HOW TO Activate a New Outlet for Budgeting
Description
This procedure outlines the steps to activate or enable budgeting for an outlet that has not been used before at a hotel.
Step 1 – Turn on Accounts in Buddy
Go to the Utilities menu in Buddy and choose the item “Select Additional Accounts to Use”.  Check all the applicable accounts and click OK.  Be sure to check accounts for Covers, Meal Period Revenues and Beverage.
[image: ]
Click OK and then confirm that you are activating these accounts by clicking Yes on this screen:
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Exit Buddy.
Step 2 – Make Sure that User has Rights to the Department
In many cases, each outlet is a separate department in Buddy.  In this case, select “User Security” on the main menu, select a user and then select “Buddy”.  Make sure the department is checked.
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Step 3 – Export Forecast & Budget to DSTAT
The export to DSTAT makes sure that all applicable meal periods are activated for forecasting.  Go to the Administrative Options menu and select “Export Forecast & Budget for DSTAT”.  Then, click Yes to the question shown below:
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This process may take up to several minutes depending on the speed of your network.  When it is completed, you are ready to activate the outlet in FBREV.


Step 4 – Turn the Outlet “on” in FBREV
Go to the Utilities menu in FBREV and select the “Setup Outlets” item.
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· Type the Name of the outlet.
· Check the box in the “Budget this Outlet?” column.  This enables it for budgeting.
· Check the box in the “Beverage based on Rooms?” column only if the outlet beverage revenue is driven more by occupancy (e.g. lounge), rather than by food covers (e.g. restaurant).
Click OK.


From Buddy click on the Utilities Menu Option and select “Load Data from DREV/FBREV”



Then from the Utilities menu option select the “Auto Create Report Sub Totals”

[bookmark: _GoBack]The outlet is ready for use in FBREV.
image5.png
Outlet Configuration

I the table below, you can customize the name of you food & beverage oulets. Also, you can
uncheck any oulets that are ot used for yout hotel You will ot be prompled t budget an
oulet that you have unchecked. Check Beverage Based on Rooms?to based beverage

tevenue on ocoupied 1ooms ather than pm covers.

Generic Outlet Name

Name at Your Hotel

Budget
this
Outlet?

Beverage
based on
Rooms?





image6.png
S Buddy - Sonesta Hotel Philadelphia [1007]

Main _Reports _Security
Hotel Options.

Sonesta Hotel Philad(
Property Code: 1007
Database Version: 20
Last Actual Month: 1
Budget Year: 2014 L(
Current Year: 2013
Last Year: 2012

Corporate Options

Sonesta
C:ACIA Clients\Sones.

Load Data from DREV/FBREV €=
Save Spreadsheet

Saveto Text File

AccPac Export

Yardi Export

Turning Point Export

Setup Purchasing Export

Write Values to Database

Write Labor Daily Values to Database
Load Corporate Guidelines

Select Additional Accounts to Use
Auto Create Report SubTotals

Create / Select Property Group.

| Quit Buddy Done.





oleObject1.bin

image7.png
S Buddy - Sonesta Hotel Philadelphia [1007]

Main _Reports _Security
Hotel Options.

Sonesta Hotel Philad(
Property Code: 1007
Database Version: 20
Last Actual Month: 1
Budget Year: 2014 L(
Current Year: 2013
Last Year: 2012

Corporate Options

Sonesta
C:ACIA Clients\Sones.

Load Data from DREV/FEREV
Save Spreacsheet

Save o Text File

AccPac Bxport

Yardi Bxport

Turing Point Export

Setup Purchasing Export

Write Values to Database

Write Labor Daily Values to Database
Load Corporate Guidelines

Select Additional Accounts to Use
Auto Create Report SubTotals €

Create / Select Property Group.

| Quit Buddy Done.





oleObject2.bin

image1.png
-

& Main_Reports_Securty _Utities _Help

Check any aceaunts to be activated for budgeting purposes.

Use | Number | Acoount

¥ TSR0 TasEreres

4 TI0063910999 Dept Oper PrfiLoss)

< oo

¥ Tioei2000 O
2 sz

S TI01925159998 oo Covers Qulet 101

4 TI0142970.0000 Oulet 101 Breakisst

4 TI01429750000 Dutet 101 Bunch

4 oo

4 oo

S TI01430300000 Food Alowences

S TI01-43M0999 ToelFood Revenue

4 040

4 noasmon

4 oo

S TI01431200000 Beversge lowences
101431750000 Beverags Alowances Travel Pass




image2.png
i

Buddy

WARNING: You will not be able to UNDO adding these accounts!
Activate these accounts?
1101-93511-0000,1101-93512-0000,1101-93513-0000,1101-42970-0000,1101-42975-.
0000,1101-42980-0000,1101-42990-0000,1101-43060-0000,1101-43070-0000,101-4.
3080-0000





image3.png
CIA Financial Planning
[ Curent Property

& UserSecuriy -

‘admin on CHI

e
urity Detail for Admin

[e] (=)=

Joe

I

- Utilities —{

For each category. check those items for which this user has access.

General
Modies
Labor

Chesk Al

7000 - Foams
1100

1150 - Banguet Catering
1160 - In-Roam Diring
1520 - Telecommurications
18580 - Dther Income

1700 - Adrin & General
1710 Sales & Marketing
1720- System Fee

1730 - Prop. Dper. & Maint
1735 - Uttes

1750 Employes Cafeteria
1760 - Fees Brewster Design
1770 - Rent Prop Other Tas Ins

F B

(Vo] [t |

Coppight 2000-2011 by Compute Ingenuity Assosiates, Inc.

Urohede 1
Card i





image4.png
d & Beverage Re

2L Line Item Expe

BPLAN - Business|

=5 Administrative Options.

Submit Budget 2014 for Appioval
Appiove Budget 2014 and Start Forecasting 2014
Finalze and Submit Forecast 2013

Fuige Histoy Data to Shink Fies

Send Updated Budgel Data o Holel

Special Corporate |

Administrative Opt||

Property Info

PLAN2011

Ready to export forecast for 10/2013 to DSTAT? (No for different month, Cancelto
Quit without export)

e o =





