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TimeShareWare a.k.a. “TSW” Overview 
 

Login to TSW: 
 

 
 

This is the first screen you will see: 
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TSW Reservation Search 
 

Under the Reservations tab, click Reservation List. The below screen will pop up. 

 

 
 

The Search Field can be filtered by Guest Name, Reservation Number, Check-in date, External 
Reservation Number (Travel Click or any other Extranet). Make sure you’re aware which filters you are 

using because those will directly affect your search. 
 
 
 
 
 
 
 
 
 
 

Searching for a Marketing Guest’s Reservation 

If you can’t pull up someone’s reservation through the reservation list, it is most likely an: 

 Interval International reservation that hasn’t been inputted  
 Marketing Guest Stay (Tour Stay) whose reservation may not be searchable in the 

“Reservation List” 
 Online Rental that has not been input into TSW 
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To locate Marketing Guest or Tour Stay, you must pull up their Customer File and go to the 
“Lead” Tab 

 Go to the “Customers” and search your guest name. 

 

 
Once you find their name and double click on it, their customer file will load and go to the “Lead” tab. 

 

 
If the guest has a tour during the dates that they share, you can go to the Vacation Package or inside 

the tour where there is another Vacation Package section.   
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How to Search for Owners: 
 

 
 

Go to Customers: 
Enter Last Name first or their Owner Number to search for an owner (must filter search field): 

 
 

After double clicking the owner name, you will be in the owner file: 
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 Contact Info: Contains their basic info – name, address, phone, and email 
 Personal Data: Contains their demographic information 
 User Fields: NOT NEEDED 
 Notes: Contains all notes from owner history – not the same in both owner files – add to both 

when necessary  
 Events: Shows history of any changes that have been made to the owner file 

 
 

 
 

 Owner: Shows contracts that they own and are active (there is a show inactive button) 
 Lead: Contains their tour information/history 
 Reservations: Contains all of their reservation history 
 Referrals: Contains their Reward Dollar information/history 
 Membership: Where you find their Interval International information 

 

 
 

 Contracts: contains their contracts of ownership 
 Benefits: What their ownership type is and benefits that are included 
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Owner File Notes 

Pop Up Notes: 

Need Owner Info: When an owner’s contact information is not correct and we need new 

information  

Non-Club Owner: You will see this when someone purchased off the resale market and 

they didn't receive club benefits  

Dog Info: If someone usually brings a dog up to the property and may need a dog-

friendly unit (NO other types of pets allowed) 

READ ME FIRST: If you need a note to pop up every time the owner file is opened  

Mortgage Delinquent: When an owner owes on their mortgage. Transfer to BGVARM  

HOA Delinquent: When an owner owes money on their HOA. Transfer to BGVARM  
 

Regular Notes: 

Blank: Anything you would like to keep in the owner file (complaints, requests, issues 

that have happened)  

GC8/GL7/GTL usage: When you advise an owner of usage at any property 

Trade Forum: If an owner swaps their week with another owner  

Rental Contract: When an owner places their unit into our rental program  

Rental Status: Add this note and what you advised the owner about their rental (what 
days have been rented and what hasn't)  

Worksheet Note: This note typically includes information on a rental, bonus week, or 
bulk bank points given at the POS  

Deposited Note: This note is placed in the owner file when the owner deposits their unit 
in II.  
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What Does the Owner Own? 
 
To view what an owner owns (unit size, season, 1st year of usage). 

 
 

Double click on the contract to see more details – “Inventory” will give you a glimpse but not the full 
picture. 
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Understanding Contracts: 

 

Floating Ownership: Owns a specific season and must call-in to reserve the week they want 

Fixed Ownership: Owns a specific week number and unit number*. (auto-reserved for owner) 

 

Grand Timber/Grand Lodge on Peak 7/Grand Colorado on Peak 8 

 Suspense/Suspense 
o Owner’s new contract is within the 5-day rescission period in which they can still 

back out of the contract 
 Pender/Pender 

o Owner has not submitted the complete down payment to us yet 
 Mailout/Mailout IFO 

o We’ve mailed out the contract to the owner to sign/return back to us 
 Active/Pipeline 

o We’ve received all correct paperwork – just need to review the contract 
 Active/Needs Paperwork 

o Needs to return additional/skipped paperwork back to us 
 Active/Future CXL 

o This contract will be fully active until status of newest purchased contract is in 
place 

 E.g., for a GC8 purchase that doesn’t have 1st year of usage until 2024, 
they can still use their old contract in the mean time 

o Once newest purchase is able to be used, this contract will be cancelled 
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Double click into the contract to view the details: 

 
 
 
 
Sale Type: BGV Purchase vs ResaleMarket 
 

 Resale Purchases at GL7/GC8 - DO NOT include Club Benefits (Day Use / Bonus Time)  
 Resale Purchases at GTL – Do Include Club Benefits  

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

1st year of use All owners of the contract 

Inventory pieces of what they own 
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Reservation Types 
Owner Usage: 

 

 

 

 

 
 
Rentals: 
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Other Promotions: 

 10% 
 20% 
 40% 
 RRF 
 GM Package Types 
 Other Extranets 

 
 
Exchange Support: 
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Holds: 
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Viewing the Room Matrix: 
 

 
 

 
 
To show availability, follow these steps: 
 

 
 
 
 
 
 

 
Room Matrix: 

Under Reservations Mgt, 
choose Room Matrix. 

Select the property 

Choose your start date.  
The room matrix will show 
two weeks before – two 
weeks after this date. 
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White Space = ___Bookable Inventory___ 
Light Orange = ___Pending Suite Configuration Reservation___ 
Orange Space = ___Pending Reservation___ 
Dark Blue =___In-House___ 
Dark Green =___No Show___ 
Black = ___Completed Res___ 
Red and Yellow Striped = ___Out of Service___ 
Pink = ___Unassigned/Moveable – DO NOT USE___ 
 
O = ___Owner Usage Res___ 
R = ___Rental Res___ 
E = ___Exchange Res___ 
H = ___Hold____ 

 ___Overbooking____ 
 ___COD (Channel of Distribution)___ 
 ___MKTG/Sales___ 

 
Overbooking Tank 
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How to Book Reservations: 
 

 
You may need to create a new customer if it is not an owner. ALWAYS search first. 
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Back to “Book”:  

 
 

1. Select your property (site) – If owner, exclude contracts to see all properties (right click 
contract) 

2. Select your dates – you can select a range if you are not looking for something specific 
3. Choose your Room Type 
4. Choose your Reservation/Subtype 
5. If applicable, choose a Promotion (rentals) 
6. Search 

 

 
 

1. Select the unit at the top 
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2. Check the “Assign Room” box 
3. Click “Book” 

 

 
 

Select an available room and save. 

Click “Next” at the bottom right of the next two screens (skip amenities). 

Select a “Substatus” if applicable and “Next” 

 

“Confirm” > “View Res” 
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