
Audit Worksheet All Features  

Column Definitions 
Below is the List of all columns present in Hotel Payment Processing Worksheet. 

• Status: This column displays the Status for the Guest. 
• Renter: This is a checkbox column. 
• Staff Member: The Staff Number column is a dropdown displaying the list of staff 

members. 
• Guest Name: The Guest Name column displays the name of the guest linked to the 

record. 
• P/E: The P/E column displays the phone number and email information for the 

guest. 
• Guest Claim: The Guest Claim column displays the claim number of the guest 

linked to the record. 
• Company/Co-Client: The Company / Co-Client column displays the company and 

co-client associated with the record. 
• MI Date: The MI Date column displays the guest’s move-in date. 
• Current EOA/ Original EOA: The Current EOA / Original EOA column displays both 

the current and the original expected-out dates for the guest. 
• Billing Start/Billing End: The Billing Start / Billing End column displays the billing 

period for the guest. 
• Guest ID/Unit ID: The Unit ID / Guest ID column displays the corresponding Unit ID 

and Guest ID. 
• Property Name/ Property Address: The Property Name / Property Address column 

displays property details including name and address. 
• P/E: The P/E column displays the phone number and email information for the 

guest. 
• Property Type: The Property Type column displays the type of property such as 

hotel, apartment, etc. 
• Number of Nights: The Number of Nights column displays the total number of nights 

the guest stayed at the property. 
• ALT: The ALT column is a checkbox indicating whether the record is an ALT record. 
• Daily: The Daily column displays the Daily charge amount. 
• Parking: The Parking column displays the Parking charge amount. 
• Pet Fees: The Pet Fees column displays the Pet Fees charge amount. 



• Taxes Daily: The Taxes Daily column displays the Taxes Daily charge amount. 
• Other: The Other column displays the other charge amount. 
• Hotel Charges: The Hotel Charges column displays the hotel charge amounts for 

the client. 
• THD-Mark Up Daily: The THD – Mark Up Daily column displays the THD markup 

amount on Daily-R. 
• Total Charges: The Total Charges column displays the total charges for the guest. 
• ALE Limit: The ALE Limit column displays the ALE Limit for the guest. 
• ALE Term: The ALE Term column displays the ALE Term for the guest. 
• ALE Available: The ALE Available column displays the ALE Available for the guest. 
• Credit Card Type/CC Number: The Credit Card Type / CC Number column displays 

the type (e.g., Visa, MasterCard) and the credit card number. 
• Confirm RS: This column displays the Confirm RS button which is used to confirm 

Reloshare Charges. 
• View: This column is a checkbox column which is visible for reloshare records, and 

these opens Confirm Reloshare Charges popup when checked. 
• Total Corpay Amount: The Total Corpay Amount column displays the Total Corpay 

Amount charge amount. 
• Total Hotel Charges: The Total Hotel Charges column displays the Total Hotel 

Charges amount. 
• Total Clarcity Charges: The Total Clarcity Charges column displays the Total 

Clarcity Charge amount. 
• Charge Notes: The Charges Notes column displays the charge notes for the guest. 

• Daily Rates: The Other column displays the other charge amount. 
• R: This column displays the R button which will open Reports popup which displays 

the charges related to that record. 
• Last Confirm Date: The Last Confirm Date column displays today’s date. 
• Acct. Final: The Acct. Final column is a checkbox which shows record is Solomon 

unpushed or not. 
• Next Billing Date: The Next Billing Date column displays is an editable field which 

allows us to select the Next Billing date for that record. 
• Total Amount Billed: The Total Amount Billed column displays the total amount 

billed for the guest. 
• Total Hotel Billed: The Total Hotel Billed column displays the total hotel billed for 

the guest. 
• Total TP Charges: The Total TP Charges column displays the total tp charges for the 

guest. 



• Total Folio Amount: This column opens a popup which displays the comparison 
between TP charges and Folio Charges. 

• Audit Notes: The Audit Notes column displays notes that will be pushed to Billing 
Worksheet while pushing the record to Solomon. 

• Audit Approved: This column displays the checkbox, which gets checked when we 
push the record to Solomon. 

• Save Push to Solomon: This column displays the Solomon button which allows us 
to Push the record to Solomon. 

• Save Only: This column displays the Save button which allows us to save the 
modified data for that record row. 

• Pending Follow Notes: This column displays the pending follow notes. 
• Portal Notes: This column displays a notebook icon which displays the respective 

notes. 
• Furnishing notes: This column displays a notebook icon which displays the 

respective notes. 
• Co Bill Notes: This column displays a notebook icon which displays the respective 

notes. 
• Critical Notes: This column displays a notebook icon which displays the respective 

notes. 
• All Notes: This column displays a notebook icon which displays the respective notes. 

• Docs: The Docs column displays an upload icon that opens the documents 
associated with the guest. 

• Adjuster: The Adjuster column displays the adjuster's name and allows sending 
emails by clicking on the name. 

• Folio Link: 

 



Return To Audit 
• The status “Return to Audit” should be selected from the Status dropdown in the 

Billing Worksheet for the records that have issues. 

 
• The Save button has been clicked afterward. This action has removed the record 

from the Billing Worksheet, and the record has been added back to the Audit 
Worksheet. The auditor can then review the record again and push it back to the 
Billing Worksheet if required. 
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