocked in a particular month.
c. Max Days shows the default of 7 days per month that a resort can block (black-out).
d. If theresort needs additional days in a particular month for a special event, contact Coast
(800-719-6841) and request the additional days before adding a new Event.

4. From — Enter the first / opening date for the event.

5. To — Enter the last / closing date for the event.

6. Recurrence — Accept the default Once.

7. Types — Accept the All Types default in order to block all reservations.

8. Restrict reservations for this event.
a. The checkbox next to Yes defaults as checked, which restricts reservations for the event.
b. If the resort wants to encourage reservations for this event, uncheck the box next to Yes to permit
reservations during this timeframe.

9. Name — Type in a brief descriptive name of the event.

10. Description — Type or copy the name of the event into this field.
a. If Coast reservations are restricted during this event, type in Coast Reservations Not Accepted.
b. If the resort wants to encourage reservations during this event, type in a welcoming message
such as Coast Reservations Welcome.

EVENTS AND HOLIDAY BLOCKS

1. EFFECTIVE 01-10-06 Coast DOES NOT BLOCK HOLIDAYS

2. Theresort must enter ALL Holidays and Holiday blocks.

3. Coast recommends that blackout dates / Holiday blocks / Events be entered more than
90 days in advance by resorts in order to restrict reservations.

4. Events can be entered up to two years in advance

5. Coast expects all reservations made during an Event that are made prior to entry of that
Event into Tripsetter will be honored by the resort.
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4 RESERVATION FUNCTIONS

N o o &

Resort #1900: Tripsetter Training Resort Logged In: undefinedTripsetter Training Resort— NO RESERVATIONS

PERM (Lonout)

Security Level: Reson Owner/ Comporate

If you are not undefinedTripsetter Training Resort - HO RESERVATIONS

Home ’ Reservation Functions eHeI PERMthen please click here

Reservations
TODQO - Instructions... Click "Add" to check in a drive-up.

All Reservations [ Auivals | Departures | Who's Here | No shows From Feb 23, 2008 o Apr 24,2008 | Change Dates

Name Member # confirm. # Unit Type Arrival Departure Status Action
Mckes 500750 800000214 RV Sites Mar w17 2008 v i Mar |24 w2008 v [laf] Confirmed Select..
Miller 500713 00000208 RV Gites Mar |20 v|2008 v =] Mar v |24 2008 v [F] Confirmed Select.. v
Flood 500725 800000213 RV Sites Mar v|20 | 2008 v i Mar |24 w2008 [lf] Confirmed Select... ~
Clark 500440 00000209 RV Sites Mar |22 +|2008 v [EE] Mar v |24 v [2008  [lH] Gonfirmed Salect v
Hoopes 500733 800000210 RV Gites Mar w24 v|2008 v [ Mar |26 w2008 [l Confirmed Select v
Guzi 5007223 2000002132 RV Sites Mar v|28 v 2006 v i Mar |30 v 2008 v [l Confirmed Select ~

CancelCheck Inhlo Show
A

Figure 23 — Reservation Functions

All Reservations — A list of all of the reservations in Tripsetter for the dates selected or the default

dates “today’s” date and one month prior to “today.”

Arrivals — A list of all of the scheduled arrivals for the date range where the reservation arrival and
departure dates can be edited and the reservation checked in.

Departures — A list of all of the scheduled departures for the date range where the reservation
departure date can be shortened or extended and the reservation checked out.

Who’s Here — A list of all of the Coast Members currently checked in at the resort.
No Shows — A List of all reservations for the date range that have been marked as a No-Show.
Action Drop Down Menu — Select Cancel, Check In, Check Out or No-Show for each reservation.

Save — Once the Action has been selected for all appropriate reservations, click Save to complete the
processing all of the reservations.

RESERVATION REMINDERS

1. Editing / Changing the Check-Out date for a member leaving early is essential in
order to permit members to make reservations at other resorts.

2. In order to receive remuneration on any member stay, that stay must be
Checked-In and Checked-Out of Tripsetter or marked as a No-Show.

3. Checked-In and Checked-Out reservations cannot be un-checked by the resort.

4. When changing an Arrival or Departure date, the Save button does not affect the
Check-In or Check-Out status, only the Arrival and Departure dates.
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4.1 Action

1. The Action dropdown menu provides the “action” to be taken for each individual reservation.

Select. .. A

Cancel
Check In
Mo Show

Select. . v

;I-'_l elect. ..
heck Cut

Figure 24 - Pre-Check In Action Options Figure 25 - Check Out Action Option
2. Allreservations can be Cancelled, Checked In, Checked-Out and No-Showed from the All
Reservations screen (See: Figure 23 — Reservation Functions).

3. The Arrivals tab can be selected to see only those reservations scheduled to arrive during the
selected timeframe.

4. The Departures tab can be selected to see only those reservations scheduled to depart during the
selected timeframe.

5. If areservation has been marked as a No-Show and the resort staff wishes to “undo” the No-Show,
the Action dropdown menu provides that option.

Select. .. w

Undn Shuw

Figure 26 - Undo No Show Action Option
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5 DRIVE UP RESERVATIONS

1. 72-Hour Rule — Reservations made within 72-hours or 3 days of the scheduled arrival date, cannot
be made through Coast to Coast or from the member website.
a. Members will call the resort directly for reservations within 72-hours of the scheduled arrival date.
b. Drive-Up reservations can be entered when a member calls the resort in advance of the arrival.
c. Drive-Up reservations can be entered when the member arrives to check in at the resort.
d. Drive-Up reservations can be entered up to five (5) days after the arrival date, but this may result in
a member having used Trip Points that were available while the member was at the resort.

| Coast does not “cover” Trip Points for reservations entered as a Drive-Up
reservation made after the member leaves the resort if there are not enough Trip
Points to cover the Drive-Up reservation.

2. Member # — Enter the Coast to Coast Member number.
3. Last Name — Enter the first 4 letters of the member’s last name.

4. Search — Click the Search button to access the member’s information. .

Resort #1900: Tripsetter Training Resort ————ReAN

Security Level ResoT Ouner/ Copdrale

EnroliEnhance Copst Members  Barcloya CreditProgram  NeedToKnow —  TripsemerUserGuide —  Marketing Moteriply

Home ) Drive-Up Reservations @ Help
Search For a Member
Flegse enler the member's number and he rst 4 charactors of thelr 12t name in ocder 10 validote their membership.
Member o First 4 Letters of Last Name
365 [ wml
Search

Figure 27 - Drive-Up Reservation Select Member
5. Select Dates and Unit Type

W Resort #1900: Tripsetter Training Resort T
EnrolliEnhance Coast Members Barclays Credit Program Need To Know Tripsetter User Guide Marketing Materials
Home ) Drive-Up Reservations @ Help
Member Information
Jean Lene
Englewood, CO
Select Dates and Unit Type
Note. The entire stay of the drive-up must be able 1o be accommodsled by the resor's local inventory
Unit Type Arrival Date Check Out Date
RV Stes v l Apr |7 | 2008 vl l Apr |10 v 2005 v [
Check Avorlobrlity
\

Figure 28 — Select Dates and Unit Type
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a. Member Information — The member’s name, city and state will automatically populate.

b. Unit Type — RV Site will be the default for the Unit Type.

c. Unit Type for Rentals — Those resorts accepting Trip Points for reservations will select the
specific Unit Type and enter the Rental Reservation as a Drive-Up.

d. Arrival and Departure dates will default to the 72-hour timeframe when Coast cannot make
reservations, but they can be changed to any desired dates using the dropdown calendar.

e. Check Availability — Click to continue the Drive-Up reservation.

DRIVE-UP RESERVATIONS AND EXTENDED STAYS

1.Reservations made within 72 hours of the current date (today and the next two
days make up the 72 hours) must be entered by the Resort as Drive-Up
reservations.

2.Drive-Up reservations and all extensions of existing reservations come out of
the resort’s local inventory.

3.Do not count these Drive-Ups or extension of an existing reservation against
the allocated inventory you have given to Coast for Tripsetter or you will be
overbooking yourself.

6. Override Rules and Confirm Reservation

Resort #1900: Tripsetter Training Resort iy N Troseos .
Secunty Level: 230 Onneg =
2 Coast i Barclays Credit Progrom Need To Know Itipzetier User Guide Harketing Materials
Home ) Drive-Up Reservations oﬂm

Member Information Change

Jean Lene

Englewood, CO

Reservation Information Change |

Requested Destination: Tripsetter Training Resort

Unit Type: RV Sites

Scheduled Arrival: Monday, April 07, 2008

Scheduled Departure: Thursday, Apnl 10, 2008

Total Cost of Reservation: 3000 Points
Vehicle Information

Vehicle Type Length  Siide Outs (#)  Amps
5th Wheel v |35 2 v
Confirm Reservation
Some rules failed, but they can all be overridden:
¢ Members must remain oul of all resorts in the same Multi Resort System for 7 days. ((
[ Overmde Rules and Confirm Resenvation |
. 7

Figure 29 — Override Rules and Confirm Reservation

a. Rules Failed will appear if a Coast rule for making reservations has “failed.”

b. The resort has the ability to override any of the rules that appear in this box as long as the Override
Rules and Confirm Reservation button is available. (See: Rules Resorts Can Override At Their
Discretion box below for a detailed listing.)
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Rules Resorts Can Override At Their Discretion
125-Mile
Out of Park
Out of Multi-Resort System
Number of Visits Per Year
Maximum Length of Stay
Minimum Length of Stay
Vehicle Length
Major Holiday
Special Events
0. Number of Concurrent Guest of Deluxe Member Reservations in Deluxe
Resorts

c. If the Override Rules and Confirm Reservation button is not available, one of the four rules that cannot
be overridden has “failed.” (See: The Four Rules That Cannot Be Overridden box below for a detailed

listing.)

The Four Rules That Cannot Be Overridden

1. Membership expires before the Check-In date of the reservation.
* The member’s Coast membership has expired.
* The membership has to be renewed before the member can make a
Coast reservation into Tripsetter.
* Membership renewals take 24 to 72) hours to process.
2. Member can have only 1 reservation at the same time.
* Check to see if the member already has a reservation at your resort by
looking in Check-In Edit Arrivals.
* The member must contact Member Services to see if another
reservation is in Tripsetter at another resort for the same timeframe.
3. Member requires XXXX points to make this reservation — Buy Points
* Purchase the necessary points (See: Purchase Points for Member).
* Once the member has sufficient points, complete the Drive-Up
reservation and Check-In the reservation if the member is in the Resort.
4. Members cannot make reservations in their own Home Park.

7. Undo No Show — If a reservation has been marked as a No-Show and the resort staff wishes to “undo”
the No-Show, the Action dropdown menu provides that option.

Select. . v
i ct.

Unda MNoShaw|

Figure 30 - Undo No Show Action Option
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6 SET UP EMPLOYEES

. = P
Park #1900: Trlpsetter Tralmng Resort Logged In: undefinedT ripsefter Training Resort— NO RESERVATIONS
FERN (Logout]
Security Level: Resort Owner/ Corporate
H you are not undefinedTripsetter Training Resort -- HO RESERVATIONS
Home ) Set Up Employees © Help PERMithen please click here
Employees
| User Name | First Name LastName | Email | Security Level Options

New Employee

User Name First Name Last Name Email Security Level Password | Confirm Pwd

v

Figure 31 — Set Up Employees

Click Add to enter a new employee.
Enter the User Name the employee wishes to use.

Enter the First Name and Last Name for the employee.

P wDN PR

Enter the personal E-mail address of the user so that a “forgotten” password can be e-mailed
back to the user.

5. Select the desired Security Level for the employee from the dropdown menu.

1. Security Levels must be set up from highest (Resort Owner / Corporate) to
lowest (Clerk) to make certain that someone has access to all resort
information.

2. Each Security Level has access to all information in the level(s) below that
level.

a. Enter the Password and then Confirm Password the user selects.

1. User Names cannot be changed once they are assigned, but they can be
deleted.

2. User names other than your resort number must contain six (6) characters
and must be a combination of letters and numbers.

3. Passwords must be at least four characters and are case sensitive.

Save - Click to save the employee record.
Cancel -- Click if you do not wish to save changes made to the employee record.

Repeat this process for each employee who will have access to Tripsetter.

© © N o

If duplicate user names are entered, Tripsetter displays an error message: Duplicate user
names are not allowed. Please choose a different user name.
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1. Duplicate User Name does not just apply within your resort.

2. Just like logging onto other networks (EX: Yahoo, AOL, corporate network,
etc.) you cannot duplicate a User Name.

3. Remember there will be thousands of users registering through all Coast
resorts, so select a unique User Name.

10. To Edit Employee information, highlight the employee’s name from the dropdown menu.

a. Click Edit Employee.

b. Make corrections to the First Name or Last Name if needed.

c. Click on the dropdown menu in Security Level if the edit involves changing the security
level of the employee.

d. The User Name cannot be edited, but it can be deleted using Delete This Employee.

e. If changing a Password, enter the new password and then re-enter it in the Confirm
Password field.

f. Click Update Employee to save the changes / edits.

g. Click Reset to leave the employee record unchanged.

h. Click Delete This Employee if employee will no longer be given access to Tripsetter or
the User Name needs to be changed for an employee.

11. Once the employees have been set up, users will have to enter the User Name and
Password to access the reports or functionality within their security level in order to prevent
unauthorized users from accessing information.

Change My Password

( Individual users only have the ability to change their Secret Question and
/ Secret Answer.




TRIPSETTER TRAINING GUIDE

7 REPORTS

Resort #1900: Tripsetter Training Resort Logged In: Trpssse:

EnrclVEnhance Coast Members ~ Barclays CreditProgram ~ Mesd ToKnow — Tripsetter User Guide —  Marketing Materials

3 Arrival, Departure, Who's Here & Cancellation Report
[ Check In Form
[ No Show Report

[ Reservation Maintenance Detail Report

[ Resort Hosting Detail Report
[ Resort Occupany Report

[ Resort Paym
Update To R

Detail Report
rvation Activity Report

Figure 32 — Report Menu

1. In order to view the reports, you must have Adobe Acrobat Reader™
installed on your computer.

2. If you do not currently have the program installed, you may get a free
download by clicking the Acrobat Reader™ button.

3. Reports open into separate windows, which can be closed by clicking
on the red “X” in the upper right-hand corner of the report window.

7.1 Reports Available with Resort Clerk Security

7.1.1. Arrival, Departure, Who’s Here and Cancellation Report

7 # Client Name Client Member Home Arr Date Dept Date Unit # RV  Slide Petz # Vehicle Amp: Rez
Type D Park Type of Lgth Outs In Type Req. Comments
ID Nis Party

Figure 33 - Arrival Report Column Headings

1. Reservations are shown for the date range entered before clicking Get Date Range.

2. The Arrivals section allows the resort to view anticipated arrivals based on reservations in the system
at the time the report is run.

The Who’s Here section provides a list of Coast members currently checked in at the resort.

4. The Departures section lists those Coast members scheduled to depart during the date range entered
before the report was generated.

5. The Cancellation section provides a list of cancellations made either from the Member Website or
through Member Services.

6. By entering an extended date range, an historical list of all reservations cancellations can be viewed.

7. The No-Show section lists those members the resort has marked as No-Shows.
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7.1.2 Check-In Form

1. The Check-In Form has space to manually enter the site number for RVs or the unit name or number
for Rental Units, which can be used for resort paper trail tracking.

2. Resort details such as Check-In and Check-Out times, directions, amenities, etc. are included and
can be given to the member for future reference.

7.1.3 Resort Hosting Detail Report

Trans Rez # Boolking Rez Client Client Home Arr Date Dept Date Unit Rate Number
Type Source Type Name Type Park Type Per of
D Night Nights

Figure 34 - Resort Hosting Detail Report Column Headings

1. Shown by the date range specified, all details of reservations that have been both Checked-In and
Checked-Out are listed.

2. The report can be used to track the number of Coast Members hosted for particular periods of time
(EX: Monthly, Quarterly, and Annually).

7.1.4 Resort Occupancy Report

Day of the Day of the Month Unit Type Allocated Reserved % Occupancy
Month Week Units Units

Figure 35 - Resort Occupancy Report Column Headings

1. Shown by the date range specified, this report provides a view of the number of reservations that
have been made against the allocated inventory on a per-day basis.

2. Use the report to monitor any allocated sites that were not reserved by Coast that are being returned
to the resort inventory during the 72-hour timeframe when reservations cannot be made from the
Member Website or by Member Services.
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7.1.5 Update to Reservation Activity Report

7 # Client Name Clisnt Member Home Arr Date Dept Date Unit # RV  Slide Petz #  Vehicle Amps Rez
Type D Park Type of Lgth Outs In Type Req. Comments
ID Nis Party

Figure 36 - Update Reservation Activity Report Headings

1. By entering a time and date, the resort can run this report to show any changes that have occurred to
existing reservations and any new or cancelled reservation since the last time the report was run.

2. The heading of the report indicates the time and date it was generated.

3. There are sections for Arrivals, Departures, Cancellations and No-Shows.
a. If a Member’s reservation appears in the Arrival section on different days, verify the reservation
number and note a potential change to an Arrival or Departure date.
b. Running this report on a daily basis will assist the resort in being aware of any reservation
changes.
[ ]

Coordinating Report Information from the
Arrival, Departure, Who'’s Here, Cancellation Report and the
Update to Reservation Activity Report

1. Arrival, Departure, Who’s Here, Cancellation Report
e No guessing what has changed since you last ran this report.
e Runthereport as a benchmark for upcoming reservations.

2. Update to Reservation Activity Report

e After you have the Arrival Report, run the “Activity Report” on a daily
basis to view the most recent changes to resort reservations.

e Enter the last date and time this report was run as well as enter a
timeframe (EX: 30, 60 or 90 days in the future) to see upcoming
reservations.

e Reservations shown on this report are new reservations or changes to
existing reservations from the last time the report was run.

o New reservations that did not appear on the Arrival, Departure, Who'’s
Here and Cancellation Report or on previous generations of this
report.

o Reservations containing changes made to the original reservation.

o Cancellations made through the Member Website, Member Services,
or the Resort Website.

o No-show reservations marked by the resort.

A

|
g Both the Arrival, Departure, Who’s Here and Cancellation Report and the

( ) Update to Reservation Activity Report can provide an “historical” listing of all
< Cancellations for a specific date range.
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7.2 Reports Available with Resort Manager or Senior Manager
Security

7.2.1 No Show Report

No Shows
Rez # Client Name Client Member Arr Date Dept Date Date Unit Min FRemunerated
Type ID No Show  Type Stay
Recorded

Figure 37 - No Show Report Column Headings

1. Shown by the date range specified, this report lists all members who have been marked as a No-
Show because they did not cancel their reservation and did not arrive on the scheduled date.

7.2.2 Reservation Maintenance Detail Report

Checkins Not Responded To

Rez # Client Name Member Number Arrival Date Departure Date

Total Count: 0

Checkouts Not Responded To

Rez # Client Name Member Number Arrival Date Departure Date

Total Count: 0

Figure 38 - Reservation Maintenance Detail Report

1. Reservations that have not been Checked-In, Checked-Out or marked as No-Show are listed on this
report under Check Ins Not Responded To or Check Outs Not Responded To.

2. Reservations not Checked-In and Checked-Out or marked as No-Show prior to the close of the
remuneration period, will be submitted for remuneration in the next remuneration cycle after the
reservation process is completed.

3. This report is an excellent weekly “audit” tool for the Resort Manager to use to make certain the
reservation process is complete in order to receive timely remuneration for reservations.

4. The remuneration period closes between 11:00 PM and midnight (MT) each Sunday.

1. The Reservation Maintenance Report should be run at least on a weekly basis to
make sure all reservations have been Checked-In and Checked-Out, marked as a
No-Show, or Cancelled.

2. This will ensure that the resort gets remunerated in a timely manner.
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7.3 Reports Requiring Resort Owner / Corporate Security

7.3.1 Resort Payment Detail Report

Trams Trans Hez # Rex Depr Client Uinii Trans Dese Mix My Charges  Pavmenis Favmeni Pmi Rel
I Type Type Tros Date Name Type Huost Hemun. Date Type  Number

Figure 39 - Resort Payment Detail Report Column Headings

1. Reconcile the resort’s account statement summary using the details in this report.
2. The report remuneration details includes:
a. Transaction date, the number of nights being remunerated, the total amount of the remuneration,
and the date payment was made.
b. If the resort uses Electronic Funds Transfer (EFT), the Payment Type will display as ACH and
the transaction number is listed in the Reference Number column.
c. If acheck has been mailed, the Payment Type will display as CHK and the number of the issued
check is listed in the Reference Number column.
3. This report is sorted first on the Departure / Transaction Date column, then on the Rez # column, and
finally on the Trans ID Column.
a. This will “group” remuneration information for a specific reservation in the event there is more
than one transaction for that reservation (EX: Increasing or decreasing the number of nights from
the original reservation resulting in a change in the amount remunerated).

7.4 Corporate Reports for Multi-Resort Corporations

1. Corporate Reports are for use by multi-resort corporations for corporate-inclusive reporting.

2. These reports are available from the Corporate/Owner Security Login.

7.4.1 Corporate Payment Detail Report

Trans Trans Rez#t Rez Dept/ Client Unit Trans Dese Nts  Nily Charges  Payments Payment Pinit Ref
I Type Type Tros Date Name Type Hast Remun. Date Type MNumber

Figure 40 — Corporate Payment Detail Report
1. Resorts will be listed numerically by their Coast to Coast resort numbers.
2. Nights Hosted, Charges and Payments will be totaled for each individual resort.
3. Payment Date, Payment Type and Reference Number will be displayed for each remuneration paid.
a. If payments are made by check, the check number will display in the Ref Number column.

b. ACHS will appear in the Ref Number column indicating an electronic transfer transaction number.

4. A corporate total of Nights Hosted, Charges and Payments will be totaled on the last page of the
report.
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7.4.2 Corporate Payment Summary Report

Resort MName Resort  Unit Nigthly Nights Payments
I Tyvpe Rate Huosted

Figure 41 — Corporate Payment Summary Report

1. Each of the resorts within the multi-resort corporation will have a summary line showing the
Nights Hosted and Payment totals for the timeframe for which the report is generated.

2. A total will be calculated for the corporation for the timeframe for which the report is generated.
7.4.3 Corporate Reservation Report XL

1. A CSV file will be generated and must be saved to your computer.

2. Opening this file in Excel will provide the opportunity for you to sort the reservation data to meet your
reporting needs.

7.4.4 Corporate Resort Hosting Detail Report

Trans Rez # Booking Rez  Client Client Home  Arr Date  Dept Date Unit Rate Number
Type Seurce Type MName Type Park Type Per of
m Night Nights

Figure 42 - Resort Hosting Detail Report Column Headings
1. Resorts will be listed numerically by their Coast to Coast resort numbers.

2. Alist of all of the reservations hosted by each individual resort during the timeframe for which the
report is generated will be listed.

3. The total number of reservations and nights hosted will be calculated for each individual resort.

4. A total will be calculated for the corporation showing the number of reservations and number of nights
hosted for the timeframe for which the report is generated.

7.4.5 Corporate Reservation Maintenance Detail Report

Checkins Not Responded To

Rez # Client Name Member Number Arrival Date Departure Date

Total Count: 0

Checkouts Not Responded To

Rez # Client Name Member Number Arrival Date Departure Date

Total Count: 0

Figure 43 — Corporate Reservation Maintenance Detail Report
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1. Resorts will be listed numerically by their Coast to Coast resort numbers.

2. A listing for each individual resort within the multi-resort corporations shows reservations that have not
been Checked-In, Checked-Out, Cancelled or marked as No-Show are listed on this report under
Check Ins Not Responded To or Check Outs Not Responded To.

3. Reservations not Checked-In and Checked-Out or marked as No-Show prior to the close of the
remuneration period, will be submitted for remuneration in the next remuneration cycle after the
reservation process is completed.

4. This report is an excellent weekly “audit” tool for the corporation to use to make certain the reservation
process is complete in order to receive timely remuneration for reservations.

5. The last page of the report will provide a corporate total of all reservations that have not been Checked
In and Checked Out resulting in remuneration having not been paid for those reservations.

7.4.6 Corporate Resort Occupancy Report

Day of the Drate of the Maonth Unit Tyvpe Allocated Reserved % Occupancy
Week Muonth Linits Units

Figure 44 — Corporate Resort Occupancy Report

1. Resorts will be listed numerically by their Coast to Coast resort numbers.

2. Shown by the date range specified, this report provides a view of the number of reservations that have
been made against the allocated inventory (both RV Sites and rental accommodations if applicable) on
a per-day basis for each individual resort within the corporation.

3. Use the report to monitor any allocated sites that were not reserved by Coast that are being returned to
each resort’s inventory during the 72-hour timeframe when reservations cannot be made from the
Member Website or by Member Services

4. The last page of the report will provide a corporate total of Allocated Units (both RV Sites and rental
accommodations if applicable), Reserved Units, and the Percentage (%) of Occupancy.

7.4.7 Corporate Update to Reservation Activity Report

Rex # Client Name Client Member Zip Home Arr Date Dept Date Unit # RV Slide Pets # Vehicle Amps
Type [14] Park Type of Lgth  Outs In Tvpe Req.
i Nts Party

Figure 45 - Update Reservation Activity Report Headings
1. Resorts will be listed numerically by their Coast to Coast resort numbers.
2. By entering a time and date, this report shows for all resorts within the corporation any changes that
have occurred to existing reservations and any new or cancelled reservation since the last time the
report was run.

3. The heading of the report indicates the time and date it was generated.

4. There are sections for Arrivals, Departures, Cancellations and No-Shows.
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8 CHANGE MY PASSWORD

1. This page allows users to edit their password and secret question information.

. ) L ) —
Resort #1900: Tripsetter Training Resort Logged In: undefinedTipsetter Training Resort— NG RESERVATIONS
FERM (Logout)
Security Level: Resort Owner/ Corporate
If you are not undefined Iripsetter Training Resort -- HO RESERVATIONS
Home ) Ghange My Password @ Help PERMthen please click here
Change your password
Password
I Confirm Password ‘ I
Hidle Secret Question
Password Recovery
Please create a secret question & answer. Your Secret Question & Answer will be usedto
quickly and securely identify you inthe event you forget your Password.
Secret Question Narne of City where you were born, ¥
Secret Answer I
. J

Figure 46 - Change My Password and Secret Question
2. Password and Confirm Password — Enter at least four characters (numeric, alpha, or a
combination of alpha numeric) for the new Password and Confirm Password.

3. Edit Secret Question — Click this link to see view the Password Recovery option where a secret
guestion and answer can be used to quickly and securely identify the user in the event the
password is forgotten.

4. Secret Question — Select one of the four questions from the dropdown menu.
Secret Answer — Type in the answer to the Secret Questions that was selected.

Hide Secret Question — Click this link to hide the Password Recovery box.




