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Introduction to EMS

Welcome to EMS (Event Management Systems) District, a software for scheduling
community use of school district facilities. EMS encompasses the request for a room at
your facility by community groups, clubs, sports teams and individuals all the way to the
billing and receipt of payment. The purpose of this manual is to answer questions and
guide you through the EMS application. Help may also be obtained directly within the
EMS software by clicking on the Help option in the toolbar.

1. Features: Some key features of EMS District include:

a.

Finding availability and making reservations, even for regularly occurring
activities.

A visual tool for checking availability and scheduling rooms with a simple click
and drag.

A comprehensive billing and accounts receivable functionality

Tracks extensive detail on the groups and individuals using your facilities,
including contact information as well as copies of the Hold harmless Agreement
and Certificate of Insurance.

Provides scheduling of services like custodial needs and the selection of
resources like A/V equipment pertinent to each scheduled event.

Community groups, clubs, sports teams, and individuals can make room
requests or view/cancel their bookings using Virtual EMS, an interface optimized
for mobile devices.

2. Responsibilities:

a.

Outside Organizations: It is the responsibility of the outside organization
(groups not generated by the existence of the school or the district, including for-
profit users, community groups, governments, and non-profit users) to complete
an indemnification and hold-harmless agreement and provide a current certificate
of liability which clearly states the organization’s liability coverage, naming the
School Board as an additional named insured and certificate holder to the
Finance Department prior to requesting a room at any district facility.

School-based Organizations: Although a school-based organization (volunteer
groups generated by the existence of the school, such as booster clubs, parent-
teacher organizations, or associations, which are providing a service to the
school) is not required to provide an indemnification and hold-harmless
agreement or proof of insurance, a VCS employee representing this group must
contact Finance for security access.




3. Getting Started in EMS: (First time using EMS)

a. Initial Setup:

EMS must be installed on your computer. Contact the Finance Department.

After EMS has been installed on your desktop, the following shortcut icon
will appear:

Double click on the icon. For the initial setup, when prompted, enter the
following for the server name: MSSQLCLS1INS1\N1 and for the database,
enter: EMS.

After the initial setup, you will not be required to type in the server name or
database. It will use your network sign on automatically.

b. After the initial setup:

Double click on the icon to start the EMS application. You can also select
the application from your Start menu. The application should automatically
open since it uses the single login (uses your information from your network
login). If, however, you are prompted for a user id and password, use your
network user id and password.

The EMS main window is the starting point. From here, you can choose
options from the Menu bar, Tool bar, or the Main menu.
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Chapter 1
Facility Usage Guidelines

This procedure details the documentation and process required for the community use
of the school’s facilities. Refer also to 1001.41 and 1001.42, Florida Statutes and
School Board Policy 705.

1. The School Board believes that the school district facilities should be made
available for community purposes, provided that such use does not detract from
the original and necessary purpose of the property or interfere with the
educational program of the schools.

2. The Superintendent or designee may authorize the use of school district facilities
by outside organizations. The participation by outside organizations in events
that take place during school hours as part of a school’s educational operation
shall not constitute the use of a school district facility.

3. Schools use the EMS (Event Management Systems) software to manage the use
of their facilities. The software allows the school to schedule all rooms, prepare
event calendars, send confirmations to renters and bill outside organizations for
facility usage.

4. Requests for facility usage shall be presented to the principal to recommend
approval or denial. The principal shall ensure compliance with procedures
developed by the Superintendent.

5. Any existing agreements between the School Board, a booster or volunteer
group, or governmental agency shall govern facility usage as stated in the
agreement and can only be terminated as provided within the agreement. The
use of a school district facility by the County of Volusia as an emergency shelter
shall not require a fee.

6. Facility usage agreements shall not go beyond one fiscal year (July 1 — June 30)
unless approved by the school board or where the agreement is pursuant to an
interlocal agreement approved by the school board.

7. Sharing room space is not recommended, however it may be approved if no
other space is available or if it is in the best interest of student safety. Renters
are responsible for up to the full rental rate of the room.

8. Organizations and individuals using school district facilities must take proper and
ordinary care of the facility, and shall be held responsible for any damage or
vandalism incurred, including, but not limited to damage to the building, fixtures,
furniture or equipment, as a direct result of their use.

9. No school facilities, equipment or grounds shall be permitted for any of the
following purposes:
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d.

Programs involving any form of gambling or other illegal activity.

Programs which would be in violation of any law or School Board Policy.

Adult entertainment which is sexually explicit or suggestive in nature, or which
involves excessive profanity.

Programs which promote activities which violate the law.

10.Forty percent (40%) of the rental fee must be transmitted to the Finance
Department to cover operational and maintenance costs.

11.Responsibilities:

a. Principal: Identifies the school’'s Facility Usage Designee and verifies that
policies and procedures are being adhered to for all facility usage.

b. Facility Usage Designee and/or Bookkeeper: Coordinates

i.

i.
ii.
iv.
V.

use of facilities using EMS software

payment of employees (see Staff Requirements)

invoicing the renter

payment of the district’s portion (40% of facility usage only)
remittance of sales tax to the Department of Revenue

Finance Department: Once Finance receives a completed Indemnification

and Hold Harmless form, proof of insurance (in compliance with Policy 705),
and certificate of sales tax exemption (if applicable) from a group requesting
use of school facilities, the group will be entered into EMS. This will allow the
group to request use of any school’s facilities, with approval from the
principal.

Staff Requirements: The District reserves the right to require provision of

and payment for additional security, crowd control, custodial services, or other
additional conditions as needed to ensure that use of school facilities for other
purposes not detract from their primary educational use.

A school district employee approved by the principal is required to be on
the premises during the period of use, and where applicable, will be paid
in accordance with the relevant collective bargaining agreement. Any
additional cost(s) for supervision and/or security services will be
reimbursed by the outside organization. This requirement shall not
apply to pre-existing agreements with local governments.

The use of the school’s kitchen equipment for the preparation of food
shall require the operation by a student nutrition service employee.

The use of technical equipment, such as the equipment in auditoriums
and theaters, shall only be operated under the supervision of a school
district employee.



12.School-based Organizations: Volunteer organizations generated by the

existence of the school, such as booster clubs, parent-teacher organizations or
associations, which are providing a service to the school.

a.

These organizations are permitted to use school district facilities without
providing liability insurance or completing an Indemnification and Hold
Harmless Agreement when the proceeds directly benefit a school or the
district. This waiver applies to activities on campus and does not extend off
campus or to transportation. This waiver cannot be assigned through a
partnership or other agreement.

With the approval of the Superintendent, a school based organization may be
permitted to use school facilities on non-school and mandatory close dates,
but may be required to reimburse the school board in accordance with the fee
schedule.

Usage shall not interfere with regular school programs, school activities, or
school functions.

The organization shall comply with the District's Code of Conduct. Failure to
comply may result in the termination of the use agreement.

The principal shall have the authority to deny use of a facility when he/she
determines that the school district’s interest in maintaining a safe and secure
environment for the students is best served by denying the request.

The District reserves the right to require provision of and payment for
additional security, crowd control, custodial services, or other additional
conditions as needed to ensure that use of school facilities for other purposes
not detract from their primary educational use.

All users will be charged for any additional services provided as a result of
their usage. Additional services may include custodial, school nutrition,
security, technical support, etc.

13.Outside Organizations: Organizations not generated by the existence of the

school or the district, including for-profit users (including individuals), community
groups, governments, and non-profit users. This includes employees
conducting their own activity as an independent contractor or agent, where the
activity is not required as part of the employee’s employment with the school
district.

a.

Outside organizations must provide the following to the Finance Department
for approval to use a facility:

i. Completed and signed Indemnification and Hold Harmless Agreement

ii. A current certificate of liability insurance, which clearly states the
organization’s liability coverage, naming the School Board as an additional
named insured and certificate holder.
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1. The liability insurance carried by the user must have limits of at least
one million dollars ($1,000,000) for injury to any one person and two
million dollars ($2,000,000) aggregate.

2. Government agencies may comply with this requirement by providing
a certificate of self-insurance, and are not required to have the school
board named as an additional insured.

. Usage shall be reimbursed in accordance with the fee schedule and shall be
discounted by 10% (hourly rate) for usage of twenty (20) hours or more per
week, with a week being Sunday through Saturday.

. All users will be charged for any additional services provided as a result of
their usage. Additional services may include custodial, school nutrition,
security, technical support, etc.

. Outside organizations may be permitted to use school facilities on non-school
and mandatory close dates, but shall be required to reimburse the school
board in accordance with the fee schedule. For non-school day and
mandatory close dates, an additional hour at the room rate is charged for air
conditioning preparation. Usage shall not interfere with regular school
programs, school activities, or school functions.

. The organization shall comply with the District’'s Code of Conduct. Failure to
comply may result in the termination of the use agreement.

The principal shall have the authority to deny use of a facility when he/she
determines that the school district’s interest in maintaining a safe and secure
environment for the students is best served by denying the request.

. The District reserves the right to require provision of and payment for
additional security, crowd control, custodial services, or other additional
conditions as needed to ensure that use of school facilities for other purposes
not detract from their primary educational use.

i. A school district employee approved by the principal is required to be on
the premises during the period of use, and where applicable, will be paid
in accordance with the relevant collective bargaining agreement. Any
additional cost(s) for supervision and/or security services will be
reimbursed by the outside organization. This requirement shall not
apply to pre-existing agreements with local governments.

i. The use of the school's kitchen equipment for the preparation of food
shall require the operation by a student nutrition service employee.

iii.  The use of technical equipment, such as the equipment in auditoriums
and theaters, shall only be operated under the supervision of a school
district employee.

. Cancellations not made within two (2) business days of the initial event may

be subject to a cancellation fee. The cancellation fee will be equal to the

minimum usage fee in accordance with the fee schedule. Excessive
1-4



schedule changes may result in an administrative fee being assessed by the
school district. Non-payment, absent the existence of extenuating
circumstances, will result in denial of future use of any facility.

i. If an applicant’'s payment is rejected due to insufficient funds, the applicant
may not use the facility until debt is settled.

j.  All outside organizations using school district facilities must make known that
neither the school board nor the administration has endorsed the users’
activities. Any advertisement or circular must contain specific language to
that effect. The suggested disclaimer is: “Volusia County Schools does not
specifically endorse or support the program or individuals involved in

k. Organizations which fail to comply with the terms of the agreement will be
denied further use of school district facilities.

14.Indemnification and Hold Harmless: All outside organizations using district
facilities must complete and sign the VCS Indemnification and Hold Harmless
Agreement that shall hold the School Board, its members, employees and
representatives harmless from any claims, injuries or damage occurring while
the organization is on premises. Indemnification agreements shall only be
required from governmental agencies to the extent allowed by the State’s
sovereign immunity laws.

15.Insurance Reguirements: All outside organizations must provide a current
certificate of liability insurance, which clearly states the organization’s liability
coverage, naming the School Board as an additional named insured and
certificate holder.

a. The liability insurance carried by the user must have limits of at least one
million dollars ($1,000,000) for injury to any one person and two million
dollars ($2,000,000) aggregate.

b. Government agencies may comply with this requirement by providing a
certificate of self-insurance, and are not required to have the school board
named as an additional insured.

c. As an alternative to requiring evidence of liability insurance, the
superintendent may authorize the purchase of a Tenant Users Liability
Insurance Policy (TULIP), and the require the users to purchase the
insurance from the district.

d. Activities with a high potential for accidents or liability will not be permitted.

16.Code of Conduct: The organizations using the school district facility shall
enforce compliance with the following standards:

a. The use of tobacco, alcohol or other drugs is not permitted on school board
owned property.
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b. Parking shall only be in clearly marked parking spaces.

c. The area shall be left clean and ready for students. Trash or debris shall be
picked up and disposed of properly.

d. The organization shall check to see if the property is secure when departing,
leaving it the same as they found it.

e. The organization shall be sure to conduct play activities in a sportsman-like
manner. No fighting or roughhousing will be allowed.

f. The organization shall report any unsafe conditions to the school-based
administrator as soon as noted.

g. No firearms or weapons of any kind shall be brought onto the premises.
h. The Code of Student Conduct will apply to students participating in the
activity.

17.Fee Schedule: The fee schedule lists charges by hour. Minimum usage is for
one hour with 2 hour increments thereafter.

a. For non-school day usage, an additional hour at the room rate is charged for
air conditioning preparation. Please list this as a separate line item on the
agreement. If air conditioning was not turned on, this additional hour should
be removed and the room fee reduced by 10%.

b. Restrooms are included in the fee rates and are to be made available for the
stated hours of all agreements.

c. Changes made to the fee schedule are typically effective July 1 of the new
fiscal year. The current fee schedule is located on the Finance Department’s
web page. Please check regularly to verify that you are quoting the correct
rental rate(s) to potential renters.

18.Discounts/Considerations: A discount of 10% (off of hourly rental rate) should
be given for usage over 20 hours in week. A “week” is Sunday through
Saturday. Consideration may be given by the principal, with approval of the
superintendent, to accept use of outside facilities, services, repairs or purchase
of equipment in lieu of the school’s share of the rental fee or a portion thereof. A
separate use agreement must be executed outlining the detailed terms of such
an agreement and must accompany the Facility Usage Agreement.

19.Non-school/Mandatory Close Dates: Organizations may be permitted to use
school facilities on non-school and mandatory close dates. School-based
organizations MAY be required to reimburse the school board in accordance
with the fee schedule. Outside organizations SHALL reimburse the school
board in accordance with the fee schedule. For non-school days and mandatory
close dates, an additional hour at the room rate is charged for air conditioning
preparation.

20.Non-payment: All fees must be paid in accordance with the terms as set forth
in the usage agreement.
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a. lItis suggested that pre-payment be required for “one-time” renters.

b. Renters that fail to comply with the terms of the agreement shall be denied
further use of all school district facilities.

c. If a renter’'s payment is rejected due to insufficient funds the renter may not
use the facility until debt is settled.

21.Sales Tax: Each renter that is not exempt from paying Florida Sales Tax will be
invoiced sales tax on the rental portion of each invoice. The renter must supply
a copy of the current exemption certificate to the Finance Department in order to
avoid being charged sales tax. Please refer to the Internal Accounts
Procedures Manual for instructions on how to pay sales tax collections to the
Department of Revenue.

22.Approval Procedure: Organizations/Individuals interested in using a school
facility will normally contact the school.

a. Outside Organizations must first register with the Finance Department by
using the Volusia County Schools website.

i.  Onthe home page, click on the “Departments” tab.
ii. Under Financial Services, choose “Finance”.

iii.  From the Finance Department’s website, choose “Facility Usage” from
the menu on the left side of the screen.

iv. On the Facility Usage window, choose the “Facility Usage Hold
Harmless Agreement”. Complete, print and sign this form.

v.  Submit the Facility Usage Hold Harmless Agreement, a copy of a current
certificate of liability insurance with the required coverage, and a copy of
a valid Consumer’s Certificate of Exemption (if applicable) to the
Finance Department via

Email to: Finance@volusia.k12.fl.us

or fax: 386-943-3428

or mail:  School District of Volusia County
Attn: Finance Department
P.O. Box 2118
DelLand, Florida 32721-2118

vi.  Once the outside organization has been approved by the Finance
Department, the organization may contact or submit a Facility Usage
Request (also available on the Finance Department’s website) to any
school they have an interest in using.

vii.  Instructions (Steps to Requesting Use of School Facilities) are available
on the Finance Department’s website.

b. School-based organizations may need to be added into EMS by the Finance
Department. Please contact Finance for guidance.



C.

VCS employees do not require approval from the Finance Department. When
entering a reservation in EMS for school-based events requested by an
employee, choose the employee’s name from the “Group” drop down list.

23.Reserving Facilities: Schools use the EMS (Event Management Systems)

software to manage the use of their facilities. The software allows the school to
view space availability, charge outside organizations rental rates in accordance
with the fee schedule and resources (custodial, VCS employee representative,
utilities, food, etc.), and send confirmations and invoices via email.

a.

b.

The EMS software is programmed to charge outside organizations based on
the fee schedule but not to charge school-based organizations or employees.

Room rates, custodial fees, VCS employee representative fees, technician
fees, lighting charges, air conditioning charges, and sales tax (when
applicable) are all programmed into EMS so that the user doesn’t have to
calculate anything. If a booking is canceled, EMS will not charge for it.

Refer to the remaining chapters of this manual on how to reserve a room,
email a confirmation, make cancellations, email invoices, and record
payments.

24.Invoicing/Fee Collection:

a.

Each school site invoices the renter directly for usage and any other fees
(custodial, representative, sales tax, etc) using the EMS software.

i. EMS calculates the charges based on the District’'s Facility Usage Fee
Schedule and rooms & additional charges (utilities, personnel, etc.)
selected.

i. For details on how to generate invoices via EMS, please refer to the
“Billing” chapter of this manual.

Upon receipt of payment:
i.  Write a receipt to the renter.

i. Record paymentin EMS. For details, please refer the “Billing” chapter of
this manual.

ii. Complete a Monies Collected Form and turn in with cash/check and a
copy of the invoice to the Internal Accounts bookkeeper. The
bookkeeper will deposit the sales tax portion to the sales tax trust
account (6700.000) and the remaining amount to the Facility Usage
Account (7650.000). If usage income needs to be recorded by separate
area used (gym, auditorium, etc) the internal accounts bookkeeper
should request extension accounts.

iv.  Request payment of district portion (40% of facility usage only). For
payment documentation, a copy of invoice can be used. An EMS report
can also be generated that will break down an invoice by facility usage,
personnel, and sales tax.

v. Send a copy of the invoice or report along with the payment to Finance.
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25. Payment of Employees: Some facility usage is outside of normal business

hours and requires school representative(s) to work additional hours outside
of his/her normal scheduled hours. These additional hour(s) must be reflected
in the appropriate pay period worked so that the employee is paid according
to his/her contract.

a. Employees are not to be paid directly from a renter. Payment is to be
made from internal accounts — Facility Usage 7650.000 — to the Payroll
Department.

b. Each payment must include the employee’s salary plus taxes and
benefits.

c. Please note the following excerpt from the AFSCME contract: Article XVI,
D — Special Functions, “School Way Café’ employees who work on special
functions, funded by a business or agency outside the school system, in
addition to their regularly assigned work hours shall be compensated at a
rate of time and onellhalf (1 '2) of their normal rate of pay. Payment will
be made in a timely fashion — not to exceed four (4) weeks.” The overtime
is paid regardless if the SWC employee has worked a 40-hour week or
not.

d. A Payroll invoice will assist in the calculation of the total due to the district
and must accompany the payment. This form can be found and completed
on the Payroll Department’s webpage.

e. Questions regarding Payroll Invoices should be referred to the Payroll
Department.

26.Use of Income: After expenditures existing as a result of the rental have been

paid (payroll invoices, district portion of rental fees and sales tax), income
remaining from facility usage may be used for the following:

@000 o

Upkeep or repair of the facility

Campus beautification

Supplies

Authorized salary supplements

Student recognition programs and activities

Staff recognition program and activities

General internal account expenditures which would benefit the student body
as a whole



Volusia County Schools Facility Usage Fee Schedule*

FEE/HR
FACILITY TYPE Effective 7-1-08
CAMPUS - Interior
Classroom-up to 1,000 sq. ft. 16.00
Classroom over 1,000 sqg. ft. and Portables 24.00
Media Center 30.00
Cafeteria/Auditorium-Elementary Schools 35.00
Cafeteria/Gymnasium/Auditorium-Middle Schools 40.00
Cafeteria - High Schools 67.00
Auditorium-High Schools 120.00
Gymnasium-High Schools (Except Mainland) 80.00
Gymnasium-Mainland High - Lower Level 80.00
Gymnasium-Mainland High - Upper Level 90.00

NOTES:

Add one hour air conditioning preparation charge for Saturdays, Sundays and non-school days

Restrooms are included with facility usage

CAMPUS - Exterior

Game Field/Track/Stadium - High School 60.00
Practice Field - Middle and High School 18.00
Other exterior areas - All schools 15.00
Auxiliary Lighting (except parking lots) 70.00

PERSONNEL - Per Person**

Technician 33.00
Custodian (setup/breakdown/cleanup) 26.00
VCS employee representative 26.00

** Required level of service of staff to be determined by the site administrator

*In accordance with VCSB Policy 705




INDEMNIFICATION AND HOLD HARMLESS AGREEMENT
COMMUNITY USE OF SCHOOL FACILITIES (POLICY 705)

Name of Organization:

FEIN: Tax Exemption Certificate #:

Contact Name: Phonet#:

Address:

City: State: Zip Code:
Email:

* Please note: Sales tax (6.5%) must be collected unless a valid Consumer’s Certificate of Exemption is

provided

The above named user (hereinafter referred to as the “Releasor”) of Volusia County School Board property for
itself, its employees, agents or servants hereby agrees to indemnify and hold harmless the School Board of
Volusia County, Florida, its members, employees, agents or servants (hereinafter collectively referred to as the
“School Board Releassees”), for any loss which School Board Releasees_ may suffer as a result of any claim,
action or lawsuit which may be brought against it by any person or persons claiming injury to person or
property, including intellectual property resulting in any way from the use of Volusia County School Board
property by Releasor, its agents, servants, invitees and/or employees.

It is hereby understood that the obligation of indemnification will be enforceable by the School Board of Volusia
County, Florida, notwithstanding the fact that any claim or damage to person or property be resolved by mutual
agreement of the School Board of Volusia County and the person or persons claiming injury to person or
property. The School Board expressly retains all rights, benefits and immunities of sovereign immunity in
accordance with Section 768.28, Florida Statutes. Notwithstanding anything set forth in any section of this
Agreement to the contrary, nothing in this Agreement shall be deemed as a waiver of immunity or limits of
liability of the School Board beyond any statutory limited waiver of immunity or limits of liability which may have
been adopted by the Florida Legislature or may be adopted by the Florida Legislature and the cap on the
amount and liability of either party for damages, attorney’s fees and costs regardless of the number or nature of
claims in tort, equity or contract shall not exceed the dollar amount set by the legislature for tort.

Indemnification will include in addition to any sums paid to the claimant, any attorney fees, litigation costs or
other charges sustained by the School Board of Volusia County as a direct result of the negligent and/or
intentional conduct of the user, its agents, servants, invitees and/or employees.

ORGANIZATION REPRESENTATIVE (PRINT) TITLE

ORGANIZATION REPRESENTATIVE (SIGN) DATE



FACILITY USAGE REQUEST

Applicant Information:

Name of School
Requested:

Name of Organzation:

Applicant Name:

Describe Event/Activity:

School Contact:

Email Address:

Room Request:

Type of room requested |

Date(s)

Day(s) of Week

Times

(or specific Bldg/Rm #

Start

End

1 | T

S Start

End

Hours
per Day

Notes: Include in notes any special instructions or additional services (custodial, AV, lighting, etc.) needed:

Applicant Signature

Principal/Designee Signature

Date

Date




FISCAL MANAGEMENT POLICIES NUMBER 705

COMMUNITY USE OF SCHOOL FACILITIES

The School Board recognizes that use of the district's facilities by outside organizations can benefit the general public of
Volusia County. The School Board believes that the school district facilities should be made available for community
purposes, provided that such use does not detract from the original and necessary purpose of the property or interfere with
the educational program of the schools. The Superintendent may authorize the use of school district facilities by outside
organizations, in accordance with the terms of this policy. The participation by outside organizations in events that take
place during school hours as part of a school’s educational operation shall not constitute the use of a school district facility
under the terms of this policy. School district facilities shall not be considered public forums, unless so designated by the

district.

I. Definitions

A.

School-based organizations - those volunteer organizations generated by the existence of the school, such as
booster clubs, parent-teacher organizations or associations, which are providing a service to the school. All
school-based organizations must comply with the requirements for “outside support organizations” set out in
School Board Policy 719, Internal Accounts.

Outside organizations - those organizations not generated by the existence of the school or the district, including
for-profit users (including individuals), community groups, governments, and non-profit users. This includes
employees conducting their own activity as an independent contractor or agent, where the activity is not
required as part of the employee’s employment with the school district.

Superintendent - Superintendent or designee

School district facility — any facility and the grounds of such facilities (1) owned or leased by the school board;
and (2) operated by the school board.

IL. Fee Structure, Payments, and Use of the Income

A.

All outside organizations using school district facilities shall reimburse the school board in accordance with the
fee schedule developed by the Superintendent pursuant to this policy. The Superintendent will determine the fee
schedule based on a review of operational and maintenance costs. Prevailing rates may also be considered. A
ten percent (10%) discount shall be given to organizations using a facility for twenty (20) or more hours per
week, with a “week” being Sunday through Saturday.

All users will be charged for any additional services provided as a result of their usage. Additional services may
include custodial, school nutrition, security, technical support, etc.

If an outside organization’s check was rejected due to insufficient funds, then any future checks from that
outside organization cannot exceed $250.

Twenty-five percent (25%) of the listed rental fee will be transmitted to the finance department of the district to
cover operational and maintenance costs. As of July 1, 2009, that amount shall be increased to forty percent
(40%). This increase shall not impact any pre-existing agreements with local governments.

Consideration may be given by the school principal, with approval of the superintendent, to accept use of
outside facilities, services, repairs, or purchase of equipment in lieu of the school’s share of the rental fee or a
portion thereof. A use agreement will be executed outlining the terms of such an agreement.

Florida sales tax, when required, will be collected at the school.
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FISCAL MANAGEMENT POLICIES NUMBER 705

G.

Income from leased facilities may be used on upkeep or repair of the leased facility, campus beautification,
supplies, authorized salary supplements, student recognition programs and activities, staff recognition programs
and activities or general internal account expenditures which would benefit the student body as a whole.

II1. Fee and Insurance Waivers

A.

School-based organizations may be permitted to use school district facilities without providing liability
insurance or completing a facility usage agreement in accordance with School Board Policy 719 Internal
Accounts. This waiver applies only to activities on campus and does not extend off-campus or to transportation.
This waiver applies only to activities whose proceeds directly benefit a school or the district, and cannot be
assigned through a partnership or other agreement.

Any existing agreements between the School Board, a booster or volunteer group, or governmental agency shall
govern facility usage as stated in the agreement and can only be terminated as provided within the agreement.
The use of a school district facility by the County of Volusia as an emergency shelter shall not require a fee.

With the approval of the Superintendent, a school based organization may be permitted to use school facilities
during mandatory close dates, but may be required to reimburse the school board in accordance with the fee
schedule developed by the Superintendent pursuant to this policy. Outside organizations may also be permitted
to use school facilities during mandatory close dates, but shall be required to reimburse the school board in
accordance with the fee schedule developed by the Superintendent pursuant to this policy.

IV. Terms and Conditions for Facility Use

A.

Requests for use shall be presented to the principal to recommend approval or denial. The principal shall ensure
compliance with procedures developed by the superintendent. Use of a school district facility by school-based
organizations and outside organizations shall not interfere with regular school programs, school activities, or
school functions. In addition, the principal shall have the authority to deny use of a facility when he or she
determines that the school district's interest in maintaining a safe and secure environment for the students is best
served by denying the request.

All outside organizations seeking to use a school district facility shall be required to complete a facilities usage
agreement prepared by the superintendent. The agreement must be completed and the original returned to the
school no less than twenty-one (21) calendar days prior to the initial use of the school district facility by the
organization under the agreement. All fees must be paid in accordance with the terms set out in the facilities
usage agreement. Organizations which fail to comply with the terms of that agreement will be denied further
use of school district facilities.

Any facilities usage agreement shall not go beyond the expiration of the fiscal year in which the agreement is
executed unless approved by the school board, or where the agreement is pursuant to an interlocal agreement
approved by the school board.

All users shall comply with the school district's Code of Conduct set forth in Section VI. Failure to comply may
result in termination of the use agreement.

The use of the school’s kitchen equipment for the preparation of food shall require the operation by a student
nutrition service employee.



The use of technical equipment, such as the equipment in auditoriums and theaters, shall only be operated under
the supervision of a school district employee.

The school board reserves to itself and the superintendent the right to require provision of and payment for
additional security, crowd control, custodial services, or other additional conditions as needed to ensure that use
of school facilities for other purposes not detract from their primary educational use.

All outside organizations using school district facilities must make known that neither the school board nor the
administration has endorsed the users' activities. Any advertisement or circular must contain specific language
to that effect. The suggested disclaimer is: "Volusia County Schools does not specifically endorse or support the
program or individuals involved in J

A school district employee approved by the principal is required to be on the premises during the period of use,
and, where applicable, will be paid in accordance with the relevant collective bargaining agreement. Any
additional cost(s) for supervision and/or security services will be reimbursed by the facility user. This
requirement shall not apply to pre-existing agreements with local governments.

All facility use agreements for one year or less must be approved by the superintendent. Lease agreements for
more than one year must be approved by the school board. All active use agreements will remain in effect until
the expiration date or a breach of contract by the lessee.

Organizations and individuals using school district facilities must take proper and ordinary care of the facility,
and shall be held responsible for any damage or vandalism incurred, including but not limited to damage to the
building, fixtures, furniture or equipment, as a direct result of their use.

Cancellations not made within two (2) business days of the initial event may be subject to a cancellation fee.
The cancellation fee will be equal to the minimum usage fee in accordance with the fee schedule. Excessive
schedule changes may result in an administrative fee being assessed by the school district. Nonpayment, absent
the existence of extenuating circumstances, will result in denial of future use of any facility.

V. Insurance, Indemnification and Liability

A.

Prior to use of school district facilities, the identified user must provide a current certificate of liability (copy of
insurance) which clearly states the organization's liability coverage, naming the School Board as an additional
named insured and certificate holder. Government agencies may comply with this requirement by providing a
certificate of self-insurance, and are not required to have the school board named as an additional insured.

The liability insurance carried by the user must have limits of at least one million dollars ($1,000,000) for injury
to any one person and two million dollars ($2,000,000) aggregate.

As an alternative to requiring evidence of liability insurance, the superintendent may authorize the purchase of a
Tenant Users Liability Insurance Policy, and then require users to purchase the insurance from the district.

The principal must submit the original indemnification/hold harmless agreement and insurance certificate to the
superintendent prior to the use of the facility.

Activities with a high potential for accidents or liability will not be permitted.

All outside organizations using school district facilities shall execute an indemnification and hold-harmless
agreement which shall hold the school board, its members, employees and representatives harmless from any
claims, injuries or damage occurring while the organization is on the premises. Indemnification agreements
shall only be required from governmental agencies to the extent allowed by the state’s sovereign immunity
laws.

1-15



FISCAL MANAGEMENT POLICIES NUMBER 705

VI. Code of Conduct on School Board Property

The organization using the school district facility shall enforce compliance with the following standards:

A. The use of tobacco, alcohol or other drugs is not permitted on school board owned property.

B. Parking shall only be in clearly marked parking spaces.

C. The area shall be left clean and ready for student’s. Trash or debris shall be picked up and disposed of properly.

D. The organization shall check to see if the property is secure when departing, leaving it the same as they found it.

E. The organization shall be sure to conduct play activities in a sportsman-like manner. No fighting or
roughhousing will be allowed.

F. The organization shall report any unsafe conditions to the school-based administrator as soon as noted.

G. No firearms or weapons of any kind shall be brought onto the premises.

H. The Code of Student Conduct will apply to students participating in the activity.

VII. Uses of School District Facilities

No school facilities, equipment or grounds shall be permitted for any of the following purposes:

A. programs involving any form of gambling or other illegal activity;
B. programs which would be in violation of any law or School Board Policy;
C. adult entertainment which is sexually explicit or suggestive in nature, or which involves excessive profanity;
D. programs which promote activities which violate the law.
Legal Authority:

Sections 1001.41, 1001.42, Florida Statutes

Laws Implemented:
Section 1003.01, Florida Statutes

History:

(Adopted -- December 17, 1974)
(Revised -- June 10, 1980; March 11, 1986; August 25, 2009)
(Effective Date -- July 1, 2009)






Chapter 2
Reservations

1. An event in EMS is comprised of the following:

a. A reservation — the WHO and the WHAT of an event. For example, XYZ
Tutoring (the who) is reserving some space for tutoring sessions (the what).

b. One or _more bookings — the WHERE and the WHEN of an event. For
example, XYZ Tutoring is reserving classroom 001 (the where) on Tuesday from
2:30pm to 3:30pm (the when). This would be one reservation with one booking.
If XYZ Tutoring reserved a classroom for every Tuesday, then this would be one
reservation with multiple bookings.

c. Booking details — the resources or services that are needed for the event, notes
regarding the event, room charges, etc. For example, XYZ Tutoring requires
after school snacks (resource) and will be charged $16 an hour (room charge).

2. All events have a timeline:
a. Event Time — The time period during which the event actually takes place.

b. Setup/Teardown Time — The time added to the event to allow staff to prepare a
room for the event or to clean up after the event. For example, the extra hour for
A/C on non-work days would fall under this category.

c. Reserved Time — The total time the space is reserved (event time plus the
setup/teardown time).
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3. Making a reservation using the Reservation Wizard.

a. Certain settings in the Reservation Wizard can have defaults set to make

reserving rooms easier.

The application automatically starts event times with

12:00AM. If most of your reservations occur after school, you may want to
change the default times to 2:00PM. To change the defaults, choose Settings
from the Menu bar > Preferences > Defaults tab. Set the event times and the
time zone (EasterryTime) as shown below:

= EMS Dis’fict 6.0

Eilling

File | Settings Reservatifins  Reports
a Preferences P

== Reset Window Coordinates

1 Book

Reset Column Settings

[y Yiews

Preferences

| Preferencesl Defaults |

Configuration

W

eb Reservations  Groups Email Dashboard Manage Services

Window

O

Syskem Administration Help

Buiding: (4l v/
Status: ([rane) v/
Ewent Type: ([rane) J—
Event Name: | /I

Event Time: zoopM [+ |2;nlu M [
Reservation Source: | [not specified] v

Time Zone:

| Eastem Time [ET]- [GMT -05:00)

Change to desired
default times

£ | [] Display Audit Times In This Time Zone

Choose Eastern Time (ET)

Drawing Application: |

|

b. On the toolbar, click on the Wizard icon as shown below:

g EMS District 6.0

File  Settings \ Reservations

H™ F O

Reports

Eilling

O

Canfiguration

O £ @

Book Calendar ‘Wizard Mavigator Browser Web Reservations Groups Email Dashboard Manage Services

Window

O

System Administration Help

c. The calendar is similar to the one we use in Outlook. A different month can be
chosen by clicking on the single arrows (< or >) and a different year is chosen by
using the double arrows (<< or >>). You can also click on the month at the top of
the calendar to open a dropdown list of months to choose from.
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d. Dates can be chosen directly from this calendar by clicking on the date(s). When
selecting several dates it isn’'t necessary to hold the ctrl or shift key down. To
select all five days for a week, click on the blank space to the left of the week. To
select all seven days for a week, double-click in the blank space to the left of the
week. To select every occurrence of a day for a month, click on the heading
(S,M, T,W,T,F,S). To select every occurrence of a day for more than the month
on the screen, doube-click the heading.

Calerdar | 5elarted Mk (3

==

To select all five
days click on the
bank space next
to the week. To
select all seven
days double-click
on the space.

& Reservation Wizard

Can select month
from drondown list

This Mankh

Jaruary
= ® February Wy

2012 = x|

To select the next
month

To select the next
year

March 1

April
2 May g
Jure
July
10 Augusk

12

September
o5 | Cckober o
Movember o
December

T\F 5
2 4

on dates

Select by clicking

1=

|

D ate Pattern ][ Clear Month

| Clearal

To select every
Thursday for this
month, click on the
“T” heading. To
select every
Thursday for
multiple months
double-click on the
“T” heading.




e.

If the dates follow a pattern (for example, the third Friday of every month), dates

can be chosen using the Date Pattern button as shown below. Choose the
appropriate date patterns similar to the Recurrence option in Outlook.

i Reservation Wizard

Caendar | skcied bass 0] This example chooses every
[ Tuesday and Thursday for
RN Date Pattern the months of January
2o | stpae 152012 o) EndDate [4a0202 | through April
2 O paiy Ewverny week[z] on; :l
12 | © sk @] Eomtky (i Tzsdkg () Sty
\ | 1w 2 ity Thursday ] Friday [ Satuday j
- =
i T 5
D ate Pattern [ Clear Manth ][ Clear &l ] Setup Count: l:l
—— Time —— Status
Start [zooPM | End [200PM | MEH DAY Srans [ oo [ -
Time Zone |Eastem Time v |
— Setup/Teardown
Usze Default: Minutes Setup: El Teardowr: El
Group Info Mext »

If any of the selected dates have been designated as a holiday or “special” day

(e.g. FCAT weeks), the following message will appear. Click on the OK button.

¥ Reservation Wizard

Cptions
Calendar | Selected Dates [33]| Location Featuresl
| << < February 2012 > > | — Search : -
Method: () Standard (&) BestFit () Specific Room
S M T W N
BT =0 1 Building: |(all) v‘
I &
R E 15 |
IR .
4 3 = 7 2 3 10 | Setup Type: |[a||] v ‘
[ Date Pattern ] EIearMonthj[_ Clear Al ] Setup Court: l:l
—— Time —— Status
Start: 2:00 P [x] End |200PM (=] Mewt Doy gatys: | ~ [®Feconfim: -
Time Zone: |Eastem Time v|
—— Setup/Teardown
Usze Default: Minutes Setup: EI Teardown: EI

2-4



g. Click on the Selected Dates tab to view all selected dates. Holidays and special
days are described next to the date. Determine if the group is permitted to use
the facility on that date. If not, use the Remove button to unselect the date.

% Reservation Wizard E”‘E”‘S__q
Options
| Calendari Selected Dates [33) | “Location-! Features
............. \_
: Search
Date [33] Haliday | [NRemove
| ;] Method: (O Standard (%) BestFit (O Specific Room
Building: | (all) w i
i |
Fioom Specifications:
Type: fall v|
3/29/2M2 Thu 2 | I
4/3/2012 Tue - Floor: |l v|
A5z Thu Setup Type: |[a||] v |
410/202 Tue v :
< | 1> Setup Count; |
Time Statuzs
Start: 200PM 2] End [200PM ) MetDay grans: | v|@ IE
Time Zone: |Eastem Time w :
Setup/Teardown
Usze Default: Setup: | Teardowr: i___|
Cancel ] [ Reset ]

h. Select the event time by either using the dropdown list next to each field or
manually entering the time in the field. When manually entering the time, you
can use a shortcut method. For example, for 9:00AM, enter only “9a” and for
2:00PM, enter only “2p”. If the end time is earlier than the start time, the system
assumes that the end time is the next day and the phrase “Next Day” appears to
the right of the End time field. Remember to consider setup/teardown times
when selecting the start and end times.



If you have a specific room that you want to reserve, Click on “Specific Room”
and the Room Selector screen will pop up. Select the desired room and click on
the OK button.

a Reservation Wizard E]E] lz|
Options

EalendaT Selected Dates [31) ‘ Location |_Fe_atE| \
7 —— Search —
Date[31] « Holiday Femove %
;] Method: () Standard () Best Fit Specific Room

3272012 Tue
3/29/2012 Thu
44342012 Tue

4482012 Thu

441072012 Tue
41242012 Thu Building: Spirit Elementary Schoal v |
4417/2012 Tue FCAT - Reading, Math, Sc...
4/19/2012 Thu FCAT - Reading, Math, Sc... Room Code (88] | Foom Name

%4 Room Selector

/26422 Thu FCAT - Reading, Wath, Sc.. | 00001-006 Bldg:00001 Froor:006-CAREERS ROL
™ 00001-013 Bldg:00001 Roorm:03-CONFERENCE
> 00001-016 Bldg:00001 Room:016-RESOURCE R

4724802 Tue FCAT - Heading,ﬂiﬁc N = 00007 -0024, Eildg:00001 Room:0024 -GEMERAL 5

<

\

T x ‘x | 0o007-m1EB Bldg:00001 Room:0168 -MATERIAL <
. 2 . 00007-017 Bldg:00001 Roorm:017-PRIMARY CLA
tatt E] End [ 000010174 Bldg: 00001 Room:0174 -MATERIAL £
oooo1-018 Bldg: 00001 Room:018-LIBRARY [RE2
—— Setup/Teardawn 00001-0182 Bldg:00001 Room:0184 -COMFEREMI
Use Default Mirutes Setup: Teardor 00001-0188 Bldg: 00001 Room:0188 -MEDIA PROI
00001-018G Bldy;00001 Room:018G -PROFESSIO |

Giroup Info 00001018+ Blmﬂﬂm Room:018H -MATERIAL &%

< I >

Time Zone: |Easlem Time

The specific building and room number will appear in the Room field. Next to the
status field choose Approved from the dropdown list. PLEASE NOTE: If this
group is sharing the same room on the same date/time as another group, choose
“shared space” as the status. This will allow the room to be reserved by another
group for this specific date/time. Click on the Next button.

& Reservation Wizard

Options

Calendar | Selected Dates (31] ‘ Location |Features‘

" — Search
Date [31]  « | Holiday L Remove
i ;] tethod: () Standard () BestFit (&) Specific Room
32T22 Tue e e

3/29/2012 Thu

4/3/2012 Tue

4/8/2012 Thu

4102012 Tue

412/2012 Thu

417/2012 Tue FCAT - Reading. Math, Sc...
419/2012 Thu FCAT - Reading. Math, Sc...
4/24/2012 Tue FCAT - Reading. Math, Sc...
4/26/2012 Thu FCAT - Reading. Math, Sc..

Raom: |Bldg:00003 Room 024-PRIMARY CLASSROOM (K3 |

Choose “Approve”
unless the group is
sharing the room —

v

then choose “Shared
< | B8 »
Space
..... Time —— Status I
Start: E] End: E] Statusz:
Time Zone: |Eastem Time v |
—— Setup/Teardown
Use Default: Minutes Setup: Teardown:




K. A location can also be selected using the Standard and Best Fit methods.

i. Standard is used to display a list of all the available rooms that meet all the
requested dates. Choose the desired room type (e.g. classroom). Choose
Approved for the status and click on the Next button. A list of available rooms
appears. Highlight the desired room(s) and click the single arrow (>) button to
move the room(s) to the selected column.

i. Best Fitis used if no one room can meet all the requested dates. The system
lists rooms along with the number of bookings for which you can reserve the
room. You can piece together the entire reservation using Best Fit, or just
part of it. Choose the desired room type (e.g. classroom). Choose Approved
for the status and click on the Next button. A list of available rooms appears.
Highlight the desired room(s) and click the single arrow (>) button to move the
room(s) to the selected column.

[. If the room has already been reserved for that date/time, the following message
will appear. Click on the OK button.

Availability

-
\14) This Room is not available For the dates and times specified,

m. The Conflict tab will list all dates that have already been reserved for this space.
Click on the Previous button to return to the reservation screen or the Cancel
button to cancel out of the reservation completely. After clicking on the Previous
button, make changes to the date, time or location and click on the Next button to
proceed.



n. Once it has been determined that all requested space is available the following
screen with appear. All bookings will appear in the “Available” column. Use the
button with the double arrows (>>) to move them to the “Selected” column. Click

on the Next button as shown below.

2= Reservation Wizard

Options
Avallable
Awvalable (31) ~ Selected (1)
1/5/2012 Thu
110422 Tue
1124202 Thu
17202 Tue
14184202 Thu
1/24/2M2 Tue
1426422 Thu
14314202 Tue
2/2/2012 Thu
20772012 Tue
2/9/2012 Thu
214202 Tue
2AB/2M2 Thu
20214202 Tue
20234202 Thu
2/28/2M2 Tue B
Fioom Info ] [ Building Hours
& Reservation Wizard EE}E'
Cptions
Avwallable
Lvailable (0] Selected [31] i
/84202
1102mz
11202mz
1172mz
1A9/2012
1/24/2m2
1/26/2M2
1/32mz
2/22ma
2474202
2/9:2me
an42mz
2A16/2M2
2/a2mz
2/232mz
2/28/2mz2
anszmea
Roominfo | [ Buiding Hours . v

0. The next screen requires information about the event. Fields with a large red dot
next to them are required fields. Type in the name of the event in the first field.
Use the dropdown list next to the Event Type field and choose the type that best
describes the event. Choose the group requesting the space. The dropdown list
can be used or begin typing the group name or VCS employee’s last name and
the field will automatically populate. The search button (magnifying glass) can
also be used. If the phone number does populate automatically one must be
entered. The phone number for a VCS employee would be the extension
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number. The Source field is optional, but is helpful to track how the reservation

was requested.

& Reservation Wizard

Enter Event Name m

Event /

Choose the appropriate type /7 Optional — Used to track how

Begin typing thsa group name or | 5— Tutsing / : I the reservation was requested
VCS employe'e S IaSt na"me and et Type: |Tut0ring-SES / v| Source: iF'aper [Previous Reservation] v| T
the field will automatically -
lat Graup Lontacts Phone or extension number (VCS)
populate : : . .
p: tesrming R v if not automatically populated
Tst Contact: |James Stricklin v| Phone: = Fax: =

| Email Address: i tommyElearningrs, net |

2nd Contact: |[nune]

5 — —

| —

Choose Fixed Capacity |

Room Setup | Biling | Other [ vitusl | User D/Aﬂed Fields

Setup Tupe:

Setup Count:

Cancel

Group Info

p. Click on the Billing tab and choose Check from the Payment Type dropdown list.

Click on the Finish button.

% Reservation Wizard |Z||E|[g|
Cptions

Ewent

Event Name: [Tutaring | WIF Event: ol

Event Type: |Tut0ring -SES v | Source: iPaper [Previous Reservation] v |
Group/Contacts

Group: |Leaming Rx v |

15t Contact: |James Stricklin v | E] Phone: - @l Fa:

: ]

| Email Address: ‘ tommyiEilearningrs. net

s - N ] [ ]

| AN |

Room Satup| [Tgh} | Other -Virtual. | Uszer Defined Fields |

Pricing Plan: | Standard

v| Payment Type: ‘;ﬁ V|

Billing Feference: |

| PO Number: | |

Sales Categony: | [hone]

hd I Salesperson: | [hone] “ |

\

Cancel

Group Info

g. The complete reservation will appear on the screen.
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a. If another room is desired, right mouse click on the booking area as shown

below.

4. Adding Another Room (Booking)

g [Reservation No. 67)

e 245 PM
u 245 PM
e 245 Pk
u 2:45 Phd
= 2:45 PM
1 2:45 P
& 245 FM

= 245 Pid
u 2:45 PM
& 245 P
u 245 PM
e 245 PM

Print  Refresh | Settings

i L & Reminders [0] .2 Comments [0] ;/A Attachments (0]
2:45 PM - Bldg: 00003 Room: (124-PRIMARY CLASSRUOM [K-3] ::_- User Defined Fields (0] 0 Tranzactions [0] 4;) Histaory <+ Emailz [0

- Bldg 00003 Room: 024-PRIMARY CLASSROOM [K-3) W | e

- Bldg 00003 Raom:024-PRIMARY CLASSROOM (K-2] : ' W OpeRes

- Bldg 00003 Roor: 024-PRIMARY CLASSROOM [K-3) Eraii e TG

- Bldg 00003 Raor: 024-PRIMARY CLASSROOM [K-3) Group: Learning Rx g A

- Bldg:00003 Room:024-PRIMARY ELASSROOM (K-3) 13t Contact: James Sticklin Event Coor... (r Sfimaton

- Eldg 00003 Foom: 024-PRIMART CLASSRO0M [K-3) o (386) 761-3220 Salespersor: [r

- Bldg 00003 Room: 024-PRIMARY CLASSRO0M [K-3] Fbogicoey By
2:45 PM - Bldg:00003 Room 024-PRIMARY CLASSROOM (K-3) - . Pricing
2:45 PM - Bldg:00003 Room 024-PRIMARY CLASSROOM (K-3) Right mouse click in
2:45 PM - Bldg:00003 Room 024-PRIMARY CLASSROOM (K-3) this area to create a

- Bldg 00003 Raor: 024-PRIMARY CLASSROOM [K-3) M -

- Bldg 00002 Raom: (24-PRIMARY CLASSROOM [K-3] new booking I

- Eldg 00003 Foom: 024-PRIMARY CLASSRO0M [K-3) s /

ookingz [31]

- Bldg 00003 Room: 024-PRIMARY CLASSROOM [K-3)

- Bldg:00003 Room:024-PRIMARY CLASSROOM [K-3) Date 7 sran Frd Time Zone Buic = Hew
2:45 Pt - Bldg:00003 Room:024-PRIMARY CLASSROOM [K-3) IV 1/5/2012 Tl Mew Booking M ET Spirit
2:45 PM - Bldg:00003 Roam 024-PRIMARY CLASSROOM (K-3) v i ol spiit— —
2:45 PM - Bldg:00003 Room D24-PRIMARY CLASSROOM (K-3]  — || ", g
& 2:45 PM - Bldg 00003 Room:024-PRIMARY CLASSROOM [K-3) v 1M2/2M2Thy 245PM £00PM ET Spiit
W 2:45 PM - Bldg 00003 Room:024-PRIMARY CLASSROOM [K-3) i 117/2012 Tue 245PM  400PM ET Spiit 2o
& 2:45 PM - Bldg 00003 Room: 024-PRIMARY CLASSROOM [K-3) i 1/19/2012 Thu 245PM  400PM ET St
u 2:45 P - Bldg 00003 R oom:024-FRIMARY CLASSROOM (K-3) v 172422012 Tue >45PM  400PM ET Spiit
2:45 PM - Bldg:00003 Room: 024-PRIMARY CLASSROOM (K-3) U 1AIEI013 Thy 245 PM &00PM ET St
245 PH - RIAre (NN Brene N24-PRIMARY T ASSRONM K3 Y[ S A e C m

| < | 5 | Close ]

b. Repeat the steps above to choose the date, time, room,

that doesn’t have to be entered is the group/contact information.

etc. The only information
Once all

requests have been made the reservation should look similar to the one below.

Reservation

ervation

/

Tutoring [Reservation Nt{E?]

241472012 Tue 245 PM

[ AV AATAAAA AT A EN-N-NN-N-N NN

1/5/2M2 Thu 2:45 PM - Bldg:00003 Room:022-INTERMEDIATE AMIDDLE CLASSROOM
14072012 Tue 2:45 PM -
141272012 Thu 2:45 PM -
1AT/2M2 Tue 245FM -
1/19/2M2 Thu 2:45FPM -
1/24/2M2 Tue Z45FM -
142672012 Thu 245 PM -
143172012 Tue 245 PM -
2/2/2M2 Thu 2:45 PM - Bldg:00003 Roorn:022-INTERMEDIATE AMIDDLE CLASSROOM
2/7/2MM2 Tue 2:45 PM - Bldg: 00003 Roorn: 024-PRIMARY CLASSROOM (K-3]
2/3/2M 2 Thu 2:45 PM - Bldg:00003 Room:022-INTERMEDIATE AMIDDLE CLASSEOOM

- Bldg:00003 Room: 024-PRIMARY CLASSROOM [K-B]E&B\
2AB/2012 Thu 2:45 PM -
221722 Tue 2:45PM -
2/23/2M2 Thu 2:45PM -
2/28/2M 2 Tue Z45FM -
3414202 Thu 2:45 PM - Bldg:00003 Room:022-INTERMEDIATE AMIDDLE CLASSROOM
34642012 Tue 2:45 PM - Bldg 00003 Roorn 024-PRIMARY CLASSROOM (K-3)
3/8/2012 Thu 2:45 PM - Bldg: 00003 Roorn: 022-IMNTERMEDIATE AMIDDLE CLASSROOM
3/13/2M2 Tue 245PM -
3/15/2MZ2 Thu Z45FM -
3/2T/2MZ Tue Z45FM -
342972012 Thu 2:45 PM -
4/3/2012 Tue 2:45 PM - Bldg 00003 Roorn 024-PRIMARY CLASSROOM (K-3)
4/5/2012 Thu 2:45 PM - Bldg:00003 Roorn:022-INTERMEDIATE /MIDDLE CLASSROOM
4/10/2012 Tue 245 FPM -
412/2M 2 Thu Z45FM -
44172012 Tue 245 PM -
41972012 Thu 2:45 PM -
4/24/2012 Tue 2:45PM -
4/26/202 Thu 2:45FPM -

Bldg 00003 Foom: 024-PRIMARY CLASSROOM [K-3]
Bldg 00003 Foom 022-IMNTERMEDIATE AIDDLE CLASSROOM

Bldg:00003 Foom: 024-PRIMARY CLASSROOM [K-3]
Bldg:00003 Foom: 022-INTERMEDIATEMIDDLE CLASSROOM
Eldg:00003 Foom: 024-FRIMARY CLASSROOM [K-3]
Bldg:00003 Roor: 022IMTERMEDIATEMIDDLE CLASSROOM
Bldg 00003 Foom: 024-PRIMARY CLASSROOM [K-3]

Bldg:00003 Foom 022-IMNTERMEDIATEAMIDDLE CLASSROOM Ty
Bldg00003 Fioom 024-PRIMARY CLASSROOM [K-3)
Bldg:00003 Foom: 022-INTERMEDIATEMIDDLE CLASSROOM
Bldg:00003 Foom: 024-FRIMARY CLASSROOM (K-3]

Bldg:00003 Foom: 024-PRIMARY CLASSROOM [(K-3]
Bldg:00003 Room: 022-INTERMEDIATE MIDDLE CLASSROOM

Bldg:00003 Foom: 024-FRIMARY CLASSROOM (K-3]
Bldg:00003 Foom: 022-IMNTERMEDIATE AMIDDLE CLASSROOKM

Bldg:00003 Room: 024-PRIMARY CLASSROOM [K-3]
Bldg:00003 Room: 022-INTERMEDIATEMIDDLE CLASSROOM
Bldg:00003 Roor: 024-PRIMART CLASSROOM (K-3]
Bldg:00003 Foom: 022-IMNTERMEDIATE AMIDDLE CLASSROOKM
Bldg:00003 Foom: 024-PRIMARY CLASSROOM [(K-3]
Bldg:00003 Foom: 022-INTERMEDIATEMIDDLE CLASSROOM
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Print  Refresh | Se
' Reminders [0 2 Comments [0 ;/h Attachments (0]
3_ User Defined Fields [0) S Transactions [0) ',9 History™ “* Email:
o Reservation Summary + Propetties

Event Mame: Tutoring Edit
Giroup: Leamning Rx Shatus: Cancele [ oo
1st Cantact: James Stricklin Event Coor.. [none] [:
Phone; (386) 761-3220 Salesperson: [none) | Change &

Feservation Mo, 67
Update Pr

/ Bookings
Bookings (31] /

Date Start End Time Zone Building A New
wi 1/52M2 ke 245PM 400PM ET Spirit Elerner Edit
v 110202 Tue 245PM  4L00PM ET Spirit Elemer @
wi 1122012 Thy 245P 200PM ET Spirit Elemer
%% TH72M2 Tue 245P 200PM ET Spiit Elemer ol
wi 1H18/2M2 Thy 245PM  200PM ET Spirit Elemer — @
v 1/24/20N02 Tue 245PM  400PM ET Spirit Elerner -
wi 1/26/2012 Thy 245PM  &00PM ET Spiit Elemer @
v 13N/20M2 Tue 245PM L00PM ET Spirit Elemer




5. Making a reservation using the Reservation Book.

a. To open the Reservation Book, on the toolbar, click on the book icon.

« EMS District 6.0

ile  Setkings  Reserwakions  Reports  Biling  Configuration  Swstem Administration  Window  Help

e 200 Q@ =@ 0O

Book Calendar ‘Wizard Mavigator Browser ‘Web Reservations Groups  Email Dashboard Manage Services

b. The book automatically opens in the Daily view and all reservations scheduled in
all buildings for the current day’s date are displayed. Select the desired date.
Select the room and use the mouse to drag & drop the time.

He 20 L Q@ #2@ O
Book Calendar Wizard Mavid s Groups Emal Dashboard Manage Services
= Roservation Book - Bild AU AU Center [ 472/2012 bon (Empty)

Building: DeLand Adminjafrative Center { |\-'\ew: Daily = i Print Time Zone:  Eastern Time - Refresh |Opt|ons
Date: 4/2/2012 Mon - Today | Day 4 » ‘ Week 4 b | Month 4 » | Year 4 b ‘
Filter | Monday, &pil 02, 2012 T
5 . 2 ] 10 11 12p 1 2 g 4
S0 S Lol btttz | Use mouse to drag &
; elect room )
Deland Administrative Cenl?/fﬁ / drop time
Room:2191- 2nd FLEI}F( o / T
Room:307-FINAMCIAL SER I
-‘Room Room: 307-FINANCIAL SERVICES COI
3:00 PM - 4:00 PM

c. The Reservation Wizard screen appears with the date highlighted on the
calendar and the time entered into the start and end fields. Change the status to
Approved and click the next button.

% Reservation Wizard

Options

Calendar SelectedDates[1]| Lacation Features|

— Search
tdethod: () Standard () BestFit (%) Specific Room

<< < April 2012 > »> |

Building: DeLand Administrative Center (DAC)

i - = Raom |Roam:307-FINANCIAL SERVICES CONFERENCE ROO |

—] Laocatiar: ‘ |

— Room Specifications:
15 16

B & L a Type (al)
|2 2 a2 =5 & z = Flocr (al]
= LU Setup Type: (el) Choose Approved from
[ Date Pattern ][ Clear Month ][ Clear Al Setup Count: the status dl’OdeWn |iSt
—— Time —— Status ,/
Start: |3:UEI P |E] End: ‘4UU PM ‘E] Status: Appioe sl Reconfim: |:| i
Time Zone: |Eastem Time w |
— Setup/Teardown
Use Default: Mirutes Setup: Teardawrn:
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d. The next screen requires information about the event. Fields with a large red dot
next to them are required fields. Type in the name of the event in the first field.
Use the dropdown list next to the Event Type field and choose the type that best
describes the event. Choose the group requesting the space. The dropdown list
can be used or begin typing the group name or VCS employee’s last name and
the field will automatically populate. The search button (magnifying glass) can
also be used. If the phone number does populate automatically one must be
entered. The phone number for a VCS employee would be the extension
number. The Source field is optional, but is helpful to track how the reservation
was requested.

Enter Event Name .
& Reservation Wizard v g@@]

o Choose the appropriate type Optional — Used to track how
Begin typing the group name or | ~— Tiiciing _ / the reservation was requested
VCS employee’s last name and

et Type: Tutoring - SES w Source: Paper [Previous Reservation) R T

the field will automatically -
lat Giantona Phone or extension number (VCS)
populate : . 4

B céting s hé if not automatically populated

15t Contact: James Stricklin v| (8] phene: « |(388) 7513220 R -
Email Address: tommyElearningrs, net
2nd Contact: [none] i
— Choose Fixed Capacity

Room Setup | Biling | Other || Yitual | User Dffined Fields

Setup Tupe ixed Capacity v

Setup Count: 1]
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e. Click on the Billing tab and choose Check from the Payment Type dropdown list.

f.

Click on the Finish button.

% Reservation Wizand

|

‘ Paper [Previous Reservation)

v

Event -
Event Mame: |Tutoring | WIP Event:
Ewvent Type: |Tutoring -SES v | Source:
Group/Caontacts
Group: |Leaming Rx
15t Contact: |James Stricklin Phone: -

| Email Address:

| [nione]

(386) 761-3220 Fax:

Options

‘ tommyigilearningrs. net

L\

'.Hoom Setup| llirg | Other .""\u"irtuai. | User Defined F\eld;§
Pricing Plar: | Standard w | FPayment Type: w
Billing Reference: | | |
Sales Category: |[NUNE] w | Salesperson: |[n0ne] v |

The complete reservation will appear on the screen. If another room is desired,

right mouse click on the booking area as shown below.

g [Reservation No. 67)

= 2:45 P
u 2:45 PM
& 245 PM
u 245 PM
e 245 PM

- Bldg 00003 Room: 024-PRIMARY CLASSRO0M [K-2]
- Bldg 00003 Room: 024-PRIMARY CLASSROOM [K-3]
- Bldg: 00003 Roor: 024-PRIMARY CLASSROOM [K-3]
- Bldg00003 R oor: 024-PRIMARY CLASSROOM [k-3]
- Bldg00003 Room:024-PRIMARY CLASSROOM [k-3]
u 2:45 P - Bldg 00003 Roorm:024-PRIMARY CLASSROOM [k-3]
& 245 P - Bldg 00003 R oom: 024-PRIMARY CLASSROOM (k-3
2:45 P - Bldg: 00003 Room:024-PRIMARY CLASSRO0M [K-3)
2:45 P - Bldg: 00003 Room:024-PRIMARY CLASSROOM [K-3)
2:45 P - Bldg: 00003 Room:024-PRIMARY CLASSROOM [K-3)
& 2:45 P - Bldg 00003 Room:024-PRIMARY CLASSROOM [k-3]
u 2:45 PM - Bldg 00003 Room:024-PRIMARY CLASSROOM [k-3]
e 2:45 PM - Bldg 00003 Room:024-PRIMARY CLASSROOM (k-3]
u Z:45 Ph - Bldg 00003 R oom:024-PRIMARY CLASSROOM (k-3
& 2:45 P - Bldg 00003 R oom:024-PRIMARY CLASSROOM (k-3
2:45 P - Bldg: 00003 Room:024-PRIMARY CLASSROOM [K-3)
2:45 PM - Bldg:00003 Room:024-PRIMARY CLASSROOM [K-3)
2:45PM - Bldg: 00003 Room: 024-PRIMARY CLASSROOM [K-3)
e 2:45 PM - Bldg 00003 Room:024-PRIMARY CLASSROOM [K-3]
u 2:45 PM - Bldg 00003 Room:024-PRIMARY CLASSROOM (k-3]
& 245 P - Bldg 00003 R oom:024-PRIMARY CLASSROOM [K-3
u Z:45 P - Bldg 00003 R oom:024-PRIMARY CLASSROOM (k-3
2:45 P - Bldg: 00003 Room:024-PRIMARY CLASSROOM [K-3)

245 PM - Rl NNN3 B ane 024-PRIMARY C1TASSRONM 1k-31
|

E

|3

O Reninders (0

3- User Defined Fields [D]”:: 0 Transactions ]

Print

0 Conments 1)

Refresh | Settings

7 Attaskments )

Reservation Mo 67

.|s_t_0r__l,l_ [ Emails [
. Reservation Surmary o Propertiez |
Event Name: Tutoring
Graup: Learning Rx Status: A
st Contact: James Sticklin Ewent Coor.. [r
Phane: (386) 761-3220 Salespersor: [r | Change Status

Right mouse click in
this area to create a

te Pricing

“new booking”

Bookings [31] /

Date . Start Fnd Time Zone Buile # Mew
\ Tpsrama Ty MewBookng R ey Spiit
M 1/10/2012 Tue 245PM  400PM ET Spiit
M 1412/2012 Thu 245PM  400PM ET Spirt
v 1117/2012 Tue 245PM  400PM ET S it
Vi 1192012 Thu 245PM  400PM ET Spirt
v 1/24/2012 Tue 245PM  400PM ET Spiit ==
v 1/26/2012 Thu 245PM  400PM ET Spiit
(. ity i |_.__. P ya Py .5._
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g. Repeat the steps above to choose the date, time, room, etc. The only information
that doesn’t have to be entered is the group/contact information. Once all
requests have been made the reservation should look similar to the one below.

Reservation
weryation / Print  Refresh | Se
Tutoring [Reservation Mol E7) & Reminders (0] <) Comments (0] & Atachments (0)
1/5/2012 Thu 2:45 PM - Bldg 00003 Foom 0221MTERMEDIATE MIDDLE CLASSROOM " User Defined Fiekds 0] | 99 Transactions [0] D History® < Eni
14102012 Tue 2:45 PM - Bldg:00003 Room:024-FPRIMARY CLASSROO0M [K-3] - R = "
eservation Summary & Properties

141272012 Thu 2:45 PM - Bldg: 00003 Roor 022-IMTERMEDIATE MIDDLE CLASSROO0M
1A7/202 Tue 2:45 PM - Bldg:00003 Roorn: 024-PRIMARY CLASSROOM (K-3]
1/19/2M2 Thu 2:45 PM - Bldg:00003 Roorn 022-INTERMEDIATE/MIDDLE CLASSROOM

Group: Learning Rx Status: Cancele

Event Name: Tutoring Edit

1/24/2012 Tue 2:45 FM - Bldg:00003 Room: 024-PRIMARY CLASSROOM (K-3] 15t Cortact James Stricklin Evert Coor. (none) Confirma
142672012 Thu 2:45 PM - Bldg:00003 Room: 022-MTERMEDIATEMIDDLE CLASSROOKM Phane (386] 761-3220 Salesperson: (none) [@
143172012 Tue 2:45 PM - Bldg: 00003 Roor 024-PRIMART CLASSROOM (K-3] RBeservation No. 67

2/2/2M2 Thu 2:45 PM - Bldg:00003 Roorn:022-INTERMEDIATE AMIDDLE CLASSROOM [@

2/7/2012 Tue 2:45 PM - Bldg:00003 Foom 024 PRIMARY CLASSROOM [-3)
2/3/2012 Thu 2:45 PM - BIdg:00003 Room. 022NTERMED ATE MIDDLE CLASSEQOM
201472012 Tug 2:45 PM - Bldg:00003 Room, 024-PRIMARY CLASSROOM [K-S]E&B\
2M1E/2012 Thu 2:45 FM - BIdg:00003 Froom 022 INTERMEDIATE MIDDLE CLASSROOM
2/21/2012 Tue 2:45 PM - Bldg:00003 Room 024 PRIMARY CLASSROOM [K-3)

2/23/2012 Thu 2:45 PM - Bldg:00003 Fioom 022 NTERMEDIATEMIDDLE CL&SSROOM
2/28/2012 Tue 2:45 PM - BIdg:00003 Room: 024 PRIMARY CLASSRODM (K-3)

3/1/2012 Thu 2:45 PM - BIdg:00003 Room: 022NTERMEDIATE MIDDLE CLASSROOM Bookings
3/6/2012 Tue 2:45 PM - BIdg:00003 Room 024 PRIMARY CLASSROOM [K-3)

3/8/2012 Thu 2:45 PM - BIdg:00003 Foom 022 1NTERMEDIATE MIDDLE CLASSROOM
3/13/2012 Tue 2:45 PM - Bldg:00003 Room 024 PRIMARY CLASSROOM [K-3)
3/15/2012 Thu 2:45 PM - Bidg:00003 Room: 022NTERMEDIATEMIDDLE CLASSROOM | Bookings (1)

3/27/2012 Tue 2:45 PM - Bldg:00003 Room: 024 PRIMARY CLASSRODM [K-3) Do St End | TmeZone  Buldng A

EEEEEEEEE R RS S A AR AR ARS

N
| 3/29/2012 Thu 2:45 PM - Bldg:00003 Room 022NTERMEDIATE MIDDLE CLASSROOM . Lt
47342012 Tue 2:45 PM - Bldg:00003 Foorn: 024-PRIMARY CLASSROOM [K-3) v 1/5/202 b 245PM - &00PM ET Spirt Elemer Edit
4/5/2012 Thu 2:45 PM - Bldg:00003 Roor0224NTERMEDIATE MIDDLE CLASSROOM v 1/10/2012 Tue Z45FM  400PM ET Spirt Elerner T s
4/10/2012 Tue 2:45 PM - Bldg:00003 Rocr:024-PRIM&RY CLASSAOOM [K-3] v 142/2012 Thy 245PM  400PM ET Spirt Elerner
| 4/12/2012 Thu 2:45 PM - Bldg.00003 Room 022{NTERMEDIATEMIDDLE CLASSROOM || VH7012 Tus 245PM 400PM ET Spitt Elemer Tool
4/17/2012 Tue 2:45 PM - Bldg:00003 Rroom 024 PRIM&R'Y CLASSROOM (K-3) i ) ) )
1A9/2012 Thy 245PM 400PM ET Spirt El ]
4/19/2012 Thu 2:45 PM - Bldg:00003 Room 022 INTERMEDIATE MIDDLE CLASSROOM || e § Pt Elemer = Detai
4/24/2012 Tue 2:45 PM - Bldg:00003 Room 024-PRIMARY CLASSROOM (K-3) i 1/2472M2 Tue 245PM  400PM ET Spit Elemer ==
i 4/26/2012 Thu 2:45 PM - Bldg:00003 Roor 022-IMTERMEDIATE/MIDDLE CLASSROOM ||/ 1/26/2012 Thu 245PM - 400PM ET Spirt Elerner
v 1/31/2012 Tue 245FM  400PM ET Spiit Elerer

h. Approved bookings should show up on the Reservation Book in green:

|# Reservation Book - Building: Pierson Elementary School 4/5/2012 Thu (4 Bookings)

Building: Pierson Elementary School = |Wiew: Daily = | Print Time Zone:  Eastern Time = Refresh | Options
Date: 452012 Thu = Today Day 4 b Week 4 k| Month 4 k| Year 4 »

Filter Reset Thursday, April 05, 2012

] 8 g 10 1 12p 1 2 3 4 5 B 7 8
Raooms (4] [filtered]

Fierzon Elementary School
Eldg:00005 Room:053-PRIk;

Eldg:00010 Room:008-PRIM
Eldg:00083 Room:130-IMTER

Eldg:00083 Room: 355 IMTER

i. The following is the color coding for bookings:

i. Approved = Green

i. Requested = Orange
ii. Conflict = Red

iv. Shared Space = Blue
v. Waitlisted = Coral



Bookings

a. Resources would be added for some of the following reasons:

6. To Add a Resource (A/C, lighting, food, or personnel) to a Booking or Multiple

i.  Air conditioning (A/C) would be added if the reservation is on a non-work

day. The charge is based on one hour for the specified room type.

i. Auxiliary lighting would be added for an event occurring at night.

il Food —After School Snacks are added for some SES tutoring sessions.

Personnel

would be added
representative is needed.

if a custodian,

technician,

or

a VCS

b. In the left pane, select the reservation for which the bookings need added
resources and in the Bookings pane, click on the Tools button.

1 [ R | \AJ"

c. Choose Add Bqg

Reservation selected

toring [Reservation No. 165) ~ < Attachments [0) *" User Defined Fields (0] T Transactions (0] &) History “* Emails [0]
1/5/20 2 Thu 206 EM Bide00007 Rosei704.T Reservation Summary % Propetties 0 Reminders (0) 0 Comments (0]
141072012 Tue 2:05 PM - Bldg:00007 Room: 704-

1#12/202 Thu 205 PM - Bldg:00007 Room: 704- Ewent Name: Tutoring Change Bonking DatefTime Wizard Edit
1/17/2012 Tue 205 FM - Bldg:00007 Room: 704- Group: After School Programs, Inc. Status|  Change Booking Status Wizard Ba A
14182012 Thu 2105 FM - Bldg:00007 Reom: 704- 15t Contat Nanci Sodikoff Evert{  Change Raom Wizard e
14247202 Tue 2:05 PM - Bldg:00007 Flaom:704- Phone: (954) 596-9000 Salesp  Change Miscellaneous Booking Information Wizard | Change Status
1/26/202 Thu .05 PM - Bldg: 00007 Rioom: 704- FeservationNo: 165 vt Bashngs izard e——
1/31/2012 Tue 2,05 PH - Bldg.00007 oo 704- o pasE A juedateRriciia)
2422012 Thu 2:06 PM - Bldg:D0007 Rianrn 704-T . i Pl
24742012 Tue 205 P - Blda:00007 Room 704-T itttk
2/9/2012 Thu 205 PM - Bldg:00007 Raon: /04-T Copy Booking Details Wizard
2414202 Tue 2.05 PM - Bldg: 00007 Rioom: 704- fld Del
241642012 Thu 2105 FM - Bldg:00007 Reom: 704- dld Tter Wizard
2/21/2012 Tue 205 PM - Blda:00007 Room: 704 | Bookings [31) Delete Eooking Detals Wizsrd
22342002 Thu 2:05 PM - Bldg:00007 Room: 704-
Delete Item Wizard
2/28/2012 Tue 205 PM - Bldg:00007 Room: 704- B Ao o B ime zone e Tem e lewy
3/1/2012 Thu 206 PM - Bldg:00007 Fioorm 7047 || v/ 162012 Thy 205PM  336PM ET Resauree Inventory Conflicts Edt
3672012 Tue 2205 PM - Bldg:00007 Raon: 704-T v 1402002 Tue 205PM  335PM ET Edit Charges Delat
| " elete

522 o 205 P - Bponnnr oo, |4 [ 11122012 Tha 205FM 33SPM T s e P

ue 2l - Bldg: oo U4 i Apply Reservation Discount Tools
3HB/2012 Thu 2:05 PM - Bldg00007 Foom 704 || ¥ 1arenzliesz BEM (3 5EM BT —
342742012 Tue 2:05 PM - Bldg:00007 Room: 704- Wi 1419/20112Thu 205PM  335PM ET Enterprize Elementary School Bldg:00007 R oom: 704 Detals
3/23/2012 Thu 2:05 PM - Bldg:00007 Room:704- || 142402012 Tue 206PM 335FM ET Enterprise: Elementary School Bldg:00007 Riaom:704 —
4¢3/2012 Tue 2:05 PM - Bldg:00007 Room: 704-T ||/ 1/26/2012 Thu 205PM  335PM ET Enterprise Elementary Schoal Bldg:00007 Room: 704 [@

d. On the Add Booking Details window, choose the appropriate category.
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[Reservation No. 165) - Add Booking Details

Select Categary: Choose from one of
Categories [3) these categories
Food

Perzonnel

If A/C and Lighting is selected, the appropriate charge must be selected on
the next screen. Auxiliary lighting is accessed at one rate of $70 per hour.
Air conditioning, however, is based on the hourly rate of the room. Choose
the room type from the ltem listing. Highlight the item on the left panel and
use the single arrow (>) to move it to the right panel. Click on the Next
button. The example below is for A/C on a classroom up to 1,000 sq. ft.

[Reservation No. 165) - Add Booking Details

Grauping: |[a||] w |

Quantity: 1.00

Filter: | |

lterns (10] Fiiee 43 i Bverti

A4C for dwditorium - High Schools 120.00
£/ for Cafeteria - High Schools E7.00
A0 for Caft/duditonum - Elermentary 35.00
A4C for Caft/Gymdauditorium - Middle 40,00
A4C for Clagsroom owver 1,000 s ft. 24.00
A/C for Clagsroom up to 1,000 2q, ft. 16,00 e
A0 for Gymnagium - High S chools 20,00

om up to 1,000 =q. ft. 1

s

A/C for Media Center 30.00
Auiliary Lighting 70.00
Awiliary Lighting Fee 70.00
< >
< Previous ] [ Mext >
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If Food is selected, choose highlight the appropriate food resource on the left
panel and use the single arrow (>) to move it to the right panel. Click on the
Next button. The following example is for after school snacks for the SES
tutoring program. SES Tutors are charged $10 a week for after school snacks.
NOTE: Choose this option for only one booking a week.

(Reservation Mo. 165) - Add Booking Details

Grouping: [all) E"3
Guantity: 1.00
Filker: /
Itemsz [1] Pric&/‘{e Itemsz [1] / Quantity
After School Snacks - SES Tutoring 10, After School Snacks - SES Tutoring 1
< > < >
[ < Previous ] ’ Mext >

If personnel are selected, four additional fields appear in the window.

iv. Leave On Site as the default for the Service field.

V.

Click on the Reviewed field, and choose a specified start and end time for the
required personnel. For example, if a custodian is needed to clean up after an
event , the start and end time would be after the event. If a VCS employee is on
site for supervision or a technician is hired to handle sound/sage lighting during
the event, the start and end time would be the same as the event. Click on the
Next button.



[Reservation No. 165) - Add Booking Details

Select Categony:
Categaries [3] Service: |Dn Site v |
A/C and Lighting Reviewed
Food >_
T Start Time: 7.00 PM = These fields must be filled in
End Time: 8:00 PM [=]
-

vi. Highlight the appropriate type(s) of personnel from the left panel and use the
single arrow (>) to move it to the right panel. Click on the Next button. The
following is an example of an event that requires a VCS Employee
Representative for the event.

[Reservation No. 165) - Add Booking Details

Grouping: |[a||] - |

Quantity:

Filter: | |

Items (3] Frice Serves A/Items 1] /Duantit}l
Custodian 26.00 WS Emplopee Representative 1

Techrician 3300 /

W5 Employee Representative 26,00

< Previous ] ’ Mewt »

vii. The Select Bookings window opens. This window displays all the bookings for
the selected reservation with a date greater than or equal to the current day’s
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date. CTRL-click to select the bookings that require the resource. Use Select
All'if all bookings require the resource. Click on the Finish button.

7. Charging School-based Organizations for the Cost of Custodians.

a. When the need arises to charge school-based organizations for the actual cost of
custodians, choose the “Custodian — School Based Orgs Only” item. This will
charge the school-based organization the actual cost ($19.80 per hour) rather
than the rate charged to outside organizations. This rate should correspond with
the invoice that will be received from Aramark. Facilities will notify you of this
charge upon receipt of the Aramark invoice.

(Reservation No. 10012) - Add Booking Details

Resources | Packages |

Grouping: (all) -

Quantity: 1.00

Filter:

ltems (6) Price Serves = Items (0) Quantity Move Up
Custodian 526.00

Custodian - School Based Orgs Only 5198.80 = L ETEIBIT.
Deputy $40.00 e Edit
Technician $33.00

Technician - Student 510.00

VCS Employee Representative $26.00




8. Attaching a Flyer, Agenda, or Other Materials to a Reservation.

a. Scan the material and save as a pdf document.

b. Click on the reservation. Click on the Attachments tab. Enter a description of the
attachment (e.g. Flyer, Agenda, Materials, etc) and click on the browse button
(magnifying glass) to find the saved file. Choose the pdf document and click on
the save button.

2=\
A== ¥
i Book Calendar \Wizard Mavigakor B

yiasa

QO

Y

PN ¢

220

O

!

I

Open Reservation

Jazzercise [Reservation Mo, 264]

EREEX K CEEEEEEER

Wi

5/2/2012 \w'ed 5:45 PM - Bldg: 00008 Room:003-F E GYMMASTICS & DANC
5/4/2012 Fri 5:45 PM - Bldg: 00008 Room:003-F E GYMMASTICS & DANCE

5/7/2012 Mon 5:45 PM - Bldg
5/9/2012 Vwied 5:45 PM - Bld
5/11/2012 Fri 5:45 P - Bldg:
5/14/2012 Mon 5:45 PM - Bl
5/16/2012 Wed 545 PH - 0
5A6/2012 W ed 5:45 P - Bl
5A6/2012 W ed 5:45 PM - BI
5A6/2012 Wed 5:45 FM - BI
5/18/2012 Fri 5:45 P - Bldg
5/21/2012 Mon 5:45 PM - Bl
5/23/2012Wed 5:45 FM - BI
5/26/2012 Fri 5:45 PM - Blda:
5/30/201 2 Wed 5:45 P - Bl

Click on the reservation

nage Services

% 7 Bttachments (0]
[z [

Fila b

FieseprBtion Summary

Ll
&

tab

Click on the Attachment

o hlotes

Attachment
Diescription:
Attachment

Notes:

Audit

Fleer Example 7

- [B]x)]

Enter a description of the
attachment

Find Attachment

Look in:

(e

My Recent
Documnents

Desktop

<

My Documents

g

My Computer

@EntaﬂngaVE o
'@Events_old fystem, xls

EExcluded Arhool_rooms.
EIJFaclI\l:le Configuration, x|

2 EMS

@Dac_rooms.xls

"2 EMS Configuration Checklist - Enterprise, workplace,Legal, District. pdf
@ EMS Confirmation Example, doc
|2 EMS_Setup_Guide.pdf

T EMS_User_Manual pdf
@Entamng a Group.doc
lﬂ_ﬂEnter\ng a Reservation.doc
5 Entering a Room. doc

=

v @2

s [m-

RX

@Genaratlng an
@_]Grnup Import |
@Group Types..
= Groups.xds

B4 HOLD HARMLE
lﬂl]HnIiday Config
E1 Haliday Import
@_]Hnliday Import;

@Entar\ng a lser,doc

Choose the pdf
document

fer_2
Er_A
er_A
Er_A

g Flver Example.pdf
@F\'l 1_12 Agreements. xls

T Intra Letter_A
lﬂl][ntrn Letter A
@Intro Letter_a|

c. Once the document has been attached, it can be viewed by clicking on the
Attachment tab and then the View button.

9. Adding Reservation to Outlook and Scheduling Others.

a. To add a single booking to Outlook, highlight the booking and click on the Outlook

button.

vation

ad Class [Reservation Mo. 257)

Click on the booking

5/7/2012 Mon 230 PM - Bldg:00001 Room:168-BAND CLASS [MIDD

5497201 2 wed 2:30 PM - Bldg:00001 Foom 1 EB-BAND CLASS [MIDD)

Attachments (0]

Print  Refresh | Settings

@ Drawings (0]

5/11/200 2 Fri 2:30 PM - Bldg:00001 Room:168-BAND CLASS (MIDDL
54147201 2 Mo 230 P4 - Bldg 00007 Room:168-BAND CLASS [MIDI
5/16/201 2 Wed 2230 PM - Bldg:00001 Foom: 168-BAND CLASS (MID
54187201 2 Fri 2:30 PM - Bldg:00001 Foom: 1 EE-BAND CLASS (MIDDL
5/21/2012 Mon 2:30 P - Bldg: 00007 Room:168-BAND CLASS [MIDI
54237201 2 wWed 2230 PM - Bldg:00001 Foom: 1ES-BAND CLASS (MID
5/25/2012 Fri 2:30 PM - Bldg:00001 Room:168-BAND CLASS (MIDDL
54307201 2 wWed 230 PM - Bldg:00001 Foom: 1ES-BAND CLASS (MID

/! Booking Summary &+ Properties & Reminders [0
Date: 5742012 Mon Event Hame: Band Class
Reserved 2:30 PM - 4:00 PH Lacation: Test School - Bldg: 0000
Event; 2:30 PM - 400 PM Event Type:  Performing Arts
Setup Tupe:  Fixed Capacity Statug: Approved
Booking Mo.: 7534 Setup Count. O
Add To Personal Calendar
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b. The booking will now appear in Outlook with the event name as the subject and
the building/room number for the location. The dates and times will also

automatically populate. If you would like to invite others, click on the Scheduling
button and choose the appropriate participants.

=]
—/ Appointment Insert Format Text Devfloper

EJJ &g) ‘;;;;ZIIZ::M ﬁ :;::_ = Show As: | [l Busy - O '@ Elj' (B4 B
A

= ¥ High Importance
Save &  Invite ppointment|Scheduling

; Reminder: Mone - Recurrence Time Categorize
Close Attendees Ep Forward ~ & Zones - § LowImportance
Actions Show Options
This appointment occurs in the past.
Subject: |Band Class
Location: |Bldg:00001. Room:163-BAMD CLASS (MIDDLE-SR HIGH]
Start time: |Man 5/7/2012 v | [230 P | Clan day event
Endtime: |Man 5/7/2012 v | [4:00 P |
g---|--‘1---|---2---|---3-‘-|---4---|-‘-5---|---5---|---?‘--

c. Once all participants have been selected, click on the send button.

Meeting Insert Format Text Developer

-
ﬁ Ig Calendar ﬂ
f jms
X Delete

[} Address Book

z Show As: | [l Busy - O 'Q

; ; " &/ Check Names !
E?tr;;e‘ln _L_; o Appointment |Scheduling “I}:is:lpnagce @;]Responses' A Reminder: Mone - Recurrence er::s
Actions Show Attendees Options
[_",I send ] .:% | 100% w | Monday, May 07, 2012
H:00 300 2:00 10:00 11:00 12:00 100 200 3:00 440

B4 | | All Attendees | — —
€ Trawick, Bertie (—
£ Knight, Heather L. b

& McGregor, Elizabeth B
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10.Viewing and Editing Reservations in the Reservation Book

a. To open the Reservation Book, on the toolbar, click on the book icon.

« EMS District 6.0

le  Settings  Reservations  Reports  Eiling  Configuration  System Administration  Window  Help

e 20 L2 @ 82 0O

Book Calendar ‘Wizard Mavigator Browser ‘Web Reservations Groups  Email Dashboard Manage Services

b. The book automatically opens in the Daily view and all reservations scheduled in
all buildings for the current day’s date are displayed. The book can also be
viewed by week or month. To view only rooms with bookings, click on the word
“Filter” and click on Rooms with Bookings and click OK.

*# Reservation Book - Building: Atlantic High School 3/30/2012 Fri (Empty)

Building: Atlantic High School - |View: Daily - | Print Time Zone:  Eastern Time - Refr
Date: 3730/2012 A
Filker

@ Filter Rooms |:| |§| |X|

Filter Type

First 100 Rooms

(%) Room Properties O Specific Rooms
Atlantic High Scho
Bldg:00001 Rog Floor |[a||] v|
Bldg:00001 Rog . |[a||] v|
Bldg:00001 Rog Capacy: O l:l

O S8 | o v

Bldg:00001 Rog ) Al Roaoms ) Rooms Without Bookings (&) Rooms With Bookings
Bldg:00001 Rog
Bldg:00001 Rog
Bldg:00001 Rog
Bldg:00001 Rog
Bldg:00001 Rog

Rld~NOA01 R

L Ok ][ Cancel ]

c. Only rooms with bookings will appear. Running the cursor over the booking will
supply the details to the event. The following is the color coding for bookings:

i. Approved = Green

i. Requested = Orange
ii. Conflict = Red
iv. Shared Space = Blue
v. Waitlisted = Coral
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d. If your school has more than 100 rooms, you may not see them all at first. To
View More than 100 Rooms on the Reservation Book, click on the Options
button:

% Reservation Book - Building: Deltona High School 8/8/2012 Wed (Empty)

= | Wiew: Weskly = | Print Time Zone:  Eastern Time = Refresh | Options

Buiding: Deltona High School

Date: Sf8f2012wWed = Today Day 4 » Week 4 b | Manth 4 » Vear 4k
Filter 8/6/2012 wed 8/9/2012 Thu 8/11/2012
122 6 12p 6 128 6 12p 6 128 6 12p 6 128 6 12p

First 100 Rooms

beltona High Schoal |
Bldg:00001 Room:0014 MATERIAL STORAGE .
Bldg:00001 Room:001-5EMIOR HIGH CLASSRO0M [312]
Bldg:00001 Room:0024 MATERIAL STORAGE

. Bldg:00001 Room:002-5EMIOR HIGH CLASSROOM [312]
Bldg:00001 Room:003-5EMIOR HIGH CLASSROOM [312]
Bldg:00001 Room:004-5EMIOR HIGH CLASSRO0M [312]
Bldg:00001 Room: 0054 MATERIAL STORAGE

. Bldg:00001 Room:005-SEMIOR HIGH CLASSROOM (312
Bldg:00001 Room:0074 MATERIAL STORAGE
Bldg:00001 Room:007-SEMIOR HIGH CLASSRO0M [312]

| £

% Book Options

General | Tool Tip Display|

Start Hour: 200 AM E]

Automatically Refresh: |E\rer_l,l 10 Minutes w |

Dizplay Fiooms Without Bookings

@ Event Name ) Setup Type O Group [ Highlight Foams Highlight Colar: - D
Time Dizplay Interval Fioom Digplay

& 15Minutes O 10Minutes ) 5 Minut ) Room Code & Room Description

b aximum Mo, of Rooms / Building Dizplay

100 O 0 (& 500 ) Building Code (&) Building Description

Booking Colors Bazed On
(%) Status ) Event Type

Go To Taday On Startup

] Always Prompt Far Building On Startup
[] Hide Current Time Indicator

[ Shaw '[all)' in Building List

[] Show Capacity

QK l [ Cancel
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f.

You can do one or more of the following to edit an existing reservation:

How to:

Do this:

Change the setup time

Drag the left bar horizontally to a new
time and click Yes in the Confirm
Change box.

Change the event time

Drag the middle bar horizontally to a
new time and click Yes in the Confirm
Change box.

Change the teardown time

Drag the right bar horizontally to a
new time and click Yes in the Confirm
Change box.

Edit the reservation building, room,
time, or both

Drag and drop the reservation to a
new room and/or to a new time and
click Yes in the Confirm Change box.

g. You can also right-click on a reservation and on the context menu that opens,

select one of the following:

Option

Description

Open

Opens a reservation in the EMS
Navigator

Add to Personal Calendar

Adds the reservation to your
personal calendar in Outlook

Move Forward

Move the reservation date forward
by one day or one week

Move Backward

Move the reservation date
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backward by one day or one week

Move to Specific Date

Move the reservation to a specific
date

Change Status

Change the status of the
reservation

Copy Bookings

Opens the Copy Bookings Wizard.

Swap Rooms

Swap the room assignment of two
events. The swap option is
applicable only for two events that
have identical meeting patterns.

Highlight Related Reservations

Highlights the bookings that belong
to the same reservation

Right mouse click on the i
booking

:

2-25

Add To Personal Calendar

0
0

Mowve Farward
Move Backward
Maowe To Specific Date, ..
Change 3tatus, ..

Copy Booking. ..

Swap Rooms wWith Another Booking
Highlight: Related Bookings

Choose from any of
these options

3
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11.How to find the size (square footage) of a room.

a. Open the Reservation Book by clicking on the book icon on the toolbar.

& EMS District

Filz Settings  Reservations  Reports  EBiling  Configuration  System Administration  Window  Help
—

= 20 L2 @ sg=@ O

Dashboard Manage Services

WWizard Mavigator Browser ‘Web Reservations Groups  Email

Book  Calendar

b. The book automatically opens in the Daily view. Select the desired room by
clicking on the description.

Building: Atlantic High School - ‘View: Weekly = | Print Time Zone:  Eastern Time = Refresh |Opti0ns

Date: 5/21/2012Man - Tnday| Day 4 >| Week 4 >| Month 4 >| Year 4 >|

Filtsr | 4 cli . Wed | 5/24/2012 Thu
ick on the desired room
First‘IDDHoEm/ 1|25 ||3 12a ||3 1|2D ‘|3 12a  §

n

Bldg:00005 Room:010-RES Bldg: 00005 Room:009-SENIOR HIGH CLASSROOM (9-12)h

Bldg:00005 Room: 0134 -MATERIAL STOF

Bldg:00005 Room:013-RESOURCE ROOk
Bldg:00005 Room: 0144 -MATERIAL STOF

Bldg:00005 Room:014-RESOURCE ROOk
Bldg:00005 Room:201-5ENIOR HIGH CLA

Bldg:00005 Room:204-5ENIOR HIGH CLA

Bldg:00005 Room: 2104 -MATERIAL STOF

Bldg:00005 Room:210-5MALL DISTRIBUT

Bldg:00005 Room: 2138 -MATERIAL STOF

| £

Rlda NNNNR Panme 21 3-R1SIMFSS FOLICA

< Il I 3
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c. On the Room Info window, click on the Room tab and scroll down to Square
Feet.

& Room Info E@

Bookings | R | Pricing
Properties
Field Walue ~
Fioom Type Claggroom
Floor [rone)
Square Fest 200 44—m—m—m—m—m—m8M E
Setup Hours 0
P o o v
Mates Fioom URL
Building LIRL
!httD:a’a’schools.volusia.k'l 2 fI.usr’atlanticx’imaues.-’bann!
Setup Features
Setup Type Capacity Feature Rezource
Fixed Capacity

d. For classrooms up to 1,000 square feet, the fee is $16 per hour.
e. For classroom over 1,000 square feet and portables, the fee is $24 per hour.
12.How to Create a “Favorites” List of Rooms

a. From the Reservation Book, click on the word “Filter”

& Fleservation Book - Building: Test School 8/8/2012 Wed {28 Bookings)

Builing: Test School - |Wigw: ‘Weekly = | Print Time Zone:  Eastern Time = Refresh | Options
Dage: Sf8/2012Wed = Today Day 4 » Wesk 4 b | Month € » Year 4 b
Filker B/8/2012 Wed £/9/2012 Thu 8/11/2012
122 6 12p 6 12a & 12p & 12a 6 12p 6 12a & 12p
Fiooms [13]
Test School 5
00010 Raom:104-4UDITORILM
Eldg:00001 Roar:106-CONFEREMNCE ROOM E |
Bldg:00001 Roarm:133-LIERARY (READING ROOM/STAC | | ] [
Bldg:00001 Roarm: 168-BAND CLASS [MIDDLE-SR HIGH) [
Bldg:00002 Roar: 000 -DRIVERS ED AREA
Bldg:00002 Roar: 001-DINING AREA [&F] [AF] [&F]
Bldg:00003 Roar: 112 NTERMEDIATE MIDDLE CLASSF | | B
Bldg:00003 Roar:113NTERMEDIATE MIDDLE CLASSF & ]
Bldg:00005 Room:108-5R HIGH GYMNASILM
Bldg:00008 Roar: 0004 -TENNIS COURTS
- e s m ™
< | >
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b. Click on Specific Rooms and select the desired rooms. Once all have been
selected, click on the OK button.

& Filter Rooms
Filter Type

=16

() Room Properties (%) Specific Rooms

Room Description Selected [3) Room Description

00007133 Bldg:00001 Room: 133-LIERARY [READING ROOM/STACKS) Test School 00010104 00070 Room: 104-4UD1TORILM

00001168 Bldg:00001 Room:168-BAND CLASS [MIDDLE-SR HIGH) Test School 00001-106  Bldg:00001 Room:106-CONFERENCE ROOM
00002-000  Bldg:00002 Room: 000 -DRIVERS ED AREA Test School 00003-001  Bldg:00003 Room:001-IR HIGH GYMMNASILIM

(0000200 Bldg:00002 Room: 001-DIMING AREA

00003112 Bldg:00003 Room: 112 INTERMEDIATE MIDDLE CLASSROOM
00003113 Bldg:00003 Room:113-INTERMEDIATE AMIDDLE CLASSROOM
(00005108 Bldg:00005 Room: 108-5R HIGH GYMNASIUM

00008-000... Bldg:00008 Room: 000 -TEMMIS COURTS

(00008-000... Bldg:00008 Room: 000 -TRACK. & FIELD

(00002003 Bldg:00008 Room: 003-P E GYMNASTICS & DANCE

¥

The columns and area can be
widened or made smaller to enable
better viewing of the descriptions

| »

13.Finding and Making a Reservation for a Group.

a. You can also make a reservation by finding a group in EMS and making a
reservation for the group from the Groups window. Click on the Groups icon on
the toolbar and select the group.

-| Use these search features to
- quickly find a specific group

gil DashboarT—TTErEgE Serve

He @ 2O

Book Calendar Wizard Mavigator Browss

% Groups (First 1025 Records)

Skarts With: Go | Search By: Group ~ Type: (all) =7 Mew Ressrvation Options
Group [1000] City State Group Type Biling Reference External | # New

;’g}‘_‘: A+ Tutor U Orlanda Outside Organization

gs Acceszing Your Potential Daptona Beach FL Outzide Organization

QS ACES Tutoring Gotha FL Outzide Organization
gs Acevedo, Maria E [none) 125346
QS Acevedo, Myna R [none) 1238

QS Adams, Elizabeth & [hone] 124712

QS Adamsz, Julia T [hone] 129077
lcs Adamsz. Kadve G [honel 127955 &
<
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b. At the top of the Groups window, click on New Reservation.

% Groups [First 1000 Records)

Starts With: Go | Search By Group ~ Type: (all} = | & New Reservation Cptions
Group (1000] City State Group Type Billing Reference External | #~ Mew
;’g}_‘, A+ Tutor U Orlanda Outside Organization
gs Acceszing Your Potential Daytona Beach FL Outside Organization
gs ACES Tutaring Gotha FL Outzside Organization -
gs Acevedo, Maria E [hone) 125348
99 Aceveda, Myrma R [hone] 123818
gs Adams, Elizabeth & [hone) 124712
gs Adams, Julia T [none] 129077
o5 Adams. Kadve G Ihone] 127955 >
£ | >
5 Cantacts | e Properties. & Reminders | € Comments | U? Attachments 1: .User Defined Fields ' . Reservations |
Contacts (2] Title Phaone 1 Phone 2 Email Address Drefault Contact Mew
(: Cora Thomas [407] 8331313 cara.thomas@aplustuton.com Yes
g Jill Kimball [407) 8391313 sesiziaplustutary. com

c. The Reservation Wizard will appear. Refer to “Making a reservation using the
Reservation Wizard” above.

14. Approving a Reservation Request.

a. Reservation requests that come through Outlook are created with a status of
“Requested”. These reservations must be approved or canceled. Once a
reservation request has been entered by an individual, and email should be sent
to you and the Dashboard Icon should turn red alerting you a reservation needs
approval.

= File  Settings  Reservations Reporks  Biling  Configuration  Swskem Administrat

1~ 20 L @ 8=

! Book Calendar ‘Wizard Mavigator Browser Web Reservations Groups Emal Dashboard Manage Services

Window  Help

fara2

b. In the Dashboard, check for any new notifications. Either double click on the
notification or select it and click on the Go To button.

# File Settings Reservations Reports Billing Configuration System Administration ~Window Help -8 x|

He #00 L @ 22 @ (s}

Book Calendar Wizard Navigator Browser Web Reservations Groups Email Dashboard Manage Services

K Optior
[~] Shaw New Only Notification Date (1) = Type ooking Date  Start  End Building Room
Notification Rule (2) ~ New 1/8/2013 11:28 AM New 1/8/2013 Tue  4:00 PM 4:30 PM Test School Bldg:00003 Room| e
e
Show
[l o
[] Reviewed
Unreviewed

£ Notifications*

@ Reminders*

Web Reservations
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c. In EMS a reservation consists of two elements: a reservation (highest level) and
bookings (detail level). Highlight the reservation (top line on the left side). This
will allow you to see a Change Status button on the right side. Click on the
Change Status Button.

/— Reservation

Open Reseryffion  View Al Print  Refresh | Setting

(= §test again (R nNo.1114)) © | ¥ uUserDefinedFields (10) | @) Transactions(@) | @ History | < Emails (@)

& User Defi s (10 | Reservation Summary 4 Properiies | & Reminders (0) | € Comments (0)
| 1/8/2013 Tue 4:00 PM - BIdg:00003 Room:112-INTERMEDIATE/MIDDLE CLASSROOM
Event Name: test again Edit
\_ Group: Clayton, Michael B Status: R p—
B fo) Okl ng 1st Contact: (none) Event Coordi..  (none)

Phone: 20489 Salesperson:  (none) Chan...
Reservation No. 1114 Web User: Clayton, Michael B

Outlook Appointment Upda.

d. In the Status field drop down list, choose Approved. Click on the Next button.

Choose Approved

(Reservation Mo. 176) - Change Booking Status

Status: + | Cunent Reservation Status: Requested

— -

Update Reservation Status:

Send Confirmation If Successful. ]

~

e. Select the bookings. If there is only one, verify that it is highlighted and click on
the Finish button.

(Reservation No. 1114) - Change Booking Status /

Select Bookings

Date Weekday ~ Start  End  Building  Room Event

1/8/2013 Tue Tuesday 4:00 PM 4:30 PM Test School Bldg-000 .5 Room:112-INTERMEDIATE/MIDDLE CLASSROOM test ag

< | I | »

Hide Cancelled Bookings: [ |  Hide Old Bookings: Select All Unselect All
T
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f. The next screen shows all changed bookings. Click on the Close button.

Date Stat  End  TimeZone  Buiding  Room

Event  Stas  Results GoTo

1/8/2013 Tue 4:00 PM 4:30 PM ET Test School Bldg:00003 Room:112-INTERMEDIATE/MIDDLE CLASSROOM test again Approved Change Successful

["] Show Unchanged Only :
Close

g. To send a confirmation email to the requester, click on the Confirmation button.

Open Reservation  View Alerts Print  Refresh | Settings

= ¥ testagain (Reservation No. 1114)
 User Defined Frelds (10

© | % UserDefinedFields(10) | @ Transact tions (@) | O Histoy' | * Emails(©) |
E

& User Defined Fields (10 Resena fion Summa ry + Propetties | & Reminders (0) | € Comments (0)
1/8/2013 Tue 4:00 PM - Bldg:00003 Room:112-INTERMEDIATE/MIDDLE CLA

Event Name test again

Group Clayton, Michael B Status Approved

st Contact. (none) Event Goordi.. (none)

Phone: 20489 Salesperson:  (none)

Reservation No.: 1114 Web User. Clayton, Michael B

Outlock Appaintment

h. On the Email Options tab, uncheck the Attach Detailed Confirmation option since
this is not a facility usage billing and click on the Email button at the lower right
corner of the screen. NOTE: Since options remain in effect until changed, you may
want to go back and re-check the “Attach Detailed Confirmation” option for future
facility usage billings after this email is sent.

Date Range | Buildings | Categories | Statuses | Options| Email Options

Room Request -Header -

(none) .

Email Format: Mabile Friendly -

Attach Detailed Confirmation: [
Attach ics File:

Prompt For Res. Attachments: [ |

Uncheck this option

Email To: [T] 15t Contact [7] 2nd Contact Group [C] web User

Email CC: [] 1st Contact [] 2nd Contact [ Group [] Web User

/
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i. When the email message appears, verify the information and click on the Send

button.

/— Requester

To... # Clayton, Michael B.
= Cc..
Send
Subject: Reservation 1114 for test again
Attached: 1 Confirmation.ics (883 B]

This email confirms that the following reservation has been approved.

Reservation No- 1114 — | Reservation number
Group: Clayton, Michael B

Summary of Bookings

Date: 1/8/2013 Tue
Start: 4:00 PM - -
End: 4:30 PM Reservation Details

Room: Bldg:00003 Room:112-INTERMEDIATE/MIDDLE CLASSROOM
Status: Approved

~—

Notification of
Approval

j.  The requester is notified via email that the room reservation has been approved.

k. In the Book, approved reservations appear in green and requested reservations

appear in orange.

I. Once the reservation has been approved and a confirmation email sent to the
requestor, return to the Dashboard and mark the notification as “Reviewed” to turn

the Dashboard icon back to green.

= x>0 P Q@ S22 @ 0

=
Book Calendar Wizard Navigator Browser Web Reservations Groups Email Dashboard Manage Services

/ Optior
] Show New Only Notification Date (1) ~ Type  Booking Date # Stat  End  Buiding  Room /
Notification Rule (2) New 1/8/2013 11:28 AM New 4:00 PM 4:30 PM Test School Bldg:00003 Room|
e
Mark As Reviewed
Show
= [[] old
‘e Is it OK to mark the selected items as ‘Reyrewed? I Reviewed
Unreviewed
il

m. The notification should disappear and the Dashboard icon should turn green unless

there are other reservations waiting to be approved.
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1.

Chapter 3
Navigator

The Navigator is a window in EMS that allows you to view and manage all aspects of
a reservation, including bookings and booking detalils.

After creating a reservation using the Reservation Wizard, the reservation opens
automatically in the Navigator. It can also be manually opened by clicking on the
icon in the toolbar.

File  Settings  Reservations | Reports Bllllng Configuration  System Administration  Window  Help
2=
= |

£:
£: Book Calendar leard Mavigator Brawser WEb Reservatlans Email Dashboard Manage Services

The Open Navigator window will reveal the most recent reservations accessed. If
you know the reservation number you wish to access, type it in the Reservation No.
field and click on the OK button.

If you know the

& Open Navigator reservation number,
type it here
Open: Reservafion /
Reservation No.: 222
Reservation 1D Event Mame
206 Test
167 Clozing Ceremory/End OF vear Party
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4. If you don’t know the reservation number, you can browse reservations by clicking
on the Browse button and entering in the known information. Click on the Get Data
button.

Browse For.  Reservations - = T C i ge Skat Refresh | Options

Filter | Results |

Starting Diate: () [ Reset | [Advanced>

Ending Date: [ =

Include Cancelled: O

Group: |+ Tutor U v|

1t Contact | | — | Typeany
Reservation Event Name: | | known

Building: | Pierson Elementary School v | information
Fioom: =D v|

Category: [l v

Boaoking Status: =D v

5. The Results tab appears with all the reservations pertaining to the information
entered. Highlight the desired reservation and click on the Open button.

CEX

Browse For.  Reservations = Print Export Refresh | Options

Filter | Results |

Drag a column header here to group by that calumn

Reservation ID Group Group Type 1sk Conkack Event Marne
95 A+ Tutor izati

Ewvent Type

2 Records

1

)
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6. The reservation will appear. A top-level folder in the left pane is referred to as a
Reservation Folder. The folders located beneath the reservation folder are referred
to as Booking Folders. The folders that are located beneath a booking folder are

referred to as Baakina De olders.

Reservation Folder

Al & ptachments [0) ® User Defined Fields (0] S0 Transactions [2] g_) Histan,
(12 Mon 3:30 PM - Bldg: 00007

Fioom Chaige FReservation Summary 4 Propertiss ) Reminders (0]
Event Mame: Cloging Ceremony/End Of Year Party
Graup: A+ Tutor U Status: Approved
T3t Contact: Cora Thomas Event Coor.. [none)
FPhone: (407) 8391313 Salesperzon.  [none)
/ Book”']q Folder Reservation No: 167
Itemz have been invoiced

]

Booking Detail

Folder
Bookings [1]
Date Start End Time Zane Building Raom
M 3/48/2012 Mon 330 P BOOPM ET Pierson Elementary School Bldg:00007 R oom:

7. The reservation folder contains the who and what information for a reservation. The
tabs in the upper right pane are as follows:

Tabs

/ Print  Refresh %\

A _'H Attachments [0] ?i_ User Defined Fields (0] T Transactions (0) \D History “* Emailz (0)
83 Roam: 233-NTEF ¢ Reservation Surmmary _ + Properties & Reminders (0] ¢ Comments (0] I]
Ewent Mame: Tutoring
83 Room: 335-INTEF Group: A+ Tutor U Statug: Approved '
89 Foom:598-IMTEF 13t Contact: Cora Thomas Evert Coor...  [none]
89 Room:B64-INTEF Phore: (407) 839-1313 Salesperson:  (mone)

189 Room: 233-IMTEF Reservation Mo 98 =
1623 Fioom: 335N TEF
1689 Floom 538N TEF
1619 Fioom G4 N TEF
089 Froom: 293INTE
089 Fioom: 335INTE
089 Fioom: 53INTE
089 Froom BE4INTE
089 Froom: 293INTE
089 Fioom: 335INTE
089 Froom: 53INTE
089 Froom:BE4INTE
1089 Floom 233 INTE
089 Floom: Z35-INTE

1089 Room:5agINTE| || Bookings (37)

1089 Fioom: BE4-IMTE Date Stat | End  TimeZone | Buidng Foom |

ggg Emmigg:':mg o /52012 Thy 345PM 445PM ET Pisrson Elementary School Bldg:00089 Room:2¢
oom: 335 f | : . - 3 .

089 Room 592MTE \/. | 1/5/2012 Thu  345PM  4:45PM ET Pferson Elementary School Bldg:00083 Room: 32

089 RaomBE4IMTE Wi | [ 1/5/20012 Thy 345PM  445PM ET Fierzon Elementary School Bldg: 00083 Foom:5S —

a. Reservation Summary tab - displays information such as event name, the group
for which the reservation was made, the group contact name and phone number,
and the reservation number.
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b. Properties tab - displays the same information as the Reservation Summary plus
the event type, the second group contact, the date the reservation was added,
changed, etc.

c. Reminders tab - displays any reminders that were created for the selected
reservation.

d. Comments tab - displays any text entries that were made for the selected
reservation. This may be used to document an occurrence such as a temporary
rate reduction due to an error or an event.

e. Attachments tab - displays any attachments that have been saved with the
reservation. This could be a meeting agenda or a flier.

f. User Defined Fields tab - displays the additional fields that store custom data for
a reservation. These must be configured by the Finance Department.

g. Transactions tab - displays any invoices that were generated for the selected
reservation or any payments that were applied to the selected reservation.

BEE
. Print  Refresh | Settings
Invoice aenerated il

zar Party (Reservation No. 1€ Fieservation Spmman = —— Reminders (0] ¢ Commenits (0]

- Bldg: 00007 Room: 07101 ? Attachments [0 # User Defined Fields (0] T Transactions (2] ) Histary® “* Emails [0
Department Invoice Mo, Check Ma. Amount Motes

000 3/8/2012 Thu lrwoice  Pierson Elementary School 62712012 5591

0 4/2/2012 Mon Payment  Pierson Elermentary School 62712012 11079 55.91 Received

3/28/2m2 Reprint
\ Yoid

Payment received

Mew

E dit

< >

Bookings (1]
Date Start End Time Zone Building Fioom m
M 3/5/2012 Mon 330PM 500PM ET Piersan Elementary School Bldg:00007 Room:071-DININ

-

h. History tab - displays the history of the reservation — the date that a change was
made, the user ID of the person who made the change, the field that was
changed, the old field value and the new field value.

i. Emails tab - displays any summarizing information for any emails that were sent
via SMTP to the group for whom the reservation was made.
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The bookings for the selected reservation are displayed in the Bookings pane (lower
right pane) of the Navigator. The colored rectangle next to the left of the booking
indicates the booking’s status. If a booking has been canceled, a canceled icon @
is displayed on the booking folder in both the Reservation (left) pane and the
Booking pane.

Print  Refresh | Settings

Mo, 16

nd Of ‘Y'ear Party

& Attachmerts (0
330 Pt - Bldg: 00007 Room: 071-DINI

& Allac s | ® User Defined Fields (0] () Transactions (2] q;‘) History* < Emails (0]

+ Reservation Summany | o Propertties & Reminders (0] €2 Comments (0]
Fa el W OETINCETS el TG O g
Ewert Mame: Closing Ceremony/End Of Year Party Edit
Group: A+ Tutor U Status: Approved
13t Contact: Cora Thomas Event Coor..  [mone]
Phone: [407) 839-1313 Salesperson. [none)

Reservation Mo 167
Items have been invoiced

Bookinas Pane

—
/

Time Zone / Building | MNew
Pietson Elementary Schacl Bldg:00007 Room: 071-DININ

@l I ! = Pl

Bookings (1]
Date

Start End
3/5/2012 Mon 330PM  BOOPM ET

Room

Status rectanale

Booking folders contain the where and when information for the reservation. If you
can expand a booking folder, this indicates that details have been added to the
booking. The booking details are displayed in the Booking Details pane (the lower
right pane) of the Navigator.

Example of a reservation before expanding a booking folder:

H" 20 L @ £= O

i Book Calendar MWizard Mavigator Browser Web Reservations Groups Emal  Dashboard Manage Services

Open Reservation Print  F
SRRy Tt ;_:" Atachments (0] | User Defined Fields (0] () Transactions (0] ) History
v 1/5/22 Thu 3:45 PM - Bldg:00083 Floom 293N TEAME L Reservation Sammary i @ Propotis @ Rerinders (0] @c
W/ 1/5/2012 Thu 3:45 PM - Blda:00089 Room 335N TERME
W/ 1/5/2012 Thu 3:45 PM - Bldg:00089 Room 598N TERME| || Event Name: Tutoring
W 1/5/2012 Thu 3:45 PM - Bldg:00083 Room 664 M TERME| || Group A+ Tutor U Shatus: Approved
Wi 1/9/2012 Mon 245 PR - Bldo:00029 Room:293-INTERME || 13t Contact: Cora Thomas Event Coor..  [none)
[y 1/9/2012 Man 345 PM - Bldg:00083 Room335INTERME || Phane: [407) 839-1313 Salesperzon. [none)
W/ 1/9/2012 Mon 2:45 P - Bldg:00083 Room 598 INTERME || ReservationNo: 98
W/ 1/9/2012 Man 3:45 PM - Bldg:00089 Room:B54-INTERMY
W 1/12/2012 Thu %45 PM - Bldg:00089 Room: 233 INTERM
W/ 1/12/2012 Thu 345 PM - Bldg:00029 Room: 335 INTERM
W 1/12/2012 Thu %45 PM - Bldg:00089 Room:538-INTERM
W/ 1/12/2012 Thu 3:45 PM - Bldg:00089 Room:BE4-INTERM
[y 141942012 Thu 345 PM - Bldg: 00083 Room: 233 INTERM
W 1/158/2012 Thu 345 P - Bldg: 00089 Room: 235 INTERM
W 1/18/2012 Thu 345 PM - Bldg:00089 Raor598-NTERM
W/ 1/18/2012 Thu %45 P - Bldg:00089 Room:BE4-INTERM
W/ 1/23/2012 Mon 3:45 PM - Bldg 00089 Roam: 293N TERN
W 1/22/2012 Mon 3:45 PM - Blda 00083 Room: 235N TERN
W/ 1/23/2012 Mon 3.45 PM - Bldg 00083 Room 538N TERN
£/ 1/23/2012 bon 345 PM - Bldg 00085 RoomBS4INTERN o oo
o 17262012 Thu 345 PM - Bldg:00089 Froom 233 INTERN] Bookings [37)
W 1/26/2012 Thu 3:45 PM - Bldg:00083 R oom: 335-INTERM Date Start End Tirne Zone Building Room A
M 1/26/2012 Thu 3.45 PM - Bldg:00089 Room S36-NTERM) |\ 7 B2 Thy 345PM 445PM ET Fierson Elementary School Eldg 00083 Foom: 28
“';. }jégﬁgg mﬁﬁsm %'ﬁ'fg%%%%%g”;;:ﬂg%‘gmim vl 1/5/202 Thy  Z45PM 445PM ET Fietson Elementay School BIdg00033 Fioom. 3
W 179042012 Man 345 P - Bldg 00089 Roar: 235N TERR] | ¥ 182012 Thy 3:45PM  445PM ET Fierson Elementary School Bldg: 00083 Room:5E
Wb 143072012 Mon 345 PM - Blda: 00083 Room:53HNTER wh 152012 Thy 345PM 445PM ET Fierson Elementary School Bldg:00029 Room:GE
W 14302012 bfon 3:45 PM - Bldg 00089 RoomBE4-MTERR | 4/ 1/9/2012Mon - 3:45PM  445PM ET Fierson Elementary School Eldg 00083 Room:28
Wi 2/2/2012 Thu 3:45 PM - Bldg:00083 Room 233 INTERME | Lt 1/9/2012 Mon F45PM 445PM ET Pierson Elemertary School Bldg 00083 Room: 32
o Gz el g b - g::;ggg:g Aoom SR NIE RIS /[ veaizmon 34SPM 445PMET Pistson Elamentay Schoal Bld 00089 a5
A U mieimeea T A aEma m annen n mramiremr | 149/2012 Mon - 345PM  445PM ET Fierson Elementav School Blda:00083 Room: 6
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Example of a reservation with the first booking expanded and selected.

5 O T ® > . . .
2 o )@/—r—\—)—ﬁ Click on the + to see the booking details
sook Calendar ‘Wizard NgwidGtor Browser Web Reservations  Gri

e or highlight the booking and see the ]
3 ) ~ | details on the lower right pane T
H e
Food SraCon
Fioom Charge Drate: 17572012 Thu Event Name:  Tutoring
{ 1/5/2012 Thu 3:45 PM - Bldg:00023 Roor: 335INTEF Reserved. 3:45PM - £45 PH Location: Pierson Elementary School - Bldg: 00089 Room:2% [
{ 1/5/2012 Thu 3:45 PM - BIdg:00029 Foorm: 598N TEF Event 3:45PM - £:45 PH Event Type:  Tutoring - SES
| 1/5/2012 Thu 3:45 PM - Bldg:00083 Roor:BE4-NTEF Setup Type: Fixed Capacity Status: Approved [
| 1/9/2012 Mon 345 PM - Bldg 00089 Room:293-NTEF Booking No.: 3498 Setup Count: O

{ 1/9/2012 Man 345 PM - Bldg 00083 Froom:335INTEF
1 1/9/2012 Mon 345 PM - Bldg D00EA FlocmS9B4NTET
 1/9/2012 Mon 345 PM - Bldg 000E3 Floom GE4NTEF
{ 11242012 Thu 345 PM - Bldg DD0EA Fiocm: 293 INTE
1 1AZ42012 Thu 345 PM - Bldg 00023 Floom: 335 INTE
1 171242012 Thu 345 PM - Bldg 00023 Floom 598 INTE
1 1120202 Tha 345 M - Bldg 00023 Aoom BE4-INTE
1 1A19/2012 Thu 345 PM - Bldg 00023 Froom: 293 INTE
{ 1194202 Tha 345 PM - Bldg 00089 Aocm: 235 INTE
1 1A19/2012 Thu 345 PM - Bldg 00023 Floom 598 INTE
1 1/1942012 Tha 45 PM - Bldg DD0EA Flocm B64-INTE
{ 1/23/2012 Man 345 PM - Bidg. 00083 Room 233N TE
{ 142342012 Mon 345 PM - Bldg: D003 Fioom- 335N TE o
/| 1/23/2012 Mon 345 PM - Bldg.00083 RoomGag e | Booking Detais (2]

4 1/23/20M12 Mon 3:45 PM - Bldg:00083 R oorm:664-MTE Category Service Stant End
{ 1426202 Tha 3:45 M - Bldg 00023 oom 293N TE e
{ 1/26/2012 Thu 345 PM - Bldg 00023 Froom:335 INTE
{ 14264202 Tha 345 PM - Bldg 00089 Rocm 96N TE
{ 1/26/2012 Thu 345 PM - Bldg 00023 FroomBE4-INTE
{ 143042012 Mon 345 PM - Bidg: D003 Floom: 29N TE
{ 1/30/2012 Man 345 PM - Bldg: 0003 Room 335N TE

[none]
Room Charge  [none]

R e R R R R R B R R R e R e s R R R
KRR EEEREEEEEEREE

10.When a booking folder has been selected in the left pane of the Navigator as shown
above, the following tabs appear in the upper right pane:

Tabs

/ — — P ,,L\Settings
Al 4 Attachmerts [0) & Drawings (0) o 'C) Histary )
foom:233-INTEF . Booking Summary | o Properties | & Reminders (0) €2 Comments (0 I

Date: 1752012 Thu Event Mame:  Tutoring Edit

Yoom: 335 IMTEF Reserved: 3:45 PM - 4:45 PH Location: Pierson Elementary 5chool - Bldg:00089 Room:2¢ =
1oom:5953-INTEF Ewvent: 3:45 PH - 4:45 PH Event Type:  Tutoring - SES
{oom:BE4-IMTEF Setup Type:  Fixed Capacity Status: Approved Ouflaok
Jaom: 293-IMTEF Booking Mo 3498 Setup Count: 0
Foom: 335-INTEF
Foom:538-INTEF
Aoom:EE4-INTEF
Foom:2923MTE
Room:335-MTE
Roorm:598-1MTE
FoomEE4-IMTE
Room:293-1MTE
Roorm: 335-MTE
Fioom:598-IMTE
FoomEE4-IMTE
Room:233-INTE
Ezzzgg::m Baoking Details (2]

FoomEE4-MTE Categary Service Start End New
Room:293-MTE Food
Foom: 335IMTE

Foom:598MTE Room Charge  [hone] Delel
Roorm:EE4-IMTE —
Foom:293-IMTE

[none) Edit




a. Booking Summary tab — displays information about the selected booking,
including the event date, reserved times, event times, event name, etc.

b. Properties tab — displays not only the same information as the booking summary
tab, but also information such as the event type, the date the booking was added,
changed, etc.

c. Reminders tab — displays any reminders that were created for the selected
booking.

d. Comments tab — displays any comments that were made for the selected
booking. This may be used to document an occurrence such as the A/C not
working.

e. Attachments tab — displays any attachments that were saved with the booking.
This could be an agenda or a flier.

f. Drawings tab — displays a list of files that were attached to the selected booking.

g. History tab — displays a list of changes made for the selected booking — the date
the changes was made, the user who made the changes, etc.

11.The Booking details appear in the lower right pane:

Print  Refresh | Settings

b 4 pttachments [0) W Drawings (0) &) Histary
foom: 23-INTEF /| Booking Summary 4 Properties & Reminders (0] €2 Comments (0] [
Date: 17572012 Thu Event Mame: Tutoring
Joom: 335 IMTEF Rezerved: 3:45PM - 4:45 PH Location: Pierson Elementary School - Bldg: 00089 Room: 25 —
Joom:598-INTEF Ewvent: 3:45PH - 4:45 PH Event Type:  Tutoring - SES
ioomBE4-IMTEF Setup Type:  Fixed Capacity Status: Approved
Joom: 293-INTEF Bocking Mo.: 3498 Setup Count: O

Foom: 335-INTEF
Foorm: 538-INTEF
Foorm:BE4-INTEF
Foom:293-MTE
Room: 335 MTE
Foom:598-MTE
Room:EE4-MTE
Foom:293-MTE
Room: 335 MTE

Room:592-MTE
Room:EE4-IMTE
Room: 293N TE
Fioom: 335-IMTE
2o Backing Detaik 2

Room: 598N TE

Fioom:BE4-IMTE Category Service Start End
Room:292-INTE Food rone]
oom ooy Foom Charge  [hone]

Room BBNTE e
Room:EE4-IMTE

Room: 293N TE

a. Booking details (also called categories) are the services provided (such as A/V,
lighting, or food), notes, attendees, and room charges. In the example above,
the food is actually after school snacks provided for SES tutoring.
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12.The Navigator has three constant commands in the upper right hand corner.

Commands

K_H

Print  Refresh | Settings

A 4 pttachments [0) M Drawings (0) &) Histary
e BT /| Booking Summary o Properties & Reminders [0) €2 Comments [0) [
Drate: 1/5/72012 Thu Event Mame:  Tutoring
joom: 335-IMTEF Reserved: 345 PM - 4:45PM Location: Pierson Elementary School - Bldg:00089 Room:2£ —
loom:595-IMTEF Ewent: 3:45 PM - 4:45 PW Event Type:  Tutoring - SES
JoomBE4-IMTEF Setup Type:  Fixed Capacity Status: Approved
Jaon: 293 IMTEF Booking Mo.: 3498 Setup Count: 0

Foom: 335-INTEF
Foorm: 538-INTEF
Foorm:BE4-INTEF
Room:293-HTE
Foom: 335MTE
Room:598-HTE
Foom:EE4-IMTE
Room:293-HTE
Foom: 335MTE
Room:598-HTE
Room:EE4-IMTE
Foom: 293-IMTE
Rioom: 335N TE
Foom:598-IMTE

Booking Details [2]

Foom:EE4-IMTE Categary Service Stkart End
Room:293-HTE e {rone)
oom i NI Room Charge  [hone)

RoamS38-NTE
Room:EE4-INTE
Foom: 293-IMTE

- AmE T

a. Print —for printing a confirmation, invoice, transaction report. or service order.

b. Refresh — for refreshing the Navigator display based on the settings that you
have specified in the Navigator Options dialog box.

c. Settings — Options opens the Navigator Options dialog box in which you can
specify such things as what is to be displayed in the Navigator, mouse actions,
etc. Confirmation Settings opens the box which provides a variety of options
that you can specify for manual and automatic generation of a confirmation for a
reservation or a booking.

13.All other Navigator commands are available as buttons in the upper right pane and
lower right pane of the Navigator. The buttons that are available are dynamically
updated based not only on the folder or item that is currently selected in the left
pane, but also, what tab is open in the upper right pane.
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Print  Refresh | Settings

. Al stachments(0) | ® User Defined Fields (1) (9 Transactions (1) ) History <* Emals (0]
JSszm dz Thu %:45 P - Bldg: 00089 Room 23HNTEF N —— — @ Feninders 0] @ Cogaeas (0]
jalal

Foom Charge Event Narne: Tutoring
/52012 This 3:45 PM - Bldg 00089 Room 225N TEF Giroup: A+ Tutor U Status: Approved
82012 Thu 3:45 Ph - Bldg:00089 Room: 598-IMTEF 1st Contact: Cora Thomas Ewvent Coor...  [none]
/52012 Thu 3:45 PH - Bldg: 00089 Room BE4-NTEF Phore: (407) 8391313 Salespersor:  (none)
/8/2012 Man 345 PM - Bldg 00083 Room: 2334MTER Fleservation Mo 98
1942012 Mon 45 PM - Bldg 00023 Flaom: 335N TET

/942012 Man 3:45 PM - Bldg 00089 Room:598-MTE
/842012 Man 345 PM - Bldg 00023 Foom:654-MTER
242012 Thu %45 PM - Bldg00083 Fioar293+HNTE
1242012 Thu 345 PM - Bldg:00083 Fioom:335-NTE .
11242012 Thu 345 PM - Bldg:00083 Room 538-NTE Buttons available
H12/2012 Thu 345 PM - Bldg:00088 RoorBE4-INTE
H3/2012 Thu %45 PM - Bldg:00083 Foom:293-NTE
A8/2012 Thu %45 PM - Bldg00083 Fioar 335 NTE
1842012 Thu 45 PM - Bldg:00083 Fioor598-NTE
H3/2012 Thu %45 PM - Bldg:00083 Fioom:B64-INTE
#23/2012 Mon 3:45 PM - Bldg: 00083 Room 293-MTE
2342012 Mon 45 PM - Bldg 00089 Room 335 MTE
12349012 Mon 345 P - Bldg: 00009 Floom 508N TE| || BoOkings (37)
2372012 Mon 3:45 PM - Bldg: 000839 Roorn B54-IMTE [Diate Start End Time Zone Building Room B

Mew

j 52}’ EBE i:“ g:: E: : S:;gggggg Ewm-ggg'mx Vi 15202Thy 345PM 4:45PM ET Fierson Elementay Schoal Blag 00083 Room2¢ || [ Far |

[R o g [=lsliR - I : 4 . i i
J2642012 Thu 345 PM - Bldg:00083 Floom 598N TE \/. 152012 Thu 345PM 446PM ET Fierson Elementary School Bldg 00089 Room: 32 [:Delete
/2642012 Thu 345 PH - Bldg: 00085 Room:BEHNTE W 1/52M2Thy  345PM  445PM ET Pierson Elementary School Bldg: 00083 Roorn:bt
J30/2012 Mo 3:45 PM - Bldg: 00089 Room 293-MTE Wl 148/20M2Thy  345PM  445PM ET Pierson Elementary School Bldg 00083 Room:GE_| Taak
43042012 Mon 3:45 P - Bldg 00083 Room 335-MTE| || /] 1/9/2012Mon 345PM  4:45PM ET Fierson Elementary School Bldg 00083 Room:2$ @
ggﬁglg mﬂn gj: E: : g:ggggggg Eﬂﬂm ggj:mi M 1/9/2012Mon 345PM 445PM ET Fierson Elementary School Bldg 00029 Room:3: -

an 3 - Bldg: oo ! f 2 - _ e anfirmatiar

2490012 Thu 45 Ph - Bldg 00089 Roor 234N TEF \/’ 149202 Mon  3:45PM  445PM ET F!erson Elementary School Bldg: 00083 Room: 5%
242012 Thu 345 PH - Bldg:00083 R 235INTEF, || ¥ 1/9/2012Mon 345PM  445PM ET Pierson Elementary 5 chool Bldg: 00083 Room &6

Buttons available with a booking folder selected:

Booking selected

wation No. 38) " Attachments (0] i Drawings [0) &) History

Tond w Booking Summary ‘ 4 Properties & Reminders 0] ¢ Fomments (0]

Room Charge Drate: 1/5/2012 Thu Ewvent Mame:  Tutoring Edit
5422 Thu 3:45 PM - Bldg 00089 Room: 335-INTEF Reserved: 3:45PM - £:45 PM Location: Pielsl_m Elementary School - Bldg:00089 Room:3 @
/82012 Thi 3:45 P - Bldg 00023 Room:B38HNTEF Event: 3:45PM - 4:45 PM Event Type:  Tutoring - SES
/5/2012 Thu 3:45 PM - Bldg 00033 Room BE4-INTEF Setup Type: Fixed Capacity Status: Approved @
/342012 Mon 345 PM - Bldg:00083 Room 233N TEF BookingMo.: 3498 Setup Count: 0

/820112 Mon 3:45 PM - Bldg:00089 Floarm 3354NTER
/3/2012 Mon 3:45 PM - Bldg:00083 Roarm 334N TEF
/8/2012 Mon 3:45 PM - Bldg:00089 Roarm BE4NTEF
1242012 Thus 345 PM - Bldg: 00083 Room 293-NTE
1242012 Thu 345 PM - Bldg:00083 Rocm 335 INTE
#12/2012 Thu 3:45 PM - Bldg: 00089 Floem 98- NTE
1242012 Thu 345 PM - Bldg:00083 Rocm BE4-INTE
1942012 Thu 245 PM - Bldg: 00088 Room 293 INTE \
A5/2012 Thu 345 PM - Bldg: 00083 Roam: 3354HTE Buttons available
#19/2012 Thu 345 PM - Bldg:00083 Rocm 598-INTE
/19420112 Thu 3:45 PM - Bldg: 00089 Flocm G64-INTE
/23/2012 Man 345 PM - Bldg:00023 Roar: 293N TE
/2342012 Man 345 PM - Bldg:00029 Roar: 335 MTE !
2342012 Won % 45 PM - Bldg 0069 Fioom-59INTE, || Booking Details (2]

A23420 2 Mon 345 PM - Bldg:00029 Room: 6E4-IMTE Category Service Start End

New
£26/2012 Thu 3:45 PM - Bldg: 00083 Room 253-MTE Food [nane) E
F26/2012 Thu 3:45 PM - Bldg: 00083 Room 235-MTE Rioom Charge: [rone]
£26/2012 Thu 2:45 PM - Bldg: 00083 Room 598 MTE Dielete
/2642012 Thu 3:45 PM - Bldg: 00083 Room BE4-NTE E
43042012 Mon 3:45 PM - Bldg:00033 Room: 233-IMTE
/304201 2 Man 3:45 PM - Bldg:00083 Roam: 335-IMTE
A30/201 2 Mon 3:45 PM - Bldg:00033 Room: 538-IMTE E
43042012 Mon 3:45 PH - Bldg:00039 Room: BE4-IMTE Print
AP Th 345 P - Ridn NANRA Rnnme ?33-INTFF

Many of the same commands are also available when you right mouse click on a
folder or item in the Navigator.

14.Changing the Status of a Reservation

a. You must have been granted the appropriate security access to change the
status of a booking.
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b. In the left pane, select the reservation and on the Reservation Summary tab,
click on the Change Status button.

,— | Reservation selected
“ation Print  Refresh | Settings

g [Fieservation Ma. 93 ~ & Bttachments (0] " User Defined Fields (01 ) Transactions () &) Histany #* Emais (0]
145420012 Thus 3:45 PM - Bldg (0083 R anm 293 NTEF Freservation S ummary & Propetiss @ Reminders 0] € Comments (1)

Food

Room Charge Ewvent Name: Tutoring
1/5/2012 Thu 3:45 PM - Bldg. 00083 R oom 335 INTEF Group: A+ Tutor U Status: Approved
1/5/2012 Thu 3:45 PM - Bldg 00063 Fioorm S9EHINTEF 1at Contact Cora Thomas Event Coor.. (none]
1454212 Thu 3:45 PM - Bldg 00089 Foom: B544NTEF Fhane [407) 833-1313 Salesperson. (none) _— >
17942012 Man 345 PM - Bldg:00029 Froom: 203N TEF Reservation Mo 98
1/8/2012 bion 245 P - Bld:00028 Room: 335 INTET Lecalolfichns

1/3/2012 Mon 2:45 PM - Bldg:00083 Room:538-INTEF
14972012 Mon 245 PM - Bldg:00083 Room:664-INTEF

c. The Change Booking Status window appears. On the Status dropdown list,
select the new status for the bookings. If you select any type of Canceled status,
then three additional fields (Reason, Who Cancelled and Notes) are displayed.

You must enter data in all three of these fields before you can continue in the
Wizard.

{Reservation No. 98) - Change Booking Status

Status: Canceled | Current Reservation Status: Approved

Update Reservation Status:

Send Confirmation If Successful ]

Reason: Weather “
‘who Cancelled: Bertie Trawick
Mates: Fained ouf

d. The next window displays all the bookings for the selected reservation with a
date greater than or equal to the current day’s date and that do not have invoiced
items. By default all bookings are selected.

e. To show all bookings, regardless of date, clear the check on Hide Old Bookings.
This will display bookings with a date less than the current day’s date.
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Select the booking or CTRL-click to select multiple bookings that are to have

their status changed, and then click on the Finish button.

(Reservation No. 98) ange Booking Status

Select Bookings:

[ate o Weekday

Uncheck to show
cancelled bookings

=

Building

9 Foom

YTERMEDIATE

Hide Cancelled Bookings: |\_—|

Hide Old Bookings:

O [ selectal | [ Unselectal |

Cancel

[ < Previous ] [ Finizh ]

15.Copying a Reservation

a. An easy way to make a new reservation is to copy an existing reservation and
then make any necessary changes.

b. When you copy an existing reservation, you must provide a new start date and

new status.

You can, however, copy the existing reservation reminders,

comments, user-defined fields, and drawings as is and you can copy one or more

or all the existing booking details.

Reservation selected

Print  Refresh | Settings

g (Resetvation No. 38 | emachments(0) | UserDefinedFields(0) | T Transactions (@) | &) Histoy | %" Emais(m) |
'5/2012 Thu 345 PM - Bldg:00089 Floom: 293INTERME] W Rescrvaton Sammay @ Popeties | @ Femindes®) | € Commensig) |
15/2012 Thu 345 PM - Bldg 00083 Room: 335INTERME]
'5/2012 Thu %45 PM - Bldg: 00089 Room:S984MTERME| || Event Name Tutoring Edi
'5/2012 Thu 345 PM - Bldg 00083 Room S84INTERME| || Group: A+ Tutor U Status Approved
'9/2012 Mon 345 PM - Bdg 00099 Room:293MTERME || 15t Contact Cora Thomas EventCoor. [none)
'3/2012 Mon 345 PM - Bldg:00083 Room: 335IMTERME || Phone: (407) 833-1313 Salesperson: [none)
'9/2012 Mon 345 PM - Bldg: 00089 RoomS9BANTERM) || ReservationMo: 98
'3/2012 Mon 345 P - Bldg: 00033 Room 864 INTERM(
12/202 Thu 345 PM - Bl 00089 oo 2934NTERM
2/2012 Thu 345 PM - Eldg:00053 Froom Z35INTERM ;:::3: :22::; ?f;fuf'ﬁ:::“
12/202 Thu 345 PM - Bl 00089 Floom S984NTERM s Room et
1272012 Thu 345 P - Bldg 00083 Room BE4-NTERM ’ )
13/2012 Thu 345 P - Blc 00033 Rioem 290N TERM Change Miscellaneous Booking Ipformation Wizsrd
1842012 Thu 345 PM - Bldg 00083 Roor 335INTERM Move Bookings Wizard
18/202 Thu 345 PM - Bl 00083 oo S984NTERM
/2012 Thu %45 PM - Bldg 00083 Fioom BE4-INTERM Copy Bankings Wizard
23/202 Mon 45 PA - Bldg: 00089 Fioom 2934NTERM Capy Booking Detals wizard
23/2012 Mon 345 P - Blda 00083 Roor 335 INTERM sl Scoking Derals wizerd
23/202 Mon 45 PA - Bldg: 00089 Floom S984NTE R i
23/2012 Mon %45 P - Blda 00083 Foor 664N TERM " )
262012 Thu 345 PM - Bldgr 0003 Floom 293N TE R Bo0kiNgs [37) Delete Booking Detsls Wizard
126/2012 Thu %45 PM - Bldg 00083 Fioam 335 INTERM Date Stat | End | TimeZone Delete Item Wizard
ggggg i:“ ;:g ;m ':EQ'ggggg gmm ggml;m V] 1/5/2012 Thuy  345PM  445PM ET Resource Inventory Conflicts
[TRcR - g oo, -l i
30/2012 Mon 345 P - Bldg: 00083 Rloor 2934NTERM | ¥ SN2 Ty 345PM 445PM BT E:'t Charges Delete
13072012 Mon 345 A - Bld 00028 Froom 235NTERY | W) IR 1/5/2012 Thu - 345PM. - 445PM ET it Counts
302012 Mon 345 PM - Bldg 00065 Foom SS6INTERM | v 1G22 Thy  345PM 445PM ET Apply Ressrvation Discount Tooks
13072012 Mon %45 P - Blda 00083 Foorm BB4IMTERK | o/ 0 1/9/2M2 Man - 345PM 4.45PM ET Pietson Elementaty School Bldg 00089 oo 22
2A2012 Thuu 345 P - Bl DO Roome ZARNTERME g 1/9/2012Mon 345PM 4:45PM ET Piersan Elementary School Bldg 00089 Room: 30 =
gggg m: g jg Em : g::;ggggg Ezmjgggjmgm \/ 1/5}@1 2 hon 3 4§ }i’M 4 4§ lfM ET Fiersan Elemenlaly ?:huul ?Idg uuuag ?UU," 5; Confiimation
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. The Copy Reservation screen has several options:

Field Explanation

Start Date If you are copying a reservation with multiple bookings, then
the start date should be the date of the earliest booking for
the existing reservation

New Status The status for the new reservation

Reconfirm Date

You must enter a date if it is required for the new status you
selected

Conflict Status

You must enter a conflict status in the event that the new
bookings are in conflict with any existing bookings.

Reconfirm Date

You must enter a date if it is required for the new conflict
status that you selected

Copy Reminders
Copy Comments
Copy UDFs

Copy Attachments

Copy Drawings

Leave the appropriate options selected to copy the existing
items as is, or clear the option for each item that is not to be
copied to the new reservation

Copy Booking Details

Select the booking details that are being copied (CTRL-click
to select multiple details) or to select all the details for
copying, click Select All. Note: By default, only active
booking details are displayed. To show inactive booking
details for copying, click Show Inactive.
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d. Make all the necessary selections and click on the Next button.

(Reservation No. 165) - Copy Reservation

Mew Start D ate: sa2mz 5] Copy Reminders:
New Status: |Approved v | Copy Comments:

Copy Uzer Defined Fields:

D

Copy Attachments:

Canflict 5tatus:

EEEEE

[Confic] v|

Copy Drawings:

D

Copy Booking Details: Description

Select All ] [ Unzelect & | Show Inactive: ]

Cancel

e. The Select Bookings window opens. This window displays all the bookings for
CTRL-click to select the bookings that are begin
recreated in the new reservation, or click Select All to select all the bookings and
then click Finish. A message opens indicating that the changes were made

the copied reservation.

successfully. Click OK.

[Reservation Mo. 165) - Copy Reservation

Select Bookings:

Weekday

| Date

170/2012 Tue Tuesday
1A2/2012 Thu Thureday
1A77/2012 Tue Tuesday
1419/20012 Thu  Thureday
1/24/2012 Tue Tuesday
1/26/2002 Thu  Thureday
1/31/2012 Tue Tuesday

214/2012 Tue Tuesday
2HMB/2012 Thu Thureday
202172012 Tue Tuesday
2/23/2012 Thu Thureday

2/28/2012 Tue Tuesday
<

Start

End

Building

Enterprize Elementary |
Enterprize Elementary Schoal
Enterprize Elementary School
Enterprize Elementary Schoal
Enterprize Elementary School
Enterprize Elementary School
Enterprize Elementary School

Enterprize Elementary School

Enterprize Elementary School
Enterprize Elementary School
Enterprize Elementary School
Enterprize Elementary School

Enterprize Elementary School

Room ke
Bldg: 00007 R oom: 704-TEACHER LOUNGE /DIMIM
Bldg: 00007 R oon: 704-TEACHER LOUNGE/DIMINI
Bldg: 00007 R oom: 704-TEACHER LOUNGE/DIMIMI
Bldg: 00007 R oon: 704-TEACHER LOUNGE/DIMINI
Bldg: 00007 R oom: 704-TEACHER LOUNGE/DIMIMI
Bldg: 00007 R oom: 704-TEACHER LOUNGE/DIMINI
Bldg: 00007 R oom: 704-TEACHER LOUNGE/DIMINI
Bldg: 00007 R oom: 704-TEACHER LOUNGE/DIMIMNI—

2/2/2M2 Thu  Thureday Enterprize Elementary School Bldg 00007 Room:704-TEACHER LOUNGE/DIMNIMI
2077202 Tue  Tuesday Enterprize Elementary Schoal Bldg: 00007 Room:704-TEACHER LOUMNGE/DIMIMI
2/9/2M2 Thy  Thureday Enterprize Elementary School Bldg 00007 Room: 704-TEACHER LOUNGE/DIMNIMI

Bldg: 00007 Room: 704-TEACHER LOUMGE/DIMIMI

Bldg: 00007 Room:704-TEACHER LOUMGE/DIMIMI

Bldg: 00007 Room:704-TEACHER LOUMGE/DIMIMI

Bldg: 00007 Room:704-TEACHER LOUMGE/CIMIMI

Bldg: 00007 Room:704-TEACHER LOUNGE/DINIMI s
| >

Hide Cancelled Bookings:

Cancel

O

Hide Old Bookings:  []

[ selectal | [ Unselectal |

[ < Previous H Finish

|
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f.

The start date that you specified becomes the date of the first booking for the

new reservation.

When you copy multiple bookings, the bookings are simply copied and pasted as
is — the bookings are not moved to a different room.

Both the existing reservation and the new reservation are no displayed in the left
pane of the Navigator. The new reservation is assigned the next available
number. If any of the new bookings are in conflict with existing bookings, the

conflict is indicated.

16.Making Changes (cancelations or date/time or room moves) to a Booking

a.

In the left pane, select the booking that is being changed and on the Booking
Summary tab in the upper right pane, click on the Edit button.

bon ,— | Booking selected
ing [Reservation No. 165] | Booking Summary 7

#5420 2 Thu 2:05 PM - Bldg 00007 Foom: 704-TEAL

o Propetties| 3

Print  Refresh | Settir
2 Reminders (0] €2 Comments [0]| 7 Attachments 0] % Drawings (0] &) History
Event Name. Tutoring E dit

AD/2012 Tue 205 FM - Bldg. 00007 Floorm:704-TE/ gate 2 ;’05; 2;:2 ?‘;5 e PRI o gmn o eecmcmee

1242012 Th 205 PM - Eldg 00007 Floom:704-TE/||| Reserved: 2 e ocalion: nterprise Elementary School - Bldg: oom: .
#17/2012 Tue 205 PH - Bldg, 0007 Room:704-TEL Ewent: 2;05 PH - 3:;35 PH Ewvent Type:  Tutoring - SES @
#18/2012 Thu 205 PM - Bldg: 00007 Room: 704-TE4||| Setup Type: - Fed Capacity D Approved Dutlook
#24/2012 Tus 205 PM - E1dg 00007 Foom:704-TE/| 1| BookingNo: 6135 Setup.Counc 50

12542012 . . . .

JERERIE = Dooking No. 6135 This booking has booking

A2/202 7|
AR2MNZT|
902012 7] Thiz Booking has Service Orders

Booking | Audit

details (A/C, food, etc.)

Can change status

Aas2mz )
Mermz ECeind

o010 Date:

Can make date and Rt 205FM -] to |23PM

time changes here

Foom: Bldg:00007 Room: 704-TEACHER LOI
T2 T
M32mz2
A5/2012 Event
22z g fime 205PM |- w [335PM
f2as2me
FA2MZT
EZ0 R Narme: Tutaring
102012 Type: Tutoring - SES -
fn22mz
A72mz EMS Regics® LIRAL:
Masema
f24/2M2

RO Booking No. 6135

Status:

8]

here to “cancel”

Approved v

Update R

Setup

Can make room
changes here

E] Type:

Count:

Aftendance:

Fixed Capacity ~ New
1] Edit
1} Delste
Tool:
Items
% Speling Ok Cancel E

b. Make any necessary changes and then click on the OK button.

C.

If you changed anything other than the date, time or location for a booking, the
Booking window closes and you return to the Navigator, which now shows the
updated information for the booking.

If you changed the date, time, or location for a booking, a dialog box opens,
warning you that critical booking information has changed and asking if you want

to continue. Click Yes.
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17.Making Changes (cancelations or date/time or room moves) to Multiple
Bookings

a. Four wizards are available for changing the when and where information for
multiple bookings in a reservation.

. Change Booking Date/Time Wizard

i. Change Booking Status Wizard (includes canceling multiple bookings in a
single step)

ii.  Change Rooms Wizard

iv.  Change Miscellaneous Booking Information Wizard (includes type, setup

type, and setup count)

b. In the left pane, select the reservation for which the bookings are being changed
and in the Bookings pane, click on the Tools button.

iing[Reservation No. 165)

/572012 Thu 205 P - Bldg: 00007 Room: 704-TEA(

Reservation selected

** Emails [0)

. Comments [0)

#" User Defined Fields [0]

& Properties

0 Transactions (0] ‘-_\ History

& Reminders (0)

¢ 7 itachments (0]
Reservation Summary

1042012 Tue: 206 PH - Bldg: 00007 Room: 704-TES
1242012 Thu 206 PM - Bldg 00007 Foom704-TE4] || Event Name: Tutoring
AT4202 Tue 2:05 PM - Bldg: 00007 Room: 704-TES || Group: After School Programs. Inc. Status Approved
£19/2012 Thu 205 PM - Bldg:00007 Room:704-TE4 || 15t Contact: Manci Sodikoff EventCooi... [none)

2442012 Tue 2.05 PM - Bldg:00007 Room: P04-TE || Phone: [954) 596-9000 Salespersor:  [none)
/262012 Thu 205 PM - Bldg 00007 Room 704-TEA| || Reservation Mo 165

/3142012 Tue: 206 P - Bldg: 00007 Room:704-TE4

1242012 Thu 2:06 P - Bldgr 00007 R oom: 704-TE A

UTI2002 Tue 2205 PM - Bldg:00007 R o
243/2012 Thu 2:05 FM - Bldg:00007 R o

4 Wizards to choose from

Change Booking Date/Time Wizard
Change Booking Status Wizard

/1442012 Tue 2.05 PM - Bidg 00007 R Change Room Wizard

2416/2012 Thu 2:05 P - Bidg: 00007 R ot e TE Change Miscellaneous Booking Information \Wizard
32142012 Tue 206 PM - Bldg:00007 Foom: 704-TES Move Bookings Wizard

323/2012 Thu 2:05 P - Bldg:00007 Room: 704-TEZ] Copy Reservation Wizard

2/26/2012 Tue 205 PM - Bldg:00007 Foom: 704-TES Copy Bookings Wizard

34142002 Thu 2:05 PM - Bldg:00007 R oom: 704-TEAI
1/6/2012 Tue 2:05 PM - Bldg:00007 R oom: 704-TEAI
3/8/2012 Thu 2:05 PM - Bldg:00007 R oom: 704-TEAI
3/13/2012 Tue 205 PM - Bldg:00007 Room: 704-TES
3
3

Copy Booking Details Wizard
Add Booking Details Wizard
Add Ttem Wizard

AE/2012 Ths 2:06 P - Bldg 00007 Raom:704-TEZ| Boakings [31) Delete Booking Details Wizard

27,2012 Tue 205 PM - Bldg 00007 Floom 704-TEZ Date oot Erd | TimeZors Delets Ttem Wizard [ vev ]
iﬁfﬁﬁ?‘;z';“fugiﬂ‘_ Bﬂ:goggg%iz;m?;ﬁ;iﬂ[ 202 Thy 205PM 335PM ET Resource Inventory Confiicts i
1/5/2012 Thu 2.05 PM - Bldg:00007 Racm: F04-TEA( |/ 1102012 Tue 205PM - 335PM ET Edit Charges Delete
1/10/2012 Tue 2:05 PM - Bidg:00007 Room: 704-TEZ| | v/ 11220012 Thy 205PM - 235PM ET Edit Counts

112/2M2 Thu 2:05 PM - Bldg 00007 Room:704-TEZ| | ./ 1417/2012 Tue 205PM  335PM ET Apply Reservation Discount Tools
L17/2012 Tue 205 P - Bldg:00007 Room 704 TEA | Ly 141942012 Thy ZOSPM 335PM ET Enlerpiise Elermentary School Bldg 00007 R oom: 704-
002 T 205 P - Bl 00T P o Tea | [ 12402012 Tue 205FM 335M ET Entetpiss Elementary School Bldg:00007 Rocm: 704
LR/ Than 2015 Ph - Ricer M7 v 7. TE )| 1/26/2012 Thy 205PM 335PM ET Enterpiise Elementary School Bldg 00007 Roon 704

To change the bookings date and/or time, click the Change Booking Date/Time

Wizard and change the value for the date, time, or both.

Field

Explanation

Date

No Changes

The default value

Reschedule Booking Earlier

Reschedule the bookings to an earlier date that
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is based on the number of days that you specify.

Reschedule Booking Later

Reschedule the bookings to a later date that is
based on the number of days that you specify.

Reschedule Booking to
Specific Date

Reschedule the bookings to a new date that you
specify.

Time

No changes

The default value.

End booking earlier

Resets the event end time and the reserved end
time to an earlier time, based on the number of
hours that you specify.

End booking later

Resets the event end time and the reserved end
time to a later time, based on the number of
hours that you specify.

Reschedule Booking Earlier

Resets both the event start and end times and
the reserved start and end times to an earlier
time, based on the number of hours that you
specify.

Reschedule Booking Later

Resets both the event start and end times and
the reserved start and end times to a later time,
based on the number of hours that you specify.

Reschedule Booking to
Specific Time

Resets the following values based on the
specific times that you select: reserved start,
event start, event end, and reserved end

Set Setup/Teardown

Resets the setup or teardown times based on
the hours or minutes that you specify.
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Start Booking Earlier

Resets the event start time and the reserved
start time to an earlier time, based on the
number of hours you specify.

Start Booking Later

Resets the event start time and the reserved
start time to a later time, based on the number of
hours you specify.

d. The Select Bookings window opens. By default, this window displays all the
bookings for the selected reservation with a date greater than or equal to the
current day’s date. CTRL-click to select the bookings that are being changed or
click the Select All button and then click on the Finish button.

e. The Change Booking Date/Time Results window opens. This window displays a
list of all the selected bookings, whether the date/time change was successful or
not. To view only the bookings for the selected reservation that were NOT
successfully changed, select Show Unchanged Only. To view the details for a
specific booking that was changed, select the booking and then click on the Go
To button. Otherwise, click the Close button.

18.To Add a Resource (A/C, lighting, food, or personnel) to a Booking or Multiple

Bookings

a. Resources would be added for some of the following reasons:

i.  Air conditioning (A/C) would be added if the reservation is on a non-work
day. The charge is based on one hour for the specified room type.

i. Auxiliary lighting would be added for an event occurring at night.

ii. Food —After School Snacks are added for some SES tutoring sessions.

iv. Personnel would be added if a custodian, technician, or a VCS

representative is needed.

b. In the left pane, select the reservation for which the bookings need added
resources and in the Bookings pane, click on the Tools button.

c. Choose Add Booking Details Wizard.
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Reservation selected

toring (Reservation No. 165) Al 2 anachments (0] | User Defined Fields (0] f) Transactions (0] &) Histary = Emails [0)
1/5/2012 Thu 205 PM - Bldg:00007 Room 704-T | Feservalion Summay | B Propeics & Rerinders 01 €5 Comments (0]
1A10/2002 Tue 205 PM - Bldg:00007 Room:704-

1412/201 2 Thu 205 PM - Bldg:00007 Raorm: 704- Evert Name: Tutoring Change Booking DateTime Wizard Eddit
1A17/2012 Tue 2205 PM - Bldg:00007 Raom: 704- Group: After School Programs. Inc. Status:|  Change Booking Status ‘Wizard T
1/19/2002 Thu 205 PM - Bldg:00007 Room: 704- 13t Contact: Nanci 5odikoff Event|  change Room Wizard  —
1/24/2M 2 Tue 205 PM - Bldg: 00007 Room: 704- Phare: [954) 596-3000 Salespl  Change Miscellaneous Baoking Infarmatian Wizard Change Status
142672012 Tha 2:05 PM - Bldg 00007 Room 704 ||| Reservation No: 185 Move Baokings Wiard e
1/31/2012 Tue 205 PH - Bldg:00007 Rroom:704- oo Rtk W juledaizRiiiio)
2/2/2012 Thu 2:05 PM - Bldg:00007 Raom: 704-T Copy Bookings Wizard

2¢7/2012 Tue 2:05 PM - Bldg:00007 Room: 704-T

2/9/2012 Thu 2:05 PM - Bldg:00007 Room: 704-T Copy Booking Details Wizard

2/14/2012 Tue 205 PM - Bldg:00007 Room: 704- add Del

2/16/2012 Thu 2105 PM - Eldg:00007 Rroom: 704- PR Ty—

2421720712 Tue 205 PM - Bldg:00007 Room:704- || Bokings (31] Gelete Booking Detais Wizerd

/7201 o 08 PM D007 om0 Dwe (G G | TaeZene | Dobelenweos e,
3/1/2012 Thu 2:05 PM - Bldg:00007 Foom: 704-T wi 1/5/20012Thy 205PM  235PM ET Resource Inventory Conflicts Edit
3/B/2012 Tue 2:05 PM - Bldg:00007 Room: 704-T v 1410/2012 Tue 205PM  335PM ET Edit Charges DRl
348720012 Thu 206 PM - BIdgr00007 Room 7047 — || N T Edit Counts £t
/a2 Tha 208 Dgttor oo || i V7012 Toe 205P SR ET o —
342772012 Tue 2.05 PM - Bidg:00007 Room: FO4- Wi 1A9/2M2Thuy 205PM  235PM ET Enterprize Elementary School Bldg:00007 Room: 704 Details
3/25/2012 Thu 205 PM - Bldg:00007 Room:704- wi 1/24/2M2 Tue 205PM  335PM ET Enterprise Elementary School Bldg:00007 Room: 704

4/3/2002 Tue 2:05 PM - Bldg:00007 Roorm: 704-T ||/ 172602012 Thu 205PM 3365PM ET Enterprise: Elementary School Bldg:00007 Room:704 _, | [@

d. On the Add Booking Details window, choose the appropriate category.

(Reservation No. 165) - Add Booking Details

Select Categorny:

Categories [3)

Food
Personnel

these categories

Choose from one of

Cancel

i. If A/C and Lighting is selected, the appropriate charge must be selected on
the next screen. Auxiliary lighting is accessed at one rate of $70 per hour.
Air conditioning, however, is based on the hourly rate of the room. Choose
the room type from the Item listing. Highlight the item on the left panel and
use the single arrow (>) to move it to the right panel. Click on the Next
button. The example below is for A/C on a classroom up to 1,000 sq. ft.
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(Reservation No. 165) - Add Booking Details

Grouping: |[a||] w |

[uantiby: 1.00

Filter: | | /

Items [10] Price Items (1] Guantity
A4C for Auditarium - High Schaoals 120.00 AAC For Classroom up ko 1,000 5q. f 1

A4 for Cafeteria - High Schoals E7.00

A4C for Caftfduditonium - Elementary 35,00
A0 for Caft/Gymdduditonum - Middle 40,00
A4C for Clagsroom over 1,000 2q. fr. 24.00
A2C for Classroom up to 1,000 5q. ft. 16,00 &
A4C for Gymnazium - High S chools 20,00

e

£4C for Media Center 3000
Auiiary Lighting T0.00
Auwiliary Lighting Fee 70.00
< >
[ < Previous ] [ Mewst > ]

ii. If Food is selected, choose highlight the appropriate food resource on the left
panel and use the single arrow (>) to move it to the right panel. Click on the
Next button. The following example is for after school snacks for the SES
tutoring program. SES Tutors are charged $10 a week for after school snacks.
NOTE: Choose this option for only one booking a week.

[Reservation No. 165) - Add Booking Details

Grouping: |[a||] v |

Cluantity: 1.00
Filer: | |

Items (1] F'riz/g/e Items (1] / Quantity
After School Snacks - SES Tutoring 10, After School Snacks - SES Tutoring 1

[ < Previous H MHext >

ii. If personnel are selected, four additional fields appear in the window.

iv. Leave On Site as the default for the Service field.
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Vi.

Click on the Reviewed field, and choose a specified start and end time for the
required personnel. For example, if a custodian is needed to clean up after an
event , the start and end time would be after the event. If a VCS employee is on
site for supervision or a technician is hired to handle sound/sage lighting during
the event, the start and end time would be the same as the event. Click on the

Next button.

(Reservation Mo. 165) - Add Booking Details

Select Categony:
Categaries [3) Service: On Site

£,/C and Lighting
Food

Reviewed
Start Time: 700 PM
End Time: 8:00 PM

Ferzannel

Cancel

8
8

b

These fields must be filled in

Highlight the appropriate type(s) of personnel from the left panel and use the
single arrow (>) to move it to the right panel. Click on the Next button. The
following is an example of an event that requires a VCS Employee

Representative for the event.
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[Reservation No. 165) - Add Booking Details

Grouping: |[a||] - |

Quantity:

Filter: | |

Items (3] Frice Serves A/Items 1] /Duantit}l
Custodian 26.00 WS Emplopee Representative 1

Technician 2300 /

W5 Employee Representative 26,00

’ < Previous H Mewt » ]

vii. The Select Bookings window opens. This window displays all the bookings for
the selected reservation with a date greater than or equal to the current day’s
date. CTRL-click to select the bookings that require the resource. Use Select
All'if all bookings require the resource. Click on the Finish button.

19.To Delete a Resource (A/C, lighting, food, or personnel) to a Single Booking

a. In the left pane, select the resource to be deleted, right mouse click, and choose
Delete as shown below.

Mavigator - Tennis Lessons (Reservation Mo. 538) [Booking No. 10082) (Service Order.

en Reservation

100 Teps Use these buttons to drill A €2 Commerts (0]
Uszerll down to a resource . Perzonnel Summarny
W 3200 e o e 0004 -TERMIS T

\f‘ 832232U12W3d 3[":' PM =TT Oocs Tl I: Date: 8;2?;2['12 HD"

=l BA27/2012 Mon 3, .| Reservation selected | Lacation: Test School - Bld
| Personnel 5/Z:00 P Statuz:  Approved
i . SO0 Mo: 14181
. Room Charge Edit
W 8/292M2ed 3 o, » DB RoomO00A TENNIS C
M]: /522 wed 30 Foom: 0004 -TEMMIS CC

=

Wl 971072012 Mon 3 REEEE
W 322N Wed 3 Copy

W 941772012 Mon 3
b 9419/200 2 wed 3
Wi 3240202 Mon 3 prine

EEN W LTl L Tut Ea LI B R

Choose Delete

3 R oo 0
2 Room:0004 -TENMIS CI
3 Roonn: 0004 -TEMMIS C
2 Room:000& -TEMNMIS CI

N M- A TERIRT

Tools r

R R R R

Items (1]

b. You will be asked if it is OK to delete the booking detail. Click on Yes.
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c. The resource will be removed from the reservation as shown below.

Mavigator - Tennis Lessons (Reservation Mo. 538) (Booking No. 10082)

pen Reservation

=l | Tennis Lessons [Reservation Mo, 538) - £ Comments [0] :f' A

® User Defined Fields [12) i Booking Summary

Wi B/20/2012 Mon 3:00 PM - Bldg: 00003 Roorc 0004 -TEMMIS C1

Wi Bi222m 2 wed 3 00 P - BIu:Ig 0a00s Fh:uom DEIDA -TEMMIS C Diate: 872772012 Mon

[ 527 /2 T Rocoed— 2-0) P - 4:00 PH
i Personnel - 3:00 F'M/— Personnel 4:00PM resource |0 PM - 4:00 PH
. Fioom Charge has been removed rd Capacity

Wi 8/29/2M 2 wed 300 PH - Bldg:00008 Robmoome: 7 ooy 82

Wi 9/5/2012 wed 3:00 P - Bldg:00008 Foom: 0008, -TEMMIS CC

20.To Delete a Resource (A/C, lighting, food, or personnel) to Multiple Bookings

a. In the left pane, select the reservation for which the bookings need to have
resources deleted and in the Bookings pane click on the Tools Button. Choose
“Delete Booking Details Wizard”.

Open Reservation Print  Refresh | Settings
(£ & Church Services (Reservation No. 314) | ResewvationSummary | i Propeties | <) Reminders(0) [ < Commems(8) |
W 6/3/2012 Sun 8:00 AM - Bldg:00009 Room:001-JR HIGH GYMNASIUM 2z (© | % UserDefinedFislds (@) | @ T © | O Histoy | = Emais ©)

12 Sun 8:00 AM - Bldg:00003 Room:001-JR HIGH GYMNASIUM
wi 6/24/2012 Sun 8:00 AM - Bldg:00003 Room:001-JR HIGH GYMNASIUM Date Sent From To cc BCC Sut =

Change Booking Date/Time Wizard
Change Booking Status Wizard
Change Room Wizard
Change Miscellaneous Booking Information Wizard
Move Bookings Wizard
Copy Reservation Wizard
Copy Bookings Wizard
<

Copy Booking Details Wizard

—— Add Booking Details Wizard
3 Add ltem Wizard
Date Delete Booking Details Wizard _

V‘I 6/3/2012...  Delete ltern Wizard 9 Room:0(

Edit
6/17/201. 9 Room:0(

Resource Inventory Conflicts

6/24/201.. 9 Room:0( Boletoy
Edit Charges
Edit Counts Tools

Apply Reservation Discount

b. Choose the resource to be deleted and click on Next.
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(Reservation No. 314) - Delete Booking Details

Select Categaries:
Categories (3)
Air Conditioning
Personnel

Room Charge

Select All Unselect All

~

Next >

c. The Select Booking Details window opens.

This window displays all the

bookings for the selected reservation with a date greater than or equal to the
current day’s date. To see old bookings, unclick the Hide Old Bookings at the
bottom of the window. CTRL-click to select the bookings that need the resource
deleted. Use Select All if all bookings need the resource deleted. Click on the

Finish Button.

(Reservation No. 314) - Delete Booking Details .

e S— - -

Select Booking Details:
Date
6/3/2012 Sun
6/17/2012 Sun
6/24/2012 Sun

« Service Start Service End

Building Room

Test School Bldg:00008 Room:001-JR HIGH GYMNASIUM

Category

Air Conditioni
Air Conditioni
Air Conditioni

Test School Bldg:00009 Room:001-JR HIGH GYMNASIUM
Test School Bldg:00008 Room:001-JR HIGH GYMNASIUM

Use CTRL- click to
select or click on the
Select All button
below

T b |

| Sectal ”UnseleclAHi

| <Previous || Finish &7

d. A message will appear that “changes made successfully”. The resource should

disappear from the reservation.
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21.Changing the Time of a Booking or Multiple Bookings.

a. In the left pane, select the reservation for which the bookings need to have the
time changed and in the Bookings pane click on the Tools Button. Choose

“Change Booking Date/Time Wizard”.

Open Reservation

Print  Refresh | Settings

01-JR HIGH GYMNASIUM

GH GYMNASIUM

R HIGH GYMNASIUM

Resena tionSummary | 4 Propeties | <3 Reminders(@) | < Commenis(0) |

ry
© | % UserDefinedFields (0) | @ T © | @ History | = Emails (@)

!Bl 6r32012...  Add Booking Details Wizard 9 Room:0(

Date Sent From To cc BCC Sul

View

Copy Reservation Wizard
Bookings (3) Copy Bookings Wizard

Date Copy Booking Details Wizard

6/17/201. Add Item Wizard 9 Room-0(
6/24/201.. Delete Booking Details Wizard 9 Room:0( | Delete
Delete Itern Wizard

Tools
Resource Inventory Confiicts
Edit Charges Details
Edit Counts
P

b. Choose the type of change need to the time. In this example, we are changing

the start time to one hour later than the

a.m.).

(Reservation No. 314) - Change Booking Date/Time

original booking (from 8:00 a.m. to 9:00

Date:

Times:

Cancel

(no changes) -
no changes)

End Booking Earlier

End Booking Later

Reschedule Booking Earlier
Reschedule Booking Later
Reschedule Booking To Specific Tin
Set Setup/Teardown

Start Booking Earlier

Start Booking Later

c. Choose hours or minutes in the second drop down list. For this example we will
choose hours. Enter the number of hours or minutes — 1 for this example.
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-
(Reservation No. 314) - Change Booking Date/Time —

Date: (no changes) -
Times: Start Booking Later ~ Hours /1\ t

Cancel

Next >

d. The Select Booking Details window opens. This window displays all the
bookings for the selected reservation with a date greater than or equal to the
current day’s date. To see old bookings, unclick the Hide Old Bookings at the
bottom of the window. CTRL-click to select the bookings that need the time
changed. Use Select All if all bookings need the time changed. Click on the

Finish Button,

(Reservation No. 314) - Change Booking Date/Time

Select Bookings

Date + Weekday Start End Building
6/3/2012 Sun  Sunday 8:00 AM 12:00 PM Test School Bldg:00009 Room:001-JR HIGH GYMNASIUM

6/17/2012 Sun Sunday 6:00 AM 12:00 PM Test School Bldg:00009 Room:001-JR HIGH GYMNASIUM

Room

6/24/2012 Sun Sunday 8:00 AM 12:00 PM Test School Bldg:00009 Room:001-JR HIGH GYMNASIUM

Use CTRL- click to
select or click on the
Select All button

below
[ed i | (i
Hide Cancelled Bookings: || Hide Old Bookings: || [ Select All ] [ Unselect All ]
[ < Previous ] i Finish I

e. The reservation should now show the time change. In this example the starting
time is now 9:00 a.m. instead of the original 8:00 a.m. Close this screen and it

will take you back to the changed reservation.
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ss File Settings Reservations Reports Billing

Configuration  System Administration Window F
2= l'*“" -

He 20 P @ £#£=20 O

Book Calendar Wizard Navigator Browser Web Reservations Groups Email Dashboard Manage Servic

Date Sta End Time Zone Building Room

6/3/2012 Sun

9:00 AM 12:00 PM ET
6/17/2012 Sun 8:00 AM 12:00 PM ET
6/24/2012 Sun 9:00 AM 12:00 PM ET

22.Applying a Reservation Discount.

Test School Bldg:00009 Room:001-JR HIGH GYMNASIUM
Test School Bldg:00009 Room:001-JR HIGH GYMNASIUM
Test School Bldg:00009 Room:001-JR HIGH GYMNASIUM

a. This is not to be used to circumvent the Volusia County Schools Facility Usage
Fee Schedule. Use only to discount a room for usage of twenty (20) or more
hours per week (Sunday through Saturday) or in the event of an irreconcilable

C.

difference.

For example, the A/C didn’t work during the event.

automatically has a 10% discount option to choose.

The system

In the left pane, select the reservation to which the discount is being applied. In
the Bookings pane, click on the Tools button and choose Apply Reservation

Discount.
/_

ring (Reservation Mo. 165)

1/5/2012 Thu 2:05 P - Bldg: 00007 Room: 704-T
1410422 Tue 2:05 PM - Bldg: 00007 Room: 704-

Reservation selected

o 4 Attachments (0]
Reservation Summary

® User Defined Fields (0]

5+ Froperies

&0 Tiansactions [0)

7 Reminders [

‘-_‘\ History

“* Emaiks (0

.} Comments [0]

1124202 Thu 2105 PM - Bldg: 00007 Raarm: 704- Event Name: Tutoring Change Booking Date(Time Wizard Edit
1#17/20M 2 Tug 2:05 PM - Bldg: 00007 Foorn: 704 Group: After School Programs, Inc. Status|  Change Booking Status Wizard B
1/19/2012 Thu 2:06 PM - Bldg 00007 Foom:704- st Contact, Manci Sodikoff Event(  cChange Room wizard  ——
142442012 Tue 2205 PM - Bldg: 00007 Foom: 704- Fhaone: [(954) 596-3000 Salespl  Change Miscellaneous Booking Information Wizard Change Status
1/26/2012 Thu 2,05 P - Bldg 00007 Floom 704 ||| Reservstion Mo 165 Have Bookngs Hieard ——
1414200 2 Tue 205 PM - Bllg 00007 Fioar, 704- A e focsicliticngl
2202012 Thu 2:05 PK - Bldg: 00007 Room: 704-T ¢ ) Bookings Wizard
2742012 Tue 2:05 PM - Bldg 00007 Room:704-T kMl i
2¢9/2012 Thu 2:05 PA - Bldg 00007 Room: 704-T Copy Booking Details Wizard
241442012 Tue 2:05 P - Bldg: 00007 Room: 704- Add Booking Detalls Wizard
2MEA2M 2 Thu 2:05 P - Bldg: 00007 Room: 704- Add Ttem Wizard
2421/202 Tue 205 P - Bldg: 00007 Room: 704- Bookings (31 Delete Booking Details Wizard
2234202 Thu 2:06 PM - Bldg: 00007 Room: 704- =
Delete Item Wizard
2/28/2012 Tue 205 PM - Bl 00007 Room:704- " SRS e 2o S en T ftiee
34172012 Thu 2:05 PH - Bldg: 00007 Foom: 704-T W 1/520M2Thy 205PM  235PM ET Resource Inventory Conflicts Edit
3/B/2012 Tue 2:05 PM - Bldg: 00007 Roon: 704-T W 1M0/2012 Tue 205PM  335PM ET Edit Charges Delel
. ke P eele

02 Tos 208 Dot ooy, || 1722012 T 2057 SR €1

ug 2 -Bldg oom: F4- Tools
31542012 Thu 205 PM - BIdg 00007 Foom:704. || 0 R 17172012 Tue 205PM - 235PM ET
3/27/2012 Tue 205 PM - Bldg. 00007 Room: FO4- W 119202 Thy 205PM  235PM ET Enterprise Elementary School Bldg: 00007 Room: 704 Details
342942002 Thu 2:05 PM - Bldg: 00007 Room: 704- W) 1/24/2M12 Tue 206PM  Z35PM ET Enterprise Elementary School Bldg: 00007 Room: 704 -
4/3/2012 Tue 2:05 PM - Bldg 00007 Raom:704-T W 1/26/2012 Thy 205PM  335PM ET Enterprise Elementary School Bldg:00007 Room: 704 @
AR D Tl s 20K Dhd B A= (00N D T4 T L N R _ & % AT | =

In the Reservation Discount field, type in the percentage to be discounted (e.qg.
10%). Type in a reason for the discount in the Discount Notes field. Choose the
category to be discounted (e.g. room charge or food). CTRL-click to select the
bookings to be discounted. Use Select All if all bookings are to be discounted.
Click on the Finish button.
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[Reservation No. 165) - Apply Reservation Discount

Fieservation Discount:

Discount Notes: |A-"C dide't vk, |

Category:

Select Booking Detail: to receive dizcount:

Date Service Start Service End Building Room o~
1/5/2012 Thu Enterprize Elementam School Bldg:00007 Foom: 704-TEACHER LOUNGE/DIMINI

! Enterprize Elementa ool Bldg:00007 R 04-TEACHER LOUNGEADIMIN
11242012 Thu Enterprize Elementam School Bldg:00007 Roorm: 704-TEACHER LOUNGE ADIMINI
1ATA202 Tue Enterprize Elementam School Bldg: 00007 Room: 704-TEACHER LOUNGE/DIMIMNI.
141942012 Thu Enterprize Elementam School Bldg:00007 Foom: 704-TEACHER LOUNGE ADIMIMI
172472012 Tue Enterprize Elementam School Bldg:00007 Foom: 704-TEACHER LOUNGE/DININI
1/26/20012 Thu Enterprize Elementary School Bldg:00007 Foom: 704-TEACHER LOUNGE/DININI
1/3/2002 Tue Enterprize Elementary School Bldg 00007 Foom; 704-TEACHER LOUNGE/DININI
20202012 Thu Enterprize Elementany School Bldg:00007 Foom: 704-TEACHER LOUNGEADININI
272002 Tue Enterprize Elementary School Bldg:00007 Room:704-TEACHER LOUNGE/DIMIMI
2/9/2012 Thu Enterprize Elementam School Bldg:00007 Room: 704-TEACHER LOUNGE/DIMINI
DA T Cwtbmrmrinm Clarammbans ©alimal Ol A7 Damee 704 TCATUCD | O IRICE DARTR !

[ selectan | [ Unselectal

d. The discount will appear as a separate line (with an negative amount) on the
confirmations and invoices.

e. Another way to apply the discount is to click on the Update Pricing button in the
upper right pane and choose the 10% off Pricing Plan. Choose the category (e.g.
room charge) to be discounted and click the Next button.

Update Pricing Plan Wizard

Pricing Plan: [1ozor AT |

Select Categories:

Categories (2]

Food i

[ selectall | [ Unselect &l

f. On the Select Bookings window, CTRL-click to select the bookings to be
discounted. Use Select All if all bookings are to be discounted. Click on the
Finish button.
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Update Pricing Plan Wizard

Select Bookings:
Date weekday Start End Building Foom Ewvent ~
1/5/2012 Thu Thurzday 2:05 PM 335 P Enterprize Eleme...  Bldg:00007 Roo...  Tutoring
102012 Tue Tuesday 205 PM 335 P Enterprize Eleme...  Bldg:00007 Roa...  Tutaring

Thursday 2:05 P Enterprize Eleme...  Bldg:00007 Roo... Tutaring

Tuesday 205 P 335 P Enterprize Eleme...  Bldg:00007 Roo...  Tutoring
1192002 Thu Thursday 2:05 PM 335 PM Enterprize Eleme...  Bldg:00007 Roo...  Tutoring
/242012 Tue Tuesday 2:05 P 335 PR Enterprize Eleme...  Bldg:00007 Roo...  Tutoring
1/26/2012 Thu Thursday 205 PK 335 PH Enterprize Eleme...  Bldg:00007 Roo...  Tutaring
/2172012 Tue Tuesday 205 P 335 P Enterprize Eleme...  Bldg:00007 Roo...  Tutoring
2020202 Thu Thursday 2:05 P 335 PM Enterprize Eleme...  Bldg:00007 Roo...  Tutoring
IR 2 Tue Tuesday 2:05 P 335 P Enterprize Eleme...  Bldg:00007 Roo...  Tutoring
2092012 Thu Thursday 205 PM 335 P Enterprize Eleme...  Bldg:00007 Roo...  Tutaring
2142012 Tue Tuesday 205 P 335 P Enterprize Eleme...  Bldg:00007 Roo...  Tutoring
2AB/2012 Thu Thursday 2:05 P 335 PM Enterprize Eleme...  Bldg:00007 Roo...  Tutoring
221202 Tue Tuesday 2:05 PM 335 P Enterprize Eleme...  Bldg:00007 Roo...  Tutoring
/23202 Thu Thursday 205 PM 335 P Enterprize Eleme...  Bldg:00007 Roa...  Tutaring
2/28/2012 Tue Tuesday 205 P 335 P Enterprize Eleme...  Bldg:00007 Roo...  Tutoing
< ¥

[ selectal | [ Unselectan |
[ < Previous ] [ Finish ]

23.Changing the Room Rate for a Reservation.

a. As we implement this new application, it may become apparent that groups have
been paying less than what they should for a classroom due to the square
footage. Per policy, a classroom with a square footage of up to 1,000 square
feet is $16 per hour. A classroom over 1,000 square feet is $24 per hour.
Portables, regardless of size, are $24 per hour.

b. If the implementation occurs mid-year or you have already entered into an
agreement with the group for the $16 per hour, change the room charge and add
a comment to the reservation that will print on the confirmation and invoice. This
comment (Notice of Rate Change) alerts the group that the rate will change
effective July 1, 2012 and that the size of the room requires a charge of $24 per
hour in accordance with VCS Facility Usage Fee Schedule. The comment can
be changed if needed.

c. In the Navigator, highlight the reservation and click on the Tools button on the
lower right panel and choose “Edit Charges”.
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= Navigator - Jazzercise (Reserva

Open Reservation

Highlight the reservation

i~

2 e = e =T 3 R e =

EEEEEEES SRR

Print

Refresh | Settings

€ Comments (1)

< Emals (0] |

I

Edit
Corifirmation

Change Status
Update Pricing

&
E dit

Delete

Took

= X Jazsiciss [Ressrvation No. 264) | & atachments (0) | & User Defined Fields (0] | () Transsclions (0) | &) History |
5/2/2012 /e 545 PM - Bldg:00008 Roorn D03 E GYMK B oot Sunina % Fopeties || @ Feminders )
5/4/20112 Fri 5:45 PM - Bldg:00008 Foom 003-F E GYMNA!
5/7/2012 Mon 545 PM - Bldg: 00008 Room:003-P E GYMN| || Event Name: Jazzere]  Change Booking DateTime Wizard
5/9/2012 Wed 5:45 P - Bldg:00008 Room D03 E 5YMY || Groug: Jazzere|  Chonge Booking Status Wizard
5/11/2012 Fii 5:45 PM - Bldg:00003 Roar003- E GYMNe || 13t Contact: Dennyd oo moom heerd
51442012 Mo 545 P - Bldg: 00008 Fioom009P E 5vM| || Phane: 386.767 Cha"ge M_mm" e me e s e wi
5/16/2012 Wed 5:45 PM - Bldg 00008 Room 003P E GYM||| Ressrvation Mo 264 S :ce a”ewsd OO e naear
5/18/2012 Fii 5:45 PM - Bldg:00008 Raoom:003-P E GYMN; Move Boolings Wizar
£/21/2012 Mon 545 PM - Bldg: 00008 Room:003-F E GYM Cop Reservation Wizerd
5/23/2012 \wed 5:45 PM - Bldg:00008 Room:003F E GM Copy Bookings Wizard
5/25/2012 Fii 5:45 PM - Bldg:00008 Roor003-P E GYMN2 o B Dl
5/30/2012 Wed 5:45 PM - Bldg 00008 Room: 003-P E GYM A ki Dt s
Add Ttem Wizard
Bookings (12] Delete Booking Details Wizard
Date St; Delete Item Wizard
v 5/2/2012wed 547 Resource Inventghy Conflicts
M BAf2M2F 4
vi 5/7/2012Mon G4y  Edit Counts
v 5090901 2 wed  54¢ Apply Reservation Discount
v 5A1/2012Fi  BAGPM TA5PM ET Test School  Bldg:
v 5/14/2012Mon B4GPM 715PM ET Test School  Bldg:
,d 5/B/2012Wed SA5PM 715PM ET Test School  Bldg
ala i e S

Details
Corfiration

Close

ek
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d. The Edit Charges window appears similar to an Excel spreadsheet. Click on the

first cell under the Price column and begin changing the rate from $24 to $16.
This will change the rate for this reservation, but will not affect the rate charged
for any other reservation (for this group or any other group). When finished
making all the rate changes, click on the Recalculate button. If this looks
reasonable, click on the Close button.

Edit Charges (Reservation No. 264)

<

/

1.00

Hourly [Reserved Ti...

Categaory: | [all) v |
Drate: 57272012 Wed Ewent Mame: Jazzercise
Feserved:  5:45 PM - 7:15 PM Location: Test School - Bldg: 00008 Boom:009-P E GYMNASTICS DAMLE
Event: 545 PM - 7:15 PM Status: Approved
Date Category Description Guantity Fricing Method Frice Digcount  #

Total Charges:
Less Discount:

Met Charges:

¥

Recalculate

e. To verify that the room charges were changed, drill down to the booking details

f.

and view the room charge.

& Navigator - Jazzercise (Reservation No. 264) (Booking No. 7566)

Open Reservati Print  Refresh | Settings
= | | Jazzficise [Reservation Mo, 264) ™ FUDITI éhargersrummary | o Praperties
=] /2/202 Wed 5:45 PM - Bldg: 00003 Room:003-F E GYMH
= Room Charge Date: 5272012 Wed Category:  Room Charge Edit
v/ 100 Location: Test School - Bldg: 00008 Room:009.... e
7 int
w4 /442012 Fii 5:45 PM - Bldg:00002 Room: 003-F E GYMNA) Status:  Approved
w4 54742012 Mon 545 P - Bldg: 00008 R oom:003-P E GYMH
o 57972012 Wed 5:45 PM - Bldg:00008 Room:003-F E GyMH
w BA142002 Fri 45 PM - Bldg:00008 Room:003-F E GRMY
Wi 541472012 Mon 5:45 PM - Bldg 00008 Room:003-F E Gk
Mi 5/16/2012 Wed 5:45 PM - Bldg:00008 Room:009-P E GYM
Wi 541842012 Fri 5:45 PM - Bldg:00008 Room:003-F E GYMM:
Wi 54212012 Mon 5:45 PM - Bldg 00008 Room:003-F E Gk
Mi 5/23/22 Wed 5:45 PM - Bldg:00008 Room:009-F E GYM
Wi 5/28/2012 Fii 5:45 PM - Bldg:00008 Room:005-F E GYMM: /
Wi 5/30/2012'wed 545 PM - Bldg:00008 Room 009-F E Gk Iterns (1) /
Sequence Prl:’ Motes Hew
v/ 100 16.00 per Reserved b

Now that the room charge has been changed, the group must be notified that this
is a temporary change. A notice of such can be printed on the confirmation and
the invoice.

In the Navigator, highlight the reservation and click on the Comments tab. Click
on the New button. Next to the Comment Type field, choose “Notice of Rate
Change” from the drop down list. A message will appear in the Notes section.
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This is the message that will print on the confirmation and invoice if you choose
“Print Comments” on the options tabs.

= Mavigator azze e (Reservation No. 264 =2

Open Reservation Print  Refresh | Settings

= Jazzercige (Reservation No. 264]

| 3_ User Defined Fields (0] Il Transactlonsﬁ] I. *_, History I. - Emails LD] |
W 5/2/201 2 wed 5:45 PM - Bldg:00005 Roorn: 108

| Reservation Summar 1 Praperties
/] 57472012 Fii 545 PM - Bldg: 00005 Room 108-5R| [~ HL . " “‘/\ e /
| 572012 Mon 5:45 PM - Bidg 00005 Roorn 108 | @ Reminders ) | <7 Commerts (@) | atEEhnen Sj0)

\/' 5.-"9;’201 2 W’ed 5 45 P - Bldg 00005 Roarn: 108 !

Type Motes Added By [ate T

k

¥l &= Comment el Edit

Choose “Notice of Rate Change”

Delete

BB E-E-E-E - B -

i
1
M|
| Comrnent Type:
7| I— | |

Motes: Flease note that the room rate will change effective Julp 1, 20012, The size of the room
requires a charge of $24 per hour in accordance with YCS Facility Usage Fee Schedule.

¥ ; A

Message that will appear on
Confirmation or Invoice if you
choose “Print Comments” on the
Options tab. =

I

Edit
Delete

Toolz

=
o
: 2

Details

Alert Users: O m

\s; pat [ L ] s -

h. Example of the comment on a Confirmation:

IIA

Facility Usage Confirmation

Group Reservation: 264
Denny Justus Event Mame: Jazzercise
Jazzercise Status: Approved
448 Sea Duck Drive Phone: 396-767-9505
Daytona Beach, FL 32114
Bookings /Details Quantity Price Amount

below, and contact us with any changes. The prices listed are estimates and are subject to change.
Motice of Rate Change

Flease note that the roam rate will change effective July 1, 2012, The size ofthe room requires a charge of $24 per hour in
accordance with V28 Faclliy Usage Fee Schedule.

\ Thank you for selecting owr facility to host your Upcorming event. Please take a moment to review the details outined

Wednesday, May 02, 2012

i. Example of the comment on an Invoice:
Invoice Preview

Group Invoice Number:
Denny Justus Invoice Date: 5/14/2012
Jazzercise Due Date: 61372012
448 Sea Duck Drive Event Mame: Jazzercise
Daytona Beach, FL 32114 Reservation Mo 264
Fhone: 386-767-5505

Bookings /Details Quantity Price Amount
\ Notice of Rate Change

FPiagse note that the room rate will change effective July 1, 2012, The size of the rooim requires a charge of $24 per howr in
accordance with V25 Facllity Usage Fee Schedule.

Wednesday. May 02, 2012
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24.Navigator Shortcuts.

a. Highlight the reservation and right mouse click to view shortcut options.

b. Under “New”, you can add a new booking, reminder, comment, attachment,

invoice or payment rather than click on the lower right panel or a tab.

[ 1 7
| Book Calendar

2= J""""' P @ /t) )

¥
Wizard Mavigator

\J

£ @

Brow:

Open Reseryation

m |

Highlight the reservation

O

board Manage Services

Options available

i I o 7 A elds (1)
& \/. G422 Edit rE GYMNAS & ST T W troperties
Mg 5472012 B ——
; Mew 4 Biooking .
By BAFA202 ent M ame: Jazzercise
By 53720120 Tools 3 Reminder oLp: Jazzercize Stal
By 5177201 ) - Comment Contact Denny Justus Ewe
iy 5/14/201 Corfirmation Attachment are: 386-767-9505 Sale
& Wi 5/16/20 Add Reminders And Comments User Defined Field servation Mo 264
w4 BAE201 Exnand
@y S1E0 O Trwoice
By 52| TP Payment
Hw 5187200 add to Personal Calendar
-y 521720 ooy E GYMMASTICS §
2 5!23!2012Wed 545 F'M Bldg 0oa0s Hoom 003-F E GYM NASTICS

(A/C, lighting, food, personnel), edit charges, or apply a discount.

R

! Book Calendar leard Mavjgator Browser

(=]

e & O

Highlight the reservation

anage Services

Under “Tools”, you can make changes to the bookings, add booking details
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Open Reservation
£ : & Attachments (1 . . Transacti
W 5i2s012  Edt EGYMNASTIES &/?ﬂlo[n]&m Options available O R
By 52021 e y GTMMASTICS & Dy
M-y 5720121 FrMMASTICS & Eusant bl ame: lazzarnica
- 59720128 Change Booking Date|Time Wizard Shatus: Apm
Hwd 5/11/2013 o Change Booking Status Wizard Ewvent Coor...
[ :: BA4/2013 Confifmation Zhange Room Wizard tsﬁ Salezperson: {:::
Foy BABZ01E add Reminders And Comments Change Miscellaneous Booking Information Wizard
By BAE/2013 Expand Move Bookings Wizard
By 5162013 cojlapse Copy Reservation Wizard
By 57167201 Copy Bookings Wizard
Eoy 5/18/2017  Add ko Personal Calendar
-l 5/21/2012 Mon 545 PH - Bldg 00002 Foom 0%, Copy Booking Details Wizard
[ \/II 5/23/2012 Wed 5:45 PM - Bldg:00002 Foom:009  Add Booking Details Wizard
-y B/25/2012 Fri 5:45 PM - Bldg: 00008 Room:003-P| Add Ttem Wizard
By B/30/2012 wed 545 PM - Bldg:00008 Room:009  Delete Booking Details Wizard 1
Delete Ttem Wizard End Time Zone Building
X T15PM ET Test Sche
Resource Inventory Conflicks
Edit Charges 7I5FMET Test Sche
Edit Counts T15FMET Test Sche
Apply Reseryvation Discount T15PM ET Test Sche



d. Other options available are Confirmation, Add Reminders and Comments, or
Add to Personal Calendar.

= 2 L2 @ 8

Book Calendar ‘Wizard MNavigator Browser Web Reservations  Gro

R b )

Open Reservation

= W .| szzercize [Feservation s

W 5122012 'wied 545  Edt 51
wi DMPZMZFI B4R P o, w TIC
W BTS20 2 Mon 545 ST
W B2 2 Wed 545 Tools Fo4S]
Wi BA/2012 Fri 545 A . Tl
/| 5/14/2012 Mon 5.4f  “onfirmation x
v BB Wed B4 add Reminders And Comments

v ONE2012Wed B4 pupand [):
Wi BAES2012 Wied B! Collapse [):
Wi BAES2012 Wied B! s
W BA18/2012 Frimd45 R Add to Personal Calendar Tl
Wi 52142012 Mon 5:45 PR B 00002 Foom: 009FE GTYMRAS
el RAZA2M 2 Wed B AR PR - RIda NNNA B oo (N3P F Gy bAS
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Chapter 4
Confirmations

In EMS, a confirmation is a document that details the critical information for a
reservation — the date, times, location, resources, etc. You send a confirmation to
the group reserving your school/site’s facility as verification that the reservation has
been correctly setup.

A confirmation can also be used to inform the group of any outstanding issues
related to the reservation (such as a balance due) and to provide other information
that is not necessarily reservation-specific such as your school’s cancellation
procedures, no smoking rule, etc.

A confirmation can be generated for all bookings in a reservation or just for a
selected booking.

Confirmation Settings

a. Confirmation settings can be set one time and used for all confirmations or can
be changed on as needed basis and tailored for each confirmation.

b. To specify confirmation settings, open any reservation in the Navigator.

c. In the upper right hand corner of the Navigator, click Settings > Confirmation
Settings.

o=
Print / Refresh | BEEafTE
|| anachments 0] # User Defined Fields (0] () Transactions (0] t" i vA— Pls m

300002 Roam: 130N TE Reservation Surmary 4 Properties 7 Reminders [ conrimatiol :‘tt‘ng:" - ]|
300002 Raom:131-IMTE =
00002 Room: T30IMT] || Event Mame: Tutoring
00002 Roorc 131-IMT| | Group: A+ Tutor U Status: Approved .
00002 Foor: 1 30IMT| ] 1t Contact: Cora Thomas EventCoor._. [none] |
00002 Roomc131-IMT| | Phane: [407) 8391313 Salesperzon:  [none] |
100002 Foor: 1 30-IMT] || Reservation Mo 130 — |
1300002 Room:131-IMT |
00002 Room:130HMT
g00002 Room:131-IMT
1300002 Room:130-MT
1300002 Room:131-IMT
00002 Roorm: 130HMT|
g00002 Room:131-MT Bookings [16)
100002 Foom: 1 30IMTE| = - R S : al
100002 Room: 131N TE | Date Start End Time Zone Building Room ~ | Mew

|/ 2z Mon 330PM 4:30PM ET Champion Elementary School Bldg:00002 R oo 130

v 1/9/2002 Mo 330PM 4:30PM ET Champion Elementary School Bldg:00002 Room: 13

v 110/2M2 Tue 330PM - 430PM ET Charnpion Elemertary School Bldg:00002 Room:13( | ——
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d. On the Date Range tab, if needed, change the Name of the school/site
(Department). The will be the name that appears at the top of the confirmation.

& Confirmation Settings

Date Range | Buildings | Categories | Statuses || Options | Email Optins |

Department: |D$ceola Elementary Schoal £V |

e. On the Buildings tab, your school/site should already be populated.

f. On the Categories tab, verify that all categories are in the Selected pane.

& Confirmation Settings |._| |E| r>__(|
Date Fange | Buildings | Categories | Statuses || Options || Email Uptions|
Available (0) ¥ Selected (4]
N £4C and Lighting
Food
< Perzonnel

Room Charge

[ Show Inactive

Copies To Print:




g. On the Statuses tab, if needed, move Approved, Approved-Private, and Shared
Space to the Selected pane.

& Confirmation Settings g@@
Date Range | Buildings | Categories | Statuses | Options | Email Options
Awailable [7) Selected (3]
Blocked . Approved
Canceled Approved - Private
Conflict < Shared Space
Mo Show -
[

Pending dpproval
Requested
W aitlisted

[ Shaow Inactive

Copies Ta Print |1

h. On the Options tab, do the following:

In the Confirmation Title field type “Facility Usage Confirmation”. This will
appear bold and centered at the top of the confirmation.

Choose Confirmation Message — Header from the Header Message
dropdown list. The following message will appear in the header of the
confirmation: “Thank you for selecting our facility to host your upcoming
event. Please take a moment to review the details outlined below, and
contact us with any changes. The prices listed are estimates and are
subject to change.” If changes need to be made to this message, contact
the Finance Department.

Choose Confirmation Message — Footer from the Footer Message
dropdown list. The following message will appear in the footer of the
confirmation: “Charges are in accordance with School Board Policy 705.
Usage is charged by an hourly rate with an hour minimum and 1/2 hour
increments thereafter. All users will be charged for any additional services
provided as a result of the usage. Additional services may include
custodial, school nutrition, security, technical support, etc. Please review
School Board Policy 705 for details on facilities use.” If changes need to be
made to this message, contact the Finance Department.

If needed, choose the page size from the dropdown list.
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Click on any of the desired options:

Option

Explanation

Print Comments

Include the reservation’s comments in the
printed confirmation. Prints below the header.
Comes from the Reservation comment tab or
several other comment places.

Print Reminders

Include the reservation’s reminders in the
printed confirmation.  Prints below header.
Comes from the Reservation reminder tab or
several other reminder places.

Print Cancel Reasons

Include reasons for cancellation in the printed
confirmation

Print User Defined Fields

Include user-defined fields and their values in
the printed confirmation

Print Room Phone

Include the phone number for the room in
which the event is being held in the printed
confirmation

Print Building Notes

Include building notes (directions to the
school/site) in the printed confirmation. Prints
above footer.

Suppress Reserved Time

Hide the reserved time for the booking and
show only the event time.

Suppress Location

Hide the location for the reservation in the
printed confirmation

Suppress Pricing

Do not show the reservation’s room charges or
resource charges in the printed confirmation
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Suppress Logo

Do not show your school’s logo in the printed
confirmation

Suppress ltem Notes

Do not show notes for any booking items in the
printed confirmation

Suppress Item  Special

Instructions

Do not show special instructions for any
booking items in the printed confirmation

Limit Bookings to Those
With Details in Selected

Categories

Show only those bookings in the printed
confirmation that contain details for the
categories that are selected on the Categories
tab.

Setup: (user speciied)

* | Memorize

| Date Range | Buildings | Categories | Statusesl Options |Emai| Options|

Confirmation Title:
Header Message:
Footer Message:

Paper Size:

Print Comments:

Print Reminders:

Print Cancel Reasons:
Print User Defined Fields:
Print Room Phone:

Print Building Notes:

Limit Bookings To Those With Details In Selected Categories:

Facility Usage Confirmation A/

Confirmation Message - Header / -
Confirmation Message - Footer / -

Letter -
D/Suppress Reserved Time: ]
Suppress Location: ]
1 Suppress Pricing: ]
| Suppress Logo: ]
1 Suppress ltem Notes: ]
O Suppress ltem Speci_.. (H]
(
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On the Email Options tab, do the following:

Vi.

Choose Room Request — Header from the Header Message dropdown list.
The following message will appear in the body of the emailed confirmation:
“This email confirms that the following reservation has been approved.”

Don’t select a Footer Message.
Choose Mobile Friendly from the Email Format dropdown list.

Check the Attach Detailed Confirmation box. The entire confirmation will be
provided as an attachment to the email.

Check the Attach .ics File box. An .ics file is a file that a recipient can save to
create an entry in his/her personal calendar.

Check the Group box next to Email To. This will email the confirmation to
either the VCS employee who reserved the facility or the main contact for the
group. In some instances you may want to click on the 1% Contact as well.

Setup: (user specified) = | Memarize Options

[rate Range | Buidings | Categories | Statuses | Options | Email Options

Header Message: Fioom Request - Headsr
Footer Message: [hare]
Email Format: Mabile Friendly w

Attach Detaled Confirmation:

Attach ics File:

Email To: [] 1st Contact [] 2nd Cantact Group [] wieb User

Brel B [] 1st Contact [] 2nd Contact [] Group [ web User
Copies Ta Print |1 Frint ] ’ Pririk Preview

4-6



vii.  Once all tabs have been completed or reviewed, click on the Print Preview
button to view the actual confirmation.

viii.  The confirmation should look similar to this except with your school’s logo (or
the VCS logo if an administrative site), mailing address and phone number.

Falm Terrace Elementary School
1825 Dunn Ayenue
Daytona Beach FL 32114
(386) 258-4670

__——| Confirmation Title
Facility Usage Confirmation

Group - IG;OUp ti | Reservation. — 203 Fiservat'tlon
Wisty Meyer nrormation Event Marne: Tutaring nrormation
Busy Bees Hands on Cearming Status: Appraved
128 Joyelle Circle Phone: (306) 87 1-6297
Daytona Beach, FL 32124 Etnail Address: mistyrmeyen@gmail.com
Bookings /Details Quantity Price Amount

Thanli you for selecting our faciiity to host your upcoming event. Please talie a mgment to review the datails oytinad
Below, and contact us with any changes. The prices listed are estimates and are”Mge_. Confirmation Messa ge

Tuesday. Febraare2s.{ Details for each individual booking
2:30 PM - 4:00 PM Tutoring (Approved) Bldg:00002 Room:007-PRIMARY CLASSROOM (K-3)

Fixed Capacity AN . .
Room Charge: ¢1.5 hours @16.00/hn) Building/Room # and Room Description
Thursday, March 01, 2012

2:30 PM - 4:00 PM Tutoring (Approve ROOM (K-3)
Fred Capacily "9 2PEY9 No. of hours and room rate

Room Charge: {1.5 haurs @ 16.00/hF 1 24.00 24.00
Tuesday. March 06, 2012
2:30 PM - 4:00 PM Tutoring (Approved) Bldqg:00002 Room:007 SSROOM (K-3)
Fixed Capacity
Qty for rooms will always be 1 The price and amount are the # of
reagardless of # hrs hours multiplied by the room rate

ix. If no changes are needed to the confirmation, use the buttons at the top of the
screen (just below the toolbar) to print, email and/or export the confirmation.

1. Click on the Print Button if you would like a copy of the confirmation for your
files (optional).
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2. Click on the Email button to email the confirmation to the Group. If no
changes are needed, click on the Send button.

— i e Group contact’s email
To... mistyrmeyer @gmaitcom
; address
=
Send ————" Reservation number and
Detailed Confirmation ject: Reservation 203 for Busy Bees Hands on L2aring | Group Name
Attached : :
Attached: |7 Confirmation-208.pdf (20 KB); 55 Confirmation.ics (1 KB

.ics File Attached
E' .| Mobile Friendly Email Format p o lesTie A

This email confirms that the following reservation has been approved.

Reservation No- 208 _~— | Reservation number and Group Name

Group: Busy Bees Hands on Leaming|

Summary of Bookings

_~—| Date, times, room, and
Date: 2/28/2012 Tue status of each booking
Start: 2:30 PM
End: 4:00 P
Room: 3234 Bldg: 00002 Room:007-PRIMARY CLASSROOM (K-3)
Status: Approved

Date: 3M1/2012 Thu

Start: 2:30 PM

End: 4:00 PM

Room: 3234 Bldg: 00002 Room:007-PRIMARY CLASSREOOM (K-3)
Status: Approved

Cate: 3/6/2012 Tue

Start: 2:30 P

End: 4:00 PM

Room: 3234 Bldg: 00002 Room:007-PRIMARY CLASSROOM (K-3)
Status: Approved

X.  To make changes to the confirmation, close the confirmation by clicking on the
X button in the upper right corner of the screen. Make the desired changes on
the appropriate tab and click on the Print Preview button again.
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1.

Chapter 5
Dashboard

The Dashboard is a window that centralizes critical information about reservations in
a single location. The window has nine tabs located vertically on the left pane —
Notifications, Reminders, Web Reservations, Web Request, Wait List, Reconfirm
Dates, Building Hours, Exceptions, Analytics and At A Glance. If any tab on the
window has at least one record displayed on it, by default, when you log into the
EMS application, the Dashboard window opens and the Dashboard icon on the main
toolbar flashes red. Also, an asterisk (*) appears to the right of the tab name.

The appearance and functions of the Dashboard window can be modified by clicking
on the word “Options” in the upper right corner of the Dashboard window.

i Open Dashboard At Startup If Items Exist —._Options
[[] Show Nevs Only Show Reminders [ Show wait List ype Booking D
Noiication Fuls 1) Shaw Web Reservations [] Show Reconfim Dates |
st hieauesBhang: Show Weh Requests [[] Show Building Hours Exceptions
Shaow Analptics Showe &t A Glance
"Thru Today" includes x Days Prior to Taday: [7 | Show
- ] o
Activate Flashing Indicator Far: @ P

Matifications
@ sutomatically O At Startup Only - O Never

F# Notifications FReminders

() Automatically ) At Startup Only (O Never

Urieviewed

7 Reminders
‘wieh Reservations

LyWeb Reservati (&) Automatically (O At Startup Only (O Newver
&Wel) Requests | ‘wieh Requests
) Automatically O At Startup Only - O Never

IJ.{(.i\lmlylil:s
|[E= At A Glance | >.Z
I
Options Explanation

Open Dashboard At Startup If Selected by default. The Dashboard window
ltems Exist opens automatically after you log into EMS if any
tab displays at least one item.

Show Reminders Selected by default. Indicates the tabs that are to

be displayed on the Dashboard window.
Show Web Reservations
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Show Web Requests
Show Analytics

Show Wait List

Show Reconfirm Dates

Show Building Hours
Exceptions

Show At A Glance

“Thru Today” includes xx Days
Prior to Today

Indicates how far into the past that reminders are
to be displayed in the “Thru Today” view. The
default value is seven.

Activate Flashing Indicator For:

Notifications
Reminders
Web Reservations

Web Requests

Set on a per tab basis. Indicates when the
Dashboard button on the toolbar is to flash if at
least one item is displayed on any tab. Values
are:

e Automatically — Immediately when there is at
least one record that is displayed on the
indicated tab, even when you are working in
EMS.

e At Startup only

e Never

Activate Flashing Indicator For:

Wait List
Reconfirm Date Reminders

Building Hours Exceptions

Set on a per tab basis. Indicates when the
Dashboard button on the toolbar is to flash if at
least one item is displayed on any tab. Values
are:

e At Startup Only
e Never

It is recommended that these options are turned
off since they are not being used at this time.
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3. Notification Tab

a. For those in charge of approving facility usage at their school/site, a notification
rule will be configured to alert you to new reservations/bookings or when

modifications have occurred existing reservations/bookings.

b. When the Notifications tab first opens, all the notification rules that include you
are listed in the Notification Rule pane (upper left pane) of the tab. Next to the
words “Notification Rule” is the number of rules that include you. The number
next to each rule is the number of new notifications (those with the current day’s
date). The following example shows only one notification rule for the user and no

new notifications for the current date.

% Dashboard EJ[E|E|

———— | One rule that includes
[] Show New Only | Matification Date [0 this user

H

Motification Fule (1) Mew ||

‘wieb Request Change 0O

No new rules at this
moment

(S8 — .
7 Reminders .
s Web Reservations
QyWeb Requests
lj_,Analytins

|E= At A Glance

| Time Zone

“B uilding

Options

Fefresh
Shiow
[ oid
[] Reviewed
Unreviewed

Close
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c. The Notifications tab is interactive. By default, when a rule is selected under

Notification Rule, all unreviewed notifications appear.

However, by clicking on

the options under the word “Show” on the mid-right pane, you can view old and
reviewed notifications.

notifications.

% Dashboard

The example below is a result of clicking on “Old”

[] Show New Only

EEX

Crptions

Motification Fule (1]

Wieb Reguest Change

<

Mew

Matification Date [2]
3472012 1:22 PM

i 341442012 306 P

| e

,‘.'_? Notifications

7 Reminders

JWeb Reservations

@W’eh Requests

lj,Analytil:s

|E= At A Glance

Tupe Bookin
Mew

Mew

312/2012 Mon
322202 Thu

g Date Start End

G00AM  1000AM ET
E00aM  BOOPM ET

Time Zone

Building
Dreland Admi
Dreland Admi

Cloze

GoTa

Reviewed

Shiow
oid
[] Reviewed

Unreviewed

L

d. Select a notification to view detailed information (such as new booking, changes,
etc.) in a pane at the bottom of the window.

& Dashboard

[] Shaw New Only

Matification Rule (1] -

‘w'eb Request Change

<

Mew

3/7/2012 1:22 PM
3/14/2012 306 PM

..’.‘._? Notifications

7 Reminders

s Web Reservations
QWeh Requests
“Analytics

= At A Glance

<

Natification Dale/[_a/Type

Mew

Mew

Booking D ate
3412/2012 Mon

342242012 Thu

B00AM  HOOPM ET

Changes | Molified Lsers|

Notification selected

Deland Admi

Details

Description

Fiel &

3/A12/2012 Mon 3:00 AM - Room 307-FINANCIAL SERVICES CONFEREMCE ROOM Can =

Can

Stat ¥
>

Cloze

HEE

Shaw

old

[] Reviewed
Unreviewed

Cptions
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e. The Notified Users tab will display a list of employees that have been notified of
this transaction.

%= Dashboard g@@|
Options

[ Shaw New Only .Notlhcatlon Date [2] Type Booking Date Start End Time Zone Building

' Notfication Rule m Mew 3472012 1:22 PM Mew 3A12/2012Mon - 3:00AM  10:00AM ET Jel and Admi

-—k:- Request Changs 0 3414/2012 3:06 PM Mew 3/22/2012Thu ®:00AM  S00PM ET Deland Admir
Show
oid
[[] Reviewed

e 5 Unreviewed

O Reminders E4 __———— | Displays list of those >

JWeb Reservations | Changes Nnti.fiad RN [ notified

User [2] Reviewed Revieleooare
Welb R St |

ynen denpets Trawick, Bertie

il Analytics “Widerman, Dolly

|E= At A Glance

Cloze

f. Select a notification and click on the Go To button to open the item. If the
notification is for a reservation/booking, then the reservation opens in the
Navigator.

g. Click Refresh to check for notifications that have been issued since you opened
the Dashboard.

4. Reminders Tab

a. A commentis a text entry that explains or clarifies a reservation, booking, group,
or service order. A reminderis a comment that has a due date associated with it.
The Reminder tab displays all the reminders for which you are responsible and
that have a due date through the current day’s date.

b. Any reminder created in the Navigator is attached to a specific reservation or
booking. Any reminder created in the Groups window is attached to a specific

group.

c. Reminders can be created that addresses just your school/site’s operational
needs and are not attached to any specific item. These reminders are created
from the Reminder tab on the Dashboard window as an unattached reminder.

d. To create an unattached reminder, click on the New button under the Reminders
tab and under the Reminder Type dropdown list, choose “(user specified
reminder)”. Enter a description for the reminder in the Description field. Your
user id will appear in the Responsible User field. This can be changed if you are
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trying to notify another user. Enter the due date. If you are completing the
reminder today, select a date completed; otherwise, leave this field blank. This
field is populated automatically when you or another user completes the
reminder. In the Notes field enter any further explanation or information about

the reminder. Click OK.

& Reminder,

Reminder | Histary

Audit

M(=13

Reminder Type:

Dezcrptian:

Responsible User:
Date Due:
D ate Completed:

Motes:

|[user specified reminder) L |

|Year-end kemo Beminder

| Trawick., Bertie L |

wane [
R

Send out year-end memo to schools/departments.

'35 Spelling [

] 4 l[ Cancel ]

Unless the Dashboard options were changed from the default, the reminder will

appear as a reminder on the Dashboard 7 days prior to the due date.

When the reminder appears on the Dashboard it can be edited, deleted, printed,
or completed. To complete the reminder, click

HE 20 L Q@ 82@ 0O

Dashboard light turns
red to alert

i ¢
i Book Calendar ‘Wizard Mavigator Browser ‘Web Reservations Groups Email Dashboard Manage Services

& Dashboard

Fesponsible User [13) A5
[ ()
[ admin
[ admin, Ken
Corer, Debbie
[ Dietrich, Denize
[ Knight. Heatker
[ McGregor. Liz
[ Rickmond. Ken

days prior to today (default)

E[(=1[E)
ay” includes 7

—————— “ThruTod
Wi Thru Today - |
Reminder Type: [all) w
Altached To: [alll + | Exclude Completed:

Search In Text: Hide Cance

[] Root User

& Notifications
s Web Reservations
\%W’el) Requests
il Analytics

= At A Glance

Reminders [1) Description /—ﬂmached']'n Rem|nder

“Yearend Mema Reminder Unattached

I TAWICK, DEIE

Group Event Mg Mew

Completed

Close
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g.

a.

Once a reminder is completed it will no longer appear on the Dashboard unless
the Exclude Completed field is unchecked.

. Web Reservations Tab

The Web Reservations tab displays any reservation that was submitted through
VEMS (Virtual EMS).

On the Web Reservation tab, select desired statuses and buildings from the left
pane if not already populated. For those in charge of approving facility usage at
their school/site this may be a duplicate listing of reservations appearing in the
Notifications tab since you are the responsible individual selected in the
Notification Rule.

From the list of reservations appearing in the window, begin selecting a
reservation and clicking on the Go To button to open it in the Navigator.

. Web Requests Tab

a.

a.

a.

At this time the District isn’t utilizing Web Requests. This can be unchecked in
Options so that it doesn’t appear as a tab.

. Wait List Tab

The Wait List tab provides a way of monitoring wait-listed reservations. It also
provides an indicator when the requested room becomes available.

Select options (status and building) on the left pane of the tab to filter the
reservations that are displayed on the tab. You can also select a different view
on the View dropdown list. The default value is Thru Today. To filter the
reservations based on a specific time range, on the View dropdown list, select
(user-specified), and then enter at least a starting date in the available date
fields. An ending date is optional. After you select or modify the filtering options,
click the Refresh button.

Select the reservation in the Reservations list and then click on the Go To button
to open the reservation in the Navigator.

. Reconfirm Dates Tab

At this time the District isn’t utilizing Reconfirm Dates. This can be unchecked in
Options so that it doesn’t appear as a tab.



9. Building Hours Exceptions Tab

a.

At this time the District isn’t utilizing Building Hours. This can be unchecked in
Options so that it doesn’t appear as a tab.

10.Analytics Tab

a.

The Analytics tab provides quick access for queries that have been defined using
the Query builder and for which you have been defined as a user. You can run
the queries from the Analytics tab.

To run a query from the Analytics tab, click Select Queries in the upper left
corner. The Queries dialog box opens. Select the queries that you want to run
and click on OK.

The selected queries are displayed in the Queries pane (upper left).

Select the query you wish to run and then select the desired dates and click on
the Get Data button.

If the query returns data, then the results are displayed in the Results pane.

To export the query results to an Excel spreadsheet or to an XML file, click
Export, and then select the appropriate file type. A dialog box opens in which
you can specify the file name and the location to save the file.

To generate an onscreen preview of the printed query, click Print. The preview
window contains options for printing, emailing, etc.

11.At A Glance Tab

a.

The At A Glance tab provides quick access to high-level booking statistics for
events at your school/site. You can select to show booking statistics by
category, event type, group type, reservations, room type or status.

Be default, when the tab first opens, the date is set to the current day’s date, and
category is the selected display type.



c. To view booking statistics for your school/site on a given date select options
(status and building) on the left pane and change the date and/or display type as
needed to view the bookings statistics for a selected date.

& Dashboard

Crptions

Status (10] | Date: |4.-’4.-’2012Wed |E][ Today ] Reservations: 0 Bookings: 0
[ Requested F

[ Pending &ppraval
Approved Bookings
[ Blacked 2

) Type: II.IE ik Typed v

Buildi.. Desciiption N

[] Buiding Palm Terace Elerm
[] Building Pathways Elements
Building Fierson Elementary
[] Buiding Pine Ridge High Sc 2

L RS [

< | 3

& Notifications
7 Reminders
(JWeb Reservations

wl\naly(ics

2 At A Glance
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Chapter 6
Groups

In EMS, a group is an entity for which reservations are made at your facility. A
group can be one of the following:

a.

Outside Organization: Groups not generated by the existence of the school or
the district, including for-profit users, community groups, governments, and non-
profit users.

School-based Organization: volunteer groups generated by the existence of
the school, such as booster clubs, parent-teacher organizations, or associations,
which are providing a service to the school.

VCS Employee — A VCS employee can make a reservation on behalf of a
school-based organization or for school/district meetings. Information is loaded
from the Districts Human Resource software. Security, however, must be
obtained from the Finance Department.

A contactis a person who serves as the coordinator for a group.

Groups can only be added by Finance. Refer to “Responsibilities” in the Introduction
to EMS chapter.

In EMS, you can view group information such as the address, phone number, email
address as well as viewing a copy of the hold-harmless agreement and certificate of
insurance.

To view a group, click on the Groups icon on the toolbar. To speed up the search,
you can use the filters at the top of the Groups window (Starts with, Search by,

Type).

— | Use these search features to
=] quickly find a specific group

Hee 2 O L2

Book Calendar ‘Wizard Mavigator Browser b

% Groups (First 1000 Pzcords)

Skarts With: Go | Search By: Group ~ Type: (all) =7 Mew Ressrvation Options
[ Group [1 DDDj Eit_;,l St.ate Group Type Billing Heférence External |14 |

,v}‘_‘x A Tukar U Orlanda Outgide Organization

QQ Acceszing Your Potential Daptona Beach FL Outzide Organization

QQ ACES Tutoring Gotha FL Outzide Organization

;QQ Acevedo, Maria E [hone] 1255946

QQ Acevedo, Myna R [none) 1238

QQ Adams, Elizabeth & [hone] 124712

QQ Adamsz, Julia T [hone] 129077

| 53 Adamsz. Kadve G [honel 12?955) A
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6. Once a group has been selected, seven tabs appear at the bottom of the screen:
Contacts, Properties, Reminders, Comments, Attachments, User Defined Fields,
and Reservations. The Contacts tab is always the active tab when a group is
selected.

& Groups (First 1000 Records)

Starts With: Go | Search By Group - Type: {all) - | 7 MNew Reservation Options
Group [1000] City State Group Type Biling Reference External | # MHew
',}-_i, A Tutor LI Orlando Dutside Organization 1
§ Acceszing ‘ufl:-ur Potential Daytona Beach FL Duts?de Dlganfzatfon
§ ALCES Tutoring Gotha FL Outzide Orgarization _
§ Acevedo, Mara E [hore] 125346
é Acevedn, Myrmna A [hore] 123318
§ Adamz, Elizabeth & [haone] 124712
§ Adams, Julia T [mone] 129077
¢% Adams. Kadve G [nonel 127955 ¥
< |
—— . A V' V' A A A~
~» Contacts | & Properties 0 Reminders | € Comments | 4 atachments T User Defined Fields . Reservationz
Contacts [2] Title Phore 1 Phone 2 Email Address Default Cantact MHew
': Cora Thomas 40718391313 cora.thomas@aplustutoru.com Yes
E: Jill Eimnball [407] 8391313 ses(@aplustuton, com
[ Close |
Displayed: Ackive Groups, Active Contacks, Future Reservations

a. On the Contacts tab, you can view the group’s contact names, phone numbers,
and email addresses. Contact Finance if any changes need to be made.

b. On the Properties tab, you can view the group’s name, mailing address, phone
number, email address, group type (outside organization, outside org — tax
exempt, or school-based), etc.

c. The Reminders tab contains dates for reminders intended for the group. For
example, reminding the group to send a new certificate of insurance when the
one on file expires.

d. The Comments tab is used to alert schools to something that pertains to the
group. For example, if one of schools is experiencing a payment issue with this

group.
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e. On the Attachment tab, you can view a copy of the certificate of insurance,
debarment, and hold-harmless agreement if applicable to that group. This
feature allows a group to submit these forms to the Finance Department one
time only, rather than to each school every time they wish to use their facilities.

f. The User Defined Fields tab is used for additional tracking information.

g. On the Reservations tab, you can view all reservations made for the group as
well as create a new one.

7. If a group contacts your school to use your facilities and it does not exist in EMS,
have the group contact the Finance Department.






Chapter 7
Billing

1. In EMS, billing consists of two functions — generating invoices and processing
received payments.

2. Invoices can be generated in EMS based on a specific booking date or date range, a
reservation number, or both. For example, you can generate invoices for all
bookings in a month (April 1 through April 30) or for all bookings in reservation
number 11.

3. IMPORTANT NOTICE: Effective January 1, 2020, the Florida Department of
Revenue reduced the state sales tax rate imposed on the total rent charged for
renting, leasing, letting, or granting a license to use real property from 6.2% to 6%
(includes .5% for discretionary sales surtax). Sales tax is due at the rate in effect
during the time of the facility usage.

a. Rental charges paid on or after January 1, 2020 for rental periods prior to
January 1, 2020 are subject to the sales tax rate of 6.2%.

b. Rental charges paid on or after January 1, 2020 for rental periods after
January 1, 2020 are subject to the sales tax rate of 6%.

c. For this reason, you will need to create separate invoices for facility rental
prior to 1/1/2020 and then for rentals from 1/1/2020 and beyond.

For any additional guidance, please refer to Florida Department of Revenue Tax
Information Publication (TIP) No. 19A01-11 and section 212.031, Florida Statutes.

4. To generate an invoice for a single reservation, use the Navigator.

a. Click on the Navigator icon, type in the Reservation No., and click on the OK
button.



ttings  Reservations | Repaorts  Biling  Configuration  Swstem Administration

“FOL Q £=2O

lendar Wizard Mavigator Browser ‘Wweb Reservations Groups Emal Dashboard

& Open Navigator Enter reservation

. ]
Open: number
Reservation No.: 167

ok
Fieseryation ID Ewent Mame

156 Tutoring
149 Tutaring
167 Closing Ceremony/End Of Year Party

Close

b. Highlight the Reservation (top line on the left side pane). Click on the Update
Pricing button on the upper right side of the screen.

,»,‘,.-

N
e x QP £ @ O @
i / @ 7/ &
Book Calendar Wizard Navigator Browser Everyday UspfReservations Groups Email Dashboard Manage Services Booking Check In
Open Reservation View Alerts

TEST MEETING FOR SALES TAX (Reservation No. 33456)|

Print Refresh | Settings

4 Mtachments (0) " User Defined Fields (9) @ Transactions (0) © History" <" Emais (0)

: 4 Reservation Summary & Properties & Reminders (0) €2 Comments (0)

v

v C| | Event Name: TEST MEETING FOR SALES TAX Edit

v G A & Associates Status Approved e——

v 12 ct Sharon Adan Event Coordin... (none)

Vi 173 g 0 561-366-9005 Salesperson:  (none) Change Status

i 1/17/2018 Wed 2:00 PM - Bidg:00001 Room:107-CONFERENCE | | Reservation No. 33456

W 1/24/2018 Wed 2:00 PM - Bidg:00001 Room:107-CONFERENCE! Update Pricing
2 42110 I_d AN DM LA AANY Do AT AIEEDEMAT

c. On the Pricing Plan dropdown list at the top, choose “Standard-Prior to 1/1/2020”
for all reservations dated prior to 1/1/2020. For reservations dated 1/1/2020 and
after, choose “Standard”. Click on Room Charge under Selected Categories,
and click on the Next button at the bottom.

Update Pricing Plan Wizard

Pricing Plan: -
Select Categories {none)

10% Off

107% Off - Tax-Exempt
No Charge
Standard

Standard - Priorto 1/1/2018
Standard - Priorto 1/1/2019
Standard - Tax Exempt

Categories (1)

Room Charge

d. If you chose “Standard-Prior to 1/1/2020”, highlight all reservations that are dated
prior to 1/1/2020 and click on the Finish button at the bottom.
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12/19/2018 Wed  Wednesday 1:00 PM 4:00 PM
12/19/2018 Wed  Wednesday 4:00 PM 5:30 PM
2/1/2019 Fi Friday 2:00PM 4:00 PM
2/1/2019 Fi Friday 4:00 PM 5:30 PM
2/4/2019 Mon Monday 2:00PM 4:00 PM
2/4/2019 Mon Monday 4:00PM 530 PM
2/5/2019 Tue Tuesday 2:00PM 4:00 PM
2/5/2019 Tue Tuesday 4:00PM 5:30 PM
2/6/2019 Wed Wednesday 1:00 PM 4:00 PM
2/6/2019 Wed Wednesday 4:00 PM 5:30 PM
2/7/2019 Thu Thursday 2:00PM 4:00 PM
2/7/2019 Thu Thursday 4:00 PM 5:30 PM
2/8/2019 Fi Friday 2:00 PM 4:00 PM
2/8/2019 Fi Friday 4:00PM 530 PM
2/11/2019 Mon Monday 2:00PM 4:00 PM
2/11/2019 Mon Monday 4:00 PM 530PM
£
Cancel

Tomoka Element... Bidg:00001 Roo
Tomoka Bement... Bldg:00003 Roo...
Tomoka Element... Bldg:00001 Roo... Kid Connec
Tomoka Element... Bldg:00003 Roo... Kid Connec
Tomoka Element... Bldg:00001 Roo... Kid Connec
Tomoka Element... Bldg:00003 Roo... Kid Connec
Tomoka Element... Bldg:00001 Roo... Kid Connec
Tomoka EHement... Bldg:00003 Roo... Kid Connec
Tomoka Element... Bldg:00001 Roo... Kid Connec
Tomoka Element... Bldg:00003 Roo... Kid Connec
Tomoka Element... Bldg:00001 Roo... Kid Connec
Tomoka Element... Bldg:00003 Roo... Kid Connec
Tomoka Element... Bldg:00001 Roo... Kid Connec
Tomoka Element... Bldg:00003 Roo... Kid Connec
Tomoka Element... Bldg:00001 Reo... Kid Connec
Tomoka Blement... Bldg:00003 Roo... Kid Connec v
>
Select Al Unselect All
< Previous Finish /

e. The following message should appear stating that the pricing update is complete:

Update Pricing Plan

f. Click on the Transaction tab, and then click the

d

o Pricing update complete,

New button and choose Invoice.

/ Print  Refresh | Settings
/
2. 208) L] | || Reservation Summary || 4 Properties | ? Eeminders [0 || 7 Comments (0] |
1Pt - Bldg: 00002 Foom: 0071 . > 5 8 . « .
Attachments (0 User Defined Fields (0 [0 TranSactions (0] Histar “* Emails [0
FM - Bicg 00002 Foom 0077 . g o | & o _ | O Histay | (m
Date Type Department Invoice Mo, Check Mo.

Fhd - Eldg: 00002 Foom: 007-F
Fhd - Eldg: 00002 Foom: 007-F
1P - Bldg:00002 Fioom: 007
1P - Bldg:00002 Fioom: 007
1P - Bldg:00002 Fioom: 007
1P - Bldg:00002 Fioom: 007
Fhd - Eldg: 00002 Foom: 007-F
Fhd - Bldg: 00002 Foom:007-F
1Pt - Bldg:00002 Fioom:007-
1Pt - Bldg:00002 Fioom:007-

Mew

Yoid

1P - Bldg:00002 Room: 007

g. The invoicing window opens with several tabs.

The fields on this tab automatically populate.

The first tab is the Date Range.



i.  The starting and ending dates are automatically the first and last booking
dates for the selected reservation. If you don’t wish to invoice this entire
time frame, change the date range for which you are generating the invoice.

i. The Use Specific Times would only be used if you want to invoice only for
specific times. For example, if the booking is from 8 am to 5 pm and you
want to only invoice for 8am to noon.

ii. The default for Invoice Date is the current date. You can leave this date or
enter a different one.

iv.  The Due Date defaults at 30 days from the current date. You can leave this
date or enter a different one.

& Invoicing
Setup:yzﬁﬂed) =~ | Memotize Options
Date H8nge | Buildings | Categories || Statuses | Group Tvpes | Options
Department: Melnniz Elementary School w
Reservation Mo.: 167
Starting Date: 5/2M2 E]
Ending D ate: 5/2M2 E] 1

I

Uze Specific Times: [ ]

m/— Do you want this Invoice Date?
Invoice Diate: a/ar20 2 -

Do you want this Due Date?
Die Date: 4/7/2m2 -

h. On the Buildings tab, all buildings should show under the Selected column. If
not, use the arrow button to move them from Available to Selected.
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% Invoicing |Z| |E| El |

Setup: (user specified) » | Memarize Options

Date Rangs | Buldings | Categories | Statuses | Group Types | Options S All building should be
/

on this side
Available (0] Description 33 Selected [74) / Dezcripbor =TT]
e~ fdminis If not, use this arrow to
Area All Scho move to Selected
Area Element srr—rormomor =
Area High Schools !

aea Middle 5chools I

Building Atlantic High School

Building Blue Lake Elementary Sch...

Building Campbell Middle School

Building Champion Elementan Sch. .

Building Chisholm Elementar Schoal

< |

i. On the Categories tab, all categories should be on the Selected side. If not, use
the arrow button to move them from Available to Selected.

% Invoicing
Setup: (user specified) » | Mepefize Oobion
- All building should be
Date Aange Euildings| Categoari | Statuzes | Group Types | Optiong | / on this side
/
Avvailable (0] > | | Selected (4)°
~apdlighting If not, use this arrow to
Food move to Selected
Perzonnel

Room Charge

[] Show Inactive

Cloze [Generate

FL T 1

j- On the Statuses tab, Approved and Approved — Private should be on the
Selected side. Invoices normally would not be generated for reservations in any
of the other statuses.
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B=(E3

& Invoicing

Setup {user specified) - | Memorize Optians
[Date Range | Buldings Eategu:uries| Statuse: Group Types || Options | — Approved & Approved

/ — Private should be
Available (3] >» | | Selected (3 here

Blocked Approved
Canceled Approved - Private

Conflict
Mo Show

44
Pending &pprowal -
Requested
Shared Space
Waitlizted

[] 5how Inactive

Cloze [Generate

k. On the Group Types tab, Outside Org — Tax Exempt and Outside Organization
should be on the Selected side. Normally School-Based groups are not invoiced.
If you need to generate an invoice for that group, however, move it to the
Selected side.

0 g [ |

Setup: (user specified) ~ | Memorize Opkions
Date Range | Buildings | Categories Statusea| GTDU; vpes | Options | — All outside

organizations must be

Awailable [3) > Selected [y on this side
Outgide Ord - T au-Evetm

School-B azed Outzide Organization

Superintendent's Staff/Cabinet

<

Cloze Generate

[.  On the Options tab, leave the Header Message blank and in the Footer Message
field, choose Invoice Message — Footer from the drop down list. This message
says “Please make checks payable to the school and mail to the address listed
above”.
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Click on any of the desired options:

Option

Explanation

Print Comments

Include the reservation’s comments in the
printed invoice. Prints below the header.
Comes from the Reservation comment tab or
several other comment places.

Print Reminders

Include the reservation’s reminders in the
printed invoice. Prints below header. Comes
from the Reservation reminder tab or several
other reminder places.

Print User Defined Fields

Include user-defined fields and their values in
the printed invoice

Suppress Reserved Time

Hide the reserved time for the booking and
show only the event time.

Print Item Notes

Include notes for any booking items in the
printed invoice

Print Zero Priced ltems

Include even the zero priced items on the
printed invoice




Print Header On Each Page

By default, the header and footer messages
are printed on every page of the invoice. To
print the header only on the first page of the
invoice, clear this field.

Suppress Logo

Do not show your school's logo on the
printed invoice

m. When finished, click on the Generate button at the bottom.

= Invoicing

Setup: (user specified)

Header Meszage:
Footer Meszage:
Print Comments:
Frirt B eminders:

Frint Uger Defined Fields:

Print [tem Motes:

Frint £ero Priced [tems:

Cloze

Suppress Reserved Time:

[none]

Inwoice Message - Foater

[F] Frint Header On Each Page:
[F] Suppress Loga: IFl
]

O prin € neaaer only
O To print the head I
I on the first page of the
O invoice, uncheck this

= | Memorize / Options
Date Range | Buildings | Categories | Statuses | Group Types | Optidés

Prints “Please make checks payable
/ to school....”
e

Check these if comments
or reminders need to be P
printed on the invoice
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n. The generated invoices are listed on the Invoicing window. By default, invoices
with a zero balance are not shown. To show zero balances, clear the Hide Zero
Balances option at the bottom of the window. To preview an invoice, select the
invoice (use CTRL- click to select multiple invoices), and click on the Preview
button.

= Invoicing

Select by highlighting

Reservation . (1) Taroup Subtatal farand Total Select Al
A+ Tutor U 5250 Unzelect Al
Click to preview invoice —_—
Click to make changes to —/
the criteria
Hide Zero Balances

o. An onscreen preview of the selected invoice(s) opens. The preview is titled
“Invoice Preview” to distinguish previews from invoices that have been posted.
The previewed invoice will also not have an invoice number, which is issued
when the invoice is posted. The preview window contains options such as
printing a hard copy if desired. Click on the red X box at the upper right corner to
close the screen.

p. If you notice a change is needed to the invoice criteria, click on the Filter button
to return to the Invoicing window. After changing the criteria, generate the
invoice again.
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g. To post an invoice, select the invoice (use CTRL-click to select multiple invoices),
and then click on the Final button.

& Invoicing

Select by highlighting
Reservation Mo, Group Subtatal [arand Total Select &l

A+ Tutor U 52,50 55,91

Unzelect Al

Prewview

Click to post invoice  — Final

ool

Filter

Hide Zero Balances Cloze

r.

s. A message window opens warning you that you are about to post and print (#)
invoices, and asking you if you want to continue. Click on the Yes button.

t. An onscreen preview of the FINAL invoice opens. The preview is titled “Invoice”
and the invoice has been issued an invoice number. This invoice number
consists of your school’s organization number in the first 3 digits, followed by the
next available sequential number, followed by the current fiscal year.

Pierson Elementary School

1 West First Avenue
Pierson FL 32180
(386) 740-0850

In this case, this invoice is
Invoice / for slchool # 627, the first
invoice of the year (1), for
Group Invoice Number: 62712012 fiscal year 2012
Cora Thomas Invoice Date: 3852012
A+ Tutar U Due Date: 45772012
3900 Edgewater Drive Event Name: Clasing Ceremany/End Of Year
Orlando, FL 32804 Party
Reservation MNo.: 167
Phone: (4073 8§39-1313
Bookings /Details Quantity Price Amount

Monday, March 05, 2012
3:30 PM -5:00 PM Tutoring Closing Ceremony (Approved) Bldg:00007 Room:071-DINING AREA

Room Charge: (1.6 hours @ 35.00/he) 1 52.50 52.50
Subtatal 52.60
Sales Tax (6.5%) R
Grand Total 55.91

Please make checks payable ta the schoal and mail to the address listed abaove.
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u. The preview window contains options for printing a hard copy of the invoice and
emailing the invoice. Print the desired number of copies. The invoice can also
be emailed as an attachment to the group. Click on the red X box at the upper
right corner to close the screen.

Click this button to

|_—|3:| | Email | E =part |EJF'lint | email the invoice 00 % - |_| SR |f_?v

Fierson Elementary School
1 West First Avenue

- Pierson FL 32180
(3867 740-0850

- Invoice
; Group Invoice Number: 52712012
- Cora Thomas Invoice Date: 3852012
A+ Tutor U Due Date: 472012
- /0N FAnasweatar NMriva Funnt hlamans Mlarime M avaee
I.f:,;\l WY a v .Z. s Untitled - Message (Rich Text) - = X
bR = -
. Message Insert Options Format Text Develaper (7]
. W o dsl el 0P e o
T (B The email address will
4 automatically populate this field
Clipboard T
[ To. ] | ] - -
=" T | 7 Type in the desired subject an message ]
Send o H
i / and click on the send button
Subject | /
e

Invoice.pdf ~—

Invoice is sent as an attachment

v. After an invoice has been generated, the message “ltems have been invoices” is
displayed in red text on the Reservation Summary tab in the Navigator. The
message is also displayed on the Booking Detail Summary tab. The booking
detail folder in which the invoiced items reside now has a green background in
the Items column.
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w/End Of Year Party [Reservation No. 167] A7 Atachments (0] ® User Defined Figlds [0] W Transactions [1)
oh 330 P - Bldg: 00007 Roon 071-DINING AR

Reservation Summary 4w Properties & Reminds
Event Name: Closinn Ceremonu/End 0f Year Party
Group: 1 Message appears Approved
1st Contact: Cord ' I... [mone]
Phiohe: [407) 839-113 Salesperson: [mone)
Feservationflo: 167
Itemns have been nvoiced

Green = invoiced
Bookings [
Date Start End Time Zone Building f

u 30202 Mon 3:30PM HO0DPM ET Pierzon Elementary School E

w. After an invoice is posted, it is permanently saved. Any change at this point to
the balance due can only be made through an adjustment or by voiding the
invoice and regenerating it. Because invoiced bookings are locked and cannot
be edited, you must void the invoice before you can edit the bookings.

5. To generate an invoice based on a specific booking date or a date range (e.g.
month), click Billing > Invoices > Invoicing.

a. The invoicing window opens with several tabs. Enter the specific book date in
both the starting and ending date or enter the first and last day of the month to do
a monthly billing. The default for Invoice Date is the current date. You can
leave this date or enter a different one. The Due Date defaults at 30 days from
the current date. You can leave this date or enter a different one.
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ieservations  Reporks | Biling Cu:pﬁigT_lratiu:ury Swskem Administration  Window  Help

);": @ } | MCes/r| Biling warksheet -
of P v | v ]

fizard Mavigator Browss

Reports 3

Other 3

=13

Opkians

& Invoicing £

Setup: (user specified) - | Memorize

Date Range | Buildingz || Cateqgories || Statuzes || Group Types || Dptiuns|

Department: | Pierson Elementary School Lvs |

Reservation Mao.: | |

Starting D ate: 2175202 E]
Ending D ate: E] }__ Dates for a entire month

Uze Specific Times:  []

Invoice Date: asAme E]
i ?
Due Date: 4772012 “ Do you want this Due Date?

Do you want this Invoice Date?

Claze Generate

b. On the Buildings tab, all buildings should show under the Selected column. If
not, use the arrow button to move them from Available to Selected.

= Invoicing ._ E|g|
Setup: {user specified) = | Memorize Cinking
D'ate Range | Buildings | Categones || Statuzes || Group Types || Dptiu:uns| /_ Al bl.glr(]:lltr;]gi;sssf}ggld be
Available (0] Dezcription B j\ elected [74] { D ezcription PN |
fea o Bdmmisl 1T not, use this arrow to
Ares Al Schd move to Selected
Area Elementan Schools L
Area High Schools
trea Middle Schools I
Building Atlantic High Schoal
Building Blue Lake Elementan Sch...
Building Campbell Middle 5choal
Building Champion Elementary Sch...
Building Chighalm Elementan School
< | | ¥

o v

c. On the Categories tab, all categories should be on the Selected side. If not,
use the arrow button to move them from Available to Selected.
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& Invoicing

Setup: (user specified) - | Memefize Lokion
: All building should be
Date Range Euildings| Categari | Statuzes | Group Types | Options | / on this side
/
Available [0] B Selected [4]l
~agd Lightirg If not, use this arrow to
Food move to Selected

Personnel

Fioom Charge

[] 5how Inactive

Close Generate

FATTE 1

d. On the Statuses tab, Approved and Approved — Private should be on the
Selected side. Invoices normally would not be generated for reservations in
any of the other statuses.

ol In¥oicing =]k
Setup: (user specified) « | Memarize m

Approved & Approved
— Private should be

el [ W el here

Date Fange | Buildings | Categories | Statuses |Gru:uup Types | Options |/
/

Blocked Approved
Canceled Approved - Private
Conflict
Mo Show

Pending Spproval
Requested
Shared Space
Waitlizted

[] Show Inactive

Cloze Generate
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e. On the Group Types tab, Outside Org — Tax Exempt and Outside
Organization should be on the Selected side. Normally School-Based groups
are not invoiced. If you need to generate an invoice for that group, however,
move it to the Selected side.

% Invoicing
- : All outside
Setup: {user specified) ~ | Memarize organizations must be
on this side

D'ate Fange | Buildings | Categories || Statuses | Group Types | Optio

fvvalable 3] Selected [2)

Outzide Org - Tax-Exempt
School-Bazed Outzide Organization
Superintendent's Staff/Cabinet

f. On the Options tab, in the Footer Message field, choose Invoice Message
— Footer from the dropdown list. This message says “Please make
checks payable to the school and mail to the address listed above”.

g. Click on any of the desired options:

Option Explanation

Print Comments Include the reservation’s comments in the
printed invoice. Prints below the header.
Comes from the Reservation comment tab
or several other comment places.

Print Reminders Include the reservation’s reminders in the
printed invoice. Prints below header.
Comes from the Reservation reminder tab or
several other reminder places.




Print User Defined Fields

Include user-defined fields and their values
in the printed invoice

Suppress Reserved Time

Hide the reserved time for the booking and
show only the event time.

Print Item Notes

Include notes for any booking items in the
printed invoice

Print Zero Priced ltems

Include even the zero priced items on the
printed invoice

Print Header On Each Page

By default, the header and footer messages
are printed on every page of the invoice. To
print the header only on the first page of the
invoice, clear this field.

Suppress Logo

Do not show your school’'s logo in the
printed invoice

h. When finished, click on the Generate button at the bottom.

& Invoicing

Header Message: [home]

Print Camments:

Frivt B eminders:
Frirt Uzer Defined Fields:
Supprezs Reserved Time:
Frirt [bem Motes:

Frint £ero Priced [tems:

Cloze

Date Range | Buildings | Categories | Statuzes | Group Types | Options

Footer Message: Invaice Message - Footer v

Setup: (user specified) = | Memorize Options

Prints “Please make checks payable
/ to school....”

Print Header On Each Page:

Suppress Loga: IFl

To print the header only
on the first page of the
invoice, uncheck this

Check these if comments
or reminders need to be »”

printed on the invoice
GenErate
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The generated invoices are listed on the Invoicing window. By default,
invoices with a zero balance are not shown. To show zero balances, clear
the Hide Zero Balances option at the bottom of the window. To preview an
invoice, select the invoice (use CTRL- click to select multiple invoices), and
click on the Preview button.

& Invoicing

Select by highlighting —
Feszervation Bo. (1] Group Subtatal Grand Total Select Al
A+ Tutor U 5250 Unzelect Al
Click to preview invoice —_—
Click to make changes to —/
the criteria
Hide Zero Balances

An onscreen preview of the selected invoice(s) opens. The preview is titled
‘Invoice Preview” to distinguish previews from invoices that have been
posted. The previewed invoice will also not have an invoice number, which is
issued when the invoice is posted. The preview window contains options
such as printing a hard copy if desired. Click on the red X box at the upper
right corner to close the screen.

If you notice a change is needed to the invoice criteria, click on the Filter
button to return to the Invoicing window. After changing the criteria, generate
the invoice again.

To post an invoice, select the invoice (use CTRL-click to select multiple
invoices), and then click on the Final button.
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& Invoicing
Select by highlighting

oA | otal

Reservatiogf Mo. [1] e puye g oaooan

A+ Tutor L

Click to post invoice

Hide Zero Balances

Select Al

Unselect Al

Presview

Final

Filter

Cloze

m. A message window opens warning you that you are about to post and print
(#) invoices, and asking you if you want to continue. Click on the Yes button.

n. An onscreen preview of the FINAL invoice opens.

“Invoice” and the invoice has been issued an invoice number.

The preview is titled

This invoice

number consists of your school’'s organization number in the first 3 digits,
followed by the next available sequential number, followed by the current

fiscal year.

Pierson Elementary School
1 West First Avenue
Pierson FL 32180
(386) 740-0850

-4

Invoice

Group

Invoice Number: 2712012

Cora Thomas

A+ Tutor U

3900 Edgewsater Drive
Crlando, FL 32804

Bookings /Details

Invoice Date:
Due Date:
Event Mame:

Reservation No.:
Fhone

382012
45772012

Closing Ceremony/End Of Year

Pary
167
[407) 839-1313

Quantity

In this case, this invoice is
for school # 627, the first
invoice of the year (1), for
fiscal year 2012

Price Amount

Monday. March 05, 2012

3:30 PM - 5:00 PM Tutering Closing Ceremony {Approved) Bldg:00007 Room:071-DINING AREA
Room Charge: (1.5 hours @ 35.000hn) 1

52.60 52.60

Subtatal
Sales Tax (B.5%)
Grand Tatal

A2 80
M
5581

Flease make checks payable to the school and mail to the address listed above

o. The preview window contains options for printing a hard copy of the invoice
and emailing the invoice. Print the desired number of copies. The invoice
can also be emailed as an attachment to the group. Click on the red X box at

the upper right corner to close the screen.
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& Invoice

(7 | Email | Esport | o= Piint |Gy | 38 | 0 [+ 2 | G [ga] o0 2L 11 |2~
_---|---1---|---2---||__iZ°°mIn---|---4---|---5---|---

Fierson Elementary School
1 West First Avenue

- Pierson FL 32180

: (396) 740-0350
1
- Invoice
2 Group Invoice Number: B2712012
" Cora Thomas Irvoice Date: 3852012
A+ Tutor LU Due Date: 47752012
- 0N FAneweatar Nriva Funnt hlaman: Clacine M avame
I.fba H9 o« s[A])- Untitled - Message (Rich Text) - = x
| a = =
- Message Insert Options Format Text Developer )
g S ei= = Al (e el |0 S -
: | A A= 8= 2w o
Paste 2 ||[B 2 L[ { The email address will —
4 -~ | automatically populate this field -
Clipboard ™ ofing
[ To ] | cora. thomas @aplustutory. com
(e ]| 7 Type in the desired subject an message ]
_ / and click on the send button
Subject: | /

""'1""'/2"""'3"""'4'"""5"""'5"""'?6'

-~
Ivvai .df¥ . .
nvaice.p Invoice is sent as an attachment

After an invoices has been generated, the message “ltems have been
invoices” is displayed in red text on the Reservation Summary tab in the
Navigator. The message is also displayed on the Booking Detail Summary
tab. The booking detail folder in which the invoiced items reside now has a

green background in the Items column.
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w/End Of Year Party [Reservation No. 167] A7 Atachments (0] ® User Defined Figlds [0] W Transactions [1)

on 330 Ph - Bldg:00007 Room: 071-DINING AR Resenvation Surmany o Properties & Reminde
Event Name: Closinn Ceremonu/End 0f Year Party
Group: 1 Message appears Approved
1st Contact: Cord ' I... [mone]
Phiohe: [407) 839-113 Salesperson: [mone)
Feservationflo: 167
Itemns have been nvoiced

Green = invoiced
Bookings [
Date Start End Time Zone Building f

u 30202 Mon 3:30PM HO0DPM ET Pierzon Elementary School E

g. After an invoice is posted, it is permanently saved. Any change at this point
to the balance due can only be made through an adjustment or by voiding the
invoice and regenerating it. Because invoiced bookings are locked and
cannot be edited, you must void the invoice before you can edit the bookings.

6. To Reprint an Invoice. Both non-voided and voided invoices can be reprinted.
Reprinting an invoice does not recalculate the invoice. It is simply printed as it
appeared when it was first generated. You can specify the invoices that are to be
reprinted or you can search for invoices based on a specific criteria and then select
specific invoices to reprint from the list of search results. You can also reprint an
invoice from the Transaction tab when a reservation is selected in the Navigator.

a. To specify invoices for reprinting, on the menu bar, click Billing > Other > Reprint
Invoices. The Reprint Invoices window opens. The Department field should
automatically populate.
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~

gs  Reservations Reports | EiMg | Configuration  Swstem Administration  Window — Help

A A PR e O

dar ‘Wizard Mavigator Browsg ps Email Dashboard Manage Services

Reports

COther ! Reprint Invoices

Woid Invoices

Browwse Transackians

% Reprint Invoices

Department: Fierzon Ele Can enter a specific  |eas |Ngn Yoided
invoice number

Ireeoice Ho.: T Ead ] Tomat |m v|
First Transaction Date: I:IE] Frint Header On Each Page:

Laszt Tranzaction Date: E] Print TransgCtions: [F]

|reenice (0] Armnount Mate Select sort order for In;ﬁuce [0)

J reprinted invoices

Can search by
transaction dates

Select to include any
associated transactions
(deposits. pavments. etc)

Leave this selected to
/ include paid invoices

Show Paid lhvoices

0K ] [ Cancel
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b. To reprint an invoice based on transaction dates, enter the dates, select the
invoice(s) to be reprinted, and move the invoice(s) to the selected side. Click on
the OK button.

1 Reprint Invoices |'__||'E|E|
Department: |F'iersu:un Elementary Schaool w | |mwnices: |Nu:|n Woided ~ |
Imwaice Ma.: | | [ Add ] Formnat: |B_I.J Reservation w |
First Transaction Date: | 34142012 E] - h Page:
Enter the desired
Last Transaction Date: | 3/8/2012 (-] dates F
Imvnice [1] Arnount Mate B Inwoice [0

E2712012 55.91

Highlight the desired
invoice(s)

Use these buttons to
move all or individual
invoices to the
Selected side

e
[ EIKIﬁ’ Cancel ]

c. To reprint a specific invoice, enter the invoice number and click on the Add
button. The invoice will automatically appear in the Selected side. Click on the
OK button.

Show Paid Invoices |

£ Reprint Invoices

Click on this

Enter a specific
invoice number

Invoice Mo, |E2F"‘|2D‘l2 \ | [ Add | Fomat: |E_l,l Reservation v|

First Tranzaction Date: I:IE] Print Header On E ach Page:
Last Transaction D ate; |:|E] Frint Tranzactions: i

Ireenice (0] Arnount MHate Ibevice 1]

/

Invoice will
automatically appear
on the Selected side

Show Paid Invaices

~
[ DKAﬁ[ Cancel ]
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d. An onscreen preview of the invoice(s) opens. The preview is titled “Invoice” and
contains options for printing a hard copy of the invoice and emailing the invoice.
Print the desired number of copies. The invoice can also be emailed as an
attachment to the group. Click on the red X box at the upper right corner to close
the screen.

7. Voiding an Invoice — An invoice can be voided if no payments have been made
against the invoice. If a payment has been made against the invoice, you must void
the payment. You can specify the invoices that are to be voided or you can search
for invoices that meet specific criteria, and then select specific invoices to void from
the list of search results.

a. To specify invoices to void, click Billings on the menu bar > Other > Void
Invoices.

b. The Void Invoices dialog box opens.

& Yoid Invoices
Department:; Wolusia County Schools L
[reeoice Mo Add
First Transaction Date: E]
Lazt Transaction Date: E]
Invoice [0] Arnaunt Mate Invaice (0] Yaid Reazon

Shaw Paid Invoices

[ Presvies ][ Ok H Cancel

c. Enter the criteria to search for the invoice(s) to be voided.

Field Explanation

Department If not already populated, select the appropriate
school/site from the Department dropdown list.

Invoice No. If known, enter the invoice number to be voided.
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d.

First Transaction Date

Last Transaction Date

You must enter at least a First transaction date.
The Last transaction date is optional.

Show Paid Invoices

Leave this option selected to include paid invoices
in the search. If you want to void an invoice
against which payments have been made, then this
reminder serves to prompt to you to first void the
payments before you void the invoice.

If payments have been applied to the invoice, then an error message opens
indicating that payments have been applied to the invoice and it cannot be
voided. The payments must be voided before you can continue to void the

invoice.

If payments have not been applied to the invoice, then a Void Reason dialog box
opens. Enter a reason for voiding the invoice and click OK.

ﬁ Void Invoices

Enter invoice number to

Cepartrent; |Eampbel| Middle

void and click the Add

ool w

Inwoice No.: 72172012

button

First Transaction D ate: I:IE]
Last Transaction D ate: I:IE]

Enter a reason for
voiding the invoice

Invoice (0] Amnount Mate

and click OK

]
Ihwaice

Yoid Reason

"oid Reason: | Invoiced the manth of &pril in emor.

Show Paid Invaices

’ Previgw ” ak ” Cancel ]
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f. The invoice is displayed (by number) in the lower right Invoice pane.

Invoice Mo.: F217z2maz Add
First Tranzaction D ate: E]
Last Tranzaction D ate: B
|nvaice [O] Arnount Hate Irwaice [1] Yaid Reazon

F2172m2 Invoiced the man...

<< ]

<4

Show Paid Invoices

[ Presries H 0K H Cancel ]

g. Optionally, before you void a selected invoice, you can review it to ensure that it
is indeed the invoice to be voided. Select the invoice in the lower right Invoice
pane (CTRL-click to select invoices) and then click Preview.

h. Select the invoice in the lower right Invoice pane (CTRL-click to select multiple
invoices), and then click OK.

i. A message opens asking you if you are sure that you want to void the selected
invoices. Click Yes.

j- A message opens indicating that the invoices have been voided. Click OK.

k. The message and Void Invoices dialog box closes. The Void column is set to
Yes on the Transaction tab for each of the voided invoices in the Navigator.

. Searching for Transactions — A transaction in EMS can be one of four types: a
deposit, a payment, an adjustment, or a refund.

Transaction Type Explanation

Deposit A deposit is the dollar amount paid in advance of an event
BEFORE invoicing occurs. A deposit is added to a reservation.
After you invoice the reservation, all outstanding deposits are
applied to the invoice to reduce the balance due. A prepayment
is similar to a deposit and is applied to a reservation.

Payment A payment is the dollar amount that is applied to an invoice to
reduce the balance due. A prepayment is similar to a deposit
and is applied to a reservation.
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Adjustment An adjustment is a modification that is made to the amount due
on an existing invoice. For example, if you send out an invoice
to a group for $202 and the group sends you a check for $200,
you can make an adjustment of -$2 to close out the invoice.

Refund A refund is the return of funds that have been applied to an
invoiced reservation.

a. To search for a transaction, click Biling on the menu bar > Other > Browse
Transactions. The Browse Transaction window appears. The first time that the
Browse Transaction window opens, the Filter tab is set to a basic search;
otherwise the Filter tab is set to the search type that you last carried out (basic or
advanced).

Click to go to the
Advanced search

Click to go to the
Basic search

Erowse For - Reservations

-

- 8]

Filter | Results

Ending Drate: Ending D ate:

b. Select the appropriate criteria.

Field Explanation

Starting & Ending Date The date range during which the
transactions were carried out. Both are
optional.

Department If not already populated, click on the
search button and select your
school/site.

Transaction Type Leave the default value set to “all” or

select a specific transaction type.

Invoice Number If you are searching for a specific
invoice or invoices, enter a search
string. NOTE: The search is not case-
sensitive, but it is limited to the exact
order of characters in the string and the
string must begin with the information
for which you are searching. For
example, if your enter 10 as the search
string, results can include invoice
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numbers 1000, 1017, etc.

Reservation ID

Leave the default value set to 0 to
search for a transaction regardless of
reservation ID; otherwise, enter the
exact value of the reservation ID.

Amount

Leave the default value set to 0.00 to
search for transactions regardless of
the transaction amount; otherwise,
enter the exact amount of the
transaction.

% Browse Transactions

Browese For: - Transactions

Filter | Fiesults|

Refresh | Options

Starting Date: | () [ Reset | [Advanced> |
Ending Date: [ =

Group: il v
Department [(all v]

Transaction Type: il vl

Invaice No. [ ]

Reservation ID: o

c. You can change the default value of the number of records returned by clicking
on Options in the upper right corner.

frowse For Transactions

Filter ‘ Results|

Refresh
o0

Starting Date: | B Reset Advanced >
[ @

Ending D ate:

Group: |[au]

Department: |[a\l] v |
Tranzaction T ype: |[a\l] v |
Irvvoice Mo, l:l

Reservation 1D Cl

Amout:
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d. After entering criteria, click on the Get Data button. The search results are
displayed on the,Results tab.

% Browse Tranuactions

Browse For.  Tghnsactions - Print Export Refresh | Options

Fiter | Resuls

Drag a column header here to group by that column

Transaction Date Type Invoice Mumber Sroup Arnounk Reservation I Woid
afafz012 Thu Invoice 62712012 A+ Tutar U 455,91

1 Records

e. You can sort by any field by clicking on the column heading, print, or export the
results from here. Click on the Filter button to return to the filter tab to make any
necessary adjustments to the criteria.

9. Entering a Deposit — There are two ways to enter a deposit: (1) Open the
reservation in the Navigator and on the Transaction tab, click New > Payment; or (2)
On the menu bar, click Billing > Payments > Payment Entry, and then on the
Payment Entries window, click New.

a. The Payment Entry window opens. Enter the deposit information and click OK.

Field Explanation
Transaction The default value is the current day’s date. You can
Date modify this value if needed.
Department If not already populated, select your school/site.
Transaction Select the transaction type — Deposit (Reservation) or
Type Deposit (Bookings)

e A Deposit (Reservation) is best suited for
reservations, with one or more bookings, that are
to be invoiced in their entirety upon completion of
the event.

e A Deposit (Bookings) is best suited for reservations
with multiple bookings, for example, an event with
multiple occurrences spanning several months,
that is billed monthly. A Deposit (Bookings) allows
you to spread the deposit across multiple months
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so that only a portion of the deposit is consumed
and applied to the invoice that is generated
monthly. In this scenario, a large deposit that is
entered as Deposit (Reservation) would be
consumed in its entirety by the first invoice that is

generated.
Payment Type Select the payment type.
Check No. Enter the check number if you selected “check” as the
payment type.
Amount Enter the amount of the payment.

Reservation No.

Automatically populated if you opened the Payment
Entry window from the transaction tab in the Navigator;
otherwise, enter a reservation number or click the
Search icon to open the Reservations window and
search for a reservation.

Invoice No.

Not applicable — Deposits are applied before an invoice
is generated. The invoicing process totals the charges
for the specified date range, applies any reservation
deposits, and results in a net balance due for the
invoice.

Notes

Optional. Enter any other comments or statements that
explain or clarify the payment.

& Payment Entry - Atlantic High School (4/9/2012)

Description | Aydit
Tranzaction Date:
Department:
Tranzaction Type:
Payment Tupe:
Check Mo.:

Amount:
Reservation Mo.:
Irvvoice Mo.:

Maotes:

4/9/2012 (=]
Atlantic High School w

Yoid: O

Ok ] ’ Cancel
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10.Entering a Payment - There are two ways to enter a payment: (1) Open the

reservation in the Navigator and on the Transaction tab, click New > Payment; or (2)
On the menu bar, click Biling > Payments > Payment Entry, and then on the
Payment Entries window, click New.

a. The Payment Entry window opens. Enter the payment information and click OK.

Field

Explanation

Transaction Date

The default value is the current day’s date. You can modify
this value if needed.

Department

If not already populated, select your school/site.

Transaction Type

Select the transaction type — Payment or Pre-payment.
NOTE: Pre-payments act just like deposits in that they are
applied to a reservation and are applied to an invoice
reducing the balance due. Payments are applied to an
invoice.

Payment Type Select the payment type.

Check No. Enter the check number if you selected “check” as the
payment type.

Amount Enter the amount of the payment.

Reservation No.

e If you selected Payment as the Transaction Type, then
this field is not available as payments are applied
against invoices, not reservations.

e If you selected Pre-payment as the transaction type,
then the field is automatically populated if you opened
the Payment Entry dialog box from the transaction tab
in the Navigator; otherwise you must enter a
reservation number or click on the search icon to open
the reservation window and search for a reservation

Invoice No.

e If you selected Pre-payment as the transaction type,
then this field is not available as pre-payments are
applied before an invoice is generated.

e If you selected Payment as the transaction type, then
you must enter an invoice number in this field, or click
the search icon to open the invoices window and
search for an invoice.

Notes

Optional. Enter any other comments or statements that
explain or clarify the payment.
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& Payment Entry - Atlantic High School (4/9/2012)

Description | Aydit

Tranzaction Type:

Check Mo.:

Reservation Mo.: 1]
Irvvoice Mo.:

Maotes:

Tranzaction Date: 4/9/2012

Department: Atlantic High School v

Payment Tupe: [nore]

Amount: 0.00

8]

Yoid: O

[ Ok ][ Catcel ]

11.Entering an_Adjustment - There are two ways to enter a deposit: (1) Open the

reservation in the Navigator and on the Transaction tab, click New > Payment; or (2)
On the menu bar, click Biling > Payments > Payment Entry, and then on the
Payment Entries window, click New.

a. The Payment Entry window opens. Enter the payment information and click OK.

Field

Explanation

Transaction Date

The default value is the current day’s date. You can
modify this value if needed.

Department

If not already populated, select your school/site.

Transaction Type

Select the transaction type — Adjustment

Payment Type Select the payment type.

Check No. Enter the check number if you selected “check” as the
payment type.

Amount Enter the amount of the adjustment. To decrease the

invoice by the indicated amount, enter a minus sign (-)
before or after the amount.

Reservation No.

Not applicable — Adjustments are applied to invoices.

Invoice No. You must enter an invoice number or click the search icon
to open the invoices window and search for an invoice.
Notes Optional. Enter any other comments or statements that

explain or clarify the payment.
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% Payment Entry - Atlantic High School (4/9/2012) [](=

Description | Aydit
Tranzaction Date:
Department:
Tranzaction Type:
Payment Tupe:
Check Mo.:

Amount:
Reservation Mo.:
Irvvoice Mo.:

Maotes:

4/9/2012 (=]
Atlantic High School w

Yoid: O

oK ] [ Cancel

12.Entering _a Refund - There are two ways to enter a refund: (1) Open the

reservation in the Navigator and on the Transaction tab, click New > Payment; or (2)
On the menu bar, click Billing > Payments > Payment Entry, and then on the
Payment Entries window, click New.

a. The Payment Entry window opens. Enter the refund information and click OK.

Field

Explanation

Transaction Date

The default value is the current day’s date. You can
modify this value if needed.

Department

If not already populated, select your school/site.

Transaction Type

Select the transaction type — Refund

Payment Type Select the payment type.

Check No. Enter the check number if you selected “check” as the
payment type.

Amount Enter the amount of the refund.

Reservation No.

Not applicable — Refunds are applied to invoices.

Invoice No. You must enter an invoice number or click the search icon
to open the invoices window and search for an invoice.
Notes Optional. Enter any other comments or statements that

explain or clarify the payment.
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& Payment Entry - Atlantic High School (4/9/2012)

Description | Aydit

Transaction Date: 4/9/202 E]

Department: Atlantic High School v

Tranzaction Type:

Payment Type: [none] w oid: O
Check Mao.:

Amovint: 0.00

Reservation Mo.: 1]
Irvvoice Mo.:

Maotes:

[ Ok ][ Catcel ]

13.Voiding a Transaction — You can void a transaction for a reservation from the

Transaction tab or from the Payment Entries window.

a. To void a transaction from the transaction tab, open the reservation in the
Navigator.

Open the transaction tab and select the transaction that is to be voided
(CTRL - click to select multiple transactions) and then click Void.

A Void Reason window opens. Enter the reason for voiding the transaction
and click OK.

A message appears that the transaction has been voided. Click OK.

b. To void a transaction from the Payment Entries window, click Billing on the menu
bar > Payments > Payment Entry.

The Payment Entries window opens with a list of all transactions that were
ever made for a selected school/site on a selected date.

Select the date (the default value is the current day’s date).
Select eh transaction to be voided and then click Edit.

The Payment Entry box opens with detailed information for the selected
transaction. Click Void and in the Void Comment field, enter a reason for
voiding the transaction. Click OK.

The Payment Entry window reappears. The Void column is set to Yes for
the voided transaction.
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14.Generating a Billing Report — All billing reports are available under the Billing
option of the menu bar. For any report, you can specify parameters, options, and
format for the report, or you can generate the report according to memorized
settings.

a. Except for the Billing Worksheet, all billing reports are generated by choosing
Billing on the menu bar, and then Choosing Reports.

b. To generate the Billing Worksheet, choose Billing on the menu bar, and then

Invoices > Billing Worksheet. /
File  Settings  Reservations  Reporks | Biling | Confiqurgtion  System Administration indow  Help
2 | rﬂ-’" "ﬁ\“ @ /i | Inveoices k || Billing workshest |h
Book' Calendar \.:p'izard Mavigatar  Browss i ' Inveicing Services
Reporks 3
& Billing Worksheet Other 3
Setup: {user specified) = | Memarize Cpkions

Date Range | Buildings | Categories | Statuses | Group Types | Options

Department; kdclnmiz Elementarn School w

Regervation Mo.:

Starting Drate:

&

Ending D ate;
Use Specific Times:  []

Farmat: By Reszervation w

Copies Ta Print: |1 [ Prirt ] [ Preview

c. On the Setup dropdown list, do one of the following:

i. To generate the report according to the filter settings that you want
(parameters, options, etc.), leave user-specified selected.

i. To run the report with filter settings that have been memorized (saved),
select the memorized report.

d. Specify the report parameters, options, and format, print and close the report.

e. Unless you change the setup, all subsequent reports will be generated and
printed according to the parameters, options, and format that you have specified.
If you want to save certain settings so that you do not have to adjust the filter
settings every time you run the report, you can memorize the report.
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15.Generating Other Billing Reports — All other billing reports are available on the

menu bar under Billing > Reports.

File  Settings  Reserwations  Reports

= O S

Book Calendar ‘Wizard Mavigaktor Erows

EERE]

Biling | Configuration  Swstem Administration  “Window — Help

Invoices 3 {-., E_i 0
Payments »

ine Erail Dachboord  Maonono Saoruicrac
Reports 4 | Ageing Repart
Cther 4 Staterments

Transaction Repoart
‘Yoided Transaction Report
Invoice Detail Report

General Ledger Distribution

a. Aqging Report — A list of outstanding invoices. Current invoices are listed first,
followed by past due invoices organized by age. Under the Options tab, clicking
on the Show Unapplied Deposits will display deposits that are applied to

reservations that have not been

invoiced.

b. Statements — A list of outstanding invoices for a selected group. Current invoices
are listed first, followed by past due invoices organized by age. Under the
Options tab there are several choices.

Option

Explanation

Report Title

Can create a title that is displayed at the top of
the statement.

Header Message

Select a message from the pre-configured
messages that is displayed at the top of every
page of the statement.

Include Transactions On Zero
Balance Invoices Within
Days

Statements that have a zero balance within the
specified number of days is displayed

Show Billing Reference

The billing reference number is displayed under
the invoice information

Show PO Number

The purchase order number is displayed under
the invoice information

Show Transaction Notes

Any transaction note is displayed.
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Use Current Group Address The current address of the group in displayed on
the statement. This might or might not be the
address for the group when the reservation was
made.

c. Transaction Report — Shows all the billing transactions during a specified period
if you generate the report in the By Transaction Type by Date format. Simply
enter the date or date range and click print. The report lists the group, event
name, reservation ID, transaction date, transaction type, invoice number, check
number, and amount.

If the report is generated in Standard format, deposits are not shown as
transactions if they have been absorbed by the generation of an invoice.

The Transaction Report can also be generated from within a reservation to see
only transactions for the selected event and you can generate the Transaction
Report from the print option on the Payment Entries window. Click Billing >
Payments > Payment Entry > then on the Payment Entries window, click print.

d. Voided Transaction Report - Lists the payments, deposits, or adjustments that
were voiced on a specific date or within a date range. Lists the group, event
name, reservation ID, transaction date and type, invoice number (if applicable),
check number, and amount.

e. Invoice Detail Report — Provides detail for all invoices that were generated within
a given date range.

f. General Ledger Distribution — Shows the totals for invoices that were generated
within a given date range. Entries are broken down by account (facility usage,
snacks, sales tax, etc), invoice, rate plan, or invoice. You can also generate this
report in a Summary format. . Under the Options tab there are a couple of
choices.

Option Explanation
Invoices With Payments Only Only invoices where payment has
been received are posted on the
report.

Show Applied Deposits/Prepayments | Applied deposits and prepayments
are posted on the report. An applied
deposit is a deposit on a reservation
that has been invoiced.

7-36



The following is an example of a “summary” format:

Yolusia County Schools General Ledger Distribution Summary
Reporting Period: 4/18/2012
Account Number Account Description Amount 40% Of thIS amount must
Afler School Snack After School Snack 410,00 . .
Fasirlit;uzzgenac ’ Fa:\rlitycuusuagenac ? 2 040,00 be remitted to the District
Tax Due to State Tax Due to State 111.28
Total 2E6128 N\ .
Amount to be remitted to
the Department of
Revenue

The following is an example of a “by invoice” format:

olusia County Schools General Ledger Distribution By Invoice
Repatting Period: 4/18/2012
wvoice No. Invoice Date ResID Group Event PO Number Billing Reference Account Amourt
8512012 4182012 150 2 Excel Learning Tutoring After School £0.00
Snacks
40% of this amount must T e

be remitted to the District T
5522012 482012 145 & Learning Certer - 7000
i Facility Usage 31200

Amount to be remitted to

the Department Of Tax Due to State: 2023
Revenue Total 402 28
5532012 41812012 149 A+ Tutor U éﬂerkSl:hDDl £0.00
Facility Usage 24000
Tau: Due to State 1580
Total 31560
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Chapter 8
Search Tools

1. EMS has a variety of tools to search for reservations, bookings, service orders,
resources, and queries. These include the Browser, Web Reservation, Calendar,
Navigator, Group, and Web Request.

2. Using the Browser to search.

a. On the toolbar, click the Browser Icon.

/

File  Settings  Reserwations Repnrts/BilIing Configuration  System Administration  Window  Help

He" *Q P Q $S=@ O

i Book Calendar ‘Wizard Mawigator EBrowser ‘Web Reservations Groups Emaill Dashboard Manage Services

b. The first time that the Browser window opens, the Filter Tab is set by default to a
basic search; otherwise the Filter tab is set to the search type you last carried out
(basic or advanced).

% Browse Transactions

% Browse Transactions

LSS Tronsactions = Click to go to the Click to go to the
Fler {Qosk /7 Basic search Advanced search E
Slerig el 8 Starting D1ate: [-] I Reset Advanced »
Eaduobole 8 Ending D ate: E]
AllFields | Favorite Fields (0] | Saved Yaluss (0] B (@ hd
Field Search: Depimait fall W
Level Field A — Transaction Type: [all) e

c. To carry out a basic search, use the dropdown lists to enter the search criteria.
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File  Settings  Reservations Reports  Biling  Configuration  System Administration  Window  Help

P

| [ ’ﬁ\ @

|-

O £ O

Book Calendar Wizard Mavigator Browser Web Reservations Groups Email Dashboard Manage Services

Browse For: - Reservations
Fiter | Results

Starting D ate:
Ending D ate:

Include Cancelled:
Group:

13t Contact:

Reservation Event Name:

Building:

Category:

Booking Status:

Cloze

O

| [all

(all)

(all

[all)

Refresh | Options

E] [ Reset ][Advanced)

@

i. Select the appropriate criteria.

Field

Explanation

Starting & Ending Date

The date range during which the transactions were
carried out. Both are optional.

Use Specific Times

Available only if the Starting Date is the same as the
Ending Date.

Include Cancelled

By default, search results are not set to show
canceled reservations. Select this option to search
for canceled reservations as well.

Group If the pre-defined list of groups is too extensive to
scroll, then click the Search icon to open the Groups
window and search for a specific group.

1°' Contact Enter a search string by which to filter your search.

Reservation Event Name

The search is not case-sensitive, but it is limited to
the exact order of characters in the string and the
string must begin with the information for which you
are searching. For example, if you enter “ed” as the
search string, results can include Ed, Edward, Eddie,
etc. but not Ted or Fred.

Building If not already populated, this would be your
school/site
Room When a building is selected, all rooms in the
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school/site are selected by default. You can select a
specific room in the building.

Category The default value is set to (all). You can leave this
value or select a specific category (booking detail).
Resource Available only if you select a category that is a

resource. The default value is set to (all). You can
leave this value or select a specific resource item.

Booking Status

The default values is set to (all). You can leave this
value or select a specific booking status.

ii. You can also click on Options at the upper right corner of the window to
edit the default values for Date/Time Filter, Number of Records to Return,
Specific Room Filters and Show Service Order ltems.

ii. Click the Get Data button or Refresh.

i Browser

Filter | Hesulls‘!

Browse For: - Reservations

Refresh
Diate/Time Filter ¥

Starting D ate:
Ending Date:

Include Cancelled:
Graup:

13t Contact:

Building:

Cateqgony:

Booking Status:

FRieservation Event Mame:

Rumber OF Records To Reburn #

| 8] Reset Advanced > \hen Fitering By Specific Room ¥

O

Show Service Order Thems

|[an]

| (ally

[t

[t

“' /

Close




iv. The search results are displayed on the Results tab.

% Browser g@@|
Browse For  Reservations ~  Print Export Refresh | Options

Filter Fesuls

Drag a colurn header here to group by that column

Reservation ID Group Group Type: 1sk Conkack Event Mame Event Type First Booking
13 A+ Tutor U Outside Organization Cora Thomas — Tutoring Tutaring - SES 1542012 Thu
20 A+ Tutor 1) Qutside Organization Cora Thamas  Tukaring Tukaring - SES 1/5/2012 Thu

28 A+ Tutor 1) Qutside Organization Cora Thomas — Tukoring Tukoring - SES 1/5/2012 Thu
36 A+ Tubor I Qutside Organization Cora Thomas  Tukoring Tukoring - SES 1/5/2012 Thu
39 A+ Tutor U Outside Organization Cora Thomas — Tukoring Tutoring - SES 11542012 Thu
57 A+ Tutor U Outside Organization Cora Thomas — Tukoring Tutoring - SES 1/5/2012 Thu
61 A+ Tutor U Outside Organization Cora Thomas — Tukoring Tutoring - SES 1/5/2012 Thu
74 A+ Tutor U Outside Organization Cora Thomas — Tukoring Tutoring - SES 1/5/2012 Thu
&7 A+ Tutor 1) Cutside Organization Cora Thomas  Tukaring Tukoring - SES 1/5/2012 Thu
93 A+ Tutor I Qutside Organization Cora Thomas  Tukoring Tukoring - SES 1/5/2012 Thu
101 A+ Tutor U Qutside Organization Cora Thomas — Tukoring Tukoring - SES 1/10/2012 Tue
105 A+ Tutor U Qutside Organization Cora Thomas — Tukoring Tukoring - SES 1/5/2012 Thu
125 A+ Tutor U Outside Organization Cora Thomas — Tukoring Tutoring - SES 11502012 Thu
129 A+ Tutor U Outside Organization Cora Thomas — Tukoring Tutoring - SES 1/5/2012 Thu
130 A+ Tutor U Outside Organization Cora Thomas — Tukoring Tutoring - SES 1/9/2012 Mon
138 A+ Tokar [ Onikside Ornanization Cora Thomas — Tokarina Titkarinn - SFS S22 Thi
20 Records 2
4 3

Filter ] [ Open

v. From the Results tab, you can do the following:
1. To sort the search results, click any column heading.

2. To rearrange the search results, drag a column to a new location using
the column heading.

3. To group results by a specific column, drag the column header as
indicated on the Results tab.

4. To open an event in the Navigator, double-click the event entry on the
Results tab.

5. Click Print to print the search results.

6. You can also Email, Export, or download the results to your personal
calendar in Outlook.

7. When finished, click the Close button.
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d. To carry out an advanced search, use the dropdown lists to enter the search
criteria.

Kl r K
% Browser B O|X
Browse For.  |Reservations Prink Expork Email  Outlook  Review  Change State Refresh | Cptions

| Fier |F|esu|ts|

Starting D ate: | E] [ Feset ] [ < Basic

Ending Drate: l:IE]

Usze Specific Times:

All Fields | Favarite Fields [0 || Saved Values [D]|
Field Search: | | Al S
Level . Field T
= <
Booking Actual Attendance
Booking Added By
Booking Area
Booking Booking Date
Booking Biooking Day Of The week
Booking Booking ID
Booking Booking Status
Booking Building
Booking Building Code ¥
Add To Favaorites

i. Entering a Starting Date and Ending Date is optional.

ii. If the Starting Date and the Ending Date are the same, select Use Specific
Times and enter specific time periods to search.

iii. For each field level option selected, click the Move button (>). A Filter
dialog box opens to enter a value or define the limits for the option, and
then click OK.

(=19

Browse For.  Reservations ~  Print Export Email  Outlook  Review  Change State Refresh !Options

Filter | Results |

Starting D ate: E] [ Reset ] [ < Basic
Ending [ ate: l:IE]

Use Specific Times:

All Fields | Favoarite Fields [0] || Saved Y alues [D]|

Field Search: |IESEW Filter - Reservation ID

Level «  Field

Booking Feserved End

Rezerved Start
ation B tion |01

Feservation Reservation Status

[] SaveValue [ 0K J [ Cancel
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iv. The option is moved to the Filter Summary panel.

v. You can also click on Options at the upper right corner of the window to
edit the default values for Date/Time Filter, Number of Records to Return,
Specific Room Filters and Show Service Order ltems.

vi. Click the Get Data button or Refresh.

&% Browser E 4l

Browse For:  Reservations - r Export Ernai Outlook Review  Change State Refresh —|
Filter |m'| Date/Time Filter r
. Nurnber OF Records To Return - »

Starting Date: || ‘B [ Reset I [ Advanced > ‘When Filtering By Specific Room  »
Ending Date: I:|E] | Show Service Order Items
Include Cancelled: IFl
Group: |[6”] b |
13t Contact: | |
Reservation Event Mame: | |
Building: | (ally 7 |
Cateqory: |[al\] v |
Booking Status: |[a|\] - | 1

vii. From the Results tab, you can do the following:
1. To sort the search results, click any column heading.

2. To rearrange the search results, drag a column to a new location using
the column heading.

3. To group results by a specific column, drag the column header as
indicated on the Results tab.

4. To open an event in the Navigator, double-click the event entry on the
Results tab.

5. Click Print to print the search results.

6. You can also Email, Export, or download the results to your personal
calendar in Outlook.

7. When finished, click the Close button.
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3. Using the Calendar to search.

a. On the Toolbar, click on the Calendar icon.
/

File Settifgs Reservations  Reports  Biling  Configuration  Syskem Admimistration  \Window  Help

= 20 P Q S#=2@ O

£ BDDk Calendar leard Mavigator Browser Weh Reserwations  Groups  Email Dashboard Manage Services

L2

b. By default, the first time the Calendar window opens, the Results tab is the active
tab and it is set to the current month and year. If you never modify the Get Data
when Calendar Opens options (under Options), then the Results tab is always
the active tab; otherwise, the Filter tab is the active tab.

% Calendar

Erowse For.  Bookings - Print Export Refresh | Options

Filter | Fesuls |

<< < April 2012 > =
5 1 T iy T F 5

25
1 2 3 4 5 6 7
g q 10 11 13 14
15 16 17 18 19 20 21
22 23 24 23 26 27 28
29 0

Drag a column header here to group by that column

c. If needed, click on the Filter tab to carry out a basic or advanced search.



d. To carry out a basic search use the dropdown lists to enter the search criteria.

£ Calendar
Browse For.  Bookings

Filter Results

tonth:

ear

Include Cancelled:
Group:

13t Contact:
Rieservation Event Mame:

Building:
Categony:

B ooking Status:

Cloze

Apil
2mz

[
(al)

(ally

[l

[l

CEX

Refresh | Options

i. Select the appropriate criteria.

Field

Explanation

Month
Year

The default value is the current month and year, but
you can change one or both of these values.

Include Cancelled

By default, search results are not set to show
canceled reservations. Select this option to search
for canceled reservations as well.

Reservation Event Name

Group If the pre-defined list of groups is too extensive to
scroll, then click the Search icon to open the Groups
window and search for a specific group.

1% Contact Enter a search string by which to filter your search.

The search is not case-sensitive, but it is limited to
the exact order of characters in the string and the
string must begin with the information for which you
are searching. For example, if you enter “ed” as the
search string, results can include Ed, Edward, Eddie,
etc. but not Ted or Fred.

Building If not already populated, this would be your
school/site
Room When a building is selected, all rooms in the

school/site are selected by default. You can select a
specific room in the building.
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Category The default value is set to (all). You can leave this
value or select a specific category (booking detail).

Resource Available only if you select a category that is a
resource. The default value is set to (all). You can
leave this value or select a specific resource item.

Booking Status The default values is set to (all). You can leave this
value or select a specific booking status.

ii. You can also click on Options at the upper right corner of the window to
edit the default values for Date/Time Filter, Number of Records to Return,
Specific Room Filters and Show Service Order ltems.

ii. Click the Get Data button or Refresh.

& Calendar =0 §|
Browse For.  Bookings = Print Export Email  Outlok Review  Change State Refresh
Fiter | Results| | DatefTime Filter r
I Mumnber OF Recards To Return #
Month: ‘Apnl Vl [ Reset ] [ Advanced ¥ Get Data When Calendar Opens
r
Yeern 2012 3 | when Filkering By Specific Roam |
Include Cancelled: [Fl
Group: ‘[all] v |
13t Contact: ‘ |
Reservation Event Name: ‘ |
Building: ‘ (4l v |
R
Categony. ‘[all] v |
Booking Status: ‘[all] - |




The search results are displayed on the Results tab in a calendar view.
The number of bookings that meet the search criteria is indicted in red on

the dates on which the events occur.

% Calendar

Browse For.  Bookings = Print Export Options

Filter | Fesuls |

<< < February 2012 = ==
5 _/ I _/ T W _/ T / F 5
|4 |4 i\ R 2 E 4
15 15 24 1
= 4] 7 g Q 10 11
11 1z 1 17 1
12 13 14 15 15 17 12
6 10 15
19 20 21 22 23 24 23
3 10
26 27 28 29 1
4 3 7
4 E] g

Drag a column header here to group by that column

Drate Reserved Start | Reserved End | Event Start | EventEnd | Time Zone | Building |Room | Event Mame | Event Type | Bookin
OReca...
4 3

To view a list of bookings for a date, click the date on the calendar.
information appears in the lower pane of the Results tab.

% Calendar

Browse For.  Bookings =  Print Export Outlook Refresh | Options

Filter | Results |

<< < February 2012 > =>
= T W T = 5
1 2 = 4
24 1
) 7 =] il 10 11
it 17 it
12 14 15 16 17 15
15
L] 21 22 23 24 25
10
26 28 28 1
7
4 = / E
"
Drag a column header here to group by that column
Date Reserved Start  |Reserved End | Event Start | EventEnd | Time Zone | Building Room
[ 1M 0 0}
11302012 Mon 2:30 PM i : i ‘Woodward Elementary School EBldg: 00001 Roo
1/30f2012 Mon 2:30 PM 330 PM 2130 PM : ET Sunrise Elementary School EBldg:0000Z Roon
11302012 Mon 2:30 PM 330 PM 230 PM : ET Sunrise Elementary School EBldg: 00002 Roon
1/30/2012 Mon 2:30 PM 3130 PM 2130 PM B ET Sunrise Elementary School EBldg:00002 Roon
15 Records o
4 3

Filker ] [ Open
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vi. From the Results tab, you can do the following:

1. To sort the search results, click any column heading.
2. To rearrange the search results, drag a column to a new location using
the column heading.
3. To group results by a specific column, drag the column header as
indicated on the Results tab.
4. To open an event in the Navigator, double-click the event entry on the
Results tab.
5. Click Print to print the search results.
6. You can also Email, Export, or download the results to your personal
calendar in Outlook.
7. When finished, click the Close button.
e. To carry out an advanced search, use the dropdown lists to enter the search
criteria.
% Calendar IZ] [E| PS__<|
Browse For.  Bookings - Refresh | Options
Fiter “iHesuIts
Month: |ADriI v| [ Feset H ¢ Basic
ear 2mz w
AlFields | Favorie Fields (0] | Saved Values )
eld Search: Filter Surmmary
FL ld? " | Ficld A| Booking: Booking End Date between '3/258/20121...
B:::ing ﬂzuamuendance = Booking: Booking Date betwssn '3/25/2012 and "
Booking Added By
Boaking Area
Booking Booking Day OF The wWeek
Booking Booking 1D
Booking Booking Status
Booking Building
Booking Building Code
Booking Building E=ternal Reference
Booking Building Motes
Booking Building Frint Motes On Confirmation
Bonking Buildina Time Zone ¥

i. Changing the Month and Year is optional.
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For each field level option selected, click the Move button (>). A Filter
dialog box opens to enter a value or define the limits for the option, and
then click OK.

¥ Calendar

Level «  Field

Eooking Reserved End
Eooking Reserved Start
Feservation Reservation (D
Fiezervation Reservation Status

Browse For.  Bookings =  Print Export Email  Outlook  Rewiew  Change State Refresh |Opti0ns
Fiter | Results|
Month: |ADfi| V| [ Reset ] [ < Basic ]
ear: 202 v
Al Figlds | Favorite Fields (0] || Saved Yalues [D]|
Field Search: |F|eserv D
32BN

bE/2012 and ..

[ Save Value L 0K ] [ Cancel

Add To Favorites

Close

The option is moved to the Filter Summary panel.

You can also click on Options at the upper right corner of the window to
edit the default values for Date/Time Filter, Number of Records to Return,
Specific Room Filters and Show Service Order ltems.

Click the Get Data button or Refresh.

Browse For:  Bookings + Print  Export  Emal  Cutlook  Review  Change State Refresh |

Fiter | Resuits|

Date/Time Filter 3

Mumnber OF Records To Return ¥

Manth |AP"| Vl[ FReset H < Basic

iaet Data When Calendar Opens

Vear a0z v

Al Fields | Favarite Fields (0] | Saved Values [0]|

when Filtering By Specific Room ¥

Field Search: | Reserv

Lewvel « Field
Booking Reserved End

Eockir Reserved Start

tion Reservation ID

Reservation Reservation Status

Add To Favorites

Filter Suranmary
Boaoking: Booking End Date between '3/25,/2012 1...
Boaoking: Booking Date between '3/25/2012" and *...

Close

Get Data

8-12



vi.

From the Results tab, you can do the following:

1.

2.

7.

To sort the search results, click any column heading.

To rearrange the search results, drag a column to a new location using
the column heading.

To group results by a specific column, drag the column header as
indicated on the Results tab.

To open an event in the Navigator, double-click the event entry on the
Results tab.

Click Print to print the search results.

You can also Email, Export, or download the results to your personal
calendar in Outlook.

When finished, click the Close button.

4. Searching for Reservations by Group

a. On the toolbar, click the Groups Icon.

/

File  Settings  Reservations  Reports  Biling  Configuration évstem.ﬂ.dministratinn Window  Help

a=|
;Z‘

i~ { ") L] Y
DL O e 0O

i Book Calendar “Wizard Mavigator Browser Web Reservations Groups Emaill Dashboard Manage Services

b. The Groups window opens with several options to search from.

In the Starts With field, you can enter the string by which to filter your
search, and then click Go. The string is not case-sensitive, but your search
is limited to the exact order of characters in the string and the string must
begin with the information for which you are searching.

In the Search By dropdown list, select the option by which to search. For
example, group, contact, or email address.

In the Type dropdown list, leave the default value of (all) or select the type
of group or contact by which to filter.

Click Options to open the Group Options dialog box and then modify any or
all of the information that is displayed in the dialog box and then click OK to
close the dialog box and return to the Groups window.
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Starts With: Go | Search By Group ‘ > Type: (all) ‘ - Options
Group (1000) City State Group Type Billing Reference External | #
é 2 Excel Leaming Deland FL Outzide Organization
QS A Learning Center Debary FL Outzide Organization
QS A Quantum Leap Educational Services Jacksonwvile FL Outside Organization
QS A+ Tutar U Orlando FL Outside Organization
QS Accessing Your Potential [aytona Beach Ouytzide Qrganization
Qs ACES Tutoring Gotha = Group Options
QS Acevedo, Maria E
QS Acevedo, Myma R Show Active Groups Show Active Contacts
é Adams, Elizabeth & [] Show Inactive Groups [ Show Inactive Contacts
QS Adams. Julia T [ Show Old Reservations
QS Adams, Kadye G
QS Adamzki, Pamela B Mumnber Of Records To Retum
£8 After School Programs, Ine. Deerfield Beg (&) 1000 ) 5000 10000
£5 A, Eilene C
£5 Ajder, Erica L
QS Alcantara, Evelyn 0K l [ Cancel ]
é Alcantara, Patria & [none| T2h333
QS Alden, Virginia [hone] 123662
v
_?S Alexander, Heather & [hone] ‘123888> B
Displayed: Active Groups,Active Contacts,Future Reservations

c. In the Groups window, select a group or contact.

The Groups window is

refreshed with severak tabs at the bottom of the window. One of these tabs is a

Reservations tab. Open this tab.

% Groups (First 1000 Records)

e Adams. Kadve G
<

Starts With: Go | Search By Group - Type: (al) ~ |/ NewReservation

Group (1000) City State Group Type Biling Reference Extemal | # Mew
QS A+ Tutor U Orlando FL Outside Organization M
) g o
L = = Delete
Qs ACES Tutoring Gatha FL Outside Organization
93 Acevedo, Marnia E [none] 125946
QS Acevedo, Myma R [none] 123818
QS Adams, Elizabeth & [hone] 124712
QS Adams, Julia T [none] 129077

[honel

127955 ¥
| »

S. Contacts :".,& .Properties. G Heminder.s- L\{ Comments | :,?“Attachment.s- ?.: User Defined Fields. | Reservations
Reservations (1] Ewent Mame Event Type Status First Booking Last Booking
L 78 Tutaring Tutoring - SES Appraved  1/8/2012 Ri31202

Displayed: Active Groups,Active Contacts,Future Reservations

d. Double-click on a reservation to open the reservation in the Navigator.
5. Searching with the Resource Calendar.

a. Use the Resource Calendar to search for a particular resource and determine
how much is needed for a specific day or month in a specific year. For example,
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how many custodial hours is needed for the month of April. You can use the
results to help manage the different categories of resources.

. Resources are divided into Categories (ex. A/C and Lighting, Food, Personnel).

./

. On the menu bar, click Reservations > Reservations > Resource Calendar.

File  Settings

L
Reservations | Repoy

Eiling  Configuration  System Administration  Window  Help

Reservations 3 |

Reservation Wizard

:ll ;Other

i Book Calendar

@ O

Dashboard Manage Services

L2 Eroveser

% Resource Calendar

Filtes ‘ Fiesults-g

Mavigator
Groups
Reservation Book

Calendar

»
Resource Calendar

Manage Services E Cptions

Web Reservations

Manth:

‘Year

Include Cancelled:

Cateqgony:

Status:

[ ¥ [ Reset | [advanced>

2012 v
]

| v

[i=n

. The first time the Resource Calendar opens, the Filter tab is set by default to a
basic search type; otherwise the Filter tab is set to the search type you last
carried out (basic or advanced).

. Click the Basic/Advanced button to select the type of search to be carried out.

To carry out a basic search, select the appropriate criteria.

Field

Explanation

Month
Year

The default value is the current month and year, but you
can change one or both of these values.

Include Cancelled

By default, search results are not set to show canceled
reservations. Select this option to search for canceled
reservations as well.

Category Select a specific category (booking detail).

Resource Available only if you selected a category that is a resource.
Select a specific resource item.

Status The default is set to (all). You can leave this value as is, or

you can select a specific booking status.
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g. You can also click on Options at the upper right corner of the screen and edit the
default values for one or more additional search options — Date/Time Filter,
Number of Records to Return, and Specific Room Filters.

Print Export Email  Outlook  Rewiew  Change State Refresh

. — B v
Fiter | Results| Date/Time Filter

Murnber OF Records To Return— +

Month: [ vl [ Peset ] [dvanced> When Filkering By Specific Room  »
-

Include Cancelled: O

Categony: | V‘

Resource:

Status: |[a\|] b ‘

Close Gt Data

h. Click Get Data or Refresh. The search results are displayed on the Results tab
in a calendar view. The total number of resources in all bookings that meet the
search criteria is indicated in red on the dates on which the events occur.

@ Resource Calendar

Print Export: Email  ©utlook  Rewview  Change State

| Fiker | Fesults

<< < Apri / / / / / 2012 = >> |
5 / I / T ﬁ / T / F 5
25 26 27 4 ] FE 4 30 31
|| 1 Resource 1 Resource 1 Resource 26 Resources B Resources
1 2 3 4 5 5] 7
|| 1 Resource 1 Resource 22 Resources B Resources
=] 9 10 11 12 12 14
|| 1 Resource 22 Resources B Resources
15 16 17 18 19 20 21
|| 1 Rezource 22 Resourcas E Rezources
22 23 24 29 26 27 28
|| 1 Resource 22 Resources B Resources
29 30 1 2 8 4 5
¥ Resources
' a caolumn header here to group by that column
Date | Reserved Start | Reserved End | Event Start  |EventEnd | Time Zone | Building | Room | Event Mame | Event Type | Booking Staty
OReco... |
4 | ol
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i. To view a list of bookings for a date, click the date on the calendar. The
information appears in the lower pane of the Results tab.

Print

Filter | Results |

% Resource Calendar

Export Refresh | Options

4

<= < April 2012 = ==
5 il T W T [® 5
201
1 Resource 1 Resource 1 Resource 26 Resources E Resources
it a 5 & 7
1 Resource 1 Resource 22 Resources E Resources
=] 9 10 12 14
1 Resource E Resources
s} 16 Atz 20 21
1 Resource 22 Resources E Resources
22 23 24 25 26 27 28
1 Resource 22 Resources E Resources
20 a0
/ 7 Resources
-
Drag a column header here to group by that column

Date Reserved Start | Reserved End | Event Start  |EventEnd | Time Zone | Building Room

12:00 M 2:00 PM 2:00 PM Enterprise Elementary School Eldg: 00003 Roam: 312-PRIVY
12:00 AM 2:00 PM 330PM 2:00 PM 330PM ET ‘“Woodward Elementary School  Bldg:00002 Room:005-E 5 E
1Z:00 M  Z:05PM 335 PM 2:05 PM 335 PM ET Blue Lake Elementary School Bldg: 00006 Room:004-INTEF
12:00 AM 2:05 PM 335 PM 2:05 PM 335PM ET Enterprise Elementary School  Bldg:00007 Room: 704-TEAC
12:00 &M 2:30FM 330 PM 2130 PM 3130PM ET Suntise Elementary School Bldg:00003 Roomn:011-PRIM
22 Reca, ., .

3

ii. From the Results tab, you can do the following:

1.

2.

To sort the search results, click any column heading.

To rearrange the search results, drag a column to a new location using
the column heading.

To group results by a specific column, drag the column header as
indicated on the Results tab.

To open an event in the Navigator, double-click the event entry on the
Results tab.

Click Print to print the search results.

You can also Email, Export, or download the results to your personal
calendar in Outlook.

When finished, click the Close button.
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To carry out an advanced search, use the dropdown lists to enter the search
criteria.

% Resource Calendar

Print Expark Email  Outlaok  Rewiew  Change State Refresh |Options

Filter | Fiesults |

8 [ree ] o]
‘ear 2mz2 v Resource:

All Fields | Favorite Fields [0] |! Savedaluesz [D]|
Field Search: | | m ALy S
= Booking: Booking End D ate between '3/25/20121...
- - Baoking: Booking Dt belween '3/25/2012 and ..
3 oaking Ac
Booking Added By
Booking Area
B ooking Booking Day OF The ‘week
Booking Booking 1D
Booking Booking Status
B ooking Building
Booking Building Code
Booking Building External Reference
B ooking Building Motes
Booking Building Print Mates On Confirmation
Booking Building Time Zone w

Get Data
i. Changing the Month and Year is optional.

i. For each field level option selected, click the Move button (>). A Filter
dialog box opens to enter a value or define the limits for the option, and
then click OK.

2 Resource Calendar l:] @| E|

Print Export Email  Outlack  Rewview  Change State Refresh |Options

Fiter | Results|

Manth: Category: v| [ Feset H < Basic ]
ear 2amz v Resource:

All Fields | Favorite Fields [0 | Saved Yalues [0)] Filter - Reservation ID

Field Search: | Teserva

ol e teen 3/25/20121..
T en'3/25/2012 and .

R n jon 10
Feservation Reservation Status

[] SaveValue 0K l [ Cancel

Add To Favorites
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vi.

The option is moved to the Filter Summary panel.

You can also click on Options at the upper right corner of the window to
edit the default values for Date/Time Filter, Number of Records to Return,
Specific Room Filters and Show Service Order ltems.

Click the Get Data button or Refresh.

& Resource Calendar,

Filker |F\Egu\[g\ | ?atejTlm?F!Iter

Monith il +| Categon: v [ FResst [ <Basic When Filtering By Specific Room

Year 2mz -

All Fields | Favorite Fields (0] | 5aved Values (0]

Filter Summary
Booking: Booking End Date between '3/25/2012 1
Booking: Booking Date between '3/25/2012" and ",

Field Search: ‘reserva |

Level Field

Reservation 1D

Fleservation Reservation Status <

Add To Favorites /
N

From the Results tab, you can do the following:
1. To sort the search results, click any column heading.

2. To rearrange the search results, drag a column to a new location using
the column heading.

3. To group results by a specific column, drag the column header as
indicated on the Results tab.

4. To open an event in the Navigator, double-click the event entry on the
Results tab.

5. Click Print to print the search results.

6. You can also Email, Export, or download the results to your personal
calendar in Outlook.

7. When finished, click the Close button.
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Chapter 9
Reports and Queries

. The EMS application provides six different categories of general reports and a Query
Builder to assist you in monitoring your school/site’s facility usage.

. The reports available are as follows:
a. Daily
i. Event Schedule — A summary of the events that are scheduled at your

school/site, sorted by date and event start time. The report shows event
start and end time, group name, event name, and location.

i. Event Calendar- A chronological list of scheduled events in a wall calendar
format.

iii. Room Cards — A list of events that is designed to be posted outside a room
or event space. The report notes the date, event time, and location for
events, as well as the group sponsoring each event. The report can be a
single list of all events that are scheduled for the room on a particular date,
or it can be a single page per event.

iv.  Activity Schedule — A list of bookings in all rooms in a school, or just in a
specific room in the school. The report, which shows event start and end
times, event name, group name and room, can be generated for a range of
dates. The report can be generated in one or two formats — by date or by
school.

v. Setup Worksheet — Not applicable since the District does not utilize the
setup type. Default is fixed capacity for all rooms.

vi.  Service Order Schedule — Lists the service orders that are scheduled for a
date or date range. Produced by category.

vii.  Service Orders — Separate pages for each service order in a date range.
The report provides information on the event and the items or services
need. Produced by category.

viii.  Banquet Event Order — Separate pages for each booking that occurs on a
date or within a date range that has the “Primary Category” specified.
Service orders, resource information, notes, and information for resource
with order type categories are included in this report.

ix. Resource Schedule — Lists by category and date, how many of each
resource item is needed, as well as the event time, event name, location,
and group.

X.  Attendee Visitor Report
xi.  Production Report
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b. Sales

vi.

Vii.

viii.

Sales by Group Type — Lists the sales for each group type for a date or date
range.

Sales by Group — Lists the sales for each group, divided by group type, for a
date or date range.

Sales by Category — lists the revenue generated by each resource category
for a date or date range.

Sales by Resource — Lists the sales of each resource item for a date or date
range.

Sales by Reservation — Lists the reservations that have bookings for a
specified date or date range and shows the charges, by category, for the
reservation. Also gives a grand total for all reservations. If a reservation
also has bookings that fall outside the specified date or date range, these
figures are not included in the report.

Sales by Billing Reference — Lists the total sales for a date or date range,
based on the billing reference number on the reservations that have
bookings in the specified range. Sales that are associated with reservations
that have not billing reference number are not included in the report.

Sales by Booking — Lists the sales for a particular date or for each date in a
date range, broken down by booking. This report displays start/end times,
group, event name, location, payment type, status, reservation number,
booking number, and sales amount.

Status Changes by Reservation — Lists the sales that are associated with a
reservation where the reservation or booking status was changed.

Status Changes by Booking — Lists the sales that are associated with
bookings where the bookings status was changed.

c. Statistics

Room Statistics — Lists all rooms by school and for each room, indicates the
number of bookings for the date range selected, the reserved hours, event
hours, and the estimated attendance.

Room Utilization — Lists the number of bookings, hours used, hours
available, percent utilization, and hours vacant for rooms, by school, for the
date range specified.

Hourly Room Utilization — Displays room utilization broken down by hours in
the day, by percentage utilized.

Hourly Resource Inventory Utilization — Displays resources, and the number
of items used on an hourly basis for a specified date range.

Group Statistics — Displays number of bookings, reserved hours, event
hours, and estimated attendance by Group Type for a give date or date
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range. The format can be set to “Detail” to provide statistics for each
specific group.

vi.  Event Type Analysis — Provides information by event type on the number of
reservations, number of bookings, percentage of total reserved rooms,
percentage of total event hours, percentage of total estimated attendance,
and the percentage of total.

vii. Reservation Source Analysis — Displays the number of reservations,
number of bookings with percentage, reserved hours with percentage, event
hours with percentage, and estimated attendance with percentages by
reservation source.

viii.  Resource Statistics — Lists the quantity and the hours used, by category and
by resource item.

ix. Room Availability - Provides a count of room availability by room type for a
give date range.

X.  Setup Count Analysis — Lists the total number of bookings by setup count.

xi.  Seat Occupancy Report — Displays the capacity for each room, the number
of bookings for the date range, the seats available for the bookings, and the
total estimated attendance.

xii.  Benchmark Metrics Report

d. Other

Cancellation Report — Lists the bookings that have a status that was
changed to “Cancelled” on the date or dates specified, or lists the bookings
on the date or dates specified that have a status type of “Cancelled”. The
report also lists the date that the booking status was changed, the date the
bookings were to have taken place, and the location of the event, the name
of the person who canceled the booking, the reason for the cancellation,
and the booking number. You can run the report in one of two formats — by
booking date or by cancel date.

Cancellation Summary — Summarizes, by reservation, all charges for
bookings on a date or in a date range. The report shows the first and last
bookings canceled with the reservation, the group, the reservation number,
group contact, event name, event type, total charges, and the reason for
cancellation of the most recently canceled booking. Reservations that do
not have charges associated with the bookings are not displayed on this
report.

Reservation Summary — A summary of reservations that occurred within a
specific data range. The report also lists complete reservation information
(reservation number, event name, group, contact person, etc.) and booking
dates.




e. Exceptions

i.  Undefined Setups

ii. Status Reminder Report
ii.  Wait List Report
iv.  Booking Conflict Analysis
v.  Building Hours Exceptions

vi. Inactive Rooms with Bookings
vii.  Inactive Groups with Reservations
viii.  Invalid Service Orders

ix. Invalid Billing Reference
X.  Inactive Web Process Template

f. Queries
i.  Query Builder

3. To generate a report, click Reports on the menu bar, choose a category from the
first list and then the desired report from the second list. Each report will have a
setup window with various options to specify the report parameters, options, and
format. You can print preview, print, email, or export reports. Unless you change the
filter settings, all subsequent reports are generated and printed according to the
parameters and options that were set. You can also “memorize” a report setting for
future uses.

4. A memorized report is a report for which the filter settings have been saved, or
memorized, so that you do not have to adjust the filter settings every time you run a
report. You can create a memorized report from scratch or copy an existing one.

a. To create a memorized report from scratch, click Reports on the menu bar,
choose a category from the first list and then the desired report from the second
list.
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i.  All setup windows have the word “Memorize” right above the tabs. Click this

to memorize (save) the report settings.

% Event Schedule

Setup: {user specified) - | Memarize Orptions
Date Range | Buildings | Statuzes | Event Types | Group Types | Optiohs
Starting D ate: 2/28/2012) E]
Ending D ate: E]
Use Specific Times:  []
Format; |By Date v
Report Comment; |
Copies Ta Print: [ Prirk ] [ Print Previess ]

A Memorize Report Setup window will appear. In the Description field enter
a name or description (max. of 30 characters) for the report and click OK.
The box next to Public (Available to All Users) is for administrative user that
want the report made available to all users.

Memorize Report Setup

Deszcription: | |

Public [Available ToAll U zers): F]

[ Ok H Cancel ]

b. To create a memorized report by copying, click Reports on the menu bar, choose
a category from the first list and then the desired report from the second list.
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On the setup window choose the memorized report that you wish to copy
from the dropdown list next to “Setup” (right above the tabs) and then click

Copy.

% Event Schedule

Use Specific Times:  []

Format: |B_l,l Date

EBX
Setup: (user specified) = | Memarize Options
Date Range | Buildings | Statuses | Event Types | Group Types | Ophions
Starting Drate: 2428/2012 E]
Ending Date: E]

Fieport Comment: |

Claze

Copies To Print: ’

Pririt

] ’ Frint Previsw ]

A Memorize Report Setup window will appear. In the Description field enter
a name or description (max. of 30 characters) for the report and click OK.
The box next to Public (Available to All Users) is for administrative user that

want the report made available to all users.

Memorize Report Setup

Deszcription: | |

[

Public [Available ToAll U zers):

[ Ok H Cancel ]

The Report dialog box returns.

The filter settings are populated with the

settings from the memorized report. Click on the Edit button and make any

necessary changes. Click Memorize.

A memorized report can also be deleted by clicking on the Delete button on

the step above.
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5. A query is the primary mechanism for retrieving information from a database. A
query consists of questions that are presented to the database in a predefined
format. You can name and save queries that you create. You can create a query
from scratch or by copying an existing query and modifying it. At any time as you
are going through the tabs to build a query, you can click on the Preview button at
the bottom of each tab to view the results.

a. To create a query, click on Reports on the menu bar, choose Queries from the
first list and then Query Builder from the second list.

b. The dialog box appears with a list of all queries that have been previously
defined in your database. Click on the New button.

c. The Query Builder Filter tab opens with various options:

Options Explanation
Filter Name Name of the query filter. Can be a maximum of 30
characters, including spaces)
Filter Type The type of information that the filter is to capture.

Display in Browser

Available only for a filter type of Billing or Reservations.
Select this option if the query that you are creating is to
be available in the Browser.

Open in Navigator

Available only if the Filter Type is Reservations and
Display in Browser is selected. Indicate what the system
should open in the Navigator when a user double-clicks
on an item that is retrieved by the query.

Owner

Available only to administrative users.

Return  First “xx”
Number of Records

To limit the number of records that the query returns,
select this option, and then enter the number of records
in the field.

d. Click on The Display Fields tab and select the fields (CTRL-click to select
multiple fields) that are to be displayed in the query results, and then click on the
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move button (>) to move the fields to the right pane. The Field Search field can
be used to find fields.

& Query Builder Filter

Query Builder Fiter | Display Fields/| Fiter | Sort | £hart | Users | Rlesults .-’-‘n.ud)'/
Field Search: [_>‘} Level Field )/ Mave Up
Lzl Field Feservation Reservation D Move Do
Feserva.. Reservation Status
< | >
%" Spelling l k. ] l Cancel ]
T u |

e. Click on the Filter tab and for each field that is to define the query, select the field
and click on the Move (>) button. The Field Search field can be used to find
fields. As each field is selected, a filter dialog box opens in which you specify the
criteria for the field (equals, does not equal, greater than, less than, etc.). Once
completed, click on the OK button.

Filter - Building

|equa|8 ¥ w | /

Blue Lake Elementary School

Awaillable (B3] L 3 Selected [1]
Allantic High School

Campbell Middle School

Champion Elementary School —
Chizholm Elementary S chool

<
Citruz Grove Elementary School

Coronado Beach Elementarny School
Creekside Middle Schaool

Cupress Creek Elementany 5 chool
Debary Elementary School

Deland Adrministrative Center [DALC)
[reland High School

Deland Middle School

Deltona High Schoal

Deltana Lakes Elementary Schoal

[] Save Values oK ] [ Cancel
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On the sort tab, select the field or CTRL-click to select the multiple fields by
which the query results are to be sorted and the click the Move (>) button.

The chart tab is used to graph results of the query.

. On the User tab, select users from the Available panel who can run this query
and move to the Selected panel using the Move (>) button. By default, all
administrative users can run any query that any user creates. These users are
listed in the Administrators panel.

Once all criteria have been selected and the results are correct, click OK to save
the query.

To run a query, click Reports on the menu bar and choose queries from the fist
list and the actual query you want to run on the second list or click on Query
Builder and choose the query from the Query Definitions window.

. On the Query Results window, choose the booking date/time and click on the Get
Data button.

Once you have run the query to your satisfaction, you can print the query and/or
export the results to an Excel spreadsheet, or to an XML file.
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