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RHS V8 Quick Reference Guide V1.1

1. Check-out for Prepaid Invoice

1.1 Click on the “Check-out” button.

Aged Check-in Posting OTA
01/02/2019 11:06:42 01/02/2019 00:00:00

Transactions Reservations

Check-in : Post to Guest | I Worksheet ]

| Check-out ‘ Batch Posting [ I Reservation ]

I Occupied | Cash Sales ‘ Reports

Accounts Reports -

| Invoices | I Inventory ]
I Debtors I Management L I Housekeeping ]
I Reports | Audit Trail I I Address Book

1.2.Double-click on the guest.

Departures X|

In Out Name Charge Company ~ Commment
28/01/2019 | 02/02/2019 | Smith Michael
28/01/2019 | 02/02/2019 | Hamilton Sharon 'YOUNG & RO
28/01/201 02/02/201 Hill Ginger
31/01/2019 | 02/02/2019 | Thompson Linda
01/02/2019 | 02/02/2019 | West Jane
01/02/2019 | 02/02/2019 | Hall David
01/02/2019 | 02/02/2019 | Clark Georgie
01/02/2019 |02/02/2019 | Frantz Veronica
01/02/2019 | 02/02/2019 | Lyons Henry
01/02/2019 |02/02/2019 | Ferguson David [Master] Alea Corpora. Show the conf room
01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room
01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room
01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room
01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room
01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room
01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room
01/02/2019 | 02/02/2019 | Ferguson David [Group]

Pending
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RHS V8 Quick Reference Guide V1.1

1.3. The invoice is open. Click on “Print” to pritite invoice or “E-mail” to e-mail it.

§i5 RHSV8.3.49.45 DB:rhs\sqlexpress,1435:RHS Hotel:1  User: RHS  Business Day:01/02/2019 POS:1 Term:1 02/02/2019 11:33:57

o
[ Reservation |

e [ 2o |
[ 210212019 -] I 5000172019 ][]

EE: [

dit H ew || elete || lose [

Time Description Price Amount
13:45:00 Visa / Mastercard X 544.50
14:00:00 Accommodation 108.90|
14:00:00 Accommodation 108.90]
14:00:00 Accommodation 108.90|
14:00:00 Accommodation 108.90|
14:00:00 Accommodation 108.90)

(6) P: 1 of 1

\ \ | \ (

earch H dit H ew || elete || lose | |m N

1.4. Print preview for the invoice is open.

Arrived: 28/01/2019 Departed: 02/02/2019 Room: 44
Date  Ref  Details Amount |
54450
10850
10850
108.90
108.90
Accommodaton 10850
= Thank you for staying with us at RHS Hotels **
54450
_ ST Content 71.02
Total Payments 544,50
Payment required within 14 days please ol oyromcts e
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1.5. Click on “Check-out” to check the guest out.

Invoice X
| visit 1D| ET [ Res 10 [0 Niots | Gl ra | choro- | I E—
[ Room |7 [2810172019 ~|[F00:00 = 0.00
210212019 | rigin |[FYTTTY | Depart (IEREN | Al @l PROFORMA EXTRA
["20272019 -] B [Referral IR 5000172019 -] [Foo:00 =

I invoice -] [ Tvoe | ERACTCT I Docs | 57325 Invoice MAIN
S Finaived <] B crocein 57326 Proforma MAIN

[ Ref |

E&: [

earch H dit H ew || elete || lose |

Check-out successful! -
Price Amount

544.50
108.90|
108.90|
108.90|
108.90|

(6) P: 1 of 1

1 o o

earch H dit H ew || elete || lose | |

E-mail Print  J|Reg.Form Post ‘ hé Q Finalise
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2. Check-out with Payment

2.1. Select the guest to check-out.

In = Room Balance Charge Company Commment

28/01/2019

0.00|

28/01/2019 | 02/02/2019 | Ham™" 4800.00 YOUNG & RO

55
54

31/01/201 | 02/02/201 | The 38 484.00

01/02/2019 | 02/02/2019 | West.. 42 153.65)

01/02/2019 | 02/02/2019 | Hall David 41 215.00

01/02/2019 | 02/02/2019 | Clark Georgie 43 194.00)

01/02/2019 | 02/02/2019 | Frantz Veronica 46 377.00|

01/02/2019 | 02/02/2019 | Lyons Henry 31 130.00

01/02/2019 | 02/02/2019 | Ferguson David [Master] |32 4500.00| Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] 35 Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] 40 Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] 45 Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] 47 Alea Corpora. Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora. Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room

(16) P: 1 of 1

" ByDate | ByRoom | ByName

Pending Check-Out

2.2. Select the payment method.

[ThompsonLinda IR [l [charoe | N )
KT B [ . - CoMesm
oo [ oz oo = - EREEI o
["210212019 -] [T [ canaba | Depart |IRTEZEEN | G el @l PROFORMA EXTRA [
[ 20272019 -] B Referral | Made [P ~|[Fjo0:00 =
O nvoice -] TR [FiT Overseas m
nvots | [T [Stotus |[Epermm— 302 Proforma MA
[ et | g Left Button Click
RN [o]

earch H dit H ew || elete || lose

Time CostC  Ref Room Amount 242.00 Qty Price Amount

| 24:00:00 | | |38 [[000  xee-s | 0.00 | 100 12100

38 1.00] 121.00|
Total Amount 242.00
Cancel

( |

(2)P:10f 1
[ ( | [ ( l

[earch | [ dit_|[__ew ][ elete |[_tose |

| E-mail Finalise
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2.3. Click on “Print” to print the invoice or “E-nfato e-mail it.

£ RHSV8.3.49.45 DBirhs\sqlexpress,1435:RHS Hotel:1  User: RHS  Business Day:01/02/2019 POS:1 Term:1 02/02/2019 11:35:51 — a

Main Departures Invoice X
Thompson Linda -_ [ Resenaton I

(e [choro|

&l PROFORMA EXTRA

[ | —
BRI o

| earch H dit H ew || elete ||

lose [
Date Time CostC  Ref Room  Code Description Qty Price Amount
31/01/2019 14:00:00 38 1 Accommodation 1.000 121.00
01/02/2019 14:00:00 1 Accommodation 1.00( 121.00]
02/02/2019 11:35:49 i EFT-Pos " 242.00

[ [ [ew | eue:eu e | |w ; Post |

2.4. Invoice preview is open.

up Limited

GST Number 112-229-493
Tax Invoice 301
Invoice Date 02/02/2019

Voucher
Arrived: 31/01/2019  Departed: 0 Room: 38

Date  Ref  Details Amount |

31/01/2019 Accommodation 121.00

01/02/2019 Accommodation 121.00

02/02/2013 EFT-Pos. 24200

** Thank you for staying with us at RHS Hotels **

T — Total Charges inchuding GST 242,00

our bank account:  13-3456-12121212-00 T ‘5; Content ix ;
uired within 14 otal Payments 242
PR RptUR A S Balance Due 0.00

B > [ e |
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2.5. Click on “Check-out” to check the guest out.

-
Main Departures Invoice X a ‘a’
= [Thompson Linda | RO [l e [chare] 0.00
omp || | vist 10| FE] [ Res 10 |FETTRN niotes |IPMIG ex=a  [charoe | I
[ Room |3 | arrive | EXTRIIR N |l 8l PROFORMA MAIN | 0.00
B 21022019 | origin |[SYTYTY | Depart (IEEEN | Gl @l PROFORMA EXTRA
B[ 210272019 -] B [Referral IR 250172019 -] [Foo:00 =
livoice -] [ Tvoe |ERACTTI  Oocs | 301 invoice MAIN
z m m’m 302 Proforma MAIN
[ Ref |
EE:

[earch | [ dit_|[_ew || olete |[_tose | [rree s ﬁ‘m‘mm =
A oice 30

I, Check-out successfull

Date Time CostC Ref Room Code’ _ Qty Price Amount
31/01/2019 14:00:00 38 1 1.00 121.00 1
01/02/2019 14:00:00 il oK 1.00/ 121.00| 121.
02/02/2019 11:35:49 4 4 1.00| 242.00 242,

38
38

_[—,__’—’-— i eft Butto cl

| earch | [ dit |[__ew |[_lelete |[ lose | | E-mail Print Reg.Form Post "Q alise
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3. Check-out with Split Payment

3.1. Select the guest to check-out.

Departures X|

Out Name Room Balance Charge Company Commment

28/01/2019 | 02/02/2019 | Smith Michael 55

28/01/2019 |02/02/2019 | Hamilton Sharon 54 'YOUNG & RO

01/02/2019 | 02/02/2019

Button Double
01/02/2019 | 02/02/2019

01/02/2019 | 02/02/2019 | Clark Georgie

01/02/201 | 02/02/201 | Frantz Ver

01/02/2019 | 02/02/2019 | Lyons Henry

01/02/2019 | 02/02/2019 | Ferguson David [Master] Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora. Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora Show the conf room

01/02/2019 | 02/02/2019 | Ferguson David [Group] Alea Corpora. Show the conf room

" ByDate | ByRoom | ByName

Pending

3.2. Select the first payment method and enteatheunt.

§i5 RHSV8.3.49.45 DBirhs\sqlexpress,1435:RHS Hotel:1  User: RHS  Business Day:01/02/2019 POS:1 Term:1 02/02/2019 11:42:12

Invoice X

Frantz Veronica T [l v charge] 188.50
 visit 0] 7] | Res 10 [FE0T] [ExTRa_ [ Charge|
[ Room |3 11022019 -] [ 188.50
2102/2019 | origin [[SXTIY | Depart (IRTEZEEN | EAT el @l PROFORMA EXTRA
210212019 B [Referral IR 271012019 -|[Fo0:00 =
s FiT. Overseas . Y
s J Checked: 168 Proforma MA
Payment
[ Ret. |

BE [2| 1

dit H ew || elete || lose

‘ D Eo ]
=

Time CostC  Ref Amount 100 Price Amount

AL [[000  xfee-s | 0.00 T80 Ll

Total Amount 100.00
B @ ] conce

(1) P:10f 1

\ [ | [ (

[earch | [ dit_|[_ew ][ elete |[_tose | |
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3.3. Select the second payment method.

| visit 10| FT

Reservation

| res 10 | PRI}

oo [

[T110212019 -]

| canaba

EEBA| 20222019 -]

[ creroe N
Ew
3

[ Referral

BT FiT overseas . IS

IR 2770172019 -]

167 Invoice MAIN

Active | : dr- ey [R—

Payment
EE: 3

elete | |

__168 Proforma MAIN _
X

VISA

Liccuron

dit H ew || lose

Price
1.00 188.50/
100 100.00)

Amount
188.50
100.00

Date Ref
01/02/2019

02/02/2019

Time CostC
14:00:00 | |
11:42:13

Room
|26
46 |

Amount 88.50

%Fee=$ | 2.21
Total Amount 90.71
Y | conenl

2.50

(2)P: 10f 1

\ \ |
1]

\ (

Iose[

earch H dit ew || elete ||

| E-mail

3.4. Select “Print” or “E-mail” to print or e-mdihe invoice.

pup Limited

Richard Place

rowns Bay
uckland 0630
New Zealand

pportrhs.co.nz
T wwew.ha.co.nz

GST Number 112-229-493
Tax Invoice 167
Invoice Date 02/02/2019

e roomsofic

Arrived: 01/02/2019 Departed: 02/02/2019 Room: 46
Ref  Details Amount_|

ccommodaton 18850

Cesh 10000

Visa [ Mastercard -90.71

Credit Card Fee 221

** Thank you for staying with us at RHS Hotels **

e Total Chargesincding GST  190.71
our bank account s 12-3456-12121212-00 T 5‘5'; Content ;5;3
sl b - otal Payments 19071
Payment required within 14 days plea: oulPayeadsy 71
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3.5. Click on “Check-out” to check the guest out.

Invoice X

0

[Franzveronica [N [rav_ [charge]

[Visit 0] | Res 10 |FETN ioves |IEMIEN ©x7~s [ Charoe|

[ Room [ [T0212019 ~[[Flo0:00 = [F Bl

210212019 [T [ canaba | Depart | IPTEIRC | Gl @l PROFORMA EXTRA|

200212019 B [ Referral IR 2770172019 ~|[Fl00:0

InvTyp m m m

—

=
EE:

earch H i H ew || elete || lose |

MAIN - Invoice 167
= I, Check-out successful!
Time Price Amount
14:00:00 188.50
11:42:13 100.00
11:42:18 90.71

11:42:18 2.21

| earch H i ew || elete ||
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4. Check-out for Chargeback

4.1. Select the guest to check-out.

L
Main Departures X a

Res1 In Out Name eft Button Double g jarge Company Commment Statu:
7970 | 28/01/2019 | 02/02/2019 | Smith Michael 55 0.00| Pend
7970 28/01/201  02/02/201 | Hamilton Sharon 54 % 4800.00 YOUNG & R Pend|
2143 | 01/02/2019 | 02/02/2019 | West Jane 42 153.65 Pend
2173 | 01/02/2019 | 02/02/2019 | Hall David 41 215.00| Pend
2258 | 01/02/2019 |02/02/2019 | Clark Georgie 43 194.00 Pend
2296 | 01/02/2019 | 02/02/2019 | Lyons Henry 31 130.00] Pend
7974 | 01/02/2019 | 02/02/2019 | Ferguson David [Master] 32 4590.00| Alea Corpora Show the conf room Pend
7974 | 01/02/2019 | 02/02/2019 | Ferguson David [Group] 35 Alea Corpora Show the conf room Pend
7974 | 01/02/2019 | 02/02/2019 | Ferguson David [Group] 40 Alea Corpora Show the conf room Pend
7974 | 01/02/2019 | 02/02/2019 | Ferguson David [Group] 45 Alea Corpora Show the conf room Pend
7974 | 01/02/2019 | 02/02/2019 | Ferguson David [Group] 47 Alea Corpora Show the conf room Pend
7974 | 01/02/2019 | 02/02/2019 | Ferguson David [Group] |48 Alea Corpora Show the conf room Pend
7974 | 01/02/2019 | 02/02/2019 | Ferguson David [Group] 49 Alea Corpora Show the conf room Pend
7974 | 01/02/2019 | 02/02/2019 | Ferguson David [Group] 51 Alea Corpora Show the conf room Pend

" ByDate | ByRoom | ByName

4.2. Select “Print” or “E-mail” to print or e-mathe invoice

pup Limited
Richard Place

3
Wwew.ro0nsoR.co.nz | weew.rhs.co.nz
Customer : GST Number 112-229-493
YOUNG & ROBINS 57293

et o]

Total Charges inchding ST 4800.00
GST Content 626.09

Total Payments 0.00

Balance Due  4800.00

Bank Account Details:
RHS Group Limited

X
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4.3.Click on “Check-out” to check the guest out.

Invoice X

Hamilton Sharon | vt ] TN [ETE7 [ YOUNG & ROl [ 4800.00
| Visic 0 EF7D [ Res 10 |EETTR Miovts |NRERNIEN ==a |Charoe |

—
[ Room | [2810172019 ~|[Fi00:00 = [ ERRNI0N 4800.00

210212019 IEEEE [ canaba | Depart | [P EIRCN | Gl @l PROFORMA EXTRA| [
210212019 B [ Referral IR 50012019 ~|[F00:00 =
e [invoice ] IR  Docs | 57293 invoice MAIN

InvSta m C i 57294 Proforma MAIN
o

earch H i H ew || elete || lose |

I, Check-out successfull 7
CostC  Ref Price Amount

960.00
960.00
960.00
960.00

» Left Button Click

| earch H i ew || elete ||
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5. Check-out for Group Chargeback

5.1. Select the master account to check-out.

i
Main Departures X B
Name Room Balance Charge Company Commment Statu
019 | Smith Michael 55 0.00] | Pend
2019 | West Jane |42 153.65| | Pend
19 | Clark Georgie ] Pend
e | = end
> | Ferquson David [Group] |35 | Alea Corpora | Show the conf room  Pend
| Ferguson pavid [Group] |40 | Alea Corpora ‘Shows the conf raom | Pend
Ferquson David [Group] |45 | Alea Corpora| | Shows the conf room:  Pend
Ferguson David [Group) |47 | Alea Corpora Show the conf room  Pend
) | Ferquson David [Group] [ 48 | Alea Corpora| | Shawi the conf raom | Pend
| Ferguson David [Group) |49 | Alea Corpora Show the conf room | Pend
Ferguson David [Group] |51 Alea Corpora

(13) P: 1 of 1

Check-Out

5.2. The master invoice for the entire group chaigepen.

fiy RHS VB.3.49.45 DBirhs\sqlexpress, 1435:RHS Hotel:1  User RHS  Business Day:01/02/2013 POS:1 Term:1 02/02/2019 11:51:22 S m] X

Main Departures Invoice X ﬁ 'u'
25| | Ferguson David . |—- ge |eroralic 4590.00
56984 mW!_ I—- [—

e NEW ZEALAND 2022019 <[ 100 = r‘_

N Zomz0e < [Direct Booking | 1022075 <7 0520
p lm lm m 57366 Invoice MAIN
=1 Active Checkeddn -] 57367 Proforma MAIN
’7

| —
BRI [

| earch H dit H ew H elete || lose |

omp ||

| 2/0212019

Date Time CostC  Ref Room  Code Description
|o1/02/2019 23:59:00
Jorr0z2019 23:50:00

Price Amount
i Accommodation STUDIO 3.00 1250.0
1 ‘Accommodation ONE BEDROOM 1.00| 200.00

Accommodation TWO BEDROOM

| earch [[ dit || ew [[ elete || lose | |m
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5.3. Click on “Print” to print the invoice or “E-mlato e-mail it.

GST Number 112-229-493
Tax Invoice 57366
Date 02/02/2019
Due Date 20/03/201%

Customer :
Alea Corperation Lid

Date Ref Details. Amount I
01/02/2013 Accommedation STUDIO 3750.00
01/02/2019 Accommedation ONE BEDROGM 200.00
01/02/2013 Accommedation TWO BEDROOM £40.00.
Totel Charges including GST ~ 4550.00
GST Content. 528,70
Total Payments 0.00
Balance Due  4590.00

Bank Account Details:
RHS Group Limited
ASB Bank; Browns Bay
12-3053-0637528-00

IF you have any queries regarding the contents of this invoice plesse contact us.

Ccsv

5.4. Click on “Check-out” to check the guest out..

B8 RHS Hotell UsernRHS  Business Day:01/02/2018 POS:T Term:] 92/02/2018 11:51:2 o m] £
Main Departures Invoice X B 'u'

[Forguson buvi - R [ s Corporatc | #5500
oo | I oot = [ o [l > [creroc| |

| 20212019 ~ |
|20f03l201 9 >

=

| Room |7 10272015 -]

7 14:00 —

EEET [vew zeatann BRI | 21022019

17 11:00 —

[all PROFORMA MAIN
[all PROFORMA EXTRA

4590.00

—

[E3 [Direct Booking  [MEERE| /0272019 -

7 09:20 —

I F.LT. Domestic 57366 Invoice MAIN
Che—_lcked.m = 57367 Proforma MAIN

[ e |
BE [o
ew |[ elote [[lose

p lln\mice Y.

|Ac1ive et

[_earch || ait ||

A MAIN - Invoice 5
._Js Check-out successfull

Left Button Click

Finalise
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5.5. Select other group guests and check themrmuby one or altogether.

i3 RHSV8.3.49.45 DBirhs\sqlexpress, 1435:RHS_Hotel:1 Usem RHS  Business Day:01/02/2019 POS:1 Term:1 02/02/2079 11:51:35 — m] X
Main Departures X a8
ResI In Out Name Room Balance Charge Company Commment Statug
7970 | 28/01/2019 | 02/02/2019 | Smith Michael 55 .00 Pend
2143 | 01/02/2019 | 02/02/2019 | West Jane 42 153.65 Pend
2173 | 01/02/2010 | 02/02/2012 | Hall David 41 215.00 Pend
2258 | 01/02/2010 | 02/02/2018 | Clark Georgie: 43 194.00 Pend
2206 | 01/02/2018 | 02/02/2018 | Lyons Henry |3t 130.00| Pend
7974| 01/02/201  ©2/02/201 | Ferguson David [Group] | 35 Alea Corpo Show the conf room pend]]
7974 | 01/02/2019 | 02/02/2019 | Ferguson David [Group) 40 Alea Corpora ‘Shaw the conf room  Pend
7974 | 01/02/2019 | 02/02/2019 | Ferguson David [Group] |45 | Alea Corpora ‘Show the conf room | Pend
7974 | 01/02/20120 | D2/02/2019 | Ferguson David [Group] |47 Alea Corpora Show the conf room | Pend
7974 | 01/02/2019 |02/02/2018 | Ferguson David [Group] |48 Alea Corpora ‘Show the conf room | Pend
7974 | 01/02/2012 | D2/02/2019 | Ferguson David [Group] 49 | Alea Corpora| ‘Show the conf room FPend

01/62/2019 Ferguson David [Group] Alea Corpora h

“ ByDate |7 ByRoom | By Name

5.6.Confirm the entire group check-out. The ergn@up will be check-out, as long as
no one has charges on any individual account.

%

Main Departures X ﬁ
ResT In Out Name Room Balance Charge Company Commment Statud
7970 | 28/01/2019 | 02/02/2019 | Smith Michael 55 0.00 Pend
2143 | 01/02/2019 | 02/02/2019 | West Jane 42 153.65 Pend
2173 | 01/02/2019 | 02/02/2019 | Hall David 41 215.00 Pend
2258 | 01/02/2019 | 02/02/2012 | Clark Georgie 43 194.00 Pend
2296 | 01/02/2019 | 02/02/2019 | Lyons Henry El 130.00  Pend
7974 01/02/201  02/02/201 | Ferguson David [Group] | 35 Alea Corpo Show the conf room Pend ||
7974 | 01/02/2018 | 02/02/2019 Ferguson David [Group] 40 Alea Corpora ‘Show the conf roaom  Pend
7974 w}ajfzui'é ayeéf-ms. ‘Ferguson David [Gmupj ' pe 1 - a Show the mfmom | Pend
7974 | 01/62/2019 | 02/02/2018 | Ferguson David [Group] 47| ra | Shaw the conf room  Pend
7974 | 01/02/2019 | 62/02/2018 Ferguson David [Group] | 48] ra Show the conf raom | Pend
7974 | 01/02/2012 | p2/02/2012 | Ferguson David [Group] |49 Sl e Shows the conf room Pend

01/02/2019 | 02/02/2019 | Ferguson David [Group] ‘Show the conf room

| 4 _
51 Pend
Loyl _w | I !
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