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Section 1: General Information

*.'CP 4.5 ¢/s [Connection Info: LocalCP/sa]

File Conference Tools  Function

1 General Information

Conference Programmer is a very capable, very configurable program,
and can look intimidating - there is a lot to learn! Don’t worry, we’ll cover
everything step by step. Here is a standard Conference Programmer
window (Figure 1-1).

=181 x|

B Add Conference = Delete o Fost 3¢ Cancel  a Action 4 Previous B Mewt ‘ ' Procedwes - @MLocate -

Adventures in Science

Contracts
Meeting Facilities
Catering
Computation of Costs
=2 @ Subgroups/Participants
[]--{9 Room Assignments

- Resenvation Calendar

- ® Find/4ssign Vacant Roor
Check Room Dccupants
@ FRoom Availability
Reports

21 [ 1) 0verview

£3 [ 2) Pre-Conference Genel
£ [ 3) Pre-Conference Meal |
21 [ 5] Pre-Conterence Facilit
3 [ 6) Pre-Conference Assigr
£3 [ 7) Registration

769 (8 Rosters

£ (9 Housekeeping

#-21 [10] Labsls and Badges
£ (1) Group Billing workshe
21 [12) Conference Biling

£3 (13] Subgroup Biling

£ [14] Individual Biling

€3 [16] Summary Statistics
1 [17) Canference Events
-8 Wizards

-8, Setup

< | i

General | Service Template | Charges and Faymentsl Transaction Template | Events Template

Conference Name and Contact Information Informatior

Conference : |Adventures in Scisnce Check-n -|6/5/2000 'I
Last: [McGown CheckDut (67122000 [¥|
First : |\illiam Nights : 7

Address 1:[1200 Broad Street Housing : 150
Address 2: Commuters : 20
City : |Bellingham Status 'I
State W posthde;lElSZZS Event Planiner : 'I
Caountry : [USA Account No. 'I
Title : |President Coordinator : 'I
Phons - [F60-336-2321 Hola| =]
Fax: [G00 2221324 I |
E-Mail : |wiliamEmcgown. com User Def 7 'I
Conf Na -8 User Def & 4|

This personalized information was entered in the "Mates" tab an the Conference section of CP. This allows you to custamize a standard letter fram within CP,

| adventuses in Seience

Figure 1-1

|Eount - 185 @ EBalance Dus = $14.517.10 [

Although you will be looking at many different conferences and
participants and other screens, the general layout will almost always be the
same. Let’s look at all the areas and how to use them.

1.1 Menu Bar

!-'CP 4.5c/s [Connection Info: CP

File Conference Tools Funckion

The top of the window contains
the menu bar (Figure 1-2). The menus
contain all the possible functions you
can do, depending on where you are in Conference Programmer. The
menus are contextual, which means you’ll always see menus that relate to
the area of Conference Programmer you are using.

Figure 1-2
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Section 1: General Information

1.2 Toolbar

The top of the window also contains buttons in a toolbar (Figure 1-3).
Clicking on a button will perform that function, or will bring up a list of other,
related functions you can choose from. For example, clicking the Delete
button will delete whatever item is highlighted on the screen, but clicking
the Action button will bring up a list of other functions you can perform on
whatever item is highlighted on the screen.

TS —OTTeTeTos T T OrTCCIoTT

2Add Conference = Delete o Fost 3¢ Carcel & Action 4 Frevious B Mest ‘ EE'Frocedures -~ #Locate -

Advuanhiras inm Saianas

Figure 1-3

These buttons are contextual, which means you'll always see buttons
that relate to the area of Conference Programmer you are in. You will see
a different set of buttons when you are in the Participant screens than you
will see when you are in the Conferences screens, and you will see a
different set of buttons in the Conferences screen when you are in the
General tab than when you are in the Charges and Payments tab.

1.3 Tabs

Tabs are sections of a screen. Figure 1-4, for example, shows that we
are on the Conferences screen and looking at the General tab - the general
conference information. Clicking the Charges and Payments tab will bring
up a different set of information and options - the charges and payments for
this conference.

General | Service Template | Charge: and Paymentz | Tranzaction Template | Eventz Template

"Ennference Mame and Contact Infarmation

Caonference Iﬁ.dventure& it Science

Figure 1-4
1.4 The Post Button

Whenever you make any changes to data in Conference Programmer,
you must tell Conference Programmer to make the change take affect. For
example, when you create a new participant and enter a first and last name,
you must tell Conference Programmer that you are done typing the name;
you must tell Conference Programmer to “post” that information to the
database. If you change a participant's address or a room type or a

Page 2



Section 1: General Information

«.r/ Post }( Cancel conference’s date, you still have to post that information. You
do so by clicking the Post button in the toolbar (Figure 1-5).
Figure 1-5 When there is no information to be posted - when no
\r’/ Post C | changes have been made to data that you are looking at - the
s X AMSS Post button is gray and cannot be clicked (Figure 1-6).
Figure 1-6

1 5 Browse Tree Adventures In Sclence

Generdl | 5,
‘Ao Af the CAnfoaranca |07 ¢ Meals *Cunferelc:
The left side of the Conference | .. o Contracts o
. . . o Onferend
Programmer window is the browse tree Lol acites L\
- H PR # [Computation of Costs "
(Figure 1-7). Each category of information BB Subgouns/Patiopant Fir
is a branch in that tree. To see more |= 3 RoomAssigrments Actless
. . T R o # Rezervation Calendar Address
information on that branch, click the plus | - . Ei:dﬁ:s;ign\fgcantﬂoorr -
..... - eck Hoom Dccupants
symbol to the left of the branch to “expand” * Room Avalabilly Sta
it - you will see more information about that B 1) Dveriew -
) - ! it
branch. Figure 1-7 shows that we have {3}2;:,@3::::::2:32':: .
expanded the Conferences section, the 1By (8] Pre-Corfevance Fac Fa
[ B] Pre-Conference Assigr
Room Assignments section, and the (D fegetaton ]
+] osters aly|
Reports section. You can see that the =0 {f&fffkeeﬂifd
. . abels and Badges
Reports section has other categories - sub- -1 (1) Graup Billng Wiarkshe | [This personai
-3 [12] Canference Billing
branches - that can be expanded to see B (13) Subsroup Biling
further contents or details. You will probably e s
use the browse tree every time you use | g NiCereence Evens
Conference Programmer. - Setup

. Figure 1-7
In this manual, when we say “expand g

the Participants area” or “expand Participants,” we want you to click the
plus symbol next to Participants in the browse tree. When we say “click on
Participants” we want you to move the mouse over the word “Participants”
in the browse tree (so that the word “Participants” changes to blue and
becomes underlined) then click the mouse button.

1.6 Main Window

The lower-right portion of the Conference Programmer window is the
main portion (Figure 1-8) - it will display the information you are looking for,
whether it is a conference, a participant, charges and payments, or a report.
This portion of the window is also where you enter or edit all of the
information you will be working with. The contents of this portion of the
window are constantly changing as you use Conference Programmer.
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Section 1: General Information

General | Service Template | Charges and Payments | Tranzaction Template I Ewvents Template I

rConference Mame and Contact Information i~ Infarmatior

First - IWiIIiam Mights : 7

Conference : I.-’-‘«dventures in Science Check-ln ;|E£5£2DDD vl
Last : [MoGown Check-Out ;IE£1 2/2000 v|

Address 1 I'I 200 Broad Street Housing :|1 50
Address 2 I Carnriuters :|2|3

City - IBeIIingham FesID :I "I
State : IW Post Code ; | 98225 Event Planner :I 'I
Cauntry ; IUS-"—"- Account No :I 'I
Title : |President Coardinatar | -]
Phane : | 360-334-2321 User Def 5. -]
Fax:|800-222-1324 User Def 6 -]
E-Mail ;| willamiEmegown com User Def 7 -]
ConfMo: 3 UserDef 8 :Iﬁ

M. 4 masters needed at Registration.
2. Firgt Regis. in Rd's apt. Biomed will go beyond our time on itz own,

FIST return keys and Req. cards the nest business day, before 12 noon, to avoid additional charges.
3. 2nd Regiz on ovn. Find out vahen it iz in order to provide signe on time,

1.7 Status Bar

The very bottom of the Conference Programmer window is the status
bar (Figure 1-9). It shows general information about your current work. For
example, Figure 1-9 shows that we are working in the “Adventures in
Science” conference, there 155 participants in this conference, and the
conference’s balance is $14,817.00. The information displayed here will
change depending on what you are doing in Conference Programmer. It is
a good idea to get in the habit of glancing down here to make sure you are
in the correct conference before performing any functions - it would be time
consuming to manually delete the 300 participants you accidentally
imported into the wrong conference!

Figure 1-8

[ [

]|

|Adventures in Science |E0unt 1155 b Balance Due = $14.817.10

Figure 1-9
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Section 1: General Information

1.8 Resizing Windows

You can maximize the Conference Programmer window so it

;IEIEI takes up your entire screen, just as you can maximize any Microsoft

Windows window. This gives you the most workspace. To do so, click

Figure 1-10 the Maximize button - the middle button that looks like a square (a
window) - in the top-right corner of the window (Figure 1-10).
- |E|E| To make the window smaller - and able to be resized to your
liking - click the same button, which now looks like two overlapping
Figure 1-11 squares (smaller windows) (Figure 1-11).

When the window is not maximized, you can resize it by placing the
mouse over an edge of the window and clicking-and-dragging to stretch or
shrink the size of the window.

Similarly, you can resize areas within the Conference Programmer
window, even when it is maximized. When you move your mouse over
areas that divide the Conference Programmer window into sections, the
cursor changes from the standard arrow to other icons, depending on
where the mouse is. When the mouse is over an area of the window that
can be resized, the cursor changes to a double-sided arrow split by a
perpendicular line. For example, if you want to make the browse tree wider,
move the mouse between the browse tree and the main portion of the
window until the cursor changes. Then hold down the mouse button, drag
until the window reshapes to your liking, and then let go of the mouse
button. There are other areas you can resize as well. Feel free to
experiment - the changes you make to window sizes are not saved.

1.9 Shortcuts

There are many ways to do almost everything in Conference
Programmer. Whatever part of Conference Programmer you are in, the
buttons in the toolbar change to show what you are able to do; you can click
one of these buttons. The menus in the menu bar and their contents also
change; you can select a menu item. When you click the right mouse button
(“right-click”) almost anywhere on the screen, a list of current possible
commands appears; select one. The browse-tree contains many wizards,
reports, main screens, and setup items; expand the tree and click on the
item you want to work with. There are also keyboard shortcuts for many of
the functions in Conference Programmer; hit the special key-combinations
to run that function. Key-command shortcuts can be found in the menus. If

Page 5
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a menu item has a key-command shortcut, the shortcut is notated next to
the menu item. The letters “Ctrl” stand for “control” and mean the control
key on your keyboard, so “Ctrl+N” means hold the control key on the
keyboard down and press the N key.

When you are working in a Conference Programmer screen that has
many fields, if you press the Tab key on the keyboard, your cursor will jump
to the next field. Hold the Shift key on the keyboard down while pressing
the Tab key to go to the previous field.

With some items in Conference Programmer, double-clicking the item
starts the main function. For example, if you double-click a charge in the
Charges and Payments tab of a conference, subgroup, or participant, the
Action dialog appears - which is that same thing that happens when you
click once on the charge and click the Action button in the toolbar.

There are a number of wizards and procedures that act on multiple
items. For example, Figure 1-12 shows the Auto Charge wizard, which acts
on multiple participants. You can use the mouse to check or uncheck all the
appropriate checkboxes in lists such as this one, or you can use the

Auto Charge Wizard

Llner E

Select Al Anderzen Karen
Ballard Jemy

Clear Al Barmyard wWilson
_— Barton Andrew
Barzee Yoon
Bell Cathy
Beyal Peter
Brandes Peggy
Brown Michelle
Brylawezki Ay
Burke Gloria
Buys Stepharie
Callahan Yicki
Cameran Susan
Cella Termi
Charles Gary

Chesley Caralyn
I;‘ |—\'|:|r|.r':h Tnm

¢ Back Mest > x Lancel |

Figure 1-12
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keyboard for a quicker method. Click the mouse on the first item in the list
so that it is highlighted. When you press the space bar on the keyboard, the
checkbox for the highlighted item toggles between being checked and
unchecked. When you press the up- or down-arrow keys on the keyboard,
the highlighted selection moves up or down, respectively. You can quickly
scroll through the listed items, checking or unchecking the checkboxes,
using the space bar and the up- and down-arrows on the keyboard.

1.10 Wizards

A lot of the functions in Conference Programmer need to be performed
a large number of times - for each participant, for example. There are
wizards to automate those processes for you. When you launch a wizard,
the first window that appears tells you that you are about to run a wizard
that performs certain features, and it also informs you which conference
you will be performing those features on. It is a good idea to read the first
screen of any wizard until you become familiar with what the wizards do.

x| If you want to cancel a wizard without finishing it, you

can click the Cancel button. You will be asked if you want

@ Tetminake process? to “terminate the process” (Figure 1-13). This sounds

scary, but is really only asking if you want to end the
wizard before it gets a chance to complete its process.

i Cancel | Sometimes you will be asked if you want to “terminate the

process” when you didn’t even know you were in a wizard,;

Figure 1-13

some processes in Conference Programmer run wizards
behind the scenes, but still allow you to cancel if you need to. Some
wizards even run other wizards.

1.11 Sort Fields

By default, all items that appear in lists have a Sort field, with the value
set to O (zero). For example, the rooms in a building are not listed in order
of room number (because some rooms have hyphens or alphabetic
characters); instead, they are listed in the order of their sort field. If you leave
the default value, the items will be displayed in the order in which they are
entered into Conference Programmer. To have the items display in a custom
order, enter a number into the Sort field - lower numbers sort first. If you have
multiple items with the same Sort field number, those items will sort
themselves by the order in which they were entered. For example, if you
have one item with the Sort field set to 1, three items with the Sort field set

Page 7
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to 2, and one item with the Sort field set to 3, the item with 1 will display first,
then the three items with the Sort field set to 2 will display (and these will
display in the order in which they were entered into Conference
Programmer), then the item with the Sort field set to 3 will display.

Page 8



Section 2: Participants

2 Participants

2.1 Selecting Participants

There are four ways to select a participant. Use the “Select Participant”
method to choose from a list of all the participants for the current
conference. Use the “Global Select Participant” method to find a participant
in any conference. Use the “Participant Search” method to search for
participants that match criteria you choose. You can also select a participant
by browsing through a conference’s entire participant list.

Select a Participant From the Current Conference

Use the “Select Participant” method when you want to choose from a
list of all participants in a particular conference. Before you begin, open the
conference that the participant is in by clicking the Locate button on the
toolbar (Figure 2-1) and selecting Select Conference, then click on the
conference you want to work with and click the OK button.

*CP 4.5 c/s [Connection Info: CPDemo;'sa]

File Conference Tools  Function

¢2Add Conference | == Delete o Post 3¢ Cancel 4 Previous b Mext ‘ By Procedures - @@ locate -

Figure 2-1

Select Participant |
Search Characters
Last First Check-In I:I
_| Grunheit Steve 8/26/2002
_|Hanzen Marci 8/26/2002
Hill Chris 2
|
| Smith Kevin 8/26/2002 _I
| Tweit Goardy 8/26/2002
Vitiflac Linda 8/26/2002
| williams lefty 8/26/2002
| willivarns hark 8/26/2002
| warley MCIoze 8/26/2002
| |vaude Jane 8/26/2002 x|
0K I K Cancel |
Figure 2-2

1. In the browse tree, click
Subgroups/Participants.

2. Click the Locate button on the
toolbar (Figure 2-1) and select
Select Participant. The Select
Participant window will open
(Figure 2-2). Only those
participants  attending  the
conference you are currently
working with will appear in this
list.

Page 9
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To find the participant you want, type the first few letters of their last
name - the list automatically scrolls to the names that begin with
the letters you typed. You can use the up and down arrows on the
keyboard to scroll through the list, or you can use the mouse to
scroll through the list.

When you find the desired participant, click their name and then click
the OK button (or double-click their name). The participant’s record
will be displayed, and the Select Participant window will close.

Global Select Participant

Use the “Global Select Participant” method when you want to search
the entire Conference Programmer database for a participant in any
conference.

1.
2.

In the browse tree, click Subgroups/Participants.

Click the Locate button on the toolbar (Figure 2-1) and select
Global Select Participant. The Select Participant window will open
(Figure 2-3).

In the field called Field, select the field you want to search.

In the Value field, type a
value to search for, then

. ‘search on Any Field

I [

click the OK button. A list Select Criteria

of participants who meet Fieid . [Last

the search criteria, if any, Value: |

appear in the bottom part Name [ value [ CheckeIn/Dut

of the window (Figure 2-4).

When you double-click
on a participant's name,
that participant's general
information fills the screen
behind the Search on Any
Field window, so you can
look at the rest of their

information to assure this S oK | % cancal |

is the participant you are
really looking for.

Figure 2-3
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*- | Search on Any Field — 1ol x|
—Select Criteria
Field:  |Last j
Walue:  |Smith
Marme | Walue | Check-n/0ut |
zmith 41/ 003
Smith Fevin Smith 8/26/2002-8/28/2002
Stk Linda Stk E#5/2000-6/7 /2000
Smith Richard Srith £/5/2000-6/7 /2000
Smith 5am Smith 11/26/2003-11/430/2003
Smith Tori Smith 3419/2002-3/24/2002

o OFK I x LCancel |

Figure 2-4

Participant Search

6. When you are done searching,
click the Cancel button to
close the Search on Any Field
window.

Note: When you select a
participant, the conference they are
attending is also opened (and the
conference you were previously
working with is closed). After using
Global Select Participant, always
check what conference is open
by glancing at the status bar
on the bottom of the Conference
Programmer window.

You may need to locate a participant but not know their last name.
Even worse, you may not know what conference they are attending. With
Conference Programmer you have the ability to search for a participant by
the value of any field. For example, you can use this feature to search for
all individuals from Las Vegas or from the state of Washington.

‘.| Search on Any Field =100l 1
—Select Criteria

Field City j

Walue: |LasVegas

" Camera Club

f* Search All

Name

Hatch Judy

Malfatt Mary 5/7/2000-6/3/2000

Laz Vegas

x LCancel |
Figure 2-5

In the browse tree, click Subgroups/
Participants.

2. Click the Locate button on the toolbar
(Figure 2-1) and select Participant Search.
The Search on Any Field window will open
(Figure 2-5).

3. Inthe field called Field, select the field you
want to search.

4. Inthe Value field, type a value to search for.

If you want to search for characters that
might be in the middle of the field you are

searching, type a % before the characters. For example, type “%smith” to
find last names like “Smith” and like “Woodsmith.”

5. Choose the conference name to search for a participant in that
conference, or choose “Search All" to search for a participant in any

Page 11



Section 2: Participants

conference. Click the OK button. A list of participants who meet the
search criteria, if any, appear in the bottom part of the window. Figure
2-5 shows three participants whose address is in Las Vegas.

6. When you double-click on a participant’s name, that participant’s
general information fills the screen behind the Search on Any Field
window, so you can look at the rest of their information to assure
this is the participant you are really looking for.

7. When you are done searching, click the Cancel button to close the
Search on Any Field window.

Browse the List of Participants

While on a particular conference, you can scroll through the participant
list under Subgroups/Participants in the browse tree. Before you begin,
open the conference that contains the participants you want to browse
through by clicking the Locate button on the toolbar and selecting Select
Conference, then click on the conference you want to work with and click
the OK button. Also, make sure that “Do not list subgroups and participants
in the browse tree” in not checked in the Tools menu.

1. In the browse tree, expand Subgroups/Participants - BEEIE e
you will see a list of participants in this conference  |fic Pertishant Taok Function
(Figure 2'6) % Add Participant = Delete ./ Post

o . . Chris Bangatter

2. To move through the list in alphabetical order (A-Z), click r— I gen
the Next button on the toolbar. Or you can hold the Dﬁ.swﬂﬁ:ﬂfﬁiﬁc?ﬁgﬁs Pt
Control key on the keyboard down and then press the & Anosike, Iibin
“N" key (ctrl-N) to move to the next record alphabetically. %

Barsh, Gaye

3. To move through the list in reverse alphabetical order (Z- % potke, Faws
A), click the Previous button on the toolbar. Or you can :::::é Sitgﬁff,nmﬁffﬁ
hold the Control key on the keyboard down and then €% Boben, Natalie
press the “K” key (ctrl-K) to move to the previous record Iﬁﬁﬁ% okl Semre .
alphabetically. E Feniin i

8% Cedano Chii
Figure 2-6

2.2 Entering Participants

There are three ways to enter participants. You can enter one
participant at a time by clicking the Add Participant button on the toolbar,
you can run the Batch Participant Entry wizard to quickly enter many
participants, and you can import participants (and possibly other
information as well, such as gender and room assignment) by running the
Import wizard.
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Add Participant

Clicking the Add Participant button is the easiest way to enter a just a
few participants. It works well for walk-in registrations or last minute entries.
Before you begin, make sure you are working with the correct conference.

1. In the browse tree, click Subgroups/Participants, then click the
General tab.

2. Click the Add Participant button on the toolbar. A blank Participants
General tab will be displayed (Figure 2-7).

3. Enter information for the participant.

General IAdditionaI Info | Charges and Payments | Events |
—Participant #525 —arival and Assignment:
Last Buiding: i =
First (= j
Gender ﬂ Aoe I Lookup Information | Item |
Title
Affiliation
Address 1
Address.2 Check-n: |3/15/2002 =l
= — Check-Out : [3/18/2002 j
State/Praw P. Code: .
Nights : 2
Country Status j
Phane Via: j
Fai Checkedn: [~
E-tail Checked-Out: [~
Roommate Last Conf Sent:
[
E
|Cuunl. 15 ‘s Mo Balance
Figure 2-7

The Check-In and Check-Out fields are automatically filled in with the
dates of the conference. You can change these dates for each individual if,
for example, they are arriving or leaving early or late.
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The only required fields are the First and Last fields (the first and last
name of the participant), but if you are working with an individual billed
conference, you may want to collect their address and other billing and
contact information.

4. A participant’'s Additional Info tab contains many other fields, each
of which can contain information that is useful to track or that is
mandatory in order to automate charging. When you enter a new
participant, the Service Template automatically fills in some of
those fields for you (see Section 4: Service Template). Click the
Additional Information tab to make any changes that are necessary
on an individual participant basis.

5. To register the participant for one or more events, click the Events
tab (see Section 6.3: Registering Participants For Events).

6. When you are done entering information for this participant, click
the Post button on the toolbar. To add another participant, press the
F5 key on the keyboard (this is the same as clicking the Add
Participant button on the toolbar).

When you are finished with the last participant, don't press the F5 key
or click the Add Participant button again. If you do, Conference
Programmer brings up another blank screen and begins the process of
creating a new patrticipant. If you try to go to another part of Conference
Programmer, an error will appear in an Information window (Figure 2-8).

Whenever you receive this message
in Conference Programmer, click the OK

Information

button to close the window, and then click @ You musk past or cancel this parkicipant,

the Cancel button on the toolbar to
cancel your changes, or click the Post
button on the toolbar to post your
changes.

Batch Participant Entry

The Batch Participant Entry wizard is the most efficient method to
manually enter a number of participants. Perhaps you received a hand-
written list of names of participants from your conference contact, or from
your front desk staff after a conference checked-in. The Batch Participant
Entry wizard allows you to very quickly enter these names.

Figure 2-8
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.} Horwest 5ki Extreme M= E3

1. In the browse tree, expand Wizards and click Batch Participant
Entry. The wizard window opens (Figure 2-9).

Thiz wizard provide a high zpeed data input zcreen for entering participants.
Select the figlds which you have walues to input.

MHomest Ski Extreme

Check-lr : I3a"'| 5402 I Ciefault 4 alues :

Check-Out ; |3£‘| 9/02 =] |tien=Economy

Roam Type = Double
Building : I I

WL st ﬂ
First

Gender

[] Check-n

[ Check-Out

[ Address 1 ;I

Ml add._.. "

¢ Bach | Mest » I X Cancel |

Figure 2-9

The Check-In and Check-Out fields are automatically filled with the
conference check-in and check-out dates. If you are entering a number of
participants who are checking in or out early or late, you can change the
Check-In or Check-Out fields to reflect the correct dates.

The Building field is empty by default. If you want to assign each
participant in the same building, you can select that building in the Building
field. It is a good habit to use this field only when you plan to assign all
participants in the same building.

The Default Values area lists all Service Template items for this
conference (see Section 4: Service Template). When you finish entering
participants in this wizard, each of the values listed in the defaults values
area will automatically be entered for each participant.

2. The bottom portion of the wizard window lists all fields that can
possibly be entered for a participant. If you check the checkbox
next to a field, that field will appear in the next screen of the wizard,
ready for you to enter data. You want to check only the fields for
which you have data to enter. In this example, we have checked
only the Last, First, and Gender fields’ checkboxes. Click the Next
button to move to the data entry screen of this wizard (Figure 2-10).
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*. % Horwest Ski Extreme _ O] =|
Last: Firat : Gender
I | | [ |
&dd ™ Clear values after entry
Lazt | First | Gender |

2 Back | Mewt s I X Cancel |

3. Enter your participants’ information in the appropriate fields. Press Figure 2-10
the Tab key on the keyboard to move to the next field (you can hold
the Shift key on the keyboard down and then press the Tab key to
move to the previous field). Our example has two genders
automatically ready to use: “M” and “F". In the Gender field, you
can type “M” or “F,” or click the arrow and select the gender from
the drop-down menu.

Check the “Clear values after entry” checkbox when entering a number
of participants that do not share information (the “Clear Values After Entry”
checkbox is described in a few pages).

4. When you are in the last field, pressing the Tab key on the
keyboard will enter the participant into the list on the bottom portion
of the window and move the cursor to the first field for the next
participant (Figure 2-11).

5. When you are done entering participants, click the Next button.
The wizard will process each participant from the list on the
bottom portion of the window into Conference Programmer, and
placing a checkmark next to each participant as they are
processed (Figure 2-12).

6. At this point, you can either enter more participants in the top
portion of the window, and then click the Next button again to enter
them, or simply click the Next button to finish the Batch Participant
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Entry wizard. It may be advantageous to enter your participants in
small groups (enter a few participants, then click the Next button to
process them, then enter a few more participants and click the
Next button again to process them, etc.).

*.} Horwest S5ki Extreme M= E

Last: Firgt : Gender

I | M [ |

Add [~ Clear values after entry

Lazt | First | Gender |

* Dawszon Pete I

* Prascot Jenny F

# Blohm Leslie F

* fillet George b4

% Back | Mext > I x LCancel |

Figure 2-11
*.} Camera Club Y ] 4

Last : First : Gender :

| | M [ |

&dd [T Clear values after entry

Last | First | Gender |

+ Dawson Pete Gl

" Prescot Jenny F

+ Blohm  Leslie F

o willet George k4

X Cancel |

Figure 2-12

Field Selection

If you want to enter more information about each participant when you
use the Batch Participant Entry wizard, check the checkboxes next to the
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appropriate fields when you first open the wizard. You can also change the
order in which you enter data into the fields on the data entry screen. The
fields appear on the data entry screen in the order they are listed in the
checkbox screen. To change their order, click on the field name you want
to move, hold the mouse button down, and drag the field name up or down.
Let go of the mouse button when the field name is in the position you want.
Figure 2-13 shows that we checked the checkboxes for the Last, First,
Gender, City, State\Prov, and Postal Code fields, and that we made sure
they were listed in that order.

** Norwest 5ki Extreme M= E3
Lazt: First : Gender
[ | | [
Ciby StatesProy : P. Code :
Add [~ Clear values after entry
Last | Firgt | Fender | City | Statef’F’mvi...l Poztal Code |

< Hack | Mewt » I x Cancel |

Figure 2-13

Using the “Clear Values After Entry” Checkbox

When the “Clear values after entry” checkbox is not checked, all fields
entered in the data entry screen (except for the Last and First fields) will
remain filled in from one participant to the next. Suppose you have a list of
participants sorted by City, State/Prov., and Postal Code. Make sure the
“Clear values after entry” checkbox is not checked and enter the
information in the appropriate fields for the first participant. After entering
information in the last field and pressing the Tab key on the keyboard, you
will only need to enter the Last and First fields for the next participants - the
other fields maintain their values until you make a change (Figure 2-14).
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*.* Norwest 5ki Extreme =] E3

Laszt: First : Gender

[ | M [

City : State/Prav : P. Code :

|5sattle [ |sa105

Add I~ Clear values after entry

Lazt | Firzt | Gender | City | State;’F’rUvi...l Postal Code |

* Cannon Fete b Bellingham WA, 9aTET

* Badgley Paul kd Bellingharn WA, 98777

® Fussgel Shane il Seattle WA, 98105

# Schliebweiler Dick b Seattle WA, 33105

® Dewitt John il Seattle WA, 98105

¢ Back | Mext » I X Cancel |

Figure 2-14

In this example, all the participants from Bellingham, WA were entered,
then the Seattle, WA participants were entered. When you have a large
number of participants with similar information, this is a great time saver. In
this example, all our participants will be entered into Conference
Programmer and we will only need to enter a street address for each
participant, not a city, postal code, or state.

Import Wizard

The import wizard is important enough, and complex enough, to be
described in its own section.

2.3 Import Wizard

This is the most ideal way to enter participants into Conference
Programmer. The Import wizard allows you to enter participants and make
room assignments without any manual input. Before running the Import
wizard, several preparatory steps must be taken, but it still saves you a
great deal of time and prevents mistakes compared with entering all the
names for a large conference manually. The first step in the process is to
prepare an Excel file containing a list of pre-blocked rooms; you will give
this Excel file to your customer and they will enter their own names and do
their own room assignments.
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Exporting a Room List File to Excel

1.

Block beds for the conference or subgroup (see Section 8.2: Blocking
Rooms).

In the browse tree,
expand Reports, then Export X]
expand report folder

6 - “Pre-Conference Eormat

Assignment Planning.” IEharacter-separated values j

Open the “Assignment Destination: Cancel |
Export” report (or the |Disk file j

“Assignment Export-
Subgroups” report if
you blocked beds Figure 2-15
for subgroups) (see
Section 16: Reports).

E xport

Earmat:

With the report open,
click the Options
button on the toolbar Destination:

and select Export. The |Disk file j
Export window will
open (Figure 2-15).

Ok

Ewcel 7.0 [=<L5]
Cancel

i ]

In the Format field, select a version of Microsoft Excel to export to. Figure 2-16
We recommend version “7.0 (XLS)” (Figure 2-16).
Make sure ~ the
Destination field is set — — =
) . . Savein: | 3 Temp - B & | |EHE
to “Disk file.” This Davem ! = = —I !I —D”i—l
. _iztrapd). dir CPCrostal Mdiz2dos
means that you wil D_i&tmpE.dir [:ICF‘Hepc-rts L1 Netware
export the report to an 1 _istrop3.dir CIExcelg0 [ Pridre
Excel file on our |1 ~exb0000 DHEJD C1vbe
. y 1 ~exb0001 CIIED.trap Cawiwiatd
computer. Click the |1 Cardlsaft (1 mwuBOC0 TP (] wing5_98
OK button. The I I
4

Choose Export File

.

window will open File name: | SRS Save
(Figure 2_17) This Save as tupe: IE:-:ceI?.D[".xIS] j Cancel |
window  will look A
different in different Figure 2-17

versions of Microsoft
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Choose Export File EE3

Windows. If your window looks different than Figure 2-17, it should
look exactly like the windows you are familiar with when you save
files in Microsoft Word or in your email program.

6. Inthe Save In field at the top of the window, you should change the
destination to your Desktop, or a location on your network. You might
even consider creating a specific folder just for these export files.
The reason is that this file will only be needed temporarily, and you
will want it easy to find. In this example, we will save the file to our
Desktop. In the File Name field, type the name of the file you want to
save; the name your customer will see. We recommend using the
name of the conference you are creating the file for. In this example,
we call the file “Pharmaceutical Association” (Figure 2-18).

Save i I Qj Desktop j

jo = | )=

_%‘ by Computer
'iﬁ My Documents

1558 My Bricfoase

Metwork. Meighborhood

File narme; |Pharmaceutical Agsociation] Save I

Save as lype: IEm:el 7.0 [ xls] j Cancel |
i

Figure 2-18

7. Click the Save button. After
the report is exported, click
the Close Report button on
the toolbar to close the
Assignment Export report.

%

You will find the new Excel file on
your Desktop or wherever you chose  |GEIEEEIEYIE

to save it in step 5. In this example, Weghioeiteed

our Pharmaceutical Association R
Excel file is located on our desktop
(Figure 2-19). Recycle Bin - My Eri

Figure 2-19
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Entering Participants Names in Excel

Attach the Excel file you created in the previous section (“Exporting a
Room List File to Excel”) to an email message or save it to a floppy disk
and send it to your conference contact. Instruct your conference contact to
enter the Last and First names and Gender of the participants planning to
attend the conference. Remember, the default genders are “M” and “F,” not
“Male” and “Female” - you should inform your conference contact of this
(Figure 2-20).

A BE | c [ o ] E | E | G [ H | | J

1 |Building Foor Ho Last First Gender Room Type  RoomStyle  Phone Check In Check Cut
| 2 W 07304 Diouble 7381 /402 67402
| 3 |W 07304 Diouble 7381 /402 67402
| 4 |W 0720B Diouble 7011 /402 67402
| 5 |W 0720B Diouble 7011 /402 67402
| B |W 0710B Diouble 7357 /402 67402
| 7w 0710B Diouble 7357 /402 67402
| 8 W 07400 Double 7T /402 G702
| 3 |W 07400 Diouble TTi2 /402 67402
| 10 |w 07404 Diouble TTi2 /402 67402

11 W 07404 Diouble 7T /402 G702

At this point, your customer - the conference contact - is responsible for
all data entry. They type all their participants’ names, so they are
responsible for correct spelling. They also make their own room
assignments, by typing their participants’ names next to a room number, so
they are responsible for assigning roommates correctly, placing genders
around bathrooms correctly, etc.

Instruct your contact to pay close attention to the room numbers as
they enter the participants. As they enter names, they will be making the
room assignments and pairing roommates in the process. Instruct them
NOT to put participant names in quotations. This is not necessary and will
cause undesired results when trying to sort the names alphabetically in
Conference Programmer

If a participant requires different check-in or check-out date, they can
be changed in the Excel file. When the file is imported into Conference
Programmer all the information for each participant can be imported,
including their room assignment and check-in and check-out dates.

Microsoft Excel has function called “Protection.” It is easy to learn and
enables you to lock portions of a spreadsheet so that another user cannot
change them. We advise you learn this simple function and lock portions of the
Excel Spreadsheet before giving it to your conference contact. They should

Figure 2-20
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never be able to change the building code or the room number, so those
columns should be locked. In some cases, you may not want your conference
contact to change the check-in or check-out dates for each participant; you can
lock those columns, too. If you do not “Protect” your spreadsheet, you are
trusting your conference contact to change only the information you ask them
to change (First Name, Last Name, Gender, and possibly Check-In and
Check-Out dates). If your conference contact changes the building code or
room numbers, you may not be able to use the file at all, or it may cause other
problems if you do.

You can also use other feature of Microsoft Excel to help your customer.
For example, you might highlight all the rooms that are around a female
bathroom in pink and all the rooms that are around a male bathroom in blue.

Have your conference contact email or give the updated Excel file back
to you when they are done with their data entry.
Importing From an Excel File

When you receive the Excel file from your conference contact, make a
backup copy of it - if for some reason a catastrophe occurs while working
on the file, you will always have the backup.

1. Open the Excel file in Microsoft Excel (Figure 2-21).

X Microsoft Excel - pharmaceutical association.xls

5] Fle Edit View Insert Format Tools Data Window Help

DEH|ERY 4B T v- o (a€|s st il|de s |O

M5 Sans Serf -uw -BrUE=E=EH8%, WA= _-h-A |E=

033 =l =
A ] B [ [ D | E [ F ] G ] H ] | [ J

1_ Building Room Ho Last Fist Gender Roor Type  Roora Style Phone Check In Check Out
LW 07304 Mischaikof  Ted [l Double 7381 402 702
| 3 W 07204 Mischaikaf  Angela F Diouble 7381 6402 6702
| 4w 0720B Arthur kdarris [l Double 7011 65002 67002
LW 07208 Berg Debhie F Double 7011 B5/02 702
B W 0710B Gibbons Buck [l Double T357 602 67002
LW 07108 Gibbons Carakyn F Double 357 402 702
| 8 W 0740C Burdick Harold [l Double 7722 602 67002
LW 0740C Burdick Darci F Double i 402 6802
| 10w 07404 McGown Bill [l Double 7722 602 613002
| 11w 07404 McGown Carolyn F Double 7722 6402 6702
| 12 W 0730B Schloss Gary [l Double 7381 602 67002
| 13w 0730B Schloss Kimberly F Double 7381 6402 6702
14 W 0760B Benz Gary [l Double TI69 602 67002
£W 07608 Benz Patti F Double 7369 402 702
| 16 W 0750B Double T365 602 67002
iW 07508 Double 365 402 702
Figure 2-21 In this example, our conference contact followed our directions: No

quotations were used in the participants’ names, and gender was entered
correctly. A few participants have modified check-in and out-dates: Morris
Arthur and Debbie Berg are checking in a day late; Darci Burdick and Bill
McGown are checking out a day late.
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You cannot import an Excel file directly into Conference Programmer.
You must first convert the Excel file to a text file, which is very simple to do.

2.

In Microsoft Excel, with the Excel file open, click the File menu and
select Save As... The Save As window will open (Figure 2-22). This
window will look different in different versions of Microsoft
Windows. If your window looks different than Figure 2-22, it should
look exactly like the windows you are familiar with when you save
files in Microsoft Word or in your email program.

Save As

Save in: I:\ﬁ Desktop j EI ID_E_

_%‘My Cormputer

My Documents
EE Netwark Meighborhood
MMy Briefcase

File name: pharmaceutical association, bxt ;I

Save as type:  HEARAE

Save I
Zancel |
Oplions, .. |

In the Save In field, select your Desktop, or anywhere it will be
easy to find.

In the Save As Type field at the bottom of the window, select “Text
(tab delimited) (*.txt)” (Figure 2-22). The file name will automatically
change to a text version. In this example, the “Pharmaceutical
Association.xIs” file name automatically changed to
“Pharmaceutical Association.txt.”

Click the Save button. Depending on which version of Microsoft
Excel you use, you may receive an warning like the one shown in
Figure 2-23 or Figure 2-24. The warning is telling you that a text file
does not have some of the features as an Excel file - but that is
exactly what we want, so click the Yes button.

Close Microsoft Excel by clicking the File menu and selecting Exit.
At this point, Microsoft Excel thinks you have made a change to the
file and is asking you if you want to save the changes (Figure 2-
25). You do NOT want to save this file again! Click the No button.

Figure 2-22
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Microsoft Excel

Pharmaceutical Association.txt may contain Features that are not compatible with Text (Tab delimited) . Do wou

wank to keep the workbook in this format?

@ + To keep this format, which leaves out any incompatible Features, click Yes.

+ To preserve the Features, click No. Then save a copy in the lakest Excel Farmat,
+ To see what might be lost, click Help,

X

Figure 2-23

Microsoft Excel

‘pharmaceutical association.txt' is not in Microsoft Excel 97 Format, Do you want ko save vour changes?

As Type box,

@ + To sawe your changes in Microsoft Excel 97 format, click ves, and then click Microsoft Excel Workbook in the Save

» To save vour changes in the existing Format and replace the original File, click Yes, and then click Save. Some
types of changes may be lost,

+ To close the file in its existing Format without saving changes, click Mo,

Mo

Cancel |

Figure 2-24

Microsoft Excel

& Do wou want bo save the changes you made to 'Pharmaceutical Association. txk'?

Cancel |

x|

Figure 2-25

The text file should now be saved on your Desktop. Beware if you open
it - it will look very confusing and you will assume you have done something
wrong (Figure 2-26). You haven't! Tab-delimited text files were not meant to
look clean, but were meant to import easily. This is the correct format for
importing into Conference Programmer.

&l pharmaceutical association. txt - Notepad _[(O]
File Edit Search Help

Building Room Ho Last First Gender Room Type Roonm Style Phone Check In =]
W 8738a Mischaikof Ted H Double 7381 674782 6/7/02

1 8738a  Mischaikof fingela F Double 7ae1 674702 677702

1 87208 Arthur  Horris M Double Fot1 6/5/82 677702

W 07268 Berg Debbie F Double 7e11 6757082 677702

W 871688 Gibbons Buck H Double 7357 6/uf082 677782

W 87168 Gibbons Carolyn F Double 7357 6/4/82 6/7/02

W 87480 Burdick Harold H Double FF22 6/8/082 677782

W a748c Burdick Darci F Double F722 6/4/82 6/8/782

W 8748A HMcGown Bill M Double 7722 6747082 678782

W 874 8a HMcGown Carolyn F Double F722 6/4/82 677702

1 87388  Schloss Gary M Double 731 6/8/82 6/7/02

L] 87368 Schloss Kimberly F Double 7381 6/u/082 6/7782

1 67608  Benz Gary M Double 7369 6/8/82 6/7/02

W 876088 Benz Patti F Double 7369 6/uf082 677782

41 I a7
Figure 2-26
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4.

In Conference Programmer, in the browse tree, expand Wizards
and click Import Wizard. The Import Wizard window will appear
(Figure 2-27).

Import Wizard x|
Select the tab delimited file ta impaort.
Pharmaceutical Associstion
IEI:\W’INDDWS\Desktop\pharmaceutical azz (]
< Biach Hest »
Figure 2-27

Make sure the conference name shown is the one you want to
import the names into. Under the conference name there is a field
and an icon of a yellow folder. The first time you use the Import
wizard, the field will be blank - after you use it once, it will remember
the last information you had in the field. This field should contain the
location of the text file you want to import. In this example, it
contains “C:\WINDOWS\Desktop\pharmaceutical association.txt.” If
this is not the file you want to import, or if you are not sure, you can
easily find and select the correct file by clicking on the yellow folder
button to the right of the field. The Open window will look different
in different versions of Microsoft Windows. it should look exactly like
the windows you are familiar with when you open files in Microsoft
Word or other programs. Once you find your text file, which in this
example is on our Desktop, click on it and click the Open button.
The location of the file is automatically entered in the field. You can
now click the Next button.

The list of participants to be imported is displayed (Figure 2-28).
Click the Next button.
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Import Wizard X |
Roaom Mo Last First Gender Roorm Type Honmﬂ
W 07304, tizchaik.of Ted i Double
W 07300, tizchail.of Angela F Double
W 07208 Arthur b ariz b Double
W 0720B Berg Debbie F Double
W 07108 Gibbons Buck i Double
W 0710e Gibbons Carolyn F Double
W a740c Burdick. Harald b Double
W 07400 Burdick Darci F Double
W 07408, tcGown Bill i Double
W 07404 t G own Caralyn F Double
W 07308 Schloss Gamy [ Double _lj
4] | »
< Back | x LCancel |
Figure 2-28

7. Review the import information.

The Import Wizard window displays “linking” information. The list of
items under “Source” are the names of the columns from your Excel file. The
list of items under “Destination” are field names in Conference Programmer.
You need to tell the Import Wizard how to link the text file to the field names.
The first time you run the Import Wizard, there are no links - after you use it
once, the links are remembered and automatically entered, yet are
changeable for different imports. If you never change the way you link the
text file to the field names, you will never need to change the linking
information. If you do change the way you link the text file to the field names
(for example, if you do not allow one customer to change their check-in or
check-out dates, but you do allow another customer to do this), the new
linking information will be displayed the next time you run the Import Wizard.

To create a link, click on the name of a column name under “Source,”
click on a field name under “Destination,” and click the Add Link button. To
delete a link, click the link and click the Delete Link button.

The Check-In and Check-Out fields listed in the Default Information area
are automatically filled in with the dates of the conference, although you can
change these to early or late arrival or departure dates. If you are not
importing the check-in and check-out columns from the text file (if you are
not allowing the customer to change their participants’ check-in or check-out

Page 27



Section 2: Participants

dates), all the participants will automatically be assigned these default
check-in and check-out dates when they are imported. Remember, in this
example some participants had different arrival and departure dates. To
ensure that the correct information is imported, we recommend the linking
as shown in Figure 2-29.

Import Wizard x|
Source—— | [~ Destination—— i Link;
Phaone Addriess 2 ;I £ Add Link || First -» First Name
Foom Style Affiliation | — Gender -» Gender
Room Type fge Dielete Link | Last -» Last
Building Building -» Building
Check-ln Room Mo -» Room Mo,
Check In -» Check-n
Check. Out -» Check-Out
[v First record comtaing tides
rDefault Infarmatior
Check-n  |03/15/02 | [Room Type = Double
Linen = E conamy
Check Out: [03/18/02 =]
< Back | Medt > | x Cancel |
Figure 2-29

The “First record contains titles” checkbox should be checked for this
procedure. It is possible to import participant names from any Excel file
(once it has been converted to a tab-delimited text file), so if your
conference contact gives you simply a list of names, without gender or
room assignments, you can import them to save time. In that example, if
your conference contact did not put a title in Excel for each column, you
should uncheck this checkbox.

8. Review Service Template items. To the right of the Default
Information area, all the Service Template items for this conference
are listed (see Section 4: Service Template).

When you finish importing participants in this wizard, each of the
values listed will automatically be entered for each participant. If
you wish to apply different or additional defaults, cancel this wizard
by clicking the Cancel button and then clicking the OK button when
asked if you want to terminate the process, and make the
appropriate changes in the Service Template for this conference.
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For example, if you just imported all participants who are in double
rooms and you are now ready to import participants in single
rooms, you should cancel the wizard, change the Service Template
item for Room Type to “Single,” then run the Import wizard again
for the batch of participants in Single rooms.

9. Click the Next button. The import screen appears and you can
watch the very rapid import process (Figure 2-30).

Import Wizard x|

Import completed successiully,

Inzerting row 14 of 14

2@ [Eancel |

After Conference Programmer runs the import process, a window will
indicate whether any errors occurred. Improper linking and other errors, if
any, will be listed in the bottom of the import screen. If you received an
error, it is listed as a row number - this number is the row in the Excel file
where the error exists (remember that if your Excel file has column names,
the row number may be off by one).

% Bk

Figure 2-30

10. Click the Next button to finish the wizard.

You can see the participants you just imported by expanding
Participants/Subgroups in the browse tree, or by clicking the Locate button
on the toolbar and selecting Select Participant.

This may seem like a lot of steps and is possibly confusing. However,
once you have run the import process a few times, it will seem quite simple.
And, of course, you will see it can save you an enormous amount of time,
especially for large conferences.
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2.4 Deleting Participants

In order to delete a participant, you must first delete any financial
transactions that have been entered for that participant (this might mean a
charge to a subgroup or conference for that participant). You also must
uncheck all events for that participant.

Make sure you are working with the participant you want to delete (see
Section 2.1: Selecting Participants).

1. Click the Participants General tab.

2. Click the Delete button on the toolbar. Click the OK button when
asked to confirm that you want to delete the participant.

If you get an error, it means that the participant you are trying to delete
still has a charge, payment, or event related to them, and you cannot delete
a participant with any charges, payments, or events.

3. You can delete multiple participants at once sing the Delete
Conference wizard (see Section 3.3: Delete Conference Wizard).

2.5 Moving Participants

Once a participant has been created, it is possible to move it, and all of
its charges, payments, and events, to another conference.
This is useful if you have accidentally created the participant Fie Particpant Took Function
in the wrong conference, or are restructuring conferences for SRt ol R 3
better management. Karen Andersen

* ' CP 4.5 c/s [Connection Info: LocalCP/sa]|

) . B Confererces General |
Figure 2-31 shows a participant named “Karen Anderson” % Subgroups/Farlicipants Paricipa
in our Adventures in Science conference; we do not want this
participant in this conference. o
Make sure you are working with the conference that jjjjg S i
contains the participant you want to move. jjjjg A, Addis
. I | R ﬁ Brown, Michelle Addre
1. Inthe browse treeg, click the name of the participantyou || - % Al Ay
""" urke, llona
want to move to another conference (Figure 2-31). || % Buys, Stephanie Slate/
----- Callahan, Yicki Con
N | I S ﬁ C G
2. Click the Procedures button on the toolbar and select || - [ oo Tt F
.. . T . Charles, G
Move Participant. The Select Conference window will || % Chesios, alpn .
open (Figure 2-32). g e om oo
----- € Cline, Jennifer
€ . n L

3. Select the conference you want to move the

participant to and click the OK button. Figure 2-31
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Select Conference

Adventures In Science
Banker tions
Barzkey Family Feunion
Camera Club

CHPD Hockey
Commercial Fishing Exposition
Crypto UCSE test

EFY

Football Cammp

Geb's Conference

Joe's conference

John Zankich Basketball Camp
Morthwest Ski Extreme

Riizing Star

Tl mbinim T mrer

Jgk I x LCancel |

opens (Figure 2-33).

@ including all transactions and associated information?

R Cancel

e x| 4. Click the OK button in the confirmation window that
I Conference |A

Move Karen Andersen from Adventures in Science to Bankers Associations,

Figure 2-32

2.6 Copying Participants

Figure 2-33

Figure 2-34 shows the Bankers Associations conference after we have
moved the participant “Karen Anderson” to it.

*JCP 4.5 c/s [Connection Info: LocalCP,/sa]
File Conference Tools Function

¢RAdd Corference = Delste ./ Post

Bankers Associations

¥ Caneel

@ Genera
E@ Subgroups/Participants Confel
- Andersen, Karen
ﬁ Anjewierden, Shar Ca
&% Anosike, libin
- ﬁ Bangatter, Chrig
&% Barick. Elaine
-4 Barsh, Gave A
Figure 2-34

It might be convenient to copy a participant, instead of entering a new
one. In our Barskey Family Reunion example, many participants have the
same address.

Make sure you are viewing the General tab of the participant you want
to copy (Figure 2-35).

1. Click the Procedures button on the toolbar and select Copy
Participant. A new participant is created and all the information
from the General and Additional Info tabs is automatically entered
for you. The last name is the same as the last name of Participant
you copied, except that a number is appended to it (Figure 2-36).

You can leave this, or change the name of the participant.
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*1CP 4.5 ¢/s [Connection Info: LocalCP/sa]
File Participant Tools Function
B Add Participant = Delete ./ Post 3¢ Carcel A Previous B Newt FProcedures - Qul
Mike Barskey
@ Conferences N General Iﬂdditional Infol Charges and Paymentsl Eventsl
E@ Subgroups;’Parltmlpants ~Participant #1407
L:_I--!ﬂ Barskey, Mike TBarsk
oo @ peals Last I Arskey
Contracts First : IMike
Meeting Facilitiez . .
Gender : | - Age
Catering ] J 2 I
Computation of Costs Title :
Affiliation :
[+~ Bunny, Bugs :
- Johnzon, Willamena Address 1 :]123 Strest
[+ Srnith, Sam Address 2 IApt. #3D
E]--{ﬁ Room Assighments City ICit_l,lviIIe
B Reports
5B Wizards State/Pray : ID’-\ P. Cade : (92201
-8 Setup Country ; [USA
Phiaone ;| 760-342-2078
Faw : [200-442-6851
E-tail ; |mbarskep@seattietech. com
Roommate :
[
Figure 2-35
If you are copying a

participant whose last name
ends with a hyphen and a
number separated by a space
(“Barskey- 1"in this example),
the last name of the new
participant will be the same
name with the next higher
number (“Barskey- 2" in this
example).

General Igdditiunal Infu:ul Chargez and F'a_l,lmentsl Eventsl

—Contact Information
Last:

First :

Gender ;

Title :

Aiffilizbine -

Figure 2-36

2. Click the Post button to save your changes to the new participant.
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3 Conferences

3.1 Adding a Conference

1. In the browse tree, click Conferences and click the General tab.
The Conference General screen is displayed (Figure 3-1).

.} Conference Programmer 4.5 /s

File Conference Tools  Funckion

% Add Conference

{?.3 Conferences
@ Subgroups/Participants

= Delete o Post 3¢ Cancel 4 Previous b Nest | I:::up_l,l

General |§ervice Template | Charges and Paymentz I Tranzactio

; ; Conference Mame and Contact [nfarmatior
{.ﬁ Foom Azzignments G T
B Reports an erence_l
' Bk wizards Last :I
$ See Firzt :I
Figure 3-1

2. Click the Add Conference button on the toolbar (Figure 3-1). A
blank General tab is displayed.

3. Enter the information for the conference. The only required fields
are the conference name and the check-in and check-out dates.
When information is complete, click the Post button in the toolbar.

In the Conference field, type the name of the new conference.

Use the Last, First, and Address fields to enter information about the

contact person for the conference - this information shows up on the group
bill invoice.

In the Check-In and Check-Out fields, you can type the dates or click

the arrows to select the dates from a calendar (Figure 3-2). When you type
the dates, Conference Programmer automatically adds the slashes
between the month, day, and year.

When you enter the check-in and check-out dates, the number of

nights the group is staying is automatically calculated and displayed.
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‘! Conference Programmer 4.5 c/s

File Conference Tools  Function

=10l x]

@Addﬁnnlerence = Delete  ~ Post W Cancel 4 Previous B Nest | Enpy ™ Locate -

MNonthwest Ski Extreme

% Conferences
[ @ Subgroups/Participants

General | Service Temp\atel LCharges and Payments | Trangaction Template | Ewents Template I

Contersnce Mame and Contact |nfarm
-(8 Room Assignments =

B Reports Canference :|Northwest Ski Extreme

-5 wizards Last :|Hilleary

B Sewp First :[Chiis

Address 1:|1085 Narth Shore Rd.

Address 21

City :|B ellingham

State :|wi Post Code :ISEZZB

Intarmatior
Check-n : |03/15/02 j
Check-Out: lf 4 | March, 2002 [} -
Mights:['S 1 Mon Tue ‘wed Thu Fri Sat
Housing 1 2 15
Commuters R R B —
1oz 13 14 Ak 16
Statgg:| 17 18 19 20 21 22 23 -
24 2% 26 X 2@ 239 10
Event Planner ;| o ﬁ

Northwest Ski Extreme |Cuunt. 20 |§ Mo Balance

T Today: 10/23701

Enter into the Housing field the estimated number of participants for

this conference who will be staying on campus.

Enter into the Commuters field the estimated number of participants
attending the conference who do not need housing - one of the reasons for
entering the number of commuters is that the Meal Planning Wizard takes

advantage of this information.

3.2 Selecting a Conference

There are 3 ways to move from one conference to another. The most

common method is “Select Conference.” You
can also step through all existing
conferences in alphabetical or reverse-
alphabetical order. The last method is “Global
Select Participant,” something you've already
encountered in Section 2.1: Selecting
Participants.

Select Conference

1. In the browse click

Conferences.

tree,

2. Click the Locate button on the
toolbar and Select Conference. The
Select Conference window will open
(Figure 3-3).

Figure 3-2
Select Conference x|
Search Characters
Conferenice -
Adventures in S
_| Barkers Assoriations
| Camera Club

_|John Zankich Basketball Camp

: Skating Camp

| Teach the Teachers

Commercial Fishing E sposition

Morthwest Ski Extreme

=
o IOk | X Cancel

Figure 3-3
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3. To find a particular conference, type the first few letters of the
conference name - the list automatically scrolls to the conference
whose name begins with the letters you typed.

4. When you find the conference you want, click the conference
name and then click the OK button.
Step Through the List of Conferences

1. In the browse tree, click Conferences. The Conferences General
tab will open in the main portion of the window (Figure 3-4).

*.} Conference Programmer 4.5 c/'s
File Conference Tools  Funchion

% Add Conference | = Delste .~ Post 3¢ Cancel 4 Previous B Mest

Adventures in Science

: R Con ) General | Service Template | Charges and Payment
' @ Subgroups/Participants

{‘ﬁ Room &zzignments
=B Reports

Figure 3-4

Conference Mame and Contact Information————|
(Ennferenu:e :I.ﬁ.dventures it Science

2. Move to the next alphabetical conference (A-Z) by clicking the Next
button on the toolbar. Or you can hold the Control key on the
keyboard down and then press the “N” key (ctrl-N) to move to the
next record alphabetically.

3. Move to the previous alphabetical conference (Z-A) by clicking the
Previous button on the toolbar. Or you can hold the Control key on
the keyboard down and then press the “K” key (ctrl-K) to move to
the previous record alphabetically.

Global Select Participant

When you select a participant with Global Select Participant (see
Section 2.1: Selecting Participants), the conference they are attending is
also opened (and the conference you were previously working with is
closed). After using Global Select Participant, always check what
conference is open by glancing at the status bar on the bottom of the
Conference Programmer window.
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3.3 Delete Conference Wizard

1. In the browse tree, expand Wizards and click Delete Conference.
The Delete Conference window will open (Figure 3-5).

Delete Conference

Thiz vaizard enables deleting all or part of a conference

Select Conference : Iﬂdventures In Science

Select
{+ Delete specific elements of this conference
i~ Delete a range of participants

" Delete ertire conference

Delete theze element

Charges and Payments
Select Al | [ Participant event selections

[ Participants

Clear gl |

[ Computation of Costs

[] Contract and Reminders

g Meeting Facilties and Resources

[ P

< Blask Mest » LCancel
| | X ol |

2. In the Select Conference field, select the conference you want
to delete.

3. If you want to only delete parts of the conference, such as all the
meals you have created so far in the Meals wizard or all the
charges and payments entered so far for this conference, select
“Delete specific elements of this conference.” If you want to delete
some of the participants from this conference, select “Delete a
range of participants.” If you want to delete the entire conference,
select “Delete entire conference.” In this example, we chose to
delete parts of this conference.

4. Check the checkboxes next to the parts of the conference you want
to delete. You can check all or none of the checkboxes by clicking
the Select All or Clear All buttons, respectively. In this example, we
checked the boxes to delete the charges and payments and the
meals for this conference.

Figure 3-5

Page 36



Section 3: Conferences

5. Click the Next button. The wizard will calculate and display what it
is about to delete (Figure 3-6).

Delete Conference x|

* [Charges and Paymentz. 0 rows bo be deleted.
# hleal Planning. 8 roves to be deleted.

x Cancel |

Figure 3-6 6. Click the Next button. The wizard will delete what you selected,
placing a check-mark next to each item as it is deleted (Figure 3-7).
If the wizard successfully deletes all items, the window will close.

< Back

Delete a Conference From the Conferences General Tab

1. Click the Delete button on the toolbar. The Delete Conference
wizard will open, but will open differently that if you ran it from the
Wizards branch of the browse tree (Figure 3-8). Notice that the
Select Conference field is already filled in with the conference you
were working with, and is not changeable.

2. In this example, we selected “Delete entire conference.” Notice
that every item below automatically becomes checked. You cannot
uncheck the items unless you change your selection to “Delete
specific elements of this conference.”

3. Click the Next button. The wizard will calculate and display what it
is about to delete.
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Delete Conference |

v Chargez and Payments, 0 rows deleted.
 Meal Planning. 8 rows deleted,

< Back |

x Cancel |

Figure 3-7

Delete Conference x|

Thig wizard enables deleting all or part of a conference

Select Conference : |.&dventures In Science =

Select
(" Delete specific elements of thiz conference
= Delete a range of participants
+ Delete entire conference

—Delete these element

Chargez and Paymentz -
Select All | Farticipant event selections

Participants
Clear &l | Meal Planning

Carmputation of Costs

Contract and Reminders

Meeting Facilities and Resources ;I
Lal ™ ebmaiin =

< Hack Hext » Lancel
| | X ol |

Figure 3-8

4. Click the Next button. The wizard will delete what you selected,
placing a check-mark next to each item as it is deleted. If the
wizard successfully deletes all items, the window will close.
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Delete Conference

Delete Some of the Participants From a Conference Using the Delete
Conference Wizard

1.

Thiz wizard enables deleting all or part of a conference

Select Conference : I.-’-‘-.dventures In Soience =

~Select
i~ Delete specific elements of this conference

When viewing the Conferences General tab, click the Delete
button on the toolbar. The Delete Conference wizard will open.
Select “Delete a range of participants” (Figure 3-9). Notice that
three items become checked in the “Delete these elements”
section of the window: Charges and Payments, Participant event
selections, and Participants. You cannot uncheck these items
unless you change your original selection to “Delete specific
elements of this conference.” These three items are checked
because, when you delete a participant, Conference Programmer
also needs to delete any events and charges or payments that
are related to the participant.

x|

{+ Delete a range of participants

" Delete entire conference

Delete these element

g

Charges and Payments i
Select All Participatit event selections

Participants

Clear &l [] Meal Planning

[] Computation of Cogts

[ Contract and Reminders

[ Meeting Facilities and Resources ll
[ P

< Back | Heut » I x Cancel |

Figure 3-9

2.

Click the Next button. The wizards lists all participants in the
conference, sorted in the order they were entered into Conference
Programmer (Figure 3-10). Select “Sort Alphabetically” to list the
participants alphabetically by their last name.

Check the checkbox next to the name of each participant you want
to delete. You can check all or none of the boxes by clicking the
Select All or Clear All buttons, respectively.
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Delete Conference |

[] Udy Michael -
[ Dukf Janelle
[[] Parrish Marlene
[] Caupe Cherry
Select All | [[] Cameron Suzan
= [ Tiemey Jovce
Clear 4|l | []¥eska Jeanne

[] " akefield Judy

[ Farfegrugen Faren
[ *rigoyen Leednn

[ Money oo

[ Hendricks Susanne
[ Matzon Rita

[ Rassmuszen Cindy
[ Lacanienta Linda Lau
[] Hiatt Robert

[] Ellenberger Dawid

[[] Callahan icki =

[T S rbraidl Carilla

< Baclh | Ment » I x LCancel |

Figure 3-10

4. Click the Next button to delete all participants with a check mark
next to their name. The wizard will calculate and display what it is
about to delete.

5. Click the Next button. The wizard will delete what you selected,
placing a check-mark next to each item as it is deleted. If the
wizard successfully deletes all items, the window will close.

3.4 Conference Related Functionality

* ' CP 4.5 c/'s [Connection Info: CPDe

When you expand Conferences in the browse tree File Conference Tools Function
(Figure 3-11), you see some wizards that are based on ¢®Add Conference = Delete o Fo
that conference. If you clicked on Meals, for example,
you would be able to enter the meals for this Adventures in Science
conference. Meals is discussed in Section 13: Meals

Wizard. Contracts is discussed in Section 12: Meals
Contracts. Meeting Facilities is discussed in Section 15: ﬁ::t';jiacimies
Meeting Facilities Wizard. Catering is discussed in Catering
Section 14: Catering Wizard. Computation of Costs is o Computation of Costs
discussed in Section 17.12: Computation of Costs ||® & Subgroups/Paricipants
. I:EI--{jS Foom Aszignments

Wizard. H- B Reports

-5 Wizards

[ﬂ---ﬂ Setup

Figure 3-11
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4 Service Template

4.1 Setting Up a Service Template For Group
Billed Conferences

The purpose of the service template is to save you time. The Service
Template will automatically enter information for each participant you add to
a conference. For example, if you have a conference with 400 participants
and you will need to enter a status of “Registered,” a linen plan of
“Economy,” and a room type of “Double” for each participant, the Service
Template will save you the time of entering those 3 values to each of the
400 participants - it will be done for you automatically.

You can copy the Service Template from one conference to another
conference (see Section 17.3: Copying Elements Between Conferences).

Before You Begin

Prior to setting up the Service Template, determine if there are any
services for this conference that every participant - or most participants - will
be assigned. Room type, linen package, and meal plans are often included
in the service template.

For example, will most, or all, participants be assigned a double room?
Will most, or all, participants have a particular linen pack? The Service
Template is useful even if not all participants will have the same value for a
field. Consider an example sports camp: Most participants are youths and
are assigned a double room, but a few coaches will be assigned a single
room. By adding Room Type=Double to the Service Template, every
participant entered will have this assigned room type, then you can
manually change the few coaches’ room types to Single. This eliminates
the need to scroll through all of the participants entering the appropriate
room type.

You may have a conference where the values for a field are split pretty
evenly. For example, 200 participants may want Meal Plan A and 200 may
want Meal Plan B. In this case, you can add Meal Plan A to the Service
Template and then enter the first 200 participants, then change the Service
Template to Meal Plan B and then enter the last 200 participants.
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Service Template

Before you begin, open the conference you want to work with by
clicking the Locate button on the toolbar and selecting Select Conference,
then click on the appropriate conference and click the OK button.

1. In the browse tree, click Conferences and click the Service
Template tab (Figure 4-1).

‘.| Conference Programmer 4.5 c/s

File Conference Tools Function

+ Add = Delste & Edit 4 Previous P Mest ‘ Cop}l ™ Locate -

MNonhweast Ski Extreme

#-4% Conferences

@ Subgroupz/Participants
{ﬁ Fioom Assighments
Reports

General LCharges and Payments

Farticipant Field | Default ' alue |

Figure 4-1
2. Click the Add button on the toolbar (Figure 4-1), or right click
anywhere in the window and select Add. The Service Template
Value window will open (Figure 4-2).
3. From the Participant Field drop-down menu, select the field you
want to have information automatically entered into. In this
example we have chosen Room Type (Figure 4-3).

*. % Service Template ¥alue M= ~ % Service Template ¥alue M=l E3

Service Template ltbem

Fartizipant Field :
Drefault 4alue : I j

Semice Template [tem

Participant Field :
Drefault Walue : I j

V’ ok I x LCancel |

¢ Ok I x Cancel |

Figure 4-2

Figure 4-3
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4. From the Default Value drop-down menu, select the value you
want automatically entered in the field. In this example, the options
listed are the available room types, and we have chosen Double
(Figure 4-4).

5. Click the OK button. You will return to the Service Template tab
(Figure 4-5) and the items set up for the conference will be
displayed (Figure 4-5).

%1 Service Template Yalue O] x|

Service Template [tem

Farticipant Field : I Foom Type j

Default Walue ;

W 0K X Cancel |

. Figure 4-4
& fdd = Delete & Edit 4 Previous P Mest | I:-:up_l,l ) Locate

Northwest Ski Extreme

ﬁs Conferences General Service Template | Charges and Papmenk
f-§% Subgroups/Participants — -
{ﬁ Room Assighments Participant Field | Default Y alue

Fieports Room Type Double
o) Wizards
a8, Setup

Figure 4-5

Example - Linen Package

You may set up as many items as needed in the Service Template.
Another common transaction template item we recommend is Linen. Often
linen charges are included in the room price, but listing the linen plan is
recommended - housekeeping staff will appreciate having this information
available. Suppose our example sports camp has opted for an Economy
linen plan for its participants, but the coaches have requested a Premium
linen plan. In the Service Template you would select Linen in the Participant
Field and set the Default Value field to Economy (Figure 4-6). Once all
participants have been entered, you can locate each coach and change their
linen plan to Premium.
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When you click the OK button, you

. ) | service Template ¥alue
will return to the Service Template tab —

] ; - Service Template Ikerm
and all Service Template items will be

listed (Figure 4-7). Participant Field : |Linen

Default Walue ;

W 0K X Cancel |

MNorthwest Ski Extreme

- Conferences General Service Template | Charges and Payrnents
‘Q’fz‘s Subgroups/Participants

«;ﬁ Room Assignments

Repartz !
B} WwWizards Linen

ﬁ Setup
Figure 4-7

Participant Field | D efault Y alue |

Foom Type Double
E conomy

4.2 Setting Up a Service Template For Individual
Billed Conferences

The Service Template for individual billed conferences is almost
identical to the Service Template for group billed conferences. Often the
only exception is how meal plans are handled: Adding a meal plan to the
service template may not be useful for individually billed conferences when
a wide selection of meal plans is offered.

You may want to enter a meal plan in the Service Template for
conferences that do not offer very many choices for meal plans. One
popular method is to define a meal package. Let’s call our meal package,
“Plan A.” Plan A is an option under Meal Plan. (Figure 4-8).

If we enter Meal Plan A in the Service Template, all participants in this
conference will have Plan A entered by default. You may have a conference
where there is no particular meal plan used by the majority of the
participants. Perhaps your conference may have 4 or 5 different meal
options. If this were the case, entering a meal plan in the service template is
not advised. You would have to edit so many records, it would be more
efficient to scroll through each participant and enter meal plans individually.

Figure 4-6
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Morris Aurthor (Crystal Mountain)

#- B Reports

ﬁ" Conferences General  Additional Info | Charges and Payments
ﬁ’ﬁ'ﬁ SubgroupsParticipants

{‘ﬁ R oom Azsignments

Additional |nformation
Room Type : I Double

‘\’,ﬂl Wizards Roorm Style :I
-8 Setup Meal Plan : (R
Figure 4-8

4.3 Custom Fields and Custom Values

When creating Service Template items, you can select a value from
certain options to be entered for each participant. You must define these
options before you can create a Transaction Template item

Without customizing Conference Programmer at all, there are a
number of fields and values available that should handle most basic
conference situations (room type, meal plan, linen, etc.). However, there
are also fields you can customize, which are frequently used for more
specific conference situations. One example is High School: This field does
not exist, but suppose we want to assign rooms such that participants in
each high school are near each other. We can name a field “High School”
and create custom values for that field such as “Monte Vista High School”
and “San Ramon High School.” Another example is Parking: This field does
not exist, but we may want to charge differently depending on which
parking plan a participant receives. We can name a field “Parking” and
create custom values for that field such as “1 day,” “2 days,” and “3 days.”

You can change the names of fields (see Section: 17.1: Changing a
Field Label) and change the contents of the drop-down lists of fields (see
Section 17.2: Changing a Drop-Down List). After these fields and values
have been set up, we can enter them into the Service Template.
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- Feports
-5k Wizards

$ Setup

John Zankich Basketball Camp

@ Conferences
% Subgroups/Participants .
{ﬁ Fioom Assignments Rate Mame | Rate Settings

5 Transaction Template

This function of Conference Programmer wins the award for causing
the most confusion for new users. However, once you understand the
Transaction Template, your billing process will become much easier.

The Transaction Template is a complete rate schedule - a list of every
possible charge that can be automatically calculated, such as room rates,
meal plan rates, and linen rates, no-show charges, weekly or monthly rates,
extra fees, etc. Not every charge will always be applied, but it must exist so
that it can be applied when appropriate.

5.1 Setting Up a Transaction Template

1. Inthe browse tree, click Conference. Click the Locate button on the
toolbar and choose Select Conference. Click on the conference
you want to work with and click the OK button.

2. Click the Transaction Template tab (Figure 5-1).

General I Service Template I Charges and Payments  Transaction Template

Figure 5-1

3. Click the Add button on the toolbar, or right click anywhere in the
window and select Add. The Edit Transaction Template window will
open (Figure 5-2).

4. Set up the rate. In this example, we plan to place all participants in
either single or double rooms. The Transaction Template for this
group will have two rates; one for singles and one for doubles. We
will begin with the Double Room Rate.

In the Rate Name field, enter the name for the rate. This is what your
customer will see on their bill. In this example, we entered “Double Room
Rate.”

In the Account field, select the account you want to use to track the
money for this charge. In this example we chose Housing.
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In the $/Unit and Units fields, enter
the rate. In this example, we want to
charge $19.50 per night, so we enter
19.50 n the $/Unit field, and select
Nights in the Units field. Nights are
defined as a participant's check-out
date minus their check-in date.

In the Tax field, select the correct
tax rate. If you do not charge tax you
must have a “No Tax” tax rate configure
(see Section 17.8: Tax Rules).

In the Applies To field, you must
select whether this charge will be
applied to a Participant, a Conference,
or a Subgroup. This example is a group
billed conference, so we apply the
charge to the Conference (Figure 5-3)
(see Section 5.2: Applying Charges To
the Participant, Section 5.3: Applying
Charges To Both Conference and
Participants, and Section 5.4: Applying
Charges To a Subgroup).

The Applies To field is a powerful
feature in Conference Programmer.
Consider the situation where you have
a conference and you plan to bill your
main contact. We refer to this as a
“group billed” conference. By applying
charges to the conference, all charges
incurred will be applied to one invoice
for the entire group, even if the charges
are for individual participants. In this
example, the charge is per individual -
whether they are staying in a double or
single room and for how many nights -
but we are applying the charge to the
conference.

* ' Edit Tranzaction Template _ O] x|

—HRate Description

Rate Mame : ||
Account : I j
F/Unit : I L rit :I j
Applies To; IF'artin:ipant x| Tax :| =]

—&dd Rate Formula Condition

j Delete |

& OK X Cancel |
Figure 5-2
* ' Edit Tranzaction Template =] E3
—Rate Description
Fate Mame : IDl:lul:ule Room Rate
Account ; IH::uusing j

$/Unit : I

Applies To: IEanerence TI Taw:

$19.50 Urits : INights =l

—&dd Fate Formula Condition

j Delete |

X Cancel

Figure 5-3
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5. Set up conditions for the rate. The conditions determine when this
rate will apply. If a rate has a condition that says “apply this rate if
a participant is to be charged for a double room,” then the rate will
only apply to those participants who are to be charged for a double
room - the rate will be ignored by all participants to be charged for

a single room.

In the Add Rate Formula Condition field, select the field you want as a
condition of this rate. In this example, we chose Room Type. A condition

window will open (Figure 5-4).

=]
—Fate Description
Rate Mame ID-:-uI:-Ie Foom R ate
Account : IHDusing j
$/Lnit - | #1950 Units: [Nights =]

&pplies To ID:lnference vl * | Condition _[O] x|

Tranzaction Template Condition

% Equalz [=] = Mat Equal [<]

—Add Rate Formula Condition—

Fioom Type j

Walue ; §

J ok I x LCancel |

J ok x LCancel
|

Figure 5-4

‘.1 Edit Trangaction Template

=10 x|

Notice that Equals (=) is | Hate Descrption

selected. In the Value field,

Rate Mame : IDuuble Room Rate

Account : IHDusing

=

select the value for which you

want this charge to apply and $/Unit: | $1950 Units:[Nichts =]
click the OK button. In this Applies Ta: | Confererce v Taw:[NoTax =
example, the options listed are  ~&dd Rate Formula Condition

the available room types, and

Lelete |

we have chosen Double.
Click the OK button and
“Room Type = Double” shows

Foom Type = Double

as a condition of this rate.

(Figure 5-5). o 0K I X LCancel |

Figure 5-5
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We have just told Conference Programmer that for every participant
whose room type is Double, charge the conference a rate of $19.50 per night.

6. Set up additional conditions. In addition to stating that the rate is to
be charged to participants whose Room Type is Double, you can
set up additional conditions for the rate. In this example, we do not
want to apply the Double Room Rate to participants who did not
show up for the conference, even if they have a Room Type of
Double. We also do not want to apply this charge to participants

that changed their status to a
Commuter (a participant without
lodging), or to participants who may
have Canceled altogether. This can
be done using the Not Equals
condition.

Select Status in the Add Rate Formula
Condition field. Select Not Equal (<>)
and select “No Show“ in the Value field
(Figure 5-6).

When the OK button is clicked, “Status
<> No Show” is displayed as one of the
conditions in this rate formula (Figure 5-7).

* ' Edit Transaction Template | |O] x|

—Fate Descriptiarn
Fate Mame IDDubIE Room Rate

Account; IHDusing j
$/Unit : | $1950 Units: [Nights =]
Applies Tao ICanemnce j Tax :IND Tax j

Delete |

—Add Rate Formula Condition

Status -

Fioom Type = Double
Statug <> Mo-Show

\/ [1]4 I x Cancel |

Figure 5-7

=101 ]

—Hate Dezcription
Rate Mame IDDuhIe Foom Rate

‘| Condition _ O] x|

—Tranzaction Template Condition

% Mot Equal [<7]

i Equals [=]

Walue :

\/ (] 4 I x Cancel |

/ ] I x Cancel |

Figure 5-6

To add “Status <>

Canceled” as a condition,
Select Status from the Add
Rate Formula Condition field
again. Select Not Equal (<>)
and select “Canceled” in the
Value field. Click the OK
button.

Now there are three
conditions of this rate
(Figure 5-8).

Page 50



Section 5: Transaction Template

*.} Edit Tranzaction Template =] E3

—FRate Dezcription
Rate Mame : IDDuI:IIE Fioom R ate

Account ; IHDusing j
$/Unit : | $1950 Units: [Nights =]
Applies To IEunference j Tax :IND Taw j

Delete |

—Add R ate Formula Condition

Faam Type = Dauble
Statuz <> Mo-Show
Statuz <> Canceled

\/ ] I x LCancel |

Figure 5-8

General | Service Template | Charges and Payments  Transaction Template | Events Template |

Follow the same steps to add the last
condition we need, “Status <> Commuter.”
Figure 5-9 shows a transaction template
rate that will charge the conference for
participants whose Room Type = Double,
and whose Status is not equal to No Show,
Canceled, or Commuter.

7. When all conditions have been
entered, click the OK button. The
rate formula is entered into the
Transaction Template (Figure 5-10).

*. 7 Edit Tranzaction Template
—Rate Description
Rate Mame : IDDubIE Fioom Rate

Account : IHu:uusing j
$elni | $1980 Units: [Nights =]
Applies Ta: ID:nference j Tax :INu:u Tax j

—Add R ate Formula Condition
Delete |

=10] %]

Status

Fioom Type = Double
Statuz <> Mo-Show
Statuz <> Canceled
Statuz <> Commuter

/ Ok I x LCancel |

Figure 5-9

Hate Hame | Rate Settings

| Rate Formula

iDouble Room R ate

$19.50 / Might. Mo Tax. Housing.

Room Type = Double...

Figure 5-10
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5.2 Applying Charges To the Participant

If you plan to apply all charges to the ‘% Edit Transaction Template M=l E3
participant - an “individual billed” conference - —Rate Description
the process is very similar to that for group Rate Name : |Singls Room
billed conferences. The only difference is the Aeeount - |Housing

entry in the Applies To field. To apply all /Uit - | $23.75 Units - Inghts I
Applies To: | pant n Tan: INu:u Tax I

charges to the participant, you would select
Participant in the Applies To field (Figure 5-11).

—Add Rate Formula Conditior

In this new example, each participant | =] Delete |

matching these criteria will be charged

. . . Room Type = Single
$23.75 per night. This charge will be Status <> No-Show

automatically posted to their record by Status <> Canceled
clicking the Auto Charge button or by ||>'a%s <> Commuter

running the Auto Charge wizard (see
Section 10.2: Individual Billing). v oK I X Cancel |

5.3 Applying Charges To Both Conference and
Participants

A very common condition in the conferencing business is a
combination of conference and individual charges. For example, a group
may be responsible for all charges within the conference dates, while the
individual participants are responsible for all charges generated by the
participant coming early or staying late.

Creating a Transaction Template for this condition is quite simple:
Determine which charges will be charged to the conference and which will
be charged to the individual, then set up a rate for each type of charge.

In this example, let's assume that all participants will be in double
rooms. We simply set up two room rates - first we build a rate charged to
the conference for the conference nights, then a rate charged to the
participant for nights outside the range of the conference dates.

For the conference rate, the Applies To field is set to “Conference” and
the Units field is set to “Conf Nights” (Figure 5-12). When we run the Group
Bill wizard (see Section 10.1: Group Billing), lodging charges will only be
charged to the conference for all participants’ nights within the range of the
conference dates.

Figure 5-11
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‘.| Edit Trangaction Template =] B4

—Hate Descrption
Rate Mame : IDDuI:uIe Room R ate

Acount IHu:uusing j
$/Unit: | $25.00 Units - | Canf Nights = |
Applies To IEanerencej Tax :INu:u Tax j

—&dd R ate Formula Condition

j Delete |

Fioom Type = Double
Statusz <> Mo-Show
Statys <> Canceled
iStat Commuter

\/ (1]4 I x Cancel |

Figure 5-12

P [=]

‘.7 Edit Trangzaction Template
—Hate Descrption
Rate Mame : IDu:qu:uIe Fioom Fiate

Account : IHu:uusing j
$iUnit | $25.00 Units : | Part Nights =
Applies To IF'artiu:ipant j Tax ZIND Tax j

—A&dd Rate Formula Condition

j Delete |

Fioom Type = Double
Statuz <> Mo-Show
Status <> Canceled
Statuz <> Commuter

\/ ok I x LCancel |

Figure 5-13

Next we build a rate that is charged to
the participant. This rate covers any lodging
charges outside the range of the conference
dates. For this rate, the Applies To field is set
to “Participant” and the Units field is set to
“Part Nights” (Figure 5-13).

Figure 5-14 shows the completed
Transaction Template.

This may look odd, since there are two
identical Rate Names. Remember that each
rate applies to different situations. When set
up correctly, there can be more than one rate
with the same Rate Name that never apply
simultaneously, as in our example: Even
though both transaction template rates are
called “Double Room Rate,” one applies a
charge to the conference for Participants’
nights within the range of the conference
dates, the other applies a charge to each
participant for their nights outside the range
of the conference dates. Here, in the
Transaction Template - the rate “control
center” - you can see all the rates because
you may need to change them. But the
customer will only see what is appropriate for
their invoice.

You may want to enter the Rates Names
as “Double Room - Conference’ and “Double
Room - Participant” to avoid confusion when
looking at the Transaction Template.
However, they would appear on the invoices

General | Service Template I Charges and Payments  Transaction Template | Events Template I

F ate Mame | F ate Settings

| R ate Farmula

Double Room Rate

$25.00 / Conf Might. Mo Tax. Housing.

Foom Type = Double. ..

Double Foom Fate

20,00/ Part Might. Mo Tax. Houging.

Foom Type = Double...

Figure 5-14
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that way, and it may cause confusion for your customer. When you have
more than one rate with the same Rate Name, you can view which rate
applies to what by double-clicking the Rate Name - the window for that rate
will open.

Now the Transaction Template for our example conference is set up. If
any participant checks in before the conference start date or checks out
after the the conference end date, lodging charges for the extra nights will
be applied directly to their record. All nights that all participants stay within
the range of the conference dates are charged to the conference.

For Conference Programmer to automatically calculate and apply
charges to each participants that fit this condition, run the Auto Charge
wizard (see Section 10.2: Individual Billing).

For Conference Programmer to automatically calculate and apply
appropriate charges to the conference, run the Group Bill wizard (see
Section 10.1: Group Billing).

5.4 Applying Charges To a Subgroup

Before you can use this feature, you must set up subgroups in your
conference (see Section 7.1: Creating a Subgroup).

Consider the situation where you

have multiple groups attending a  EEEREARIEUECEIINIC LG =10] %]
conference. A common scenario is a || hate Deseriptian

sports camp consisting of several high Riate Name : [Doubls Room Riats

schools. Each school can be billed Account : [Housing =l
separately. A subgroup can be defined $/Unit - | $17.50 Units : |Nights j

for each high school and the each
subgroup can be billed separately.

Appliez To:

Sibgroup RAMRE ;m

—Add Rate Formula Condition

The Transaction Template for
subgroups is identical to that for || [ Delete |
conferences and participants, except in e
the Applies To field you must select Statuz <> Mo-Show
“Subgroup” (Figure 5-15). Status <» Canceled

Status <> Commuter

For Conference Programmer to

automatically apply charges to a o OK X Cancel |
subgroup, run the Auto charge Wizard

(see Section 10.3: Subgroup Billing).

Figure 5-15
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5.5 Creating Multiple Value Conditions

Many universities have multiple rates for the same room type within the
same conference. Confused? Try to imagine criteria that would warrant
different rates within a Double room type. Perhaps you have a different rate
for participants that you categorized as Adults, Students, or Seniors. Or,
perhaps you have multiple rates depending upon whether a room has air
conditioning (“AC") or not (“Non AC"). In the Transaction Template you may
define Rate Names as “Double AC” and “Double Non AC.” You may also
want to do the same for Single rooms. The Transaction Template can grow
quite large: It is not unusual to have over 100 different rates in their
Transaction Template for one conference, yet simple rate schedules might
have only 2!

In this example, we will assume there are two rates for a Double room
based upon whether the room has AC or Non AC. The first rate is Double
Room AC. This rate utilizes the Room Type and Room Style fields (both
located on the Participant screen in the Additional Information tab). Figure
5-16 shows a multiple value condition.

" | Edit Transaction Template =] ES If you create a multiple value

-~ Fiate Description condition based on these criteria you
Rate Name : [Single Room-AC would most likely create another multiple
Account : |Housing =l value condition for Single Non AC rooms.

it - $30.00 Units ; | Mights - .
i$£Lln|t.| s : g J You only need to create a multiple
Applies To: IE':'”EE'E”GE =] Ta value conditions if there are options within

—Add R ate Formula Conditior the conference that would be charged
Shatus = Delete | differently. In other words, if all
participants are placed in AC rooms, you
Room Type = Single would not have to create a rate for Non
Foom Style = &
Statuz <> No-Show AC rooms - everyone would have the
same room rate. Only if some participants
have AC and some Non-AC, must two
rates be defined.

Status <» Canceled
Statuz <» Commuter

q’ ok I x LCancel |

Figure 5-16

5.6 Setting Up No Show Charges

If you charge for participants who registered but did not show up, a “No
Show” rate must be added to the Transaction Template (you do not need to
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call this rate “No Show"). Figure 5-17 -~ Edit Transaction Template M=

shows how you might set this up.

—FRate Description

Notice the Units field is set to “N\A.” Rate Name : [No Show Charge

By choosing N\A, a one-time charge is Account : |Housing [
applied to the participant that satisfies the $/Unit - | $17.50 Ui :
Rate Formula Condition - not a charge per brlies Ve IEanE,EHDEj Tew :lN':' Tan

night. In this case, a participant with a

Status of “No Show” is charged $17.50. [ #dd Rate Famula Condition

This charge will be included in the [Status =l Delete |

Housing Account and applied to the
conference.

Status = Ho-Show

Generally, No Shows are determined

at check in. Upon completing your

registration, if any participants failed to o OK I X Cancel |

register, locate their record and change

their Status field to “No Show.” The next
time you tell Conference Programmer to calculate and apply the charges
using Auto charge, the “No Show” charge will apply.

5.7 Setting Up Package Rates

Package rates combine the housing, meals, linen and any other
charges into one package rate. When using package rates, keep in mind
that no detail-by-account reports will be available: If you choose the
Housing or Miscellaneous account when setting up the Transaction
Template, that is the only account that will have charges applied. You may
want to check with your accounting department prior to committing to using
package rates.

In this example, we want to charge each member of a conference
$525.00 for their entire stay.

When creating a package rate, select N/A for the Units field. When you
select N/A, a one-time charge is applied for the participant whose record
satisfies the Rate Formula conditions. If you selected Nights, $525 would be
applied for each night of the participants’ stay.

Set up the conditions for the package rate using the same process you
use for any Transaction Template item. First, decide what conditions are
necessary for this charge to apply (even if you are billing the conference,

Figure 5-17
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* % Edit Tranzaction Template _ O] x|

—Rate Descriptior
Fate Mame : ID::-uI:uIe Raoom Fate

Acoount ; IHl:uusing j
gt $525.00 Units: [N/A =
Applies To: |Ennference x| Tax :|N|:| Tax 7|

Delete |

—A&dd Rate Formula Condition
|M -]

Foom Type = Double
Statuz <» Mo-Show
Statuz <» Canceled
Statug <r Commuter

the conditions each

participant).

apply to

Figure 5-18 shows the “Double
Room Rate” charge where, if Status <>
Canceled, Status <> No Show, Status
<> Commuter, and Room Type =
Double, a one-time charge of $525.00
is applied to the conference. We also
created a “Single Room Rate” charge
where, if Status <> Canceled, Status <>
No Show, Status <> Commuter, and
Room Type = Single, a one-time charge
of $610.00 is applied to the conference.

Figure 5-19 show the Transaction

" OK X Cancel | Template for this example.
Figure 5-18
Rate Mame | Rate Settings | Rate Farmula

Double Room R ate
Sinale Room Fate

$525.00 Flat Rate. Mo Tax. Housing.
$610.00 Flat Rate. Mo Tax. Housing.

Foom Type = Double...
Foom Type = Single...

5.8 Long Term Billing

Figure 5-19

The purpose of long-term billing is to distribute charges over a period
of time. Generally this method of calculating charges is used for participants
staying several weeks and/or months. Examples of the type of participant
may include visiting professors and interns. There are at least two reasons
why you might want to bill this way:

1. To allow participants to pay weekly or monthly instead of paying a

lump sum.

2. To recognize revenue in the month which the participant stayed,
rather than recognizing it all on their check-out date.
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Figure 5-20 shows the results of a participant being charged monthly.

You can see that the charges have been distributed over the length of the
participant’s stay.

@ Conferences

=% Subgroups/Participants
@ﬁ Elick, Peter Type/Trans #/User | Papment | Charge | Date | Diescription
433 Room Assigrments F #1895 -h $793.88  6/30/20...

General | Addiional Info ~ Charges and Payments |Events|

Single Room Monthly, Monthly [6/1/2003-6/30/2003). Morth Tower.

Reports é}’ #1896 - h $793.88  ¥/N/20..  Single Room Monthly, Monthly [741/2003-7/31/2003). North Tower,
$E wizards 3}’ #1897 -k $793.88  8/N/20..  Single Room Monthly. Monthly (8/1/2003-8/31/2003). North Tower.
Figure 5-20
Figure 5-21 shows how this participant If would have been charged in
the traditional manner in Conference Programmer - one charge for the
participant’s entire length of stay.
Peter Elich
% EUEfE'EHC?; - General | AddiionalInfa  Charges and Payments | Events |
ticipant
H é g:iocipspet‘:l[ A Type/Trang #/zer | F'a_l,lmentl Ehargel Date | Degcription
{ﬁ Raom Sssignments ¥ #1894 -1h $2.43455  9M/2003  Single Room. 92 Nights (& $25.00/Might. North T ower.
Feparts
B wizards
q Setup
Figure 5-21

There are two methods of using the long term billing functionality:

1. Daily, weekly or monthly charges prorated by the day, week or
month.

2. Prescribed schedule of charges.

Monthly Charge Prorated By the Day.

Be sure you are working in the conference you want to add long term
billing to.

1. Click the Transaction Template tab, then click the Long Term button
on the toolbar

(Figure 5-22).
The Long Term
Billing window
will open (Figure * Add [EE|Long Term == Delete & Edit Egp_l,l 4 Previous
5-23).

* | CP 4.5 c/s [Connection Info: CPDEMO/sa]

File Conference Tools  Funckion

Figure 5-22
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Long Term Billing ﬂ

Thig wizard guides you through the process of creating a transaction template for
guests who will be billed on & periodic basiz, such as monthly.

The charges will be appropriately dated 2o that pou can generate a statement
zhowing charges up to a given date, and tatal charges due for the entire gtay.

Fate Descriptior
Rate Marme : ISingIe Fioom konthly

Account : IHDusing j

Taw: ISaIes vl
Appliez Ta: IF'articipant vI

Figure 5-23 . . .
2. Enter the Rate Name. This can be anything you choose. Keep in

mind, this is the rate that will appear on the customer’s invoice. In
this example, we called the rate “Single Room Monthly” and we
plan to apply charges to the participant, charge sales tax, and post
the charges to the Housing account. Click the Next button.

3. Select “Monthly charge” for how the charge will be calculated
(Figure 5-24).

Long Term ﬂ

Howa will the rate be calculated?

IMonlth charge j
rFractional Periods [at the beginning and end)

IF'rUlate by day j

Rates | Monthly Biling Date | 'Weskly Biling Date |

Rate Tupe | ArnaLnt |
Daily charge $23.00
wWieekly charge $0.00
tonthly charge $250.00

Figure 5-24
Select “Prorate by day” for the fractional periods at the beginning and

end of the participant’s stay.

4. In the Rates tab, double-click the charge you want to edit (Figure
5-25). In this example, we have entered a monthly and daily rate.
The daily rate is used to calculate fractions of months the
participant stays.
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5. In the Monthly Billing Date tab, enter the date
each month you want this charge applied
(Figure 5-26). A value of 0 represents the last
day of the month. Typically, you would select 1
for the first day of the month.

Daily charge

Enter Dailly charge rate :

| 3.00

Long Term Billing

Figure 5-25

—How will the rate be calculated?

I M onthly charge

—Fractional Periods [at the beginning and end}

IF'mlate by day

=

Ratez  Monthly Biling Date | 'wieekly Riling D ate |

Iﬂ 3: Charge on this day each month [0 for last day of the month)

Figure 5-26

The Weekly Billing Date tab is used for weekly billing and is addressed
in the next example. No weekly billing date is required in the current

example.

6. Click the Next button. ConajierlEiiEs

This screen is identical to the
bottom portion of a transaction
template item’s screen. Here you
enter the conditions a participant
must have for this rate to apply (see
Section 5.1: Setting Up a

rédd Rate Formula Condiion————————————————

I 'I Delete |

Fioom Type = Single
Statuz = Reqistered

Transaction Template).

Figure 5-27

7. Once you have entered the rate formula conditions, click the Next

button. This is important! Nothing will be saved if
the wizard.

To apply charges to the participants, you must run

you do not finish

the Auto Charge

wizard or Auto charge a specific participant (see Section 10.2: Individual

Billing).

Page 60



Section 5: Transaction Template

Weekly Billing Prorated by Week and Day

Be sure you are working in the conference you want to add long term
billing to.

1. Click the Transaction Template tab, then click the Long Term button
on the toolbar (Figure 5-28). The Long Term Billing window will open
(Figure 5-29).

> CP 4.5 c/s [Connection Info: CPDEMO/sa]

File Conference Tools  Funckion

* Add EE|Long Term == Delete & Edit Egp_l,l 4 Previous

Figure 5-28

Long Term Billing ﬂ
Thiz wizard guides you through the process of creating a transaction template for
guests who will be billed on a periodic basiz, such as manthly.

The charges will be appropriately dated =0 that you can generate a statement
showing charges up to a given date, and total charges due for the entire stay.

Rate Description
Fate Mame : I\A-"eekl_l,l Double Rate

Account IHnusing j

Taw: ISaIes vI
Appliez To: IF'arlic:ipant vI

Figure 5-29

2. Enter the Rate Name. This can be anything you choose. Keep in
mind, this is the rate that will appear on the customer’s invoice. In
this example, we

Long Term Billing ﬂ called the rate
“Weekly Double

—Haw wil the rate be calculated? Rate” and we plan
['weskly charge [ to apply charges

r—Fractional Periods [at the beginning and end] to the participant,

IProrate by week and day j charge sales tax,

Rates | Monthly Bilina Date | Weskly Biling Date | and post the

Rate Type | Amount | Charges to the

Daily charge $15.00 H in nt.

‘Weekly charge $97.00 C.)US g accou t
M otly charge $0.00 Click the Next

Figure 5-30 button.
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2. Select “Weekly charge” for how the charge will be calculated
(Figure 5-30).

Select “Prorate by week and day” for the fractional periods at the
beginning and end of the participant’s stay.

4. In the Rates tab, double-click
| E
the charge you want to edit
(Figure 5-31). In this example,
we have entered a daily and Enter ‘w'eekly charge rate :
weekly rate. The daily rate is I B7.00

used to calculate fractions of
weeks the participant stays.

Figure 5-31
The Monthly Billing Date tab is used for monthly billing and is

addressed in the previous example. No monthly billing date is required in
the current example.

5. The Weekly Billing Date tab is
an important step regarding
your billing cycle. Some users
of Conference Programmer
use a specific day of the week | Sunday =
to start the weekly billing cycle.
Sunday is a common start day Figure 5-32
(Figure 5-32).

Rates | tonthly Biling Date  “#eekly Biling D ate |

Dray which weekly biling begins

In this example, if a participant checks in on Friday and stays for 2
weeks, the daily rate would apply for the first Friday and Saturday.
Beginning on the first Sunday, the weekly billing rate would take affect. The
participant will be charged weekly from Sunday to Sunday. Since the
participant checks out on a day other than Sunday, the daily rate would
apply for the days beyond the last Sunday.

You may choose to begin the —
weekly billing cycle on the day the Rates | Manthly Biling Date Weekly Billng Datel

articipant checks in, or “Start Date”. . - .
P P Cray which weekly biling beginz

If “Start Date” is chosen, a |5tartDate j
participant checking in on a Friday,
would be billed weekly from Friday to
Friday. This would repeat for the Figure 5-33
number of weeks the participant stays.
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If they check out any day other than Friday, the daily rate would apply for
the number of days beyond the last Friday.

6. Click the Next button.

Long Term Billing ﬂ

—Add Rate Formula Conditior

I j Delete |

Foom Type = Double
Status = Reqistered

Figure 5-34
This screen is identical to the bottom portion of a transaction template
item’s screen. Here you enter the conditions a participant must have for this
rate to apply (see Section 5.1: Setting Up a Transaction Template).

7. Once you have entered the rate formula conditions, click the Next
button. This is important! Nothing will be saved if you do not finish the
wizard.

To apply charges to the participants, you must run the Auto Charge
wizard or Auto charge a specific participant (see Section 10.2: Individual
Billing).

Figure 5-35 shows the charges for a weekly billing cycle that begins
with a specific day of the week. In this case, “Sunday.”

General | Additional Info - Charges and Payments | Events |

TypeiTranz #... | F'aymentl Ehargel Date | Dezcription

é:f #2164 - 1lh $73.33  B/3/2003  “Weekly Double Rate. Parhial [B/3/2003-6/8/2003). Morth T ower.

é} #2165 - 1lh $10267 | 6/8/2003  Weekly Double Rate. “weekly [6/8/2003-6/15,/2003). Morth Tower.

# #2166 - th $10267 | BARMZ0..  Weekly Double Rate. “weekly [BA15/2003-6/22/2003). Marth Tower.

F #2167 - 1h $10267 | B/22/20..  “Weekly Double Rate. “weekly [B/22/2003-6/29/2003). Marth Tower.

F #2165 - 1h $95.27 | B/29/20..  Weekly Double Rate. Partial (B/29/2003-7/5/2003). Marth T awer.
Figure 5-35
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Figure 5-36 shows the charges for a “Start Date” weekly billing cycle.

General | Additional Info  Charges and Payments |£vents|

TypesTranz #... | F'aymentl Ehargel Date | Dezcription

F #2159 -1h $102.67  G/3/2003  Weekly Double Rate. wWeekly [B/3/2003-6/10/2003). Marth T ower.
F #2160 - 1h $102.67  6A10/20...  Weekly Double Rate, weekly [6/10/2003-6/17/2003). Morth Tower.
F #2161 - h $10267  GATF20..  Weekly Double Rate. wWeekly [6/17/2003-6/24,/2003). Marth T ower.
# #2162 -1h FI0267  6/24/20... ‘Weekly Double Rate. wWeekly [B/24/2003-7/1/2003). Marth Tower.
F #2163 -1h $6351  FAR/2003  Weekly Double Rate. Partial [7/1/2003-7 /5/2003). Marth T ower.

Figure 5-36
Prescribed Schedule of Charges
This is not the most common method of applying long term charges.
However, it can be very useful if you do not have much variability in the
participants’ arrival and departure dates, and you have a fixed schedule of
when charges are to be assigned.

For example, all participants in a summer session group will be arriving
6/9/2004 and departing 8/5/2004, and a single room costs $500 upon
check-in, $1000 on 6/30/2004, and $210 on 7/30/2004.

Be sure you are working in the conference you want, and click the
Transaction Template tab. Click on the “Long Term” button on the toolbar
(Figure 5-37). The Long Term Billing window will open (Figure 5-38).

> CP 4.5 /s [Connection Info: CPDEMO/sa]

File Conference Tools  Funckion

* Add [EE|Long Term == Delete & Edit Egp_l,l 4 Previous

Figure 5-37

Long Term Billing ﬂ
Thiz wizard guides vou through the process of creating a transaction template for
gueszts who will be biled on a periodic bagiz. such az monthly,

The charges will be appropriately dated zo that you can generate a statement
showing charges up to a given date, and tatal charges due for the entire stay.

Rate Description
Fate Mame I\A-"eekly Double Rate

Account IHnusing j

Tax: ISaIes vI
Applies To IF'articipant vI

Figure 5-38
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1. Enter the Rate Name. This can be anything you choose. Keep in
mind, this is the rate that will appear on the customer’s invoice. In
this example, we called the rate “Single Prescribed Plan” and we
plan to apply charges to the participant, apply no tax, and post the
charges to the Housing account. Click the Next button.

Long Term Billing ﬂ

—How will the rate be calculated?
IF'resu:ribeu:I Schedule j

—Fractional Periods [at the beginning and end}
|F'ru:urate by day j

Rates | Manthly Biling Date | Weekly Biling Date |

Rate Type | Armount |
Daily charge $0.00
YWeekly charge $0.00
tanthly charge $0.00

Figure 5-39
2. Select “Prescribed Schedule” for how the charge will be calculated
(Figure 5-39).

3. You must choose an option for Fractional Periods even though
none will be used. All other items on this screen are ignored.

4. Click the Next button.

Long Term Billing
5. Click the Add button

(Figure 5-40). For the
first charge in your

—amourt and D ate: Amount, Start date, and

ad | Ed | Dele |

Amaurnt ;| $500.00 End date. Click the OK
Start: [6/9/2004 = button. This example
End: |6/29/2004 | of prescribed charges

will have 3 different
amounts for 3 dates, so
you will repeat this

xgance|| step 2 more times

(Figure 5-41).

Figure 5-40
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6. Click the Next button.

This screen is identical to
the bottom portion of a
transaction template item’s
screen. Here you enter the
conditions a participant must
have for this rate to apply (see
Section 5.1: Setting Up a
Transaction Template).

7. Once you have entered
the rate formula conditions, click
the Next button. This is
important! Nothing will be saved
if you do not finish the wizard.

To apply charges to the
participants, you must run the
Auto charge wizard or Auto
charge a specific participant
(see Section 10.2: Individual
Billing).

Long Term Billing

Add | Edi | Delete |
Date | Arnount |
i6/9/2004 Fh00.00
B/30/2004 $1.000.00
Fa0s2004 $210.00

Figure 5-41

Long Term Billing

r&dd Rate Formula Condition

I j Delete |

Fioom Type = Single
Statuz = Regiztered

Figure 5-42

Figure 5-43 shows the charges for a prescribed schedule billing cycle.

General | &dditional Info - Charges and Payments |Event$|

Tupe/Trang #/Uzer | Fayment | Charge | [rate | Dezcription

é? #2120 -1k $500.00  6/9/2004  Single Prescrbed Plan. Installment $1. Morth Tower.

é? 2121 -1k $1.000.00 | 6/30/2004  Single Prescribed Plan. Installment #2. Marth T awer.

é? 2122 -1k $210.00 743042004 Single Prescribed Flan, Installment #3. Morth Tower,
Figure 5-43

Page 66



Section 6: Events Template

6 Events Template

Conference Programmer uses the term “event” loosely: An event is an
item or event where charges or participation is tracked on a per-participant
basis. A particular conference might offer events, classes, banquets, T-
shirts, tickets to a tour, parking permits, etc. A participant can register for
one, any, or all of the events, and another participant can have a different
selection of events. A participant can also register for more than one of any
particular event. If there is a charge associated with the events they
choose, that charge may be applied to the participant, the subgroup, or the
conference.

6.1 Creating Events

1. In the browse tree, click Conferences and click the Events
Template tab (Figure 6-1).

2. Click the Add button on the toolbar (Figure

Commercial Fishing Exposition

- Conferences ﬁenerall Service Templatel Charges and F'a_l,lmentsl Tranzaction Template  Ewents Template |
% Subgroups/Participants - - —
ﬂﬁ Room Assignments Ewvent/tem | Coazt | B egin | End | A,cocount I Tax | b asirnuarn Mo, | Additional
Reports
B wizards
a Setup
Figure 6-1
6-1), or right click anywhere in the window and
*. | Event Item select Add. The Event Item window will open
—Ewvent or lteny (Figure 6-2)
Marme ; ||
Date: [2/26/02 x| End:| =] 3. Set up the event.
Ma, IU 3. .
Enter the name of the event in the Name

Charge, Account, and Tax Bul

field. The event name will also show up on
Charge :I Tau: I "I

customers’ bills.

Account ; I j
~Dither The date that the event is created is
Location: | automatically entered in the Date field. You can
pplies - |Participant | Sort {0 | ignore this field if your “event” doesn’t have a date
or, if your event it date-sensitive you can enter the
0 | X corca | date of the event here.
Figure 6-2 Some events span multiple days. If your event
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has an end date that is different than the start date, enter the end date in
the End field. The End field is not required and is seldom used.

The No. field is optional. If you are using the Advanced Web Module
and your event has a maximum capacity, enter it here. For example, if you
only have 100 T-shirts to sell, and you are allowing participant to register for
this conference (and this event) via the web, enter 100 here and the Web
Module will only allow the first 100 registrations for this event. Note: If you
specify a maximum number for this event, the Advanced Web Module will
prevent more than that number of web registrations for this event, but you
will be able to register more than that maximum number by manually
registering participants for this event.

You must enter charge information for each event, even if you are not
going to charge for an event. If you are not charging for an event, you can
enter 0 (zero) in the Charge field, and can make any selection you want in
the Tax and Account fields.

The Location field is optional, and holds any text you type up to 50
characters in length. You can enter the name of the location for this event,
or some brief notes.

In the Applies To field, select whether to apply the charges to the
participant, the subgroup, or the conference.

Set the Sort field to list the event in the order you want (see Section
1.11: Sort Fields).

6.2 Deleting Events

If you delete an event, it is SR
. ebbie Ber
removed from the list of events d
- Conferences General I Additional Infol Charges and Payments  Events |

for every participant in the 5@ Submroups/Participants

: Event/ltem I Items I Registration Date

it i E--!ﬁ Crystal Mountain
conference, and .|t is -rem-oved € onon o Otk
from the web registration if you ' § [Berg. Debbie

. teGown, Bil
are using the Advanced Web $ Hoboun. B
Module for this conference. If

ﬁ tcGown, Carolyn
€ Schloss, Gary

any participants have already

registered for an event, you will get an error saying that you are not able to

€ Schloss, Kim
Figure 6-3
delete the event until there are no participants registered for it.

1. In the browse tree, click Conferences and click the Events
Template tab.
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x| 2. Click the name of the event you want to delete and click
the Delete button on the toolbar, or right click on the
@ Delete event? name of the event and select Delete. Click the OK
button to confirm that you want to delete the event
(Figure 6-4).
; Cancel |
6.3 Registering Participants For Events

Figure 6-4 . - . . :
Since each participant can register for different events, the event is

selected from the Participant’s Events tab.

1. In the browse tree, expand Subgroups/Participants and click on the
Participant you want to register for events (Figure 6-3). You may have
to also expand the name of the subgroup in order to see the list of
participants, if you have participants within subgroups.

2. Click the Events tab. The list of events available for the conference
is displayed. Check the box next to the event or events this
participant wishes to register for (Figure 6-5).

Skip Anderson
@ Conferences Gerneral I Additional Infu:ul Charges and Payments  Everts |
-9 Subgroups/Participants —
‘iﬁ Foom Assignments Event/|tem | [terns | Registration D ate
#- Reports Camera Club T-Shirt 1 09 2/07 2:12:00 A
E-f Wizards Lobster Dinner and Lechure 1 0941201 8:18:00 A
Figure 6-5

The Registration Date field will automatically contain
ﬁ the date and time that the event was selected. This date
represents the date and time that the event was
M Locate - {3 Set Registiation Date registered for, and may be useful for tracking the first
Figure 6-6 participants to register for an event, in case too many
participants register for a maximum capacity event. If

you want to register a participant for a different date or

Default Event Reg Date Xl time, click the Set Registration Date button on the
Distault Dt Time : toolbar (Figure 6-6). The Default Event Reg Date
| [ window will open (Figure 6-7). If the “Use System Clock”
v i checkbox is checked, the current date and time will
IWI X Concel | autqmatically be entered for you when you register a

participant for an event. If you uncheck the box, you can
Figure 6-7 enter any date and time you want, which will be entered

for you when you register a participant for an event.
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3. Click the Post button on the toolbar when you are finished
registering a participant for events.

6.4 Additional Quantities

A participant may want to bring one or more guests to an event, or may
want to register for more than one of an event such as T-shirts or tour
tickets. You may add as many additional items to a participant’s record for

each event as needed.
=% Edit Event

=10] ]

1. On the participant's Event tab, [~ Items/Registration D ate
double-click the name of the desired lhemms
event (do not double-click the

-

checkbox!). In this example, we’'ll

Registration Date : |4:’1 40293500 &M = |

choose the Lobster Dinner and Complimantary : |D
Lecture. The Edit Event window wiill

2

open (Figure 6-8).
2. Customize the event. oK I X Cancel |

The Items field shows how many of this event the participant is
registering for. The default value is 1. Set it to the total number of
registrations for this event for this participant. In the example, Skip wants to
bring three more guests, so set the Items field to 4.

The Complimentary field is used to enter the number of registrations for
this event that are being given to this participant at no charge. In this example,
Skip is registering for 4 of the Lobster Dinner and Lecture event, and we are
giving none to him for free, so his charges will be 4 times the charge for this
event. If we enter 2 in the Complimentary field, Skip will be registering for 4
of the Lobster Dinner and Lecture event, and we would be giving 2 of those
to him for free; he would only be charged for 2.

3. Click the OK button to save your changes to the event, or click the
Cancel button to close the event without saving your changes.

Figure 6-8
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7 Subgroups

The ability to work with subgroups is a very powerful feature of
Conference Programmer. A subgroup is a group of participants within a
conference. Think of a subgroup as a mini conference within a conference.
For example, a conference called “Football Camp” might have a subgroup for
each team, “Team A” and “Team B.” For each subgroup you may block and
assign rooms, view certain reports more specifically, and, most importantly,
apply charges and create an invoice. Billing a subgroup is accomplished
through the Auto Charge wizard (see Section 10.3: Subgroup Billing).

You can create subgroups prior to or after entering participants,
although creating them before you enter participants is easier. Subgroups
are listed under Subgroups/Participants in the browse tree and are
indicated by a two-person icon. Participants are indicated by a one-person
icon.

7.1 Creating a Subgroup

There are two ways to add a subgroup. When you first create a
conference and there are no subgroups, you can create one from the
Participant General tab. Once at least one subgroup exists, you can more
easily create other subgroups from the Subgroup General tab.

Creating a Subgroup From the Participant General Tab

1. In the browse tree, click Subgroups/Participants, then click the
General tab (Figure 7-1).

*CP 4.5 /s [Connection Info: CPDemo;'sa]

File Participant Tools Function

% Add Participant

{'_,'5.’5 Conferences
EaB % S Lk

Victoria Albertson

; {‘ﬁ Room &zsignments

= Delate - Fost 24 Cancel 4 Previous B Mest P3'Procedures -

General Igdditianal Infal Charges and Pa}lmentsl Eventsl
Farticipant #137
Last: IAIbertsu:un

| Reports
-8 Wizards First:l"v"iu:tu:uria
$ Setup Gender : IF j Age :I
Figure 7-1
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2. Click the Procedures button on the
toolbar and select Add Subgroup. The
New Subgroup Name window will open

(Figure 7-2).

3. Enter a name for this subgroup and

click the OK button.

When you expand Subgroups/Participants
in the browse tree you will see a list of all
subgroups, and any participants not assigned to a subgroup. When you
expand a subgroup in the browse tree, you will see a list of participants in

that subgroup.

New Subgroup Name El
Subgroup Mame ;
[
¢ ok x LCancel |
Figure 7-2

4. In the browse tree, click on the name of the subgroup you just
created and click the General tab. You may enter the name of the
group contact in the Last and First fields. You may even apply
charges to the subgroup on the Subgroup Charges and Payments

tab (see Section 10.3: Subgroup Billing).

Creating a Subgroup From the Subgroup General Tab

1. In the browse tree, expand Subgroups/Participants and click
on the name of any existing subgroup, then click the General tab

(Figure 7-3).

2. Click the Add
Subgroup button
on the toolbar. A
blank Subgroup
screen will appear
in the main portion
of the window
(Figure 7-4).

3. Enter the name of
the subgroup in the
Subgroup  field.
This is the only

“1CP 4.5 ¢/s [Connection Info: LocalCP,sa]
File Subgroups Tools Function

B add Subgroup = Delete o Post 3¢ Carcel 4 Previous B Nest | ' Proce

Northwest Ski Extreme - Crystal Mountain

=4 Corferences

EI@ Subgroups/Partic
-

=

[+

B Schweitzer Bazin
Whistler\Blackcomb

General | LCharges and Payments |
rSubgroup 12—

Subgroup ICr_l,lstaI Mountain
Last: IDawson

required information for a subgroup, but if you will be billing or block-
ing rooms for this subgroup, you will want to enter contact informa-
tion and a start and end date.

) First : |Pete
]--{ﬁ Foom Assignments -
7~ B Reports Address 1 :|344 Chuckanut Drive
-k Wizards Address 2
jﬁ Setup City ; |Belingham
Figure 7-3
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General | Charges and Pa_l,lmentsl
Conference Mame and Contact Informatior r—Other Informatiors
Subgroup : || Ewvent D ate: ﬁ
Last: Check-Out : ﬁ
First : Mights : 0
Address 1: Housing :
Address 2: Comnruters :
City - UserDef1: ﬁ
state:[ Post Code : UserDef 2 ﬁ
Country : UserDef 3: ﬁ
Title : UserDeM:ﬁ
Phone : UserDef5: 'l
Fax: UserDef6: Vl
E-Mail : UserDef 7 Vl
Confirmation UserDef 8 ﬁ
Subgroup Mo : B

Figure 7-4 . .
g 4. You may enter the name of the group contact in the Last and First

fields. You may even apply charges to the subgroup on the
Subgroup Charges and Payments tab (see Section 10.3:
Subgroup Billing). Figure 7-5 shows that Hank Kashua is the
contact for the Mission Ridge subgroup and is responsible for this
subgroup’s charges.

Mission Ridge

ﬁ-" Conferences General IEharges and F"a_l,lmentsl
E@ Subgmupsl.-;\ljartlclpants —Conference Mame and Contact |nformatior]
:r'| |r‘| Subaroup ; IMissiDn Ridge
- € Schwitzer Bagin Last: IKashua
- [-f3 Wistler\Blackcomb First - IHank
{ﬁ Floom Assignments _
Rreports Address 1 .|25'| Morth Shore Rd
‘{ﬂ Wizardsz Address 2 :I
+ 3N Setup City ; IEIIensI:uurg

State : [wid  [37885

Figure 7-5

When you expand Subgroups/Participants in the browse tree you will
see a list of all subgroups, and any participants not assigned to a subgroup.
When you expand a subgroup in the browse tree, you will see a list of
participants in that subgroup.
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Section 7:
Figure 7-6 shows four subgroups and a list of previously
entered participants attending the Northwest Ski Extreme
conference who are not assigned to a subgroup. The -
subgroups are displayed first and are indicated by a two- S
person icon. Participants not assigned to subgroups are o
displayed below the subgroups and are indicated by a one- | i .
personicon. L 4
..... ﬁ
7.2 Deleting Subgroups :g

ﬁa Conferences
EI@ Subgroups/Participants

Cryztal Mountain
Mizzion Ridae
Schwitzer Bazin
WiztlerhBlackcomb
Billingz, Curt
Cazwell, James
Dewitt, John

Fuller, Gina
Roberts, Kirk,

To remove a subgroup, click on the name of the subgroup in the browse
tree and click the General tab. Then click the Delete button on the toolbar.
The subgroup will be removed. You cannot delete a subgroup if there are
participants assigned to it (Figure 7-7), or if there are any charges or
payments associated with the subgroup. In that case you must delete or
reassign those participants, charges, and payments before you can delete
the subgroup.

<y

X

This subgroup has participants init, You need
ko mowve the participants ouk af this subgroup ar
delete the participants,

Figure 7-7

7.3 Moving Subgroups

Once a subgroup has been created, it is possible to move it, and all of
its participants, charges, and payments, to another conference. This is
useful if you have accidentally entered the subgroup in the wrong
conference, or are restructuring conferences for better management.

Figure 7-8 shows a subgroup called “The Tigers” in our Northwest Ski
Extreme conference; we do not want this subgroup in this conference.

1. In the browse tree, click the name of the subgroup you want to

move to another conference (Figure 7-8).

Figure 7-6
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* ' CP 4.5 ¢/s [Connection Info: LocalCH
File Subgroups Tools  Function

@Add Subgroup = Delete o Fost

Nonhwest Ski Extreme -

#-4® Conferences G
EI@ Subgroups/Participarnts
; Crystal Mountain
Mizzion Ridge
Schweitzer B azin
The Tigers

—x

# Meeting Faciliies
# Catering

# Computation of Costs
ﬁ Angelo, Michael
€ Donavan, Charlie
€ Kelly, Coach
- whistler\Blackcomb
]--{ﬁ Foom Azsighments

B Reports

iR wizards

]ﬂ Setup

e[ [T

Figure 7-8

* 1 CP 4.5 ¢/s [Connection Info: LocalCF
File Subgroups Tools Function

®Add Subgroup = Delete ./ Post

Football Camp - The Tigg

-3 Conferences G

EI@ Subgroups/Participants
-4 The Dolphing

o The Eagles

The Indiars

+ The Roughnecks

= The Tigers:

; Meals

Contracts

Meeting Facilities

Catering

Computation of Cogts

]--{ﬁ Room Assignments
H- [ Reparts

o550k wizards

]Eﬂ Setup

-

I

Figure 7-11

2. Click the Procedures button on the toolbar and select
Move Subgroup. The Select Conference window will
open (Figure 7-9).

3. Select the conference Conference [=

you want to move the Adventures in Science

Adventures In Science

Subgl’OUp to and CIiCk Barkers Associations

Barskey Family Reunion

Camera Club
the OK button. ChPD Hockep

Commercial Fishing Exposition

4. Click the OK button Crypto UCSE test
in the confirmation

Geb's Conference

i Joe's conference
W|ndOW that OpenS John Zankich Basketball Camp

(Figure 7-10). Rising Star =

[T RN

/ Ok I x LCancel |

Figure 7-9

X

Mowe The Tigers From Morthwest Ski Extreme to Football Camp,
including all transactions and associated information?

Cancel |

Figure 7-10

Figure 7-11 shows the Football Camp conference after we
have moved the subgroup “The Tigers” to it.

7.4 Assigning Participants To Subgroups

There are three methods to assign participants to
subgroups. The first way is to enter the participant in the
correct subgroup from the beginning; if you have not yet
entered participants, you can enter them manually or use the
Batch Participant Entry wizard to enter them and
simultaneously assign them to subgroups. If you have already
entered participants and they are not assigned to subgroups,
you can use the Assign Participants to Subgroup wizard.
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Assign Participants To Subgroups When Entering Participants
Manually

In Section 2.2: Entering Participants, you clicked the Add Participant
button on the toolbar to add a new participant. What you were actually
doing was adding a participant to the currently selected subgroup: The “No
Sub-Group” subgroup.

Every conference has at least one subgroup, called “No Sub-Group.” If
you do not create any other subgroups, this one remains hidden. Unless
you assign participants to another subgroup, they are automatically
assigned to the “No Sub-Group” subgroup. If there are no other subgroups,
the participants appear as members of the conference, not members of the
subgroup called “No Sub-Group.”

This makes it easy to assign participants to a specific subgroup when
entering the participant: Just be sure the subgroup you want to assign them
to is selected when you click the Add Participant button in the toolbar.

If there are no participants entered in the subgroup yet:

1. In the browse tree, click the name of the subgroup you want to
enter participants in, then click the Procedures button on the
toolbar and select “Add Participant” (Figure 7-12).

*'CP 4.5 c/s [Connection Info: CPDemo,/sa]

File Subgroups Tools  Function

¢add Subgroup = Delete o Fost 24 Carcel 4 Previous B Mest FEProcedurss

Football Camp - The Dolphins

ﬁ’ Conferences General | Charges and Payments
= Subdgroups/Participants |
=42 Subarou s.n"F'artH ahits Subgroup #3

The E agles Subgroup : IThe Dolphirs

The Indianz Laszt :I
The Roughnecks B I

The Tigers
[-4%2 Foom Assignments Address 1 ZI
6B Reports Address 2 :I
[H-5E Wwizards }
-8 Setup City :I
State :I Zip: I

Figure 7-12
2. Ablank Participant General tab will be displayed and you can enter
your participant’s information. When you click the Post button on the
toolbar, the participant will be entered into the selected subgroup.
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If there is already at least one participant assigned to this subgroup:

1. Click the name of a participant in the subgroup you want to assign
the new participant to, then click the Add Participant button on the

toolbar (Figure 7-13).

“'CP 4.5 /s [Connection Info: CPDemossa]

File Participant Tools  Function

John Hacker

=% Conferences
=2 Subgroups/Participants
=€ The Dolphins

¢®Add Participant == Delste o Post 7 Cancel 4 Previous P MNext EH'Proceduss

General Iadditinnal Infol Charges and F'aymentsl Eventsl

rParticipant #5285

With the Batch Participant Entry

e Meak Lasl:IHacker
: Contracts First : IJ ohn
Meeting Facilities . - .
Catering Genu_jler : I J Age: I
Computation of Costs Title : I
------ Affliatiarn : |
+-€3 The Eagles ;
[]—-% The Indians AR I
Figure 7-13 . . .

2. Ablank Participant General tab will be displayed and you can enter
your participant’s information. When you click the Post button on the
toolbar, the participant will be entered into the selected subgroup.

Assign Participants To Subgroups with the Batch Participant Entry
Wizard
Northwest Ski Extreme

assigrrnent list with subgrowes, gage 1

| Name (lasi, firsi) \ Gen | BuiMing & Room | Room Type ‘

Crysteld Mountain

Horth Tower 0130 Dauble
Horth Tower 0130 Dauble
Horth Tower 01404 Dauble
Mission Ridge
Horth Tower 0160 Double
Horth Tower 0160 Double
Horth Toarex 01704 Dauble
Horth Toarex 01704 Dauble

Figure 7-14

wizard, you have the functionality to enter
participants into a conference and, in the
same process, assign participants to the
appropriate subgroups. The best approach
to accomplish this is to send the contact
person for the conference or for the
subgroup the “Assignment List-Subgroups”
report (in report folder #6) (Figure 7-14).
Instruct the contact person to write the
name and gender of each of their
participants in the preferred room under
the appropriate subgroup heading.
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Upon receiving the report back from the contact, use the Batch
Participant Entry wizard to enter the participants and assign them to their
appropriate subgroups (see Section 2.2: Entering Participants).

Assign Participants To Subgroups with the Assign Participants to
Subgroup Wizard
In the browse tree, click Subgroups/Participants and click the

1.
General tab.

2. Click the Procedures button on the toolbar and select Assign
Participants to Subgroups.

3. Click the Next button. The Assign Participants to Subgroups

window will open (Figure 7-15).

Assign Participants to Subgroups 5[

P Cryztal b ountain

- Mizzion Ridge

- Mo Sub-Group

----- Schweitzer Bazin

- whistler\Elack comb

|Inaszigned Participants |

Aurthar, Moz
Benz, Gam

Ben

Mizchaikow, Angela

Mischaikuv: Theodore P
Presco

Stewart, Cathy
Wazley, Rita
Willet, George

< Back eut X Cancel |

The left side of this window shows all participants not assigned to a
subgroup - they are still participants of the conference, but not in any
subgroup. The right side of the window lists all the subgroups, including the

invisible “No Sub-Group” subgroup.

Figure 7-15
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4.

5.

Click on a participant’s hame to select that participant. To select
more than one participant at a time, hold the Control key on the
keyboard down, click on any other participants’ names, and
release the Control key.

Click-and-drag one of the highlighted names to the correct subgroup.

The participants will disappear from the list on the left and are now
assigned to the subgroup. You can expand a subgroup to view its
participants (Figure 7-16).

Aszzign Participants to Subgroups

IInaszigned Participants |

Elﬁﬁ Crustal b ountain

Mizchaikow, Ted
Prescot, Jenny
Schwindt, Tina

B aumagart, Jim ------ ﬁ Aurthor, Morriz
Berz, Gamy e € Berg, Debhie
Benz, Patti - € McGown, Bil
Elthn,%eshe A% McGown, Carolyn
vich, Tam P
Galligan, Mike 4 Schloss. Gary
Hood, Steve | 0 ﬁ Echln.ss, K
Mizchalkow, dngela | 7 Missian Ridge

----- Schwitzer Bazin
----- WiztlerhBlackoomb

Figure 7-16

6.

Once all participants have been assigned to their subgroups, click
the Next button. Conference Programmer will run through the
process of reassigning all participants to their appropriate
subgroup. When the routine is finished, click the OK button to exit
the wizard.

Removing Participants From Subgroups

1.

In the browse tree, click Subgroups/Participants and click the
General tab.

Click the Procedures button on the toolbar and select Assign
Participants to Subgroups.

Click the Next button. The Assign Participants to Subgroups
window will open (Figure 7-17).

Expand a subgroup to view its participants, then click on the name
of the participant you want to remove from the subgroup, drag that
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Assign Participants to Subgroups ﬂ

Unazzigned Participants |

Elfﬁ Crystal Mountain -
ﬁ Aurthar, Morriz

£ tcGown, Bl

ﬁ M cGown, Carolyn

ﬂ Schlozs, Gary

£ Schioss, Kim

ﬁ Berg. Debbie

=58 Mission Ridge

ﬁ iasley, Rita

£ willet, George

----- % Mo Sub-Group | |
= E Schwitzer Bazin

€ Benz, Gary
ﬁ Benz, Patti
g Mizchaikov, Angela LI

< Back | Mest > I

x LCancel |

participant to the left half of the window - the Unassigned
Participants side - then release the mouse button. You can
reassign this participant to a different subgroup by clicking-and-
dragging them to the new subgroup now, or you can leave them

unassigned.

7.5 Searching For
Subgroups

You can search for a subgroup in
any conference if you know part of the
subgroup’s name.

1. Click the Locate button on the
toolbar and select Subgroup
Search. The Subgroup Search
window will open (Figure 7-18).

2. Make sure the Field is set to
Subgroup Name. Enter the first
few characters of the subgroup
you are searching for in the

Figure 7-17
Student Search ‘ x|
—Select Criteria
Field : ISubgroup Mame j
Walue : ||
Mame | Move-ln/Out | W alue |
J Search I x LCancel |
Figure 7-18
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Student Search

Select Criteria

Field : ISubgrnup Mame

Walue : IHigh

| Walue

| towe-lndOdut
104142003

¢ Search x Cancel
| |

Figure 7-19

Student Search

Select Criteria

Field : ISubgroup Mamme

Walue ; |°/ohigh

M ame

| tiawe-lndOut

Baker Jahn
Barskey Mike
Farkand Lane
Haifer tick
Jackson Jerome

10/1/2003-10/3/20
8/23/2002-8/28/2002
8/23/2002-8/28/2002
7415420027 /2272002

tcCormick Jonathan  ¥/A15/2002-7/22/2002

o Search I X Cancel |

Sehome High School
High Sienas

Federal W ay High 5 chool
Penninzula High Schoal
taline High School
tonte Yizta High School

Figure 7-20

Value field, then click the
Search button. If there are
any subgroups that start
with the characters you
typed, they will be
displayed. Figure 7-19
shows that there is 1
subgroup that starts with
“High.”

If you want to search
for characters that might be
in the middle of the name of
the subgroup, type a %
before the characters.
Figure 7-20 shows that
there are 6 subgroups
with the letters *“high”
somewhere in their name.

Double-click any
subgroup in the list to load
that record in the main
Conference Programmer
window, behind the
Subgroup Search window.

3. Click the Cancel button
to close the Subgroup
Search window.
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8 Reservation Calendar

8.1 Viewing the Reservation Calendar

1. To open the Reservation Calendar, expand Room Assignments in
the browse tree and click on Reservation Calendar. The
Reservation Calendar window will open (Figure 8-1).

Rezervation Calendar Ed

Select the buldinglz] and dateR ange far the reservation calendar.

Horthwest Ski Estreme

—Hange af Calendar Yiew

Begin Date: |2/15/02 =| EndDate: [3/29/02 =]
—Select the Buildings o View
Select Al E Horth Tower
Clear Al [] South Tower
Li5=n []'wiest Tower

< Bach | x LCancel |

You will see the conference name you are working with - if this is not
the conference you want to work with, click the Cancel button (then click
the OK button to cancel the wizard), select the conference you want to work
with, and open the Reservation Calendar again.

Figure 8-1

2. The Begin Date and End Date fields are automatically filled in for
you with the the start date and end date of the conference you are
working with. The End Date field contains either the end date of the
conference or, if the conference is less than 14 days in length, the
date 14 days after the start date of the conference. These dates do
not affect the conference; they determine how many days you will
view in the Reservation Calendar. You can change these dates.
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For example, you may want the calendar to display a few days
before the conference start date so you can see and work with
early arrivals.

3. In the “Select the Buildings to View" area, select the buildings you
want to block rooms in by checking the checkbox next to the
buildings’ names. If you plan to work with all of your buildings at
once, click the Select All button. In some cases it may be quicker to
click the Select All button and uncheck the buildings you don't want
to see in the Reservation Calendar. If you have previously blocked
rooms or made any room assignments in any buildings for this
conference, those buildings will automatically be checked. if you
uncheck a building that has room assignments or room blockings in
it, the room assignments and blockings will remain, but you will not
view them during this session in the Reservation Calendar.

4. Click the Next button. The Reservation Calendar will open
(Figure 8-2).

R oom barls tarlG barl? b arld karlq
Marth Tower-01 304

Marth Tawwer-01 308

Marth Tawer-01 30C
Marth Tawer-01 404

Marth Tawer-0740C

The Reservation Calendar is similar to a spreadsheet, like Excel, but Figure 8-2

there are differences. The first row of information across the top of the
Reservation Calendar contains the dates you selected - each column
represents a night. The first column of information along the left of the
Reservation Calendar is a list of all the rooms in the buildings you selected;
in this example, rooms in the North Tower. The first room in the North Tower
is 0130A. Notice how double rooms are displayed compared to single
rooms - double rooms are taller than single rooms; double rooms have two
cells while single rooms have one cell. Each cell represents a bed. The first
single room, 0130C, is displayed with one cell.
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The thin blue line to the right of the room numbers forms a group of
rooms - a suite. The suites are defined in your buildings and rooms list, and
are usually defined around bathroom sharing: all rooms sharing a bathroom
could be considered a suite. It is often helpful to consider suites when
blocking rooms or making room assignments. When Conference
Programmer was first installed, Seattle Technology Group, Inc. installed
your room inventory, including which rooms were to be grouped as suites.
It is possible that your suites were not defined then, or that they have
changed since then; the suites can be changed using the Buildings and
Rooms setup function (see Section 17.5: Buildings and Rooms).

8.2 Blocking Rooms

“Blocking” rooms, or reserving them for a specific conference, is
important in some situations. It is impossible to accidentally assign a
blocked room to a participant in another conference. You will want to block
rooms for a conference in order to prevent them from being blocked for or
assigned to another conference. It is still possible to delete the blocking and
then use the room for another conference, but that must be done manually,
intentionally.

There are two methods to block rooms; you can highlight the beds to
block, or you can manually enter the number of beds to block. Both
methods are useful in different situations.

Highlight to Block

1. Locate the rooms you wish to block by scrolling up or down in the
Reservation Calendar. There may be another group or
construction happening on the first floor, so you might scroll to the
second floor to block rooms for this conference.

Click in the first cell of the first room you want to block. Holding the
mouse button down, drag the mouse down, highlighting rooms as you go.
While dragging up or down, notice the number in the status bar called
“Selected:” - this indicates the number of beds you currently have selected.

There is no need to scroll to the right to highlight the beds you want on
each of the days the group plans to stay. Conference Programmer will ignore
the dates you highlight in the Reservation Calendar and automatically block
dates based on the conference check-in and check-out dates. The only
important thing to highlight are the beds in the correct rooms.
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When you have highlighted all the beds you want to block, release the
mouse button.

2. Click the Block button on the toolbar, or right-click anywhere in the
window and select Block. The Assign Participants window will open

(Figure 8-3).

Raom Mar15 | Marte | Mant7 | Matz | Mats | Maz0 |
Marth Tower-071 208
Marth Tower-0180C | Earticipantlgisplay Block |gssignmentHules|
Marth Tower-02708 7 ~Blocking

Marth Tower-021 08 |1 4 3,. Beds to azsign

IDu:qu:uIe 'I Capacity to block,
Morth Tower-0210C | I—M R0z +| Checkdn

Maorth Tower-02208 7

| =] Checkdut
Marth Tower- 02208 319/ SR
I vI Subgroup

Moarth Tower-0220C Blocking Constrairt

Marth Tower-02308 7 [+ Block anly within highlighted area
ID vl Beds allowed empty

Marth Tower-02308 ™ Show Overflow

Marth Tower-0230C

Morth Tower-02404, 7 Apply |

Marth Tower-0240C

Figure 8-3
3. Make changes in this window if necessary.

The Beds to Assign field is automatically filled with the number of beds
you highlighted.

The Capacity to Block field is automatically filled with “Double.” By
choosing Double, only the double rooms in the highlighted area will be
blocked. In this example, although 14 beds are selected only eight beds
(four double rooms) will be blocked. If you change the Capacity to Block
field to “Single,” only five single rooms will be blocked. Notice that the last
bed in the highlighted area is one bed in a double room - thus it cannot be
blocked as a double, nor as a single.
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The Check-In and Check-Out fields are automatically filled in with the
check-in and check-out dates of the conference. You can change these
dates to accommodate early or late arrivals or departures (see Section 8.3:
Blocking Early and Late Arrivals and Departures).

The Subgroup field allows you to block rooms specifically for a
subgroup. “No Subgroup” is automatically selected, but you can select
another subgroup to block rooms for by clicking the ellipsis button (the
button with 3 dots), then clicking on the desired subgroup, then clicking the
OK button. Selecting “No Subgroup” will block rooms for anyone in the
conference and not for one specific subgroup (see Section 8.6: Blocking
Rooms For Subgroups).

The Blocking Constraints area provides rules to allow for different types
of room blockings. In this example we want to block rooms only within the
beds we have highlighted, so we need to make sure that the “Block only
within highlighted area” checkbox is checked. Unchecking this feature is
explained in the next example.

In this example, the Beds Allowed Empty field will remain O (zero). Only
change this if you choose to block rooms with fewer beds than the room
has. For example, suppose you want to block double rooms as singles -

Foamm

Mar15 | Marts | Man? | Manz | Mana | mazo |

Marth Tower-01 808

Morth Tower-01 80C

Morth Tower-02104 7]

Morth Tower-02108

Morth Tower-N2100

Yy | nformation %] 'l Check-n
Morth T | Check-Out
arth Tawe . o
@ ou blocked 5 rooms with 10 participants., E[ Subgioup
Morth Towe ot
North Towe within highlighted area

Morth Tower-02308

Morth Tower-0230C

Marth Tower-02404

Marth Tower-0240C

x|

Earticipantl Digplay  Black |gssignmentHuIes|

Blocking

|1 4 3, Beds to assign
IDoubIe 'l Capacity ta block

eds allowed empty
I~ Show Overflow

" OF |

T Monwest Ski Extrene s

Figure 8-4
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the Beds Allowed Empty field would be set to 1 (see Section 8.4: Blocking
Doubles As Singles).

In some situations you may need a room made up to handle one more
guest than the room has beds. If a room has been marked as an Overflow
room (see Section 9.2: Making Rooms Assignments With the Reservation
Calendar) and the Show Overflow field is checked, the room will appear in
the Reservation Calendar with the increased capacity.

4.  When you have your room blocking settings correct, click the Apply
button. The Information window displays the results Conference
Programmer successfully blocked (Figure 8-4). In this example, we
blocked 5 rooms with 10 beds. Click the OK button.

5. The double rooms are blocked, all the ©  Assign Participants
beds are stil highlighted in the | Eticisnt| Disly Blck |assignment Fules|
~Blocking

Reservation Calendar, and the Assign I—j .
' 14 ¥| Beds to assign

Participants window remains open. To . ,
) ISlngIe ‘I Capacity ta black
block the single rooms as well, change the [ri502 =] Checkin

Capacity to Block field to “Single” and [r13/02 =] CheckOut
click the Apply button again (Figure 8-5). [Me Sub-Group ] Subaroup

Blocking Constraint

Notice that the highlighted double rooms that [ Elock anlp wilfin highighted area
were already blocked to not get blocked again. Not [0 2] Beds slowed sripty
only did we tell Conference Programmer to block ™ Show Dverflow
only the single rooms this time (so it ignored the
double rooms), but if we told Conference
Programmer to block double rooms again, it would
ignore already-blocked rooms - a bed cannot be
blocked more than once for a given night.

o 0K

. . Fi 8-5
In this example, both double rooms and single rooms are blocked for 'gure

the Northwest Ski Extreme conference (Figure 8-6).

Note: There is a disadvantage using this method to block rooms.
Suppose you want to block 140 beds in double rooms only. When you
highlight beds the status bar tells you how many beds are highlighted, but it
does not tell you how many of those beds are in singles or in doubles. If you
have 140 beds highlighted and some are in single rooms and some are in
double rooms, you have not highlighted enough beds to block 140 beds in
double rooms only.
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Room

Mar15 | mate | Mat? | Mate | Mai3 | Ma20

Marth T oveer-01508

‘- " Assign Participants x|

Morth Tower-0180C

Ealticipantl Display Block |assignmentF|uIes|

Harth T ower-02102

Morth Tower-0210B

Morth Tower-0210C

Morth T oveer-02204

Morth Tower-02208

Marth Tower-0220C

Morth Tower-02304

Morth Tower-0230B

Morth Tower-0230C

Marth T oveer-024048

Morth Toveer-0240C

Blocking

I'I ) 3‘ Beds to assign
ISingIe "I Capacity to block
I3£15£D2 'I Check-In

3M19.02 | Check-Out

Information %]

@ “fou blocked & roams with 5 participants.

o OK |

F Norwest Ski Extreme s

Figure 8-6

‘B Reports

ﬁ Setup

B wWizards

If you click the Apply button anyway, Conference Programmer will tell
you how many beds in double rooms it could block. Then you can highlight
more beds and block again until you have your total. You could avoid this
redundancy by manually entering the number of beds to block.

Manual Room Blocking

1. Using the scroll bar to the right of the Reservation Calendar, locate
the first room room you want to block. Click in the first cell of that
room. Figure 8-7 shows that we clicked on the first cell of double
room 0160B in North Tower.

@ Conferences R o Parl G Marlb LE

: % Subgroups/Participants Warth T oweer-01 BOR
{ﬁ Foom &zsighments

Morth Tower-0160C |
Marth Tower-01 704 7]

Figure 8-7
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2. Click the Block button on the toolbar, or
right-click anywhere in the window and
select Block. The Blocking Option
window will open (Figure 8-8).

3. In the Beds to Assign field, enter the
number of beds you want to block. In this
example, we plan to block 140 Doubles.

4. Since we did not highlight the number of
beds to block, we have unchecked the
“Block only with highlighted area”
checkbox.

5. Click the Apply button, and the exact
number of beds in double rooms are
blocked, unless there are not that many
beds available in the buildings you have
selected (Figure 8-9). In either case,
Conference Programmer will inform you
how many beds it successfully blocked.

*. % Assign Participants x|

Earticipanll Dizplay Block |gssignmentﬂules|

Blocking
I'I 40 37 Beds to assign
Ciouble ~ | Capacity o black

315402 ¥ | Checkn
|3£1 8/02 vl Check-Out
IND Sub-Group 'I Subgroup

—Blocking Constrain:
[~ Block only within highlighted area

ID 3, Beds allowed empty

I~ Show Dverflow

Apply |

o OK

Room

Maile | Mal7 | Mag | Man9

MWaorth T ower-07 0B

North Tower-0160C |
Morth Tawer-01704 7| 7 Maorthwes!

Earticipantl Display  Block |gssignmentﬂules|

X

Morth Tower-02104 7 ID 3. Beds allowed empty

Morth Tower-02108 T Morthwes! ™ Show Dverflow
F Morthwes!

Warth Tower-0210C

F Morthwes! i
1 oo Lt lala] [N " . rB |0Ck|ng
[ You blocked 70 rooms with 140 participants. | -aPacity to block
] Check-In
Check-Out

i Subagroup
¥R —Blocking Constraint:

North Tower 0180C | [~ Elock only within highlighted area

Marth Tower-02208 7]
Morth Tower-02208 T Morthwes!

apply

T Morthwes!

KI

Warth Tower-0220C

Figure 8-9

Figure 8-8

Page 90




Section 8: Reservation Calendar

6.

8.3

Click the OK button in the Information window, then click the OK
button in the Assign Participants window. Notice that when you
clicked the Apply button in the Assign Participants window, you
would block rooms but the window would stay open so you could
easily continue blocking. The OK button in this window merely closes
the window - it does not block any rooms.

Blocking Early and Late Arrivals and

Departures

In the Reservation Calendar, with the Assign Participants window open,

set th

e Check-In field to your early or late arrival date and set the Check-

Out field to your early or late departure date. When you click the Apply
button, the beds will be blocked for the dates you set.

8.4

Blocking Doubles As Singles

You can block rooms with a greater capacity as though they had a smaller
capacity. For example, you can block double rooms as singles, or quad rooms
as doubles. In this example we will block double rooms as singles.

1.

In the Reservation Calendar, with the Assign Participants window
open, set the Capacity to Block field to “Single”.

Raanm

*. % Assign Participants

Earticipantl Display  Elock |gssignmentHules|
barlg Marl [ Blocking

-

Ih vi Beds to azzign

Marth Tower-031 04
Morth Tower-03204

|| |1 |L

-

Morth Tower-0280C F MNonwest Ski Extreme — ISingIe vl Capacity to block
T Manuest Ski Extreme e— |3,.-'13,-'E|2 vl Check-In
T Monwest Ski Extrame s— |_3.-"19a"02 v| Check-0ut

Harth Tower-03304 T Monwest Ski Extreme

IND Sub-Gmupj Subgroup

-

Morth Tower-0330E F MNonwest Ski Extreme — [~ Blocking Canstraint

¥ Block anly within highlighted area

-

Morth Tower-0330C | F MNonaest Ski Extreme —
Morth Tower-03404 | 7 Monmest Ski Extreme: s—

|1 j Beds allowed empty
I~ Show Overflow

Morth Tower-0340C

Morth Tower-03504 7]
Harth Tower-03508

Apply |

Figure 8-10
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2. Set the Beds Allowed Empty field to 1. Assuming you have
highlighted some beds or typed a number in the Beds to Assign
field when you click the Apply button, one bed in each of the double
rooms will be blocked and the other bed will be marked as
unavailable, which is indicated by the red circle and blue line
(Figure 8-10).

8.5 Multiple Date Room Blocking

A conference or subgroup may plan to check in for a period of time,
leave for a day or two, and then return. A multiple date blocking is required.
This is identical to other room blockings, but adds another step for each set
of dates you need to block.

1. Block beds with the first set of dates. In this example, we blocked
beds for the John Zankich Basketball Camp from July 9 through
July 12. They check out on the day of July 12, so the Reservation
Calendar shows them as occupying the beds on the nights of July
9, July 10, and July 11 (Figure 8-11).

2. In the Reservation Calendar, with the Assign Participants window
open, change the Check-In and Check-Out fields to the next set of
dates to block. In this example, the conference plans to check-out
on July 12 but return on July 14 and check-out again on July 16
(Figure 8-12).

Fioom Jul3 [ T R

South Tower-01308 77| 7 John Zankich Basketbal Camp
T Wohn Zankich Basketbal Carnp
Sauth Tawer-0130B ¥ John Zankich Basketbal Carmp
F Jokn Zankich Basketbal Carmp

South Tower-0130C |
South Tower-071408 77| F John Zankich Basketball Camp
F John Zankich Bazketball Camp
South Tower-0740C ¥ John Zankich Baskethall Camp
|| # dohn Zankich Baskethall Camp

Figure 8-11
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Room
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Figure 8-12

Figure 8-13 shows that the beds have been blocked for both sets of
dates.

Fioom

Juld I Julld Julll Jull 2 Jull 3 I Jull4 Jull 5 Jult

South Tower-07304

South Tower-01 308

South Tower-0730C

South Tower-07404

South Tower-0740C

T John Zankich Bask s H—
T ohn Zankich Bask eH—
7 dohn Zankich Bask o H—
7 John Zankich Bask o H—

7 John Zankich Bask e —
% John Zankich Baskel
% John Zankich Baskel
7 John Zankich Baske

T uohn Zankich Baskethal—
7 John Zankich Baskethal—
7 dohn Zankich Basketha —
7 ohn Zankich Baskethai—

 John Zankich Basketba—
T Wohn Zankich Baskethal—
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7 Wohn Zankich Baskethal—

Figure 8-13

8.6 Blocking Rooms For Subgroups

Subgroups must be defined before you can block rooms for them (see
Section 7.1: Creating a Subgroup). Blocking rooms for subgroups is very
useful because some groups may request space near each other, or
because you may want to be sure to keep certain groups together.

1. In the Reservation Calendar, with the Assign Participants window
open, select the subgroup you want to block rooms for by clicking
the ellipsis button (the button with 3 dots) in the Subgroup field,
then clicking on the desired subgroup, then clicking the OK button
(Figure 8-14).
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2. Click the Apply button to block beds for that * + Assign Participants

subgroup. Figure 8-15 shows that we have Patticipant | Display Block | Assignment Fuies |
blocked rooms for three different subgroups _IB;;CLQ:I e
. - eds [0 aszan
of the Northwest Ski Extreme conference. _
lm Capacity ko black
[2715/02 " =] Checkin
Fioom Mar15 | Mate | Mart7 | Maris | 3/18/02 =] Check-Out

Morth T ower-01608 F Crystal Mountain/Morthwest Ski E streme Y 21 Subgrou
F Crystal Mountain/Morthwest Ski E xtreme o=l [DUP. (Bl
—| Crypstal Mourtain
Mizsion Ridae o
Mo Sub-Group highlighted area
hwitzer Basi

Morth T ower-0160C
Marth Tower-01708 | 7 Crystal Mountain/Marthwest Ski Estreme

T Crustal Mountain/Morthwest Ski Extreme
Morth T ower-01 708 F Crystal Mountain/Morthwest Ski Extreme
T Crustal Mountain/Morthwest Ski Extreme

Morth Tower-0170C
Morth Tower-01808 7| 7 Crvstal Mountain/Morthwest Ski E streme
® Crystal Mountain/Morthwest Ski Exlreme
Morth T ower-0180B T Mission Ridge/Morthwest Ski Extreme
® Mission Ridge/Morthwest Ski Extieme

Morth T ower-C1 800
Morth Tower-02104 7]
Morth T ower-02108 T Mission Ridge/Morthwest Ski Extreme
T Mission Ridge/Morthwest Ski Extreme

Figure 8-14
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Morth Tower-02208 7

Morth Tower-02208 F WwistlersBlackcombMNarthwest Ski EXEmE ee———
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Figure 8-15

View the Reservation Calendar in Participant, Conference, or
Subgroup Mode

The Reservation Calendar shows the name of the participant in each
bed on the first night of the stay. The participant's gender is shown in
parentheses, and a blue horizontal line shows which nights that participant
is staying in that bed. If a participant is not yet assigned to a room but that
room is blocked, the conference name is displayed instead.

Conference Programmer can display the conference name or the
subgroup name instead of the participant name. To switch views, click the
View button on the toolbar and select the view you want: Participant,
Conference, or Subgroup.

If you are viewing the Reservation Calendar in subgroup mode, the
blocked beds display the subgroup name and the conference name. If a
participant has been assigned to a bed, the subgroup name, the participant
name, and the participant’s gender is displayed.
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If you are viewing the Reservation Calendar in conference mode, only
the conference name is displayed for all blocked and assigned rooms.

Leaving the Reservation Calendar

If you block beds and assign participants to rooms and delete extra room
blockings and exchange roommates, all in the Reservation Calendar, you
might make a mistake. Or perhaps you are simply moving blockings and
participants around to see what it will look like. If you want to leave the
Reservation Calendar and work in some other area of Conference
Programmer but do not want to save the changes you have made, click the
Cancel button on the toolbar. The Reservation Calendar will close and will not
save the changes, and a blank screen will appear. You can then re-enter the
Reservation Calendar, or move to another area of Conference Programmer.

If you do want to save the changes you have made, you can click the
Save and Exit button on the toolbar - your changes will be saved and the
Reservation Calendar will close, and a blank screen will appear

If you are doing some complex room blocking or assignments, you may
want to save your work in stages. Perhaps you perform a large complex
room blocking, and then you have to assign a long list of participants to
rooms with specific roommates. You can click the Save button on the
toolbar to save all changes you have made in the Reservation Calendar so
far, and then continue to work in the Reservation Calendar. This is
convenient because if you complete the complex bed blocking successfully
and you save your changes, you will not have to re-do that bed blocking if
you make a mistake on the complex room assignment portion and have to
cancel that portion of your work.

8.7 Sorting the Rooms in the Reservation
Calendar

By default, the Reservation Calendar will list all the rooms in the
buildings you have selected, in the order they are supposed to be listed (as
determined by the Sort field; see Section 17.5: Buildings and Rooms). To
make your blocking or assigning easier, you can sort the rooms a number
of ways.

1. Inthe Reservation Calendar, click the Action button on the toolbar,
then click the Rules and Room Sort tab (Figure 8-16).
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2. In the Room Sorting Options area,
select the order you want the rooms to
list in. In this example, we have
selected Room Capacity.

The rooms will rearrange to the new order -
you do not need to click the OK button. If you
click the OK button, the window will close.

If you have selected multiple buildings, they
will always display in the same order:
Alphabetically by building code. But within each
building the rooms will be sorted according to
your choice.

*.} Assign Participants

rr;- x|

Earticipantl Qispla_l,.ll Block Hules and Room Sort I

Dizallow Azzignment ‘When...
v Roommates are in different conferences

[~ Roommates have differsnt genders

—Foom Sorting Option:

F oo Capaciky

“Room Capacity” lists all rooms with a capacity of 1 (“Singles”) first,
then lists all rooms with a capacity of 2 (“Doubles”), etc. “Room Type” lists
all “Doubles” then lists all Singles, because “Doubles” is alphabetically

before “Singles.”

8.8 Printing the Reservation Calendar

You cannot print the Reservation Calendar, but there is a Monthly
Calendar View, which more closely resembles a visual planning calendar.

1. In the browse tree, expand Room Assignments and click Monthly
Calendar View. The Monthly Calendar View window will open

(Figure 8-17).

*. ' Monthly Calendar Yiew

This wizard generates a monthly calendar view of your booked space by floor or
wing.

Figure 8-16

=10l x|

Start Date : IB.-"‘I /2000 VI Select All | Clear &l |
Wigw By IFIoor vl
1 Marth Tower
[] Padua
] South Tower
[ 'west Tower
< Back x LCancel |

Figure 8-17
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2. Inthe Start Date field, select the first date of the 1-month period of
the Reservation Calendar that you want to print.

In the View By field, select whether you want to group your calendar by
floor or by wing.

Check the checkbox next to each building you want displayed in the
calendar. You can check all or none of the checkboxes by clicking the
Select All or Clear All buttons, respectively.

3. Click the Next button. The wizard asks if you want to Preview or
Print the calendar (Figure 8-18). In this example, we will preview
the calendar on the computer screen.

*  Monthly Calendar ¥iew ;lglll

—Destination

{* Preview

" Print

Owverlap Adjustment

[v idjust Output to Reduce Overlag

< Back | Mest » I x LCancel |

Figure 8-18

Leave the “Adjust Output to Reduce Overlap” checkbox checked. If
more than one conference is using rooms on any given floor or wing,
leaving this checkbox checked will make the calendar easier to view; it will
put each conference on a new line, instead of displaying the conferences
overlapping each other on one line.

4. Click the Next button. The wizard displays the calendar with your
selected criteria (Figure 8-19). Each group will display in a different
color. Figure 8-19 shows that the Bankers Associations conference
is staying in the South Tower on Floors 1, 2, and 3 from June 7,
2000 through June 9, 2000.
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The number in parentheses next to the building name and floor number
is the maximum capacity that floor has, in beds. The number in
parentheses next to the conference name is the number of beds that the
conference is using on that floor.

* | Monthly Calendar Yiew =]
[} Eirst A Previous P MNest M Last | Page 1 -

|»

Maonthly Planning Calendar, §/1/2000 through 7/2/2000

12 3 4 B B 7 8 9 10 11 12 13 14 15 186

South Tower 1 [27) Bankers Associations [15]
South Tower 2 [35) Bankers Aszsociations [18]
South Tower 3 [35) Bankers Azsaciations [17)

South Tower 4 [35)

South Tower 5 [35)

South Tower 7 [35)

South Tower 8 [35)

South Tower 9 (35) Adventures in Science [14)

South Tower 10[35) Adventures in Science [15)

South Tower 11 [35) x
1| | 3

< Back | X Cancel

Figure 8-19

You can resize the window to see more of the calendar. If the calendar
is too large to fit on one screen, you can navigate through the pages of the
calendar by clicking the First, Previous, Next, and Last buttons on the top
of the window (Figure 8-20). Clicking the Next button on the bottom of the
window closes the Monthly Calendar View wizard!

*- ' Monthly Calendar Yiew =10l x|

[4 Eirst 4 Brewiouz B Nest Bl Last | IF"age1 j

Figure 8-20

5. Click the Next button to close the Monthly Calendar View.
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9 Room Assignments

There are five methods to make room assignments. The Arrival and
Assignments section is accessed from the Participants General tab; this
method does minimal error checking. The Reservation Calendar is the
easiest and most visual way of assigning participants to rooms, and the
best way to assign multiple participants very quickly. Find/Assign Vacant
Room is for assigning a single participant to an unoccupied, clean room -
much like a hotel might. The Find/Assign Blocked Room method is also for
assigning a single participant, but allows you to easily select only the rooms
that have been pre-blocked for the conference that the participant is in. The
Batch Assignments wizard makes it easy to assign participants to pre-
blocked rooms if the participants are already entered in Conference
Programmer.

9.1 Making Room Assignments From the
Participant’s Record

This method of assigning a participant to a room is used primarily when
you know exactly which room you want, and do not need to use special
tools to help you determine which room to assign.

1. In the browse tree, expand Subgroups/Participants, click on the
name of the Participant you want to assign to a room, and click the

General tab.

—Aurival and Aszignment 2. Select a building in the Building
Building - &¢| =] field on the right side of the
B : | j General tab in the Arrival and
Lookup Information Titem T Assignments section (Figure 9-1).
3. The Rm field drop-down menu will
list all the rooms in the selected
building. Select the room you want

to assign the participant to.

Figure 9-1

4. Click the Post button on the toolbar.

Overbooking a Room

Occasionally you may want to overbook a room. In this example, John
Doe wants to share a double room with Jim and Bob Doe. When you post
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the room assignment for John Doe, who is the third participant in a double
room, you will receive a confirmation message (Figure 9-2).

This window warns New Room Dccupants . x|

you that someone else , , o , . .
K X . This room iz occupied. Click "'0Okay"' to make the room assignment. Click "Cancel'" to exit and
IS OCcupying this room. reazsigh.

Click the OK button to

. Mame I Check-ln I Check-Out I Conference I
make the room assign-  [imDoe 09/27/01  09/23/01  Teachthe Teachers
Bob Doe 09:/27:01 09/23/M Teach the Teackers

ment, overbooking three
people into a double
room, or click the
Cancel button to go
back and select another
room. You will receive
this message even if the
participants in the room
are attending a different Figure 9-2
conference.

X Cancel | [~ Do not do this check

To avoid receiving this warning message for future assignments, check
the “Do not do this check” checkbox. You can also toggle this warning
message by clicking the Procedures button on the toolbar (you must be
viewing a Participant’'s General tab first), then checking or unchecking the
“Check room occupants before posting” item.

9.2 Making Room Assignments With the
Reservation Calendar

Using Drag-and-Drop to Make Room Assignments

The Reservation Calendar is the most comprehensive, yet the easiest,
method to make room assignments. It displays the rooms in a spreadsheet-
like calendar, and shows a list of participants not assigned to rooms, and
allows you to simply drag a name to a room to make an assignment. It can
also prevent participants with different genders from being assigned to the
same room, and can prevent participants in different conferences from
being assigned to the same room.

Before you can use drag-and-drop to assign rooms, participants must
be entered in Conference Programmer and they should have a room type
selected (the Room Type field in the Additional Info tab should have a value-
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- this is usually accomplished by the Service Template when participants
are entered; see Section 4: Service Template). It may also ease your
assignment process to have rooms pre-blocked for the conference.

1. In the browse tree, expand Room Assignments and click
Reservation Calendar. Select the appropriate buildings and enter
the appropriate dates and click the Next button. To display the list of
participants needing room assignments, click the Action button on
the toolbar. The Assign Participants window will open (Figure 9-3).

Room

Juns

Juk | du? | dun | dwed | duetd [ duntl |

Marth T ower-01308

Narth Tower-01308
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MNorth Tawer-01604

Marth T awer-0160B

Marth T owwer-0160C

Marth T awwer-01 704 "

T Adventures in Science

*.* Assign Participants

T Adventures in Science Participant |Qisplay| Block I Aszignment Hulesl

—
F Adventures in Science || Name I Gendar I Ty -
T Adventures in Science e—— Huhacka Chiis F Center:
Hyung Liza F Sandy
¥ Adventures in Science _- Jorgenzon O
T Adventures in SCiEnce —— I.alani Michelle F SalLa
T Adventuies in Soience e— Kelly Jil _ F Fleasai
T Adventuies in Soience e—— KendaIIIDawd
Fnop Liza F Cyracu
Koop Chiis F Center__|
T Adventuies in Soience e——— Krick M atalie F Cyracu
T Adventures in Science e—— Lacanienta Linda Lou  F Orem
Lang Kelly F Richfie
McLennan Marshal
T Adventures in SCiEnce — Maoriis Tor?}!
Melson 'willie -
T Adventuies in Soience e— q| | _'I_I

T Adventures in Science

R Advenbues in Science

Figure 9-3

You can resize and move the Assign Participants dialog box so that you
can see enough of the Reservation Calendar in the background to work with.

2. Locate the participant(s) to assign to the first room. In this example,
the first room is 0130A in the North Tower building, and Lisa Knop
and Kelly Lang wish to share this room.

Click the first participant (Lisa Knop) in the list of participants, then
press and hold the Control key on the keyboard and click the second
participant (Kelly Lang), then release the Control key on the keyboard.
Figure 9-4 shows the Assign Participants dialog box with these two
participants selected.

3. Click on one of the participants, hold the mouse button down, and
drag the mouse over the correct room blocking. Notice your cursor
changes to an arrow and a square. Place the tip of the arrow in the
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first cell (the first bed) of the appropriate
room blocking (in this example, the room
blocking for the Adventures in Science
conference for room 0130A) and release
the mouse button. If you do not have beds
pre-blocked for this conference, place the
tip of the arrow in the first cell (the first
bed) adjacent to the appropriate room
number and release the mouse button. Do
not drag the participants to the first gray
column with room number information
(such as “North Tower-0130A") - this will
not assign the participants!

Room

Junb I Junb I

Jun?

Morth Tower-01304 7

Maorth Tower-01 30B

Morth Tower-00 30C

Morth Tawer-00 404,

f Chiis Koop [F] - e—

'ﬁ KE”_',J Lang [F] "

T Adventures in SCience —————

*. % Agsign Participants
Participant I Display | Block I Assignment Fules I
| | Marne | Gender | Citpy =
Hubacka Chiis F Center
Hyung Liza F Sandy
Jorgenson Ol
K.alani Michells F SaltLa
K.l Jill F Pleasal
Kendall David
Krop Lisa F
K.oop Chiiz F Center__|
Krick Matalie F Cyracu
Lacanienta Linda Low  F Orem
Lang kelly F Richlig
tcLennan Marshall
Moz Tony
Melzon wilie -
A ol
o OK

¥ Adventures in Science

¥ Adventures in Science

# Adwentures in Science

Figure 9-5

Figure 9-4

The selected participants are now assigned to the room (Figure 9-5).
Notice that these participants are also removed from the Assign
Participants dialog box participant list - they are no longer unassigned

participants.

Using Drag-and-Drop With No Roommate Preference

Suppose the participants have no preference for roommates. You may
assign the entire list of participants, no matter how many there are, with

one action.

1. Click the first participant in the list in the Assign Participants
window, then scroll the list down to the last participant.

2. Hold the Shift key on the keyboard down and click the last
participant on the list. All participants on the list between the two
names you clicked (in this example, the first and last participants)
will be highlighted. Release Shift key on the keyboard.
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3.

Click on one of the participants, hold the mouse button down, and
drag the mouse over the first room blocking you want to assign.
Each participant selected will be assigned to a bed, starting from
the first bed you dragged the mouse to, going down the list of beds
in the Reservation Calendar until there are no more beds. The
participants will be assigned to rooms in the order the participants
are listed in the Assign Participants window. Changing the order
the participants are listed here is described in the next section.
Once each participant is assigned a room, their name is removed
from the participant list in the Assign Participants window.

You may receive a warning for one or more of your participants (Figure
9-6). Click the Cancel button to place participants only in rooms that

Information

)

Jill Kelly iz wiling to be in a room with 2 people

correspond with their specific room
type. In this example, all participants
have room type of Double. If you click

wet Morth Tower 0730C holds only 1. the Cancel button, they will only be

placed in double rooms. If some of the

lgnare | participants have a room type of
: = Single, those participants will be placed

Figure 9-6

into single rooms if any are available.

Click the Ignore button to assign participants to the room regardless of
the participant’s room type. This is sometimes used as a method to utilize all
bed space.

Room Assignments For Subgroups

Once you have blocked beds for subgroups and entered participants
and assigned them to subgroups, making room assignments is very simple.

1.

In the browse tree, expand Room Assignments and click
Reservation Calendar. Select the appropriate buildings and enter
the appropriate dates and click the Next button. Click the View
button on the toolbar and select Subgroup. The Reservation
Calendar displays the subgroup and conference name for all room
blockings (Figure 9-7).

To display the list of participants needing room assignments, click
the Action button on the toolbar. The Assign Participants window
will open (Figure 9-8).
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Figure 9-7
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Figure 9-8

This list is not currently very helpful - it does not show us which sub-
group each participant is in. We need to sort this list by Subgroups.

3. Click the Display tab in the Assign Participants window. A list of all
possible fields is displayed, with a check mark next to those fields
we want to show up in the participant list. Scroll through the list to
find the Subgroup field and check its checkbox. Next, click the
name of the field (“Subgroup”), hold the mouse button down, and
drag it to the top of the list (Figure 9-9). The order in which the
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*. Azzign Participants

Batticipant Display |EI|:u:k I &ssignmentHulﬂI

fields are listed here is the order in which
your participants will be listed in the

rDizplay and Sort Field

unassigned participant list. You may

Subgroup
Marne

Gender

[ City

[ State/Pravince

= need to drag the field as far up the list as

you can see, release the mouse button
and scroll the list higher, then drag the

D Postal Code f|e|d agaln
Figure 9-9 ] . ) . ) . o

Using this functionality, you can sort the list of unassigned participants

by any field. For example, you can sort by gender, then by room type, then

last name, then first name. The list would first show all females who had a

Room Type value of Double, in alphabetical order by last name then by first

name; then it would show all females who wanted Singles, then all males

who wanted Doubles, then all males who wanted Singles.

4. Click the Participant tab in the Assign Participant window. Do not
click the OK button, or the window will close.

5. In this example, the participant list now sorts the participants by
their subgroup (Figure 9-10). It also displays their name and
gender. Select all participants in a subgroup by clicking on the first
participant in that subgroup, holding the Shift key on the keyboard
down, clicking on the last participant in that subgroup, and
releasing the Shift key. You can then Drag-and-drop the selected
participants into the rooms that have been blocked for that
subgroup.

Room Marl5 | Man6 | Ma17 | Mari8 | Ma1d | Mz
South Tower-03104 7] *.* Assign Parlicipants
South Tower-03108 ¥ Crystal Mountain/Mortbwest Ski Extreme - Participant |Display| Block | Assignmentﬂu\esl
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— - Schwitzer Mischaikov Theodore P M
South Tower-0340C ¥ Mission RidgeNorthwest Ski Extreme s Schwitzer..  ‘Wasley Rita F
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South Tower-03508, 7 I whicHars Rl Prazrot larmn F |_>|;|
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Figure 9-10
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Room Assignment Rules and Options Y rm————— x|

Earticipantl Qisplayl EBlock  Bules and Room Sort |

—Dizallow Azsignment 'When. .

To make multiple room assignments easy
in even trickier situations, you may restrict
room assignments based upon certain
conditions. With the Assign Participants
window open, click the Assignment Rules tab
(Figure 9-11).

¥ Roommates are in different conferences

W Roommates have different genders

—Room Sorting Option:

| =

Select the conditions you would like to
prohibit when making rooms assignments.
Check the “Roommates are in different
conferences” checkbox to  prevent
participants in different conferences from being assigned the same room.
Check the “Roommates have different genders” checkbox to prevent
participants with different genders from being assigned the same room.

Figure 9-11

It is a good habit to review the Assignment Rules before making any
room assignments.

Overflow Rooms

If a room is configured as an overflow room, you can assign more
participants into it than the room’s capacity while in the Reservation
Calendar. If a room is not an overflow room, you can still assign more
participants to it than its capacity, but only from the Participants General tab,
not with the drag-and-drop ease of the Reservation Calendar. For example,
you may want to assign three participants into one double room. To block
and assign participants into overflow rooms from the Reservation Calendar,
you must first configure the rooms as overflow rooms.

Designating Rooms As Overflow
1. Inthe browse tree, expand Setup and click Buildings and Rooms.

2. Select the building that contains the rooms you want to configure
for overflow (Figure 9-12).

Notice Room No. 0130A and 0130B both have the Overflow column set
to 1. Each of these rooms can be used as a triple (capacity of 2 plus over-
flow of 1) in overflow situations. Room 0130C has the Overflow column set
to 1 as well, but is a single room - this room may be used as a double in
overflow situations.
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*. 4 Building and Rooms 10| x|
Select Building :
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Figure 9-12

3. Enter the overflow number for each room (see Section 17.5:
Buildings and Rooms). For example, if you set the Overflow field to
3, a double room would become a five-person room in overflow

situations. Click the OK button to close the Buildings and Rooms
window.

Blocking Rooms As Overflow

e = 1. In the Reservation Calendar, click the
- ; Assign Participants x| . .
= : : Block button on the toolbar, or right-click
Eartlmpantl Digplap  Block Igsmgnmentﬁulesl . .
Blocking anywhere in the window and select Block.
W Beds to assig The Assign Participants window appears
_ and the Block tab is already displayed for
IDu:uubIE 'I Capacity to bloc .
IW Cheokd you (Figure 9-13). If you already have the
Ehe':k'g t Assign Participant window open, simply
[53/18/02 =] Dheck-Ou click on the Block tab.
I'W'istlet'\BIackc v| Subgroup
~Blocking Constraint 2. Chgck the “Show Overflow . checkbox.
[# Elack anly within highlighted area Notice that all rooms designated as
|g 37 Biedls ellove) st overflow now appear in the Reservation
[ i " Calendar with their increased capacity
(Figure 9-14).
Apply |
You may now block the overflow
capacities of these rooms.

Figure 9-13
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Foom tarl s MarlG |
Morth Tower-01304 7

Morth Tower-01 308

Morth Tower-0130C

Figure 9-14

9.3 Find/Assign Vacant Room

This method of making room assignments is ideal if you need to find
any vacant room for a participant. Only rooms that have neither been
blocked nor have any participants assigned to them will be displayed.

1. In the browse tree, expand Subgroups/Participants, click on the
name of the Participant you want to assign to a room, and click the
General tab.

2. In the browse tree again, expand Room ** Find Yacant Room 1Ol x|
Assignments and click Find/Assign "B“B“::l“;?n;”:dlt’a‘e—j
Vacant Room (or click the Procedures Check In: [13/15/02 =
button on the toolbar and select Assign Eheck Dut:[03/18/02 =
Vacant Room). The Find Vacant Room Fioom Fioom Type | ‘when Available | Nest Uss
window will open (Figure 9-15). The
Check-In and Check-Out fields will
automatically display the participant’s
check-in and check-out dates. To find a
vacant room for a different date range,

change these values.

Refresh

Azsign

Figure 9-15
3. Select a building in the Building field and click the Refresh button.
A list of all available rooms in the selected building within the
selected date range is displayed (Figure 9-16). If you change the
Building, Check-In, or Check-Out fields, click the Refresh button
again to update the list of vacant rooms.

Notice the When Available and Next Use columns. These may be
helpful in determining what room to use. In this example, room 0130B will
be occupied next on 3/19/02. You may not want to assign the participant to
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General Iﬂdditional Infol LCharges and F‘aymentsl Eventsl
—Contact Informatior
[Py ‘- | Find ¥acant Room _|1Of x|
Fist- [ —Building and D ate
(st mnny Building : INolth Tower j i Befresh |
Gender:|F | . @ — =
il Checkn - |03/15/02 = ——
———— | Check Out : [03/16/02 |
Affiliation :
Address 1 Foom | Room Type | When Avallable | Mext Uze :I
Address 2+ 01308 Double 09/29/01 03/419/02 -
o o el Single 03/29/0 08/26/02
o S oi40c Double 09/27/0 08/26/02
State/Prov: [ 50 Single nia 08/26/02 -
Country : 1 | | +
Phane :
Fa: l_ v oK
Figure 9-16
4.

this room because it will be
occupied again the day after this
participant leaves - such a quick
turnaround may not be possible
for your housekeeping staff. You
may want to put this participant
in 0130C, which is a single, or in
0140C, which is a double.

Also notice the check marks
next to each room. If a room has
a check mark, it has been
designated as cleaned by the
housekeeping staff - no check
mark means the room is not
clean (see Section 17.11: Mark
Rooms Cleaned Wizard).

To assign the room, click the room number you want to assign the
current participant to and click the Assign button, then click the
Post button on the toolbar. The room assignment for this participant
is displayed under the Arrival and Assignments portion of the
Participant’s General tab (Figure 9-17).

General | Additional Info I Charges and Paymentz I Events I

Contact Informatior

Last : IF'resu:u:ut

First : IJ Enny

R :

Arrival and Aszignments

Building : aé IN:::rth Tower vI
IEI'I anc vI

Figure 9-17

If you try to assign an unclean room to a participant, you will get a
warning (Figure 9-18). Click the OK button to assign the unclean room, or
click the Cancel button to go back and select another room.

9.4 Find/Assign Blocked Room

This method of assigning a room is ideal for placing a participant into a
room that has been pre-blocked for a conference.

1.

In the browse tree, expand Subgroups/Participants, click on the
name of the Participant you want to assign to a room, and click the

General tab.
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2. In the browse tree again, expand *.* Find Yacant Room E _ 0] x|
Room Assignments and click [ BuidingandDate
Find/Assign Blocked Room (or ot TR JZ' Bfeen_|
. Check-In: [6/21/2000 - ;
click the Procedures button on sk | seson_|
. Check Out: [7/5/2000 =]
the toolbar and select Assign
Blocked Space)_ The Assign Fioom |F!00mT_l,lpe |H00m8t_l,lle |W’henAvaiIabIe |;|
. : pe01a0s | Doble  [AC |
Blpcked Space window will open X038 Double D e 1,/2000
(Figure 9-19). ¢ 01300 Single AC n‘a
s 01404 Double Mon-AC £/10/2000
3. Check the “Vacant Rooms Only” _(NE__Doubls HooAC R/7/2000 ‘
. - x|
checkbox to have the wizard only
dlsplay blocked rooms that are @ This raom is nat clean, Are you sure you wank ta assign it?
completely vacant; that have no
participants in them. Check the _Cancel |

“Same gender only” checkbox to
have the wizard display only blocked rooms that have a participant
in them of the same gender as the current participant, or that have
no participants in them at all. If the participant you are working with
is in a subgroup, you will have the option to check the “Participant’s
subgroup only” checkbox to have the wizard display only rooms that
were blocked for the subgroup the participant is in. If the participant
you are working with is not in a subgroup, the last checkbox will be
gray and you will not be able to use it. Click the Next button.

Figure 9-18

*. | Assign Blocked Space -10O] x|

Thig wizard assigns a blocked space to the selected participant.

v “acant Rooms Only
[~ Same gender anly
¥ Participant's subgraup only

< Back |

x LCancel |

Figure 9-19

A list of all available rooms in the selected building within the selected
date range is displayed (Figure 9-20).
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*.* Assign Blocked Space 10l =l
Building | Fioom Mo, | Foom Type | Subgroup | Occupants
Marth Tower 0130B Daouble Crystal Mountain 1 blocked zpace
Marth Tower 07404 Daouble Crystal Mountain 2 blocked spaces
Morth Tower o140c Double Crystal Mountain 2 blocked spaces
Morth Tower 01508 Double Crystal Mountain 2 blocked spaces
Morth Tower 0160B Double tizzion Ridge 2 blocked spaces
Marth Tower 01704 Daouble tizsion Ridge 2 blocked spaces
Marth Tower m7oe Daouble tizsion Ridge 2 blocked spaces
Marth Tower 01804 Daouble tizsion Ridge 1 blocked zpace
whest Tower 0720B Double whhistlier\Blacke... 2 blocked spaces
Wiest Tower 07300, Double Whigtler\Blackeo.., 2 blocked spaces
1] | *

< Beok _ X Conce |
Figure 9-20

4. Select the room you want to assign to the participant and click the
Next button. Click the Cancel button to close the wizard. The room
assignment for this participant is displayed under the Arrival and
Assignments portion of the Participant's General tab.

9.5 Batch Assignments Wizard

The Batch Assignments wizard makes it easy to assign participants to
rooms if the participants are already entered in Conference Programmer.
For example, if you have 100 participants in Conference Programmer and
100 beds blocked, you can run this wizard to rapidly assign participants to
those rooms. Or if you have a printed list of your blocked rooms (like the
“Assignment List No Subgroups” report in report folder #6) and your
participants’ names have been written next to the appropriate room number
as they checked in, this wizard makes it easy to assign the correct
participants to the appropriate rooms.

Make sure you are working in the correct conference, that the
participants have already been entered into Conference Programmer, and
that the conference has rooms blocked.

1. In the browse tree, expand Room Assignments and click Batch
Assignments. The Batch Assignments window will open. Click the
Next button (Figure 9-21).
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A ||St Of a” rooms *. % Batch Assignments - 10] x|
blocked for this conference
) . . Foom Mumber Participant | ﬂ
is displayed. Figure 9-21 T o BT =
shows that room 0130A in Narth Tower 01304
. . . Marth Taower 01308
North Tower is listed twice, ———
as are some of the other North Tower 0130C
rooms - each listing Horthillow 0Lk
Marth Tower 07402
represents a bed. If North T T e
Tower room 0130A was Noith Tower 0140C
blocked as a double, it will Horth Tower 01508
. i . i Marth Taower 01508 LI
show up twice in this list.
2 CI|Ck in the < Back | Mest » I xgancell
Participant column .
P Figure 9-21

next to the first

room. A drop-down list opens containing every participant in this
conference not yet assigned to a room. Click on the participant you
want to assign to the current room.

3. Press the Tab key on the keyboard to move to the next room, then
select a participant for it, and continue until your room assignments
are done.

An even faster way to assign participants in this wizard is to use the
keyboard. Click in the Participant column next to the first room, then start
typing the last name of the participant you want to assign to this room; the
list automatically scrolls to the participant you are typing. When the
appropriate participant is selected (when you have typed enough of their
last name to identify them), simply press the Tab key on the keyboard to
move to the next room and continue the process.

Notice that as you assign participants to rooms in this wizard, their
names do not appear in the list for the next room. Although the rooms
assignments have not actually been processed yet (they will be processed
when you complete the wizard), the wizard knows you want to assign them
to a room so it updates the list of unassigned participants automatically.

4. Click the Next button to process all your assignments. Click the OK
button to close the wizard.
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9.6 Deleting a Room Assignment

1. In the browse tree, expand Subgroups/Participants, click on the
name of the Participant whose room assignment you want to
delete, and click the General tab.

2. Click the pencil-eraser button on the right in the Arrival and
Assignments section, immediately to the left of the Building field
(Figure 9-22). This erases the building and room assignment, not
the participant. Click the Post button.

General |gdditinnal Infu:ul Charges and F'a_l,lmentsl Eventsl

Contact [nfarmatior Arival and Azsignments——

Last:lF‘rescnt Buiding: INl:urth Tower vI

First : IJ Enny Firn : ||:|1 A0C - I

Figure 9-22

You can delete a participant’s room assignment from the Reservation
Calendar by clicking on the room assignment (the cell in the Reservation
Calendar with the participant’s name) and clicking the Delete button on the
toolbar, or by right-clicking anywhere in the window and selecting Delete.
This will only delete the room assignment, not the participant. The
participant’s name will re-appear in the participant list, if you have it open,
because they are now unassigned.

9.7 Other Room Assignment Features

Two other features under Room Assignments are Check Room
Occupants and Room Availability. Both of these features are very helpful
aides in determining room inventory, but are not methods for making room
assignments.

Check Room Occupants

This feature is used to determine who is in a particular room on a
specific date.

1. In the browse tree, expand Room Assignments and click Check
Room Occupants. The Room Occupants window will open
(Figure 9-23).
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Room Occupants 5'

Select the date, building, and reom. Prezs the "Find" button. Double click on the
participants to go ta the specific recaord.

—Building and Date

Building : Room : Date :
| =l x| |as25/2003 |
Mame I Gender I Dates |

Find |

Figure 9-23
2. Select a building in the Building field and a room number from the
Room field. The Date field is automatically filled in with today’s
date. You can change this date to find the occupants of a room on
any date. Click the Find button. If there are any, the participant(s)
in that room will be displayed (Figure 9-24). Double-click a
participant in the list to load their record behind the wizard window.

Room Occupants

Select the date, building, and raom. Prezs the "Find"' buttorn. Double click on the
participants to go to the specific record.

—Building and Date

Building : Foom ; Date:

[\wiest Tower x| |o750 | [prz7iannz =l
MHame | Gender | [rates |

* Grunheit Steve il B/2B/2002 - 8/28/2002

* Hangen Marci F 8/26/2002 - 8/28/2002

v _ |

Click the OK button to close the Check Room Occupants wizard.

Figure 9-24

Page 114



Section 9: Room Assignments

Room Availability

This feature is helpful in determining general room availability within a
specific date range.

1. In the browse tree, expand Room Assignments and click
Room Availability. The Room Availability window will open
(Figure 9-25).

*.t Room Awailability ;IEIII

Thiz wizard digplays room availability in the selected buildlings.

. Marth Tower
Check-n: Padua

|8!28#2DD2 'l South Tower

west Tawer
Check-Out :

|8!2832DD2 - l

Select Al |
Clear Al |

< Back |

Figure 9-25

x LCancel |

2. The Check-In and Check-Out fields are automatically filled in with
today’s and tomorrow’s dates, which isn't very useful. Be sure to
change these dates to the range during which you are looking for
room availability. Check the checkbox next to each building you
want to search for available rooms. You can select all or none of
your buildings by clicking the Select All or the Clear All buttons,
respectively. Click the Next button.

The available rooms for the
chosen building(s) are displayed

*: Room Awailability ;Iglll

Building | Foom Tupe | Count | Capacity | (Figure 9_26) ThlS iS Very he|pfu|

Morth Tower Double 294 588 A .

Nerth Towier Single 284 284 for the situation when someone

Padua Drouble 1 2 ) .

Paclua Single 1 1 calls and inquires about room

South Tower Double 238 476 . - . e .

South Tower Single 215 215 availability during a specific time

‘whest Tawer Double 178 356 .

West Tower Single 148 148 of year. Click the Next button to
close the Room Availability
wizard.

< Back

x Lancel |

Figure 9-26
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10 Billing

Billing is the single most important and time-consuming process in
Conference Programmer. Although Conference Programmer has many
great features to help ensure a successful conference season, the hilling
process is where the power lies. Conference Programmer is so flexible, we
will not list every possible combination of options you can use in setting up
rate structures and billing options. But, by studying our examples and
through experience, you will learn how to use this program to fit your
specific needs.

The billing process involves calculating all charges and then invoicing the
main contact for the group (Group Billing), the individual participant (Individual
Billing), a subgroup (Subgroup Billing), or any combination of the three.

Our focus in discussing billing is on calculating charges. Entering a
payment is almost as simple as clicking the Add Payment button. The
calculation of charges - with the multitude of possibilities - is what creates
the challenge.

10.1 Group Billing

Group Billing usually involves sending an invoice to the conference
contact - the individual whose contact information is on the Conference
General tab - which will include charges for all the participants in the
Conference.

The steps for group billing are:

1. Run the appropriate wizard. To calculate housing charges you will
most likely run the Group Bill wizard. You may or may not run the
Meal Planning, Catering, or Meeting Room Wizards, depending on
what services the group uses. Calculating charges after running
the wizards is discussed in this section.

2. Post the Charges to the Conference Charges and Payments tab.
After the wizards have been run, the totals can be calculated. With
the Group Bill wizard, the total housing charges may be calculated
and posted automatically. For Meal Planning, Catering, and
Meeting Room charges, use the corresponding “Group Billing
Worksheet” reports (report folder #11) to calculate the total charges.

3. Print and send an invoice. This would most likely be sent to the
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conference contact. To generate an invoice, print the “Conference
Summary Bill” report (report folder #12).

Calculating Housing Charges With the Group Bill Wizard

Calculating the housing charges is the greatest strength of Conference
Programmer and is completely automatic. Unfortunately, the housing
charges are usually the most complex charges to determine. You will most
likely have participants in single and double rooms, multiple buildings,
different participant types, different lengths of stay, varying discounts,
multiple events, and other various factors that might affect housing charges.

For this example, we will assume two conditions exist: Your conference
has a complete Transaction Template with charges applied to the
Conference (see Section 5.1: Setting Up a Transaction Template) and your
participants have room assignments.

1. Inthe browse tree, expand Wizards and click Group Bill. The Group
Bill Wizard window will open. Make sure you are on the correct
conference. If not, close the wizard, select the appropriate
conference, and re-open the Group Bill Wizard. Click the Next button.

The Group Bill Wizard automatically calculates charges for each
participant's housing based upon the conditions established in the
Transaction Template (Figure 10-1).

" Group Bill Wizard 1Ol =|
Building | Item | Amount | Unit Charge | Mightz/Diayss... | Participants |
Double Roa... | Morth Tower 47250 $17.50 27 Nights 9
Double Roo... | ‘west Tower $735.00 $17.50 42 Mights 14
Single Boom... | Morth Tawer $25.00
Single Room... | ‘West Tawer $225.00 $25.00 9 Mights 3
Confirm

Finished. Click okay if you would lilke to

wiite theze charges to the charges and payments

ICIEEn.

Cancel
< Back | Mext > I x Lancel |
Figure 10-1

2. When the calculation is complete, you will see a confirmation win-

dow. Click the OK button to write the charges to the Conference

Charges and Payments tab.

Page 118



Section 10: Billing

If you have already run the Group Bill wizard and applied the charges,
doing so again will not cause a problem; in fact it can only be beneficial. You
might be asked what you want to do (replace the old charges with the new
ones, reverse the old charges and add the new ones, etc.). If you are not
sure if the charges on the Conferences Charges and Payments tab are up
to date, click the OK button to write the current charges (which are correct,
because they were calculated right now) to the Conference Charges and
Payments tab and replace the old charges with the new ones (or mark the
old charges deleted).

3. You will then be asked if you want to view the current charges in a
report (Figure 10-2). If you want to view a report showing only the
currently calculated charges (there are

other possile.charges that are not

1)

calculated in the Group Bill wizard), click

Click. okay if you would fike to view this the OK button to open the Group Billing
information in a report. Thiz will take a few ;
moments while a termparary table iz b, Report window. Choose the report you

would like to view from the Group Billing

Cancel | Report field and click the Next button.

You may print the report by clicking the

Figure 10-2

button with the printer icon.

4. Click the Next button to exit the Group Bill wizard.

Viewing Charges

The charges generated by running the Group Bill wizard are posted to
the Conference Charges and Payments tab. If you have elected to include
the building code on auto charges (see Section 10.7: Charge Date Rules),
the charges are itemized by building. To view the charges, click
Conferences in the browse tree and click the Charges and Payments tab
(Figure 10-3).

Pharmaceutical Association

& Setup

5 Participants
{ﬁ Rieservation Calendar

General I Service Template  Charges and Papments | Tranzaction Templatel Ewents Template I

TypeiTrang #/ser | Payrent | Charge | Date | Description

FH7HM - za $47250 B/7/02 Double Foom Rate. 27 Mights & $17.50/Night. Morth Tower.
# #7355 $735.00 E/7/02 Double Room Rate. 42 Mights & $17.50/Night. West Tower.
é}’ H73IE-za $0.00 BA7/02 Single Room Rate. 0 Mights & $25.00/Might. Morth T ower,
FH7I -z $225.00 BA7/02 Single Room Fate. 9 Nights & $25.00/Might. West Tower.

Figure 10-3

The current balance due for the conference is displayed at the bottom
of the screen in the status bar.
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Calculating Meal Charges

1. To determine meal charges you must first run the Meals wizard
(see Section 13: Meals Wizard).

2. In the browse tree, expand Reports, expand “(11) Group Billing
Worksheets” (report folder #11), and click the “Food Service Billing”
report (Figure 10-4) (see Section 16.1: Viewing Reports). Select
the conference you want to calculate charges for in the Conference
field and click the Preview button on the toolbar.

Brea kfast Lunch Dinner Tokl
Dak Conunt Rate Count Rate Count Rate Lrnomt Taxh TaxB Arount
North
Sep 2701 50 400 53 550 500 550 766,50 4434 000 51134
Sep 2301 50 400 53 550 S0 550 766,50 4434 000 81134
Sep 2901 50 4m 53 530 S0 30 766,50 4434 000 21134
DiringHall Toti ke 130 159 150 2,299 50 13452 000 243402
South
Sep 2701 25 400 25 550 25 550 37500 2194 000 306,94
Sep 2301 25 400 25 550 25 350 37500 2194 000 306,94
Sep 2901 25 4m 25 530 25 330 37500 2194 000 306,94
DinngHal Tonk 5 7 75 112500 6582 000 1,190.82
| Repart Totak
| 2 | | 225 | saasn 20034 0.00 3,624.54
Figure 10-4

3. This report displays the amount, tax, and total amount (amount +
tax) of the selected conference’s Meals. You can manually post the
meals charge on the Conference Charges and Payments tab: You
should manually enter the pre-tax total for the meals, and select
the appropriate tax rule - Conference Programmer will calculate
the tax for you. Only in this way can you separate tax from the
charge in revenue reports (if you enter a manual charge for the
total plus the tax and apply a “No Tax”rule to it, Conference
Programmer cannot know how much of the total is for meals and
how much is for tax).

Calculating Meeting Room Charges

1. To determine meeting room charges you must first run the Meeting
Room wizard (see Section 15: Meeting Facilities Wizard).

2. In the browse tree, expand Reports, expand “(11) Group Billing
Worksheets” (report folder #11), and click the “Facilities Billing”
report (see Section 16.1: Viewing Reports). Select the conference
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you want to calculate charges for in the Conference field and click
the Preview button on the toolbar.

This report displays the amount, tax, and total amount (amount +
tax) of the selected conference’s Meeting Rooms. You can
manually post the meeting rooms charge on the Conference
Charges and Payments tab: You should manually enter the pre-tax
total for the meeting rooms, and select the appropriate tax rule -
Conference Programmer will calculate the tax for you. Only in this
way can you separate tax from the charge in revenue reports (if
you enter a manual charge for the total plus the tax and apply a “No
Tax” rule to it, Conference Programmer cannot know how much of
the total is for meeting rooms and how much is for tax).

Calculating Catering Charges

1.

To determine catering charges you must first run the Catering
wizard (see Section 14: Catering Wizard).

In the browse tree, expand Reports, expand “(11) Group Billing
Worksheets” (report folder #11), and click the “Catering Billing”
report (see Section 16.1: Viewing Reports). Select the conference
you want to calculate charges for in the Conference field and click
the Preview button on the toolbar.

This report displays the amount, tax, and total amount (amount +
tax) of the selected conference’s Catering. You can manually post
the catering charge on the Conference Charges and Payments
tab: You should manually enter the pre-tax total for catering, and
select the appropriate tax rule - Conference Programmer will
calculate the tax for you. Only in this way can you separate tax
from the charge in revenue reports (if you enter a manual charge
for the total plus the tax and apply a “No Tax” rule to it, Conference
Programmer cannot know how much of the total is for catering and
how much is for tax).

Manual Conference Charge Entry

You can manually enter a charge on the Conference Charges and
Payments tab. For example, once you have generated totals for Meals,
Catering, or Meeting Rooms via the appropriate wizards and billing reports,
you manually enter the appropriate charge on the Conference Charges and
Payments tab.
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1. Make sure you are working in the conference you want to manually
add a charge to. In the browse tree, click Conferences and click the

Charges and Payments tab.

2. Click the Add Charge button on the
toolbar. The New Charge dialog box will
appear (Figure 10-5).

3. Enter the amount of the charge in the
Charge field - in this example, this is the
pre-tax total you generated on the
appropriate billing report. Choose a tax
rule from the Tax field - this field is
required even if you do not charge tax.
Select an account to track this charge
from the Account field. The Date field is
automatically filled in with the
conference’s check-out date (see
Section 10.7: Charge Date Rules), but
you can change this to the date you
want this charge to be posted. Figure
10-6 shows $500.00 charged to the
Miscellaneous account using the “No
Tax” rule to be posted on June 7, 2002.

You can select a building in the Building field
if you want to track charges that specifically. For
example, if you want to track Meeting Room
charges in the North Tower building separately
from Meeting Rooms charges in the South
Tower building, you can select the appropriate
building for each charge.

You can also enter any information you want
into the Notes field (up to 100 characters). This will
appear on the invoice that your customer sees.

4. Click the OK button to post the charge.

Mew Charge

—Charge Amount

Eharge:l | $a‘L|nit:|
Mo. LInits:Il:l 3, Unils:l vl

Date, dccount, and Tax Rule

Date |E£?‘£02 'I T

a:-::l vl

Account : I j
—Building and Mote
Building : | =]
Motes : I
\/' (] I x LCancel |
Figure 10-5

Mew Charge X

—Charge Amount
Charge : $500.00 A

M. Llnits:IU 3. Units:l vI

nit:l—

—Date, dccount, and Tax Rule

Date IE.*'?J"D2 vl T

Account ;

ar I Mo Tax - I

Building and Hote:

Building:l =]
Maokes ; I
\/ Ok I x LCancel |
Figure 10-6
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Entering Charges On a Cost-Per-Unit Basis

You can also manually enter a charge on a cost-per-unit basis. For
example, 53 of a conference’s participants rent an alarm clock at the rate
of $3.35 per rental. In this example, in the New Charge dialog box you
would set the No. Units field to 53 (you can type “53"” or click the up/down
arrows to adjust the value of the field). You would also type “3.35" in the
$/Unit field, and select a tax rule in the Tax field and an account in the
Account field, then click the OK button to post the charge.

Notice we left the Units field empty in this example (Figure 10-7). The
posted charge would say “Miscellaneous. 53 @ $3.35. No Tax” (with
“Miscellaneous” replaced with the account you

selected). If you want more detail, you can
~Charge Amount customize the items listed in the Units field's

Charge : | $177.55 §/Urit: | $2.38 drop-down list (see Section 17.1: Changing a
He. Units : |53 2] Units: | =] Drop-Down List). You could add a unit called

“Alarm Clocks” and select it in the Unit field.

rDate, Account, and Tax Rule

Account :

Date |5fm2

. The charge would then say “Miscellaneous. 53
- e - .

=l = et I pam Clocks @ $3.35. No Tax' (wih
“Miscellaneous” replaced with the account you

—Building and Mote

selected). Although this method displays more

Buiding - | =l detail, keep in mind that for each time you use
Notes: | it, you must enter another value in the Units
field’s drop-down list. This list could quickly get
out of control. A better solution may be to leave
\/ ok I x LCancel | . " X
the Units field empty and enter in the Notes
Figure 10-7 field any detail you want.

Printing Conference Invoices

Printing an invoice for a conference is slightly different than printing an
invoice for a participant or for a subgroup.

1. Inthe browse tree, expand Reports, then expand “(12) Conference
Billing” (report folder #12) and click “Conference Summary Bill” (see
Section 16.1: Viewing Reports). Select the conference you want to print an
invoice for in the Conference field, then click the Preview button on the
toolbar. An invoice report is displayed for the selected conference. Click the
button with the printer icon to print the invoice.
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10.2 Individual Billing

When billing individuals, charges are posted on the Participants
Charges and Payments tab instead of the Conferences Charges and
Payments tab. Although both of these tabs display the same type of
information and look very similar, the background color of the Conferences
Charges and Payments tab is blue, while the background color of the
Participants Charges and Payment tab is white - this is to help you quickly
differentiate them. Use individual billing only if you intend to invoice each
participant directly, much like a hotel. To post charges for participants you
can run the Auto Charge wizard or click the Auto Charge button on the
toolbar while viewing a participant's Charges and Payments tab. You can
also enter a charge manually.

Participant Auto Charge Wizard

For this example, we will assume two conditions exist: Your conference
has a complete Transaction Template with charges applied to the
Participant (see Section 5.2: Applying Charges To the Participant), and your
participants have room assignments.

1. In the browse tree, expand Wizards and click Auto Charge. The
Auto Charge Wizard window will open (Figure 10-8). Make sure
you are working with the desired conference.

Auto Charge Wizard x|

Thig wizard guides you through the process of automatically charging individual
participants or subgroups based on items in the tranzaction template and the
events template. Make sure the appropriate conference has been selected.

Camera Club

Select the appropriate level to autocharge

% Patticipants

" Subgroups

x Cancel |

% Hack

Figure 10-8
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2.

You can tell the wizard to calculate and apply appropriate charges
to Subgroups or to Participants. In this example, select Participants
and click the Next button.

All participants in the selected conference are listed. By default, all
participants have a check mark next to their name, signifying that
the wizard should apply charges to those participants (the wizard
ignores participants without a check mark). If you have applied
auto charges to a participant before, their name will not have a
check mark in the list - you can still check their checkbox if you
want to re-apply the appropriate auto charges. You can check or
uncheck all participants by clicking the Select All or Clear All
buttons, respectively. Or you can check specific participants by
clicking the check box next to their name (Figure 10-9).

Auto Charge Wizard Ed |

Clear Al

Select All

Andersan Skip
Bilingz Jacob
Denayer Carl
Eid Eirsten
Gentry Cathy
Grunheit Steve
Hanzen Marci
Hill Chriz

Hill Lila

Srnith Kevin
Tweeit Gardy
Yitalic Linda
Yaude J ane

< Back |

x Cancel |

Figure 10-9

4. Click the Next button to run the wizard, which will process charges

for all the selected participants.

If you have already run the Auto Charge wizard for Participants or have
clicked the Auto Charge button for any participant, doing so again will not
cause a problem; in fact it can only be beneficial. You might be asked for
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each participant what you want to do (replace the old charges with the new
ones, reverse the old charges and add the new ones, etc.). If you are
unsure if all of your Participants Charges and Payments tabs are up to date,
run the Auto Charge wizard again, select every participant, and replace the
old charges with the new ones (or mark the old charges deleted).

5. You will be prompted when the processing is finished. Click the OK
button to exit the wizard.

You can view a participant's charges in the Participants Charges and
Payments tab. Figure 10-10 shows Skip Anderson’s charges. His information
met conditions that allowed the Transaction Template to calculate his room
and meal charges. Charges for a T-shirt and Lobster Dinner were generated
by his choice of events (see Section 6: Events Template).

Skip Anderson
4% Conferences General I Additional Infa Charges and Payments | Ewvents I
2 Participarits —
ﬁ 3 Type/Trans #/ser | Fayment | Charge | Date | Description | Tax
. ) ;}’ #E74-3a $47.50 | B/28/02 Single Room. 2 Mights @ §23.75/Might. "West Tower Mo Tax
ﬁ Denoyer, Carl é}’ HE7S-3a $47.63 | B/28/02 Meal Plan &, 3 Days @ $15.00/D ay. West Tower, Taw...
&% Eid, Kirsten F #E76-2a $14.00  8/28/02 Camera Club T-Shirt. 1 & $14.00. West Tower. Mo Tax
ﬁ Gentry, Cathy FHE7-2a $25.00 | 8/28/02 Lobster Dinner and Lecture, 1 @ $25.00. West Tower. Mo Tax
-3 Grunheit, Steve
Figure 10-10

Participant Auto Charge

You can use the Auto Charge button to apply charges to a single
participant.

1. In the browse tree, expand Subgroups/Participants, click on the
name of the Participant you want to apply charges to, and click the
Charges and Payments tab.

2. Click the Auto Charge button on the toolbar. Charges are calculated
for that participant only (Figure 10-11). The participant's current
balance due is displayed in the status bar at the bottom of the screen.

“hPayment FE | % Charge F7 & Action 3 &uto Charge o Previous B Mest || B Quick Report ~ @ Lacate -

Jane Yaude

@ Conferences General I Additional Infa - Charges and Payments Iﬁventsl

-5 |Participants =
QS Fiezervation Calendar TypedTrans #/)ser | F'a_l,lmentl Chargel [ ate | Description

Reports F #738-sa $47.50 | 8/28/02 Single Foom. 2 Mights & $23.75/Might. W...

+ £B wizads 37 H739-za $47 63 | 8/2B/02 Meal Plan A, 3 Daps @ $15.00/Day. West .
E& Setup 37 H740-za $20.00 | 8/28/02 Lobzter Dinner and Lecture, 1 (@ $25.00. ...
Figure 10-11

Page 126



Section 10: Billing

Manual Participant Charge Entry

MNew Charge
r—Charge Amount
Charge : | I s/unit: | You can manually enter a charge on the
No. Urits: [0 2] Urits | = Participants Charges and Payments tab.
~Date, Aocount, and Tax Fule 1. In the browse tree, expand Subgroups/
Date: [8/28/02 x| Tax:| || Participants, click on the name of the Participant

Account I

=l you want to enter a charge for, and click the

—Building and Mote:

Building : |

- Charges and Payments tab.

MNaotes : I

2. Click the Add Charge button on the toolbar. The
New Charge window will open (Figure 10-12).

\/ ok, I x Cancel |

Figure 10-12

3. Enter the amount of the charge in the Charge field. Choose a tax
rule from the Tax field - this field is required even if you do not
charge tax. Select an account to track this charge from the Account
field. The Date field is automatically filled in with the participant’s
check-out date (see Section 10.7: Charge Date Rules), but you can
change this to the date you want this charge to be posted.

You can select a building in the Building field if you want to track charges
that specifically. For example, if you want to track Lost Key charges in the
North Tower building separately from Lost Key charges in the South Tower
building, you can select the appropriate building for each charge.

You can also enter any information you want into the Notes field (up to
100 characters). This will appear on the invoice that your customer sees.

4. Click the OK button to post this charge to the participant’s record.

Entering Participant Charges On a Cost-Per-Unit Basis.

You can also manually enter a charge on a cost-per-unit basis. For
example, a participant purchases 5 parking passes at $4.00 each. In this
example, in the New Charge dialog box you would set the Items field to 5
(you can type “5” or click the up/down arrows to adjust the value of the
field). You would also type “4” in the $/Unit field, and select a tax rule in the
Tax field and an account in the Account field, then click the OK button to
post the charge (Figure 10-13).

Notice we left the Units field empty in this example. The posted charge
would say “Parking. 5 @ $4.00. No Tax” (assuming you chose the Parking
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account). If you want more detail, you can x|
customize the items listed in the Units field’s  [-Charge Amourt
drop-down list (see Section 17.2: Changing a Aot ; $20.00 $£Unit:| $4.00
Drop-Down List). You could add a unit called hems:[5 uns[  +]
“Parking Passes” and select it in the Unit field. —Date, Account, and Tax Ruls
The charge would then say “Parking. 5 Parking Diate: m Taﬂ:m
Passes @ $4.00. No Tax” (assuming you chose o o— =]
the Parking account). Although this method =5,
displays more detail, keep in mind that for each Buiding: =] Tao| =
time you use it, you must enter another value in Nates: |
the Units field’s drop-down list. This list could
quickly get out of control. A better solution may be
to leave the Units field empty and enter in the o OK * Cancel |
Notes field any detail you want.

Figure 10-13

Printing Participant Invoices

Printing an invoice for a participant is slightly different than printing an
invoice for a conference or for a subgroup.

1. Make sure you are working with the correct conference. In the
browse tree, expand Subgroups/Participants and click on the
participant you want to print an invoice for. You might also need to
expand the subgroup the participant is in.

2. Click the Quick Report button on the toolbar and select Individual
Bill. An invoice report is displayed for the selected participant. Click
the button with the printer icon to print the invoice.

You can print invoices for multiple participants simultaneously with the
Send Confirmations wizard (see Section 17.15: Send Confirmations
Wizard).

10.3 Subgroup Billing

The ability to create and bill a subgroup is vital to many conference
operations. A subgroup is like a mini conference within a conference. The
subgroup contact (the person whose contact information is on the
Subgroup General tab) is usually the person to be invoiced.

Other charges besides housing can be charged to a subgroup. You
may choose to enter parking or program fees, for example, in the
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Transaction Template as well as the housing charges. Each patrticipant’s
charges are calculated and applied to the subgroup when you run the Auto
Charge wizard for subgroups.

You can set up the Events Template so that the charges for the events
apply to the subgroup as well (see Section 6.1: Creating Events).

Subgroup Auto Charge Wizard

In this example, we will assume three conditions exist: Your conference
has a complete Transaction Template with charges applied to the Subgroup
(see Section 5.4: Applying Charges To a Subgroup), you have subgroups
set up in your conference (see Section 7.1: Creating a Subgroup), and your
participants have room assignments and are assigned to subgroups (see
Section 7.4: Assigning Participants To Subgroups).

In this example, all of our participants are in either a single room or a
double room. Figure 10-14 shows our Transaction Template. Note that the
Applies To field is set to Subgroup.

.1 Edit Transaction Template !E

General | Service Template | Charges and Papments  Iransaction Templats | Figure 10-15 shows the Events
Riate Name [ Riate Settings Template for this example. Note again that
Double R oom $15.00 / Might. Mo T ax. Housing. . - H

Single Foam $22,00 / Night. No Tax. Housing. the Applies field is set to Subgroup.

1. In the browse tree, expand Wizards

R ate Description

Rate Mame : |D0uble Ro

an and click Auto Charge. The Auto

Account IHousing

= Charge Wizard window will open

$/Unit - | $1

Applies Ta: | Subgroup

Egu:zl:f:: ﬂ (Figure 10-16). Make sure you
' working with the desired conference.

I jv

—Add Rate Formula Conditio

Delete | 2. You can tell the wizard to apply

Roaom Type = Double
Status <> Mo-Show
Status <> Canceled
Statuz <> Caommuter

appropriate charges to Subgroups or
to Participants. In this example, select

W OK I X Cancel |

Subgroups and click the Next button.

Figure 10-14

3. All subgroups in the selected conference are listed. By default, all
subgroups have a check mark next to their name, signifying that
the wizard should apply charges to those subgroups (the wizard
ignores subgroups without a check mark). If you have applied auto
charges to a subgroup before, that subgroup will not have a check
mark in the list - you can still check its checkbox if you want to re-
apply the appropriate auto charges. You can check or uncheck all
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subgroups by clicking the Select All or Clear All buttons,
respectively. Or you can check specific subgroups by clicking the
check box next to their name (Figure 10-17).

General I Service Template I LCharges and Payments I Transaction Template Events Template I

E vent/tem | Cost |Begin IEnd

| Account

| Tax

Ski Extreme T-Shirt $10.00 | 3115/
wiarren Miller's "Steep and Deep” movie | $7.50 | 3415/

.t Event ltem
—Ewvent or ltem

MName : |W'arren Miller's "Steep and Deep” mavie
Date: [315/02 =] End:| =l
Ma. : ID 3,

Charge, Account, and Tax Rul

Charge :I $7.80  Tak: INo Tax j
Account : IMisceIIaneous j

r—Other
Location : I"The Lounge"

Applies : ISubgroup j Sort:|§ j

W OK I XK Cancel |

Miscellane... | Mo Tax
Miscellane.. | MoTax

Figure 10-15

4. Click the Next button to run the

wizard, which will process
charges for all the selected
subgroups.

If you have already run the Auto
Charge wizard for Subgroups, doing so
again will not cause a problem; in fact it can
only be beneficial. You might be asked for
each subgroup what you want to do
(replace the old charges with the new
ones, reverse the old charges and add the
new ones, etc.). If you are unsure if all of
your Subgroups Charges and Payments
tabs are up to date, run the Auto Charge
wizard again, select every subgroup, and
replace the old charges with the new ones
(or mark the old charges deleted).

Auto Charge Wizard

This wizard guides you through the process of aut
participants or subgroups based on ikems in the trgl
events template. Make sure the appropriate confg
Morthwest Ski Extreme

Select the appropriate level to autacharge—|

© Paticipants

< Back | Mext» I

Figure 10-16

Auto Charge Wizard

= Crystal Mountain
: Mission Ridge
= Schwitzer Basin
Clear all | WistlerhBlackcomb
Figure 10-17
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5. You will be prompted when the processing is finished. Click the OK
button to exit the wizard.

You can view a subgroup’s charges in the Subgroups Charges and
Payments tab. Figure 10-18 shows a subgroup’s charges from our example.

@f-\dd Payment % Add Charge ? Auto Charge & Action | Subgroup Report - Cop_l,J

Crystal Mountain

-3 Conferences General Charges and Payments |
- Patticipants —
C ; = Type/Trans #/User | Payment|  Charge | Date
Mission Ridge ¥ #8943 5a $B0.00 | 3/20/02
Schwitzer Basin # #8944 - 5a $45.00 | 3/18/02
Wistler\Blackcomb ?:3' #845- 25 $45.00 | 3/18/02
-3 Room Assignments F 1846 -sa $45.00 | 3418402
t Reparts F #9847 - 5a $45.00 | 3418702
=GB Wizards F 1948 -ca $45.00 | 3/18/02

Figure 10-18 Subgroup Auto Charge

You can use the Auto Charge button to apply charges to a single
subgroup.

1. In the browse tree, expand Subgroups/Participants, click on the
name of the subgroup you want to apply charges to, and click the
Charges and Payments tab.

2. Click the Auto Charge button on the toolbar. Charges are calculated
for that subgroup only (Figure 10-19). The subgroup’s current
balance due is displayed in the status bar at the bottom of the screen.

*'CP 4.5 c/s [Connection Info: LocalCP/sa]

File Subgroups Tools  Function

@Addpayment % Add Charge g.ﬁ.utoCharge 4 fction 4 Previous b Mest [B) Subgroup Repot - Jjlocate ~

Nornthwest Ski Extreme - Mission Ridge

6’ Canferences General Charges and Papments |
E@ Subgroups/Participants = —
Do Crpstal Mountain Type/Trans #)ser | F'a_l,.lmentl Charge' [ate | [escription
Eg i F #2249 - 1h $45.00  10415/2003 Doublz Ran
¥ #2250 - th $15.00  10415/2003 Doublz Ran
Contracts é}’ #2251 - 1h $45.00  10415/2003 Double Roo
Meeting Facilities # #2252 - 1h $62.00 1041542003 Single Roon
. i = Catering
Figure 10-19

Manual Subgroup Charge Entry

You can manually enter a charge on the Subgroups Charges and
Payments tab.
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1. In the browse tree, expand Subgroups/Participants, click on the
name of the subgroup you want to enter a charge for, and click the

Charges and Payments tab. NewChage H|

2. Click the Add Charge button on the [ thamge Amaunt

toolbar. The New Charge dialog box Charge ;| | $Unit: |
will appear (Figure 10-20). Mo, Units - ||;| 3_ Llnits:l .|

3. Enter the amount of the charge in the —Date, Account, and Tax Fule
Charge field. Choose a tax rule from Date: m Tax: I—LI
the Tax field - this field is required Acmunt:I 5
even if you do not charge tax. Select
an account to track this charge from [ Bulding and Hats
the Account field. The Date field is Building : [ ]
automatically filled in with the Nates: |
conference’s check-out date, but you
can change this to the date you want I—I
this charge to be posted. v K X Cancel |

You can select a building in the Building field if you want to track charges Figure 10-20

that specifically. For example, if you want to track Lost Key charges in the
North Tower building separately from Lost Key charges in the South Tower
building, you can select the appropriate building for each charge.

4. You can also enter any information you want into the Notes field
(up to 100 characters). This will appear on the invoice that your
customer sees.

5. Click the OK button to post this charge to the subgroup’s record.

Entering Subgroup Charges On a Cost-Per-Unit Basis.

You can also manually enter a charge on a cost-per-unit basis. For
example, you want to charge the subgroup for 5 parking passes at $4.00
each. In this example, in the New Charge dialog box you would set the
Items field to 5 (you can type “5” or click the up/down arrows to adjust the
value of the field). You would also type “4” in the $/Unit field, and select a
tax rule in the Tax field and an account in the Account field, then click the
OK button to post the charge (Figure 10-21).

Notice we left the Units field empty in this example. The posted charge
would say “Parking. 5 @ $4.00. No Tax” (assuming you chose the Parking
account). If you want more detail, you can customize the items listed in the
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X
rCharge Amount
Amount : | $20.00 $/Unit - | $4.00
ltemns : |5 Llnitxl j
rDate, Account, and Tax Rule
Date: [3/20/2002 w| Tani|NoTax |
Account : |[REI j
r—Other
Building:l j Tag:l j
Maotes : I

/ ok I x Lancel |

Figure 10-21

Units field’s drop-down list (see Section 17.1:
Changing a Drop-Down List). You could add a
unit called “Parking Passes” and select it in the
Unit field. The charge would then say “Parking. 5
Parking Passes @ $4.00. No Tax” (assuming you
chose the Parking account). Although this
method displays more detail, keep in mind that
for each time you use it, you must enter another
value in the Units field's drop-down list. This list
could quickly get out of control. A better solution
may be to leave the Units field empty and enter
in the Notes field any detail you want.

Printing Subgroup Invoices

Printing an invoice for a subgroup is slightly different than printing an
invoice for a conference or for an individual participant.

1. Make sure you are working with the correct conference. In the
browse tree, expand Subgroups/Participants and click on the
subgroup you want to print an invoice for.

2. Click the Subgroup Report button on the toolbar and select
Subgroup Billing. An invoice report is displayed for the selected
subgroup. Click the button with the printer icon to print the invoice.

You can print invoices for multiple subgroups simultaneously with the
Send Confirmations wizard (see Section 17.15: Send Confirmations Wizard).

10.4 Combinations of Conference, Subgroup, and

Participant Billing

You can set up the Transaction Template to apply charges to both the
conference and the participant (see Section 5.3: Applying Charges To Both
Conference and Participants). Once the Transaction Template is set up
correctly, run the Group Bill wizard to apply the appropriate charges to the
conference, and run the Auto Charge wizard to apply the appropriate
charges to the participants.

The same is true for applying charges to subgroups - any combination
of charges between conferences, subgroups, and participants is possible.
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10.5 Editing and Deleting Charges

There are two types of charges; auto charges and manual charges. To
edit an auto charge, you must adjust the criteria that determine the charge
and then run the Group Bill wizard (for group billed charges) or the Auto
Charge wizard (for individual or subgroup billed charges) again, which will
re-calculate the correct current charges. A manual charge can be applied
to the conference, the subgroup, or the participant without running any
wizards, and running a wizard will not affect any manual charge or
payment.

Editing Auto Charges

In a previous example, we had set up the Transaction Template for the
Northwest Ski Extreme conference to apply a Double room charge of
$15.00/Night for each participant to a subgroup (Figure 10-14). Now, let's
suppose we made a mistake and need to recalculate the rate at
$17.00/Night.

Change the rate in the Transaction Template to $17.00 and run the
Auto Charge wizard for subgroups again. The wizard will realize that the
subgroup already has auto charges and will prompt you with the Suggested
Adjustments window (Figure 10-22).

*.* Suggested Adjustments =] B3
Tupe/Trans #/Uzer Faument Charge | Date Degcription T:
37 #9371 -za $60.00 | 3/18/02 Double Roorn. 4 Mights @ $15.00/Mi.. Ny
# #3932 33 $45.00 | 3/18/02 Double Foom. 3 Mights @ $15.00/Mi.. | Me
¥ #9335 $45.00 | 3118702 Double Roorn. 3 Mights & $15.00/Mi.. | My
# #9343 $45.00 | 3/18/02 Double Foom. 3 Mights @ $15.00/Mi.. | Me
¥ #935-sa $45.00 | 3118702 Double Roorn. 3 Mights & $15.00/Mi.. | My
# #9363 $45.00 | 3/18/02 Double Foom. 3 Mights @ $15.00/Mi.. | Me
4| | |
—An adjustment is necessany to make the charges reflect the zervices and items selected
¢ Feverse these charges and add new charges
" Mark these charges as deleted and add new charges
" Delste theze charges and add new charges
X Cancel |
Figure 10-22
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When you select “Reverse these charges and add new charges” the
wizard will leave a record of the earlier charges but reverse them and add
the new, correct charges. The original charges, the reversed charges, and
the new, correct charges will all appear on your customer’s invoice,
however. When you select “Mark these charges as deleted and add new
charges,” the old charges remain in Conference Programmer, so an audit
trail is still maintained, but they are essentially deleted as far as the
customer’s balance and invoice are concerned - your customer will never
see them. You should determine which method your accounting
department prefers and use this method as often as possible.

The process is the same for charges generated by the Group Bill
wizard or the Auto Charge wizard for participants.
Editing Manual Charges

You cannot edit auto charges, only charges that you manually created.

1. Click the Charges and Payments tab of the conference, subgroup,
or participant that contains the payment you want to edit.

" el 2. Click on the charge you want to edit and click the
&+ Mark charge as deleted Action button on the toolbar, or right-click the

" Reverse charges

" Update charge

¢ Delete charge

 Mark charge as deleted and add new

" Delete all charges

charge and select Action. The Transaction Action
window will open (Figure 10-23).

3. Select “Update charge” and click the OK button.
The Edit Charge window will open. Change the
appropriate information and click the OK button to

% Cancel | post the modified charge.

Figure 10-23

Delete A Charge

You can delete any charge that has not been reconciled (see Section
10.9: Reconciling Charges and Payments).

1. From the Charges and Payments tab of a conference, subgroup,
or participant, click on the charge you want to delete.

2. Click the Action button on the toolbar, or right-click the charge
you want to delete and select Action. The Transaction Action
window will open (Figure 10-24).
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The actions that are made available to you in  Fe = —-e——m———""

the Transaction Action window depend on both [ Edistion

your security privileges and the state of the " Mark chaige as deleted
charge. For example, you might not be permitted " Reverse charges
to delete a charge, or a charge might be " Update charge

reconciled and deleting it is not an option.

3.

We recammend using "Mark as Deleted” rather than
simply deleting the transaction. This action
cannot be reversed, Delete transaction permanently?

Select “Delete charge” and click the OK 2
button. Click the OK button when asked to | © Delete allcharaes

= Mark charge as deleted and add new

confirm the deletion (Figure 10-25). ’—I
o DK X Cancel |

Cancel |

Figure 10-25

10.6 Payments

Entering a Payment

The process of entering a payment is the same whether you are
entering a payment for a conference, a subgroup, or a participant.

1.

Make sure you are working with the conference, subgroup, or
participant you want to add a payment for and click on the Charges
and Payments tab.

Click the Add Payment button on the toolbar. The New Payment
window will open (Figure 10-26). In this example, we are applying
a payment to a conference.

Enter the payment amount in the Payment field, and the type of
payment in the Type field. The Date field is automatically filled in with
the current date (see Section 10.7: Charge Date Rules), but you
can change this to the date you want this payment to be posted. In
the Account field, select whether you want this payment to be
considered a payment or a credit. In the Notes field, enter any notes
about this payment that you want the customer to see on the invoice.

Figure 10-24
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ﬁenerall Service Template  Charges and Papments |Iransacti0n Templatel The cht' Credit NO, and EXp fields

Type/Trans #/ser | F'a_l,lmentl Chargel Date

[Descipon] 7€ Optional, and you can enter a

New Conference Payment | X|

—Payment Amount
Payrment : I | Type: I j

rDate, Account, and Receipt Mo,

Date : I1Ua"8a’ﬂ1 j Hcpt:l

Account I j
—Building and Mote:
CreditNo:I E:-cp:l ﬂ
Mates : I

« OK I x Cancel |

credit card number and expiration
date here. Click the OK button.

In this example, we have
entered a Visa payment of
$1,500.00 to be posted on
10/8/2001 (Figure 10-27).

that o OK I X LCancel |

Figure 10-26
Editing a Payment
Editing a payment is much
like editing a charge.
1. Click the Charges and
Payments tab of the
conference, subgroup,
or  participant
contains the payment
you want to edit.
Transaction Action
—Edit Action

* Mark payment as deleted
" Update payrmert
" Mark payment az deleted and add new

" Delete payment

x LCancel |

Figure 10-28

Hew Conference Payment x|
—Paymett Amount
Payment : I $1.500.00  Type: IVisa j

Date, Account, and Receipt Mo,
Date: [10/2/01 | Rept:|

Account ; IF'ayment j

—Building and Maote:
CreditNo:I E:-tp:l j

MNikes ; IDeposit received |

Figure 10-27

Click on the payment you want to edit and
click the Action button on the toolbar, or
right-click on the payment and select
Action. The Transaction Action window will
open (Figure 10-28).

Select “Update payment” and click the OK
button. The Edit Payment window will
open. Change the appropriate information
and click the OK button to post the
modified payment.
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Entering a Credit

Credits to customers are handled as a negative payment or a negative
credit. For example, a particular conference has a credit balance (they have
paid more than they have been charged), and you want to issue them a

check for the difference (Figure 10-29).
General | Service Template  Charges and Papments | Transaction Template I Events Template I
Tope/Trans #/ser I F'a_l,JmentI Ehargel Date I Description I T ax
FAR 1027 - sa $1.500.00 1048401 Paymert received. Yiza, Deposit recei...
% #1028 -sa $234.00 3M18/02 Housging. Mo Tax
% #1032 - 22 $1.8820  318/02 Meals. Tax ...
TR 1033 - sa $1.000.00 1049401 Payment received. Check.
| (@) Credi Due - $383.99 |
. . Figure 10-29
To balance their account, you can enter a negative g
payment, or negative credit, of -$383.99. Figure 10-30
. . —Paprent Anmount
shows a negative credit for -$389.99.
9 $ Payment : | (438393 Type:|Check |

One factor differentiating between a negative
credit and a negative payment is the exchange of
money. Enter a negative credit if you give money to a
conference, subgroup, or participant. In this example,
a check was issued to the Northwest Ski Extreme
conference, due to a credit balance, so we entered a
negative credit.

Enter a negative payment when money is not
exchanged. In another example, a department transfer
was issued (Figure 10-31).

Edit Payment
—Payment Amount

Payrnent :I ($383.93)  Tuwpe: IDept. j

—Date, Account, and Receipt Mo
Date: |1D£9£D1 j Hcpt:l
Account : IPa_l,lment ﬂ

—Building and Mate:
Credit Ma I

Exp:l ﬂ

Motes : Il:redit to Chemisty department

/QK I x LCancel |

Figure 10-31

rDrate, Account, and Receipt Mo

Date: [10/3/01 =] Rept:
Agcout : IEredit j
—Building and Nate
CleditNo:I Exp:l j

Motes : IEheckto Morthwest Ski E xtreme for credit

\/ ok I x Lancel |

Figure 10-30
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10.7 Charge Date Rules

Charge Date Rules x|
Charge D ate Rules |Euilding Hulesl Date Rules

—Auto Charge:
" Tranzaction date iz the check out date All charges and payments have a post date -
' Tranzaction date ix the entry date the date which the charge or payment officially

tanual Charge:

{* Transaction date is the check out date
" Transaction date is the date entered
™ Transaction date i not prefiled

took place. You can configure Conference
Programmer to automatically assign certain
dates to charges or payments for you, to simplify

data entry.

—Payment [ ate
¥ Cument Dat
" Cument Dat

&
& and Time

1. In the browse tree, expand Setup and click

Charge Date Rules. The Charge Date Rules

x LCancel |

window will open (Figure 10-32).

Figure 10-32

2.

In the Auto Charge area, select whether you want the post date of
auto charges to be the check out date or the date the auto charge
is calculated. If you select check out date, the post date for the auto
charge will be the date that the conference, subgroup, or
participant is set to check out (depending on whether the auto
charge is for a conference, subgroup, or participant).

Auto charge post dates are automatically entered for you according to
this rule, and are not changeable. You can change the rule and reapply the
auto charge, but you cannot change the date of a specific auto charge.

3.

In the Manual Charge area, select whether you want the post date
of manually entered charges to be the check out date, the date the
charge is created, or not prefilled. If you select check out date, the
post date for the charge will be the date that the conference,
subgroup, or participant is set to check out (depending on whether
the charge is for a conference, subgroup, or participant).

The post date for manually entered charges will be automatically
entered for you according to this rule, but you are able to change the date
to any value when entering the charge information. If you choose the have
the date not prefilled, the date field will be blank when you manually enter
a charge - the date is a required field, however, so you will have to enter a
date when you enter the rest of the charge information.
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4. Inthe Payment Dates area, select whether you want the post date
of payments to be automatically entered as the current date or the
current date and time.

5. Click the OK button to save your changes and close the Charge
Date Rules window.

Building Rules

With all charges, you have the option of  [EEIELEEHES ' x|
tracking the income by building. With manual Charge Date Rules  Building Rules
charges, you can select the appropriate building Building Fiule
in the Building field. With auto charges, you must | * o netincluds the buikding code on suto charges
have this rule set correctly. " |nclude the building code on auto charges

1. In the browse tree, expand Setup and
click Charge Date Rules. The Charge
Date Rules window will open. Click on
the Building Rules tab (Figure 10-32).

2. Select whether or not you want to
include the building code on auto
charges.

4 X Cancel |

If you choose to include the building code on auto charges, the auto Figure 10-33
charges will be itemized by building. Figure 10-34 shows auto charges that
have been itemized by building. The first charge is for all participant not
assigned to a building, the second charge is for all participants in the North
Tower, and the third charge is for all participants in the South Tower.

* ' CP 4.5 ¢/'s [Connection Info: LocalCP/sa] =10] x|
Eile Conference Tools Fupction

€3 Add Payment % AddCharge & Action 4 Previous P Wext [E'Procedues ~ @ Locate -

Bankers Associations

B Conferences General | Service Template  Charges and Payments |Lansactiun Template | Events Template |

% Subgroups/Participants

3 Poom Assignmerts TyperTrans Hllser [ Payment|  Charge] Date [ Desciption [ Tax I
. Reports # #2207 - 1h $1.511.88 E6A10/2000 Double Room Rate. 70 Nights @ $23.75/Night PST & GST
=-5E Wizards # #2208 - 1h $163.88 E£/10/2000 Double Room Rate. B Nights & $23 75/Might. North Tower, PST & GST
P e Interactive SOL Window ‘;‘? #2209 - hh 3240350 &/10/2000 Double Room Rate. 88 Mights @ $23.75/Might. South Tower. PST & GST
+ Conference Expart
Figure 10-34

Figure 10-35 shows auto charges for the same conference that were
not itemized by building.
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* ' CP 4.5 ¢/s [Connection Info: LocalCP/sa] - |EI 5[
File Conference Tools Function

5 4dd Payment % AddCharge = Action 4 Previous P Mest Eo'Procedures ~ @jlocate ~

Bankers Associations

2 Subaroups,Paricipants 21| General| Service Template  Charges and Payments |lransact\on Termplate | Events Template |

Room Assignments |

| Reparts Type/Trans #7/U ser Payrment | Charge | Date | Description | Tax |
s # #2210 1h $4.473.25 6/10/2000 Double Room Rate. 164 Mights @ $23.75/Might. PST &GST

+ Interactive SUL Window
+ Conference Export
- & Group Checkdn/Out

Figure 10-35

10.8 Set Cash Box

By default, every computer with Conference Programmer installed is
configured to be in Cash Box 0 (zero). This means that all computers that
act as a cash register - accepting any form of payment from participants -
are acting as one cash register: Cash Box #0.

You can configure each computer to be it's own Cash Box, or groups of
computers to be one Cash Box. For example, if you have one computer at
each of three front desks, and each one will be accepting payments, you can
configure them as Cash Box #1, #2, and #3. You would then be able to
reconcile the payments accepted at each computer separately. As another
example, if you have three computers at each of three front desks, you can
configure the three computers at the first front desk as Cash Box #1, the three
computers at the second front desk as Cash Box #2, and the three computers
at the third front desk as Cash Box #3. You would then be able to reconcile
the payments accepted at each front desk separately, but you would not be
able to reconcile the payments accepted at each computer separately.

Make sure you are working
x| on the computer you want to
_ , _ , configure as a Cash Box. The
The concept of a "cazh box' iz uzeful if pou are collecting payrients fron warious i i
offices. Wou can et all of the computers in a zpecific office to be the zame cazh Cash Box settlng IS per
box. This allows you to reconcile based on a group of computers.
computer, not per user - every
user that logs into Conference
0 S Programmer on a specific
computer will be using it as the
same Cash Box.

Set this computer as cash box

1. In the browse tree, expand
Setup and click Set Cash
Box. The Set Cash Box

X Corcel | window will open (Figure

Figure 10-36 10-36).
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2. Enter the number of the Cash Box you want this computer to be
configured as. You can enter any number between 0 and 10,000.

Note: Do not use Cash Box #9999 - this is reserved for payments
accepted via the Advanced Web Module.

3. Click the OK button to save your changes and close the window.

10.9 Reconciling Charges and Payments

Reconcile Payments Wizard

When you run the Reconcile Payments wizard, a report is generated
that serves as documentation for all payments received since the wizard
was previously run. This reconciliation report may be submitted along with
the payments to the proper department, and serves as documentation for
received payments.

Running this wizard will lock the payments, preventing anyone from
editing or deleting them. This helps reduce accounting discrepancies
between payments entered and payments received.

The Reconcile Payments wizard also tags payments with a deposit
number. Each deposit number can be reviewed at anytime through a report
or through the Reconcile Payments wizard.

1. Inthe browse tree, expand Wizards and click Reconcile Payments.
The Reconcile Payments window will open (Figure 10-37).

‘. ' Reconcile Payments Ol x]

—FReconciliation Type
i+ Al uzers
A group of users [Cashbos #0]
= Current wzer (k]
 Beview a previous reconciliation

—Select Cazh Box to Beconcile
i -

-

—Select Reconciliation Repart

IFIeu:onciIialion by Transaction Murmber j

x LCancel |

Figure 10-37
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2. Choose a Reconciliation Type.

Select “All users” if you have one person responsible for the entire
reconciliation process. When this option is selected all payments posted by
all users will be reconciled. Usually, the person responsible for running the
wizard also collects all payments, or is responsible for collecting all
payments from all the other users. This person then submits the
reconciliation report and all funds to the accounting department.

Select “A group of users (Cashbox #0)” if you configure your computers
as cash boxes. You can reconcile all payments by all users that were
logged onto a particular computer. Prior to using this method, you must set
the computer you are running the wizard from as the cash box you want to
reconcile (see Section 10.9: Set Cash Box).

Select “Current User (rlh)” to reconcile all payments received and
posted by yourself; by the user currently logged in and running the wizard.
The “rln” in Figure 10-37 represents the initials of the user currently logged
in. This method provides the most detailed reconciliation, however it is also
the most difficult method to manage since it requires every user to run the
wizard at the end of every shift. If any reconciliation is missed, it is very
difficult to go back and reconcile the payments for that shift or user.

Select “Review a previous reconciliation” if you have already reconciled
payments and you wish to review a specific deposit number.

Click the Next button. A summary of all new payments, posted since the
Reconcile Payments wizard was last run, is displayed, categorized by
payment type (Figure 10-38).

_inx
Payment Type | Amount | ltermns |
Cash $143.00 2
Check $5111.33 2
Dept. $143.00 2
MC $74.00 1
Visa $1520.00 :
x LCancel |
Figure 10-38 3. Click the Next button. A trial reconciliation report will be displayed

(Figure 10-39).
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-loix
4 4 1ol y M| & F & |[ox ]| Toteks 100% 9of 9

Trial Reconciliation

Ordered by Transaction No. page 1

‘ Trans No ‘ Date Hame or SubGronp Gronp
Cash
1013 26520073 Behnke Laura Bankers Associations
1914 r26/2003 Bengon Lol Bankers Associations
Total Cash e e -
: . o
< Back | % Lancel
) . o Figure 10-39
Review the report to ensure it's accuracy. You do not need to print it at
this time, but it may help you reconcile the payments to have a paper report
you can write on.
4. Click the Next button. Tag the records with a deposit number, by
clicking the “Reconciled. Tag records now.” checkbox (Figure 10-
40). If you uncheck this box, the wizard will end and no payments
will be reconciled.
*. ! Reconcile Payments ;Iglll
Feconciled?
< Back | Mest » I x Lancel |
Figure 10-40

5. Click the Next button.

6. Click the OK button when the wizard tells you it has finished
tagging the records (Figure 10-41).
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—Ioix] A final reconciliation
Fleconcied? report _|s displayed VYIth a
v Beconciled. Tag records now. depOSIt number (F'gure

10-42).

Updating reconciliation items... Please ‘W ait.

You should print this
VRE RS report by clicking the
button with the printer
icon on the top of the

cieck [ news | X Corcel window - you will want to
submit this report with
your payments to the
accounting department.

Information x|

@ Finished tagging records, Mow we wil generate a final reconciliation report.

Figure 10-41

=lofx]
'Y 10f1 b M| & F & [0 2| Tema  100% 90f9

Final Reconciliation, Deposit #1

Ordered by Transaction No. page |

‘ Trans No ‘ Date Hamme or SubGroup Gronp
Cash
1913 81262003 Behnke Laura Bankers Associations
1916 SI262003 Benson Lori Bankers Associations -
1 | »
< Back | ?:@ Lance!

Figure 10-42

7. Click the Next button.

If you have been set up to export payments to an accounting program
such as Great Plains or Banner, choose a file location by clicking the ellipsis
button (the button with three dots on it), browsing to where you want to
export the file, and clicking the OK button. Select the appropriate system to
export to. In our example, we only have one choice: Great Plains (Figure
10-43).
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‘- | Reconcile Payments oy ] 54
—Export Option
% Great Plaing Software Accounting System
r—File Location
ID:\‘I _Data\Banner Impaort Files J
X Cancel |
) Figure 10-43
If you do not need to export payments to another system, click the
Cancel button, then click the OK button when asked if you want to cancel the
wizard - at this point, the payments are already reconciled, you are only
cancelling the portion of the wizard that exports payments to another system.
Information x|

8. Click the Next button to export the payments, then
click the OK button when the wizard tells you it has
successfully saved the file (Figure 10-44).

Figure 10-45 shows how payments appear after running
the Reconcile Payments wizard. You can see that the

@ Files saved successfully,

payment icon now has a pad-lock, indicating the payment has Figure 10-44
been reconciled and locked.
f_:; #1830 - rlh $1.500.00 /252003 FPayment. Wiza.
@ B1323 -1 $5.037.53 /26,2003 Favment. Check.
Figure 10-45

Reviewing Deposits

There are two ways to review reconciled deposits. You can review a
specific deposit through the Reconcile Payments wizard, or you can review

a range of deposits through a report.

1. To review a specific deposit, in the browse tree, expand Wizards
and click Reconcile Payments. The Reconcile Payments window

will open.
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2. Select “Review a previous
reconciliation” (Figure 10-46) and

*. | Reconcile Payments

—Reconciliation Type———————— click the Next button. A list of all
; i" Lsers o (oo 0 previous deposits is displayed
group of w=sers |Lasnbos -
(Figure 10-47).

£ Current user [1lk)
f* Heview a previous reconciliatiort

~Select Cash Bow to Feconcile——  Eaisagelaiutals x|

o3 [DepositMo. [ DateRange |
— 1 9/25,/20103 - 9/26,/2003
rSeIect Reconciliation Repar——— 37 o =i
Figure 10-46 )
Select the deposit
number you want to
review, then Click the
OK button. A final
reconciliation report
for the deposit chosen
will  be displayed
(Figure 10-48).
V’ ak x Cancel |
1= Figure 10-47

M 4 1of1 LA |%ﬂ@||1uuz <] Tetalz ooz 2cf2

Final Reconciliation, Deposit #2

Ordered by Transaction Ne. page 1

| Trans Ho | Date Hame or SubGroup Group
Check
1054 1152001 Anderson Skip Camera Club

Tofal Check e e

< Back 3@ Eanee] |

Figure 10-48

You can print this report by clicking the button with the printer icon on
the top of the window.
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4. Click the Next button, then click the Cancel button to exit the

wizard.

Perhaps you are uncertain of which exact deposit number you want to
review. You can use a report to locate a deposit.

1. View the “Payment Reconciliation by Deposit Number” report in
report folder “(16) Summary Statistics” (report folder #16). This
report is not filtered by a date range or conference so there are no

filtering options to select (see Section 16.1: Viewing Reports). Click

the Preview button on the toolbar. The Enter Parameter Values
window will open (Figure 10-49).

Enter a range of deposit
numbers in the “Start of range” and
“End of range” fields. This will print
all deposits within the range entered,
including reconciled payments you
have deposited and reconciled
charges you have submitted.

In this example, we have
selected “No lower Bound,” which
means the report will display all
deposits, from the very first through
the deposit number you entered in
the “End of range” field. Click the
OK button to preview the report.
You can print the report by clicking
the button with the printer icon.

Reconcile Charges Wizard

Enter Parameter ¥alues

Pararneter Fields:

) eposit Mumbers

Enter Range of Depozit Mumbers

Start of range |

End of ranga IE
¥ Mo lower Bound

j ™| Include walue
j IV Include value
= M upper Bound

o]

Cancel |

When you run the Reconcile Charges wizard, a report is generated that
serves as documentation for all charges posted since the wizard was
previously run. This reconciliation report may be submitted to another
department if, for example, you must reconcile the charges in Conference
Programmer with those of an accounting department.

Running this wizard will lock the charges, preventing anyone from
editing or deleting them - the locked charges will still be able to be reversed,
in case something changes that makes the locked charge incorrect.

Figure 10-49
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The Reconcile Charges wizard also tags charges with a deposit
number. Each deposit number can be reviewed at anytime through a report
or through the Reconcile Charges wizard.

1. Inthe browse tree, expand Wizards and click Reconcile Charges.
The Monthly Reporting window will open (Figure 10-50).

* Monthly Reporting =IOl x|

This wizard guides you through the process of reconciling charges far
departmental reporting purposes.

—Selection Criteria
& Up ta this date 101442003 =]

[~ Separate by month
" Specific Month I

" Review a previous reconciliation

" Selected Conference I j

—Select Report
IMontth Feview j

< Back |

Figure 10-50
2. Choose a Selection Criteria, so the wizard can determine which
charges it should reconcile.

Select “Up to this date” to reconcile all charges that were posted on or
before the date, which you can specify, and that have not yet been
reconciled. The next step of the wizard displays a summary of the charges
to reconcile, grouped by account. Check the “Separate by month” checkbox
to have the wizard further break down the charges by the months the
charges were posted in, in addition to the account.

Select “Specific Month” to reconcile the charges that were posted in the
month that you specify. To change the month, click on the month and type
the first letter of the month you want. If you want another month that starts
with the same letter, type the letter again. For example, type “M” if you want
March, and type “M” again if you want “May.” To change the year, click on
the year and type the year you want.

Select “Selected Conference” to reconcile all charges for a specific
conference, which you can specify.

Page 149



Section 10: Billing

Select “Review a previous reconciliation” if you have already reconciled
charges and you wish to review a specific deposit number.

Click the Next button. A summary of all new charges, posted since the
Reconcile Charges wizard was last run, is displayed, categorized by
account (Figure 10-51).

' Monthly Reporting - |E||i|
Account Arnount | Tanes | Taotal | Items |

Housing $7.569.25 $896.83 $8,456.08 a1

Catering $643.00 $25.97 $BEB.97 3

Facilities $370.00 $0.00 $370.00 21

Meals $1.845.00 $10258 $1.947 58 1

Parking $2.,392.00 $0.00 $2.392.00 4

Mizcellaneous F10.00 $0.00 $310.00 15

Charters $2.00 $0.00 $2.00 1

Payrient $1.624.00 $0.00 $1,624.00 4

['amages $50.00 $0.00 $50.00 1

Lozt Keys $200.00 $0.00 $200.00 2

< Back XK LCancel |
Figure 10-51
3. Click the Next button. A trial reconciliation report will be displayed

(FIgUI’e 10'52). “. Monthly Reporting i =10l %]

i M4 1o b M (& F ([0 <] Tewm 100 1730173
Review the report to

ensure it's accuracy. You do

101852003

not need to print it at this Trial Monthly Detail Report

time, but |t may help you Ordsred by Tramsaction No. page |

I’eC0nCI|e the Chal’geS tO [ Trans¥o | Date Name or SubGroup Ahmount | Tax Tax
June 2000

have a paper report you can Cutng

167 67000 AndersenKaren  Adventuresin Science 4440

Total

46957

write on. Total Catering 44400

Facilities
1310 652000 AndersenKeren  Adventuresin Science 60.00 00

26997

60.00

Total Facilities 50.00 000

Hausing
2210 6102000 (Conference Charge) Bankers hesaciations 380500 27265

50.00

4471925

Totel Housing ~ 2,893.00  272.60

447925

Tofal June 2000 439500 862

500822

August 2002

Catering
2152 8182002 (Conference Charge) Camera Club

< Back J€ Cancel

Figure 10-52
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4. Click the Next button. Tag the records with a deposit number, by
clicking the “Reconciled. Tag records now.” checkbox (Figure 10-
53). If you uncheck this box, the wizard will end and no charges will
be reconciled.

*.: Monthly Reporting =10l x]

Reconciled?

[v Beconciled. Tag records now.

< Back | Mesit » I x Cancel |

5. Click the Next button.

Figure 10-53

6. Click the OK button when the wizard tells you it has finished
tagging the records (Figure 10-54).

e B
" Monthly Reporting N =l0IxIjH

(== |mmm

¥ Beconciled. Tag records now.

Updating reconzliafion items...Please Wait

Tagging rows 173 0f 173

Figure 10-54 i I - . . .
A final reconciliation report is displayed with a deposit number (Figure

10-55).
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* Monthly Reporting -

M 4 1of1+ P M| E F & [or F]| Tomnr 100z 17306172

Final Monthly Detail, ID #9

Ordered by Traxsaction Mo, page 1

=10 x|

diyigr2o0s

[ Transho. | Date

Name oz SubGroup

June 2000

Catering

1679 BI752000 Andersen Karen Adventures in Science

Total

465 97

Total Catering 444,00
Facilities
1310 61562000

Andersen Karen Adventures in Science A0.00

46997

A0.00

Total Facilities 000

Housing

210 6/10/2000 (Conference Charge) Bankers Associaions 3,895.00

6000

447025

Tofal Housing  3,895.00

247825

Total June 2000 4,399 00

5,009.22

August 2002
Catering
2152 8/2872002 (Conference Charge) Camera Club

2153 B2R[2002 a8 24T Camera Cluh

Total Catering
Facilities

< Back: i

ZE Cance|

You should print this report by clicking the button with the printer icon
on the top of the window - you will want to submit this report to the
appropriate accounting department.

7. Click the Next button.

If you have been set up to export charges to an accounting program such
as Great Plains or Banner, choose a file location by clicking the ellipsis button
(the button with three dots on it), browsing to where you want to export the
file, and clicking the OK button. Select the appropriate system to export to. In
our example, we only have one choice: Great Plains (Figure 10-56).

If you do not need to export charges to another system, click the Cancel
button, then click the OK button when asked if you want to cancel the wizard
- at this point, the charges are already reconciled, you are only cancelling the
portion of the wizard that exports charges to another system.

8. Click the Next button to export the charges, then click the OK
button when the wizard tells you it has successfully saved the file
(Figure 10-57).

Figure 10-55
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‘. Monthly Reporting

—Export Dption:

=10l x|

¢ Great Plaing Software Accounting System

rFile Locatior

[CATEMP

x LCancel |

Figure 10-56 .
Figure 10-58 shows how charges appear _ X
after running the Reconcile Charges wizard. File saved successfully.
You can see that the charge icon is now a @
pad-lock, indicating the charge has been
reconciled and locked.
Figure 10-57
305 - 24 $13.783.00 8/28/2002 Houging.
#2152 -1k $153.00 8/28/2002 Catering. 53 Dayps @ $3.00/Day.
Figure 10-58

Reviewing Previously Reconcile Charges

*.* Monthly Reporting

There are two ways to review previously reconciled charges. You can
review a specific deposit through the Reconcile Payments wizard, or you
can review a range of deposits through a report.

Thiz wizard guides you through the process of reg
departmental reporting purposes.

—Selection Criteria

" Up ta thiz date I

I~ Sepanate by

i~ Specific Manth I

* Review a previous reconciliatior

" Selected Conference I

Figure 10-59

To review a specific deposit, in
the browse tree, expand Wizards
and click Reconcile Payments.
The Reconcile Payments window
will open.

Select “Review a previous
reconciliation” (Figure 10-59) and
click the Next button. A list of all
previous deposits is displayed
(Figure 10-60).
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3. Select the deposit number you want to
review, then Click the OK button. A final
reconciliation report for the deposit
chosen will be displayed (Figure 10-61).

You can print this report by clicking the
button with the printer icon on the top of the
window.

Select Deposit . x|
Depozit Mo, I Date Fange I
3 B/5/2000 - /2942003
5 41642003 - 9/1,/2003
9 B/5/2000 - 10/1,/2003

¢ Ok I x LCancel |

o Figure 10-60
LR Tole b M [ & F & [100x ]| Towi73  00x 17300173

Final Monthly Detail, ID #9

Ordered by Transaction No. page 1

| Trans Ho. | Date Hame or SubGroup Group Amomt Tax Tax
June 2000
Catering
1679 61712000 Andersen Karen Adventures in Science 44400 2597 or
Total Catering 242,00 23.97 o
Facilities
1310 /572000 Andersen Karen Adventures in Science é0.00 0.00 or
Tl Beanilifine £ A nan nel
1 nl 3
< Back 2@ Lanicel

Figure 10-61

4. Click the Next button, then click the Cancel button to exit the

wizard.

Perhaps you are uncertain of which exact deposit number you want to

review. You can use a report to locate a deposit.
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Enter Parameter ¥alues ll

Pararneter Fields:

) eposit Mumbers

Enter Range of Depozit Mumbers

1. View the “Charge Reconciliation by Deposit Number” report in
report folder “(16) Summary Statistics” (report folder #16). This
report is not filtered by a date range or conference so there are no
filtering options to select (see Section 16.1: Viewing Reports). Click
the Preview button on the toolbar. The Enter Parameter Values
window will open (Figure 10-62).

Start of range | j = Inelude walue
End of ranga IE j W Include walue
W Mo lower Bound = M upper Bound
oK I Cancel |
Figure 10-62

Enter a range of deposit numbers in the “Start of range” and “End of
range” fields. This will print all deposits within the range entered, including

reconciled payments you have deposited and reconciled charges you have
submitted.

In this example, we have selected “No lower Bound,” which means the
report will display all deposits, from the very first through the deposit
number you entered in the “End of range” field. Click the OK button to

preview the report. You can print the report by clicking the button with the
printer icon.
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-} Edit Transaction Template o Il:llﬂ

11 Hotel Guest Wizard

The Hotel Guest functionality is used to handle walk-in guests or
individuals calling to reserve rooms independent of any specific
conference. Generally, this functionality is only used by Conference
Centers that, in addition to their conference business, operate as a hotel.
The Hotel Guest wizard allows users to charge per room, rather than per
bed per guest which is the general practice with Conference Programmer.

Prior to using the Hotel Guest wizard you must first create a “Hotel”
conference. In this example we have named it “Hotel.” The date range of
the conference should be the length of time you operate as a hotel, for the
current year. The transaction template for the hotel conference is slightly
different than for other conferences. We recommend using the Room Style
field to build the rate conditions, instead of the Room Type field, which you
may be used to (Figure 11-1).

Notice that the charge is applied to the
subgroup. This is important: Using the

—Fate Description

Rate Mame : IStandard Double Room

Hotel Guest wizard will create a subgroup

Appliez To

Account : I Housing

$.-"L|nit:| $45.00 Llnits:INights vI We use Room Style in the rate
:|—_|5uhgmup - Ta:-c:l—_lNc:Ta:-c - condition since, by default, participants

j and apply charges to the subgroup.

entered via the Hotel Guest wizard will be

—Add Rate Formula Condition

assigned a Room Type of “Single.” We

=l Delete | assign a Room Type of Single so, while in

Eroor ol = Srd DBl the reservation calendar, the other available

beds in the room become offline, thus
preventing other room assignments and/or

“ (1] I x LCancel |

double-booking the room (Figure 11-2).

Figure 11-1

Roam

Aprl Apr2 Apr3 Aprd Apra A

Morth Tower-01 304

" ’W Jack Douglas

-

Figure 11-2
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11.1 Booking a Room Via the Hotel Guest Wizard

Unlike other conferences, it is not necessary to select the Hotel
conference to make a reservation. For example, you may be working with
the “Adventures in Science” conference when someone calls, wanting to
reserve a room for the “Hotel” conference. You can start the Hotel Guest
wizard while still working with the “Adventures in Science” conference.

You must, however, be viewing one of the many screens in which the
Procedures button is available on the toolbar.

1. Click the Procedures button on the toolbar and select Hotel Guest,
or hold the Control key on the keyboard down and press the “L”
key, to launch the wizard. The Hotel Guest window will open
(Figure 11-3).

S Add Conference == Delste o ozt 3¢ Cancel 4 Previous B Mest | B Procedures ~ M Locate ~

Adventures in Science

-« Conferences
@ Subgroupz/Participants
Room Azsignments
Reports _J
B wizards !} Hotel Guest = |E|Iﬂ
ﬂ Setup

General | Service Template | Charges and Payments | Transaction Temnplate I Ewents Template I

Conference Mame and Contact Information
’7 Conference : I!—‘«dventures in Science

This wizard guides vou through the process of adding a new hatel quest ar
checking-ln an existing hotel guest o

Dezignated "hotel" group

IHotel j

X LCancel |

Figure 11-3
2. Select the correct conference from the drop down menu. In this
example, we selected our “Hotel” conference. Click the Next
button.

3. By default, “<Add new registration>" is selected as the Primary
Contact (Figure 11-4). “Do not check them in or out” is selected,
since the guest is likely on the phone making the reservation and
not actually checking in. If your guest is checking in at the time of
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AT e _|o[x| booking, select “Check them in
now.” Since you do not have
your guest’'s name at this point,
leave “Add new registration”
f:e;t':fc“h‘ecmmmmt displayed as the Primary

Contact. Click the Next button
(Figure 11-5).

”Plimar}l Contact [Select or Add Mew]

£~ Check them in now

£~ Check them out nov

< Back | X Cancel |
Figure 11-4
; S
Select Foom
Vacant | Blocked | [3/2472003 ]| [372872003 =]
Fioom Mo, | Foom Type | Foom Shyle | Date In | Date Out |

¢ Back | Mext > I X Cancel |

Figure 11-5

4. Enter the check in and check out dates that the guest wishes to
reserve. If the guest is checking in at the time of the booking, the
first date (the current date) will be displayed in gray, and will be
unchangeable. Once the dates have been set, click the Vacant
button to select a vacant room to assign to the guest. If you
blocked rooms for your “Hotel” conference in advance, you can
click the Blocked button, instead of the Vacant button, to select one
of the blocked rooms to assign to the participant.

The Find Vacant Room (or the Find Blocked Room) window will open
(Figure 11-6). Select the building you would like to assign the guest to and
click the Refresh button. A list of available rooms will appear. The rooms
displayed are the rooms available in this building, for the selected dates. A
red “X" displayed next to a room indicates it has not been marked as clean
(see Section 17.11: Mark Rooms Cleaned Wizard).
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"' Hotel Guest

-0/

|—| nfarmatio

Select Room .. [Fcmnnn
Vacart | Blacked |[3724/2003 2| BFZEEEy ¢ fimd vacant Room =k
—Building and D ate
Building : ISDuth Tower 'l Befresh |
Room Mo, | Room Tupe | Room Style | Date In
Check-n: |3/24/2003 E| [ ae |
Check Out : {3/28/2003 i
Foom I Foom Tupe I When devailable I Mext se :I
3/24/2003
* 01308 Dauble E/9/2000 na
« 1300 Single n/a n/a
* 07408 Double £/9/2000 n'a
e 0140c Drauble E/742000 na -
.| | B
¢ Back | Mest > | W OK
Figure 11-6

Click on the desired room and click the Assign button, or double-click
on the desired room. If the guest is booking more than one room, continue
to assign them all room now. Click the OK button to close the Find Vacant
Rooms window. Click the Next button (Figure 11-7).

-} Hotel Guesk

Last IJDhnsnn
First : ITEd
Address 1 I'I 855 Marth Shore Rd
Address 2 I
City : IWindsnr
State : IEIN

Zip [N 3P4
Coauntoy :IEanada
Title :||
Phane : [B04-666-3893
Fax :I

E -Mail ;It.inhnsun@hume.cnm

< Back Hest »

x LCancel |

Figure 11-7

5. Enter the guest’s contact information. Gather as much information
as possible, including their email address. This will allow you to
email an invoice and/or a confirmation directly from the Hotel
Guest wizard. Click the Next button (Figure 11-8).
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i

—Add, Update Guest
+ [Euest | Delete | Add Boom |
[Guests | F oom Aszighment | Foom Tepe | Foom Style |
Ted Jaohnzan Sauth Tower 07404, Double Std Dbl
Ted Johngon South Tower 0140C D ouble Std Dbl
< Back | X Cancel |
Figure 11-8

In this example, we have assigned Ted Johnson 2 rooms. Since
he is the guest making the reservation, the Hotel Guest wizard
automatically creates two guests, 1 name for each room. At this
point, if you do not need to record the other guests names (the
recommended approach), click the Next button. If you want to
record the other guests’ names, click on one of the names listed
and click the +Guest button, or double-click on one of the names
listed, to open a blank Participant Information window (Figure 11-
9). Enter the other guest’s contact information here, then click the
OK button to close the Participant information window. Click the
Next button.

’ ! Participant Information

General | ddtional Info |

REE

Cantact [nfarmatior

—Amival and Azsignment

Building : &é ISnuthTower vl

Rm: IDHDA vI

Gender I

j Age: I | Loakup Information | |tem |

Figure 11-9

The guest’s charges will be calculated (Figure 11-10). Since your guest
is most likely on the phone or standing at your desk, ensure these charges
are acceptable. If they are not, click the Cancel button to cancel the Hotel
Guest wizard and begin again with updated information from the guest. If
the charges are acceptable, click the Next button.
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! Hotel Guest

Charges and Payments |

=T

TypedTrans #/1zer | Fayment | Charge | Date | Description
# i $135.00  3/424/2003 Standard Double Fo:
é}’ tlh $135.00 34242003 Standard Double Fac
1 | i
@ Balance Due =$270.00 Clear Al |
% Back | x Cahcel |
Figure 11-10
5l
Processing ltems
[1] Created a subgroup named Johnzon, Ted [#75)
[2] Created a participant named T ed Johnzon [HE28E)
[3] Created a participant named Ted Johnzon [RE287)
(4] Created a $135.00 charge for Standard Double Roarm Family [#1315]
[6] Created a $135.00 charge for Standard Double Roorm Family [#1316]
¢ Black | 2@ Cancel |
Figure 11-11
The Hotel Guest wizard RIS =k

will create a subgroup for the
guest, add room placeholders
to the subgroup in the guest’s

Payrment

Papment |

name, and charge the
subgroup for the room(s)
chosen (Figure 11-11).

Confirmation/R egistration Card

Email | Printed

7. Click the Next button

< B

ack

2@ Larice| |

(Figure 11-12).

Figure 11-12
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ﬂ 8. Ifyouare a(?cepting a payment from the

Paymont Amount guest at this time, click the Payment

button. The total of the guest’s charges

Pament:| 327000 Type[MER <] will be displayed (Figure 11-13) - you

~Date, Account, and Feceipt Mo, can edit this amount if your guest is not

Date: [3/21/2003 =] Fept:| planning to pay the entire balance.

Account IF'a_I,Iment j Select' the payment Type ar'1d enter any

other information you require, such as

Building and Note credit card number and expiration date,

CCNo: | B 7] or notes about the payment. Click the
Motes : I OK button.

9. If you have the guest's email address,

you can email them a confirmation with

IWI X Cancel | their_account activity by cI_icking the

— — Email button (see Section 17.14:

Figure 11-13 Email). If you want to print an invoice

now, click the Print button (see Section
16.1: Viewing Reports).

10. Click the Next button to exit the Hotel Guest wizard.

Hotel Guest Wizard Review

To review what occurred in the previous example, select the “Hotel”
conference and expand Subgroups/Participants in the browse tree
(Figure 11-14).

* | CP 4.5 c/s [Connection Info: CPDEMO,/sa]

File Subgroups Tools Funckion

tEAdd Subgroup = Delete o/ Fost 34 Cancel 4 Previous B MNext 5 Procedures -

@ Conferences o General I Charges and Payments I
E@ Subgroups/Participants —Cubgroup #70
i - Douglaz, Jack
LB Subgroup ; |Johnson, Ted
: - Johnson, Ted Last : [Johnzon
e ﬁ Jolhnson, Ted First - [Ted
Foom Agsignments
Reports Address 1 :|1855 North Shore Rd
@ Wizards Address 2:
ﬁ Setup City : [WWindsor

Figure 11-14
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Hotel Guest Subgroups

When you run the Hotel Guest wizard you are actually creating a
subgroup. The number or participants entered is based upon the number of
rooms reserved. In the example above, a subgroup called “Johnson, Ted”
was created. Since Ted Johnson wanted 2 rooms, 2 participants were
created, each of them called Ted Johnson, and each of them assigned to
one room. To edit the names of the guests occupying the rooms, click on
the participant, click the General tab, and change their first and last name
and any other information you want.

Hotel Guest Room Types

When a room or rooms are reserved via the Hotel Guest wizard, a
placeholder for each room is created in the name of the person reserving
the room. Each placeholder is assigned a room type of Single. This is
displayed in the Reservation Calendar (Figure 11-15).

Ted Johnson

Foom b ar23 b ar24 bl ar25 b ar2b b ar2?
South Tower-0130C |
South Tower-01404 —‘ 'ﬁ‘ Ted Johnzon
="
South Tower-0140C J 'ﬁ‘ TedJohnzon
=

Figure 11-15
Because the participants’ Room Types were set to Single, the other
beds in their rooms are taken offline. This eliminates the possibility of
accidentally double-booking the room or making a room assignment in this
room for a different conference.

Hotel Guest Charges and Payments

To review the financial transactions, click the name of the Subgroup in
the browse tree and click the Charges and Payments tab (Figure 11-16).

You can add more charges and payments to the specific subgroup by
click the Add Payment or Add Charge buttons on the toolbar, respectively.

To print the bill for the subgroup, click the Subgroup Report button on
the toolbar and select “Subgroup Billing” (see Section 16.1: Viewing
Reports).
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Hotel - Johnson, Ted

ﬁ-" Conferences General | Charges and Payments I

-4 Subgroups/Participants

Com- Diouglas, Jack TypeTrans #/zer I F'a_l,lmentl Ehargel D ate |
i % Johnzon, Ted F #2301 - 1h $135.00  3/28/2003
453 Foom Assignments F #2302 1h $135.00 3/28/2003

- E Reports 2 2303 - 1h $270.00 34242003
Figure 11-16

11.2 Checking In Hotel Guests

When hotel guests arrive, you can check them in via the Hotel Guest
wizard. Just as with reserving rooms with the Hotel Guest wizard, it is not
necessary to select the “Hotel” conference first. You can click the
Procedures button on the toolbar and select Hotel Guest, or hold the
Control key on the keyboard down while pressing the “L” key, while working
with another conference.

1. Run the Hotel Guest wizard, select the “Hotel” conference, and
click the Next button (Figure 11-17).

‘' Hotel Guest - |I:I|ﬂ

—Primary Contact [Select or Add Mew]

I.Johnson, Ted j

Check In/Out

™ Do nat check them in or out

™ Check them out now

< Back | Mest » I x LCancel |

Figure 11-17
To check the guests in, you must determine the name the rooms were
reserved under. Much like a hotel, the first person to arrive may not be the
person that made the reservation.

2. Scroll through the names in the Primary Contact field until you find
the correct one. This list contains the names of all the subgroups
in the conference.
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3. Select “Check them in now” and click the Next button. The Check-
In Options window will open (Figure 11-18).

Check-In Options

—Check in option

& Only check in thoze participants whao are scheduled ta check in todag

{~ Change participant check-in to match today's date

" Do not check anpone in now but continue with thiz wizard

4. Select the appropriate check-in method. This is important to ensure
proper billing.

In most cases you will select the first option, “Only check in those
participants who are schedules to check in today.” It is common that the
reservations are made in advance, and the participants are not checked in
at that time. Then, when the participants arrive at the front desk to check in,
the Hotel Guest wizard is run again to check them in, and “Only check in
those participants who are schedules to check in today” is selected. The
participants already have check-in dates associated with them; those
participants who have a check-in date the same as the date the wizard is
being run will be checked in.

In some cases the guest may show up earlier or later than their
reservation’s checkOin date. If so, you can select the second option,
“Change participant check-in to mach today’s date.” This will change the
check-in date of all the participants in this subgroup to today’s date.

If you accidentally selected “Check them in now” in step 3, you can select
the third option, “Do not check anyone in now but continue with this wizard.”

Note: The charges for the room are based on the dates of the
participants: It is important to correctly manage the check-in dates.

5. Click the OK button (Figure 11-19).

Figure 11-18
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o]

—Add, Update Guest

+ Guest | Add Boom |

Guestz | Room Azsignment | Room Type | Room Style |
Ted Johnzon South Tower 07404 Single Std Dbl
Ted Johnzon South Tower 071400 Single Std Dbl

x LCancel |

¢ Back

Figure 11-19
A list of the guests you are checking in is displayed, as well as which

rooms they are in.

6. Click the Next button (Figure 11-20).

o]

Charges and Payrients |

Type/Trans #/ 1 zer | Fayment | Charge | [ ate | Dezcription

# 12301 - thh $135.00  3/28/2003 Standard Double Roc
# #2302 - th $135.00  3/28/2003 Standard Double Roc
[t 2303 - ik $270.00 342142003 Payment. Yiza.

<] | 2
# No Balance Clear Al |

X Cancel |

< Hack |

The current charges and payments are displayed. In this example, we
have previously collected and posted the balance due. If no payment had
been taken during the initial registration process, a balance due would be
displayed now. If a balance is due you may wish to collect payment for the
amount due at this point. You will be given the opportunity do collect a
payment in the next steps of the wizard.

Figure 11-20
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7. Click the Next button (Figure 11-21).

o

Processing ltems

[1] Updated Ted Johnzon [HEZ7E]
[£] Updated Ted Johnzon [HE277)
[3) Marked South Tower 07404 as occupied
[4] Marked South Tower 07400 as occupied

< Back |

T Cancel |

Figure 11-21
A list of the processes the wizard has completed is shown.
8. Click the Next button (Figure 11-22).
‘- Hotel Guest ﬂElﬂ

Payment
Fayment |

"Eonfirmationfﬁegistlation Card

Email | Printed

<back |0

2@ Lancel |

Figure 11-22

9. Ifyou are accepting a payment from the guest at this time, click the
Payment button. The total of the guest's charges will be displayed -
you can edit this amount if your guest is not planning to pay the
entire balance. Select the payment Type and enter any other
information you require, such as credit card number and expiration
date, or notes about the payment. Click the OK button.

10. If you have the guest's email address, you can email them a
confirmation with their account activity by clicking the Email button
(see Section 17.14: Email). If you want to print an invoice now, click
the Print button (see Section 16.1: Viewing Reports).
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Your guests’ records are now updated to indicate the guests have
checked-in. To see the results of the check in process, select the “Hotel”
conference, expand the subgroup you just checked in, click one of the
participants, and click the General tab. You will see they have been marked
“Checked In” (Figure 11-23).

General |gdditinnal Infu:ul Charges and F'a_l,lmentsl Eventsl
—Participant #5276
Lazt : |J|:|hnsu:|n

First : ITEI:I

Gender - I— '@ Checked-n : 3/24/2003 9:55 Abd
Title - I— '@ Checked-Out ;

] Confirmation Sent :
Figure 11-23

11. Click the Next button to exit the Hotel Guest wizard.
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12 Contracts

Conference Programmer has the ability to merge information in the
database into a contract that you can give to your customers. The same
functionality can be used slightly differently as a repository for notes about
the conference that can be shared with your staff.

You can add, edit, or delete categories at any time, but you must set up
at least one Contract Category before you can use the contract functionality.

12.1 Adding, Editing, and Deleting Contract
Categories

Add a Contract Category

1. In the browse tree, expand Setup and click Contract Categories.
The Contract Categories window will open (Figure 12-1).

2. C|ICk the Add bUttOﬂ Contract Categories il
The Category window
will open (Figure 12-2). fiedd | Edit | Delste |

Category | Sot_ | -

- | Kev D eliver

Category Late Departures

Parking

Categony || Houzekeeping Supervisor
Camp Store

Sort Order : IU j Fieldz

Check-In Time [10:00a])

Check-Out Tirme

Security

E arly Arivals

Figure 12-2

I

gl 5 R mm R R ey B R P N )

)

||

Figure 12-1
3. In the Category field, type a brief name for this category that will
explain what information it should contain.

Set the sort field to list the category in the order you want (see Section
1.11: Sort Fields).

4. Click the OK button.

Page 171



Section 12: Contracts

Edit or Delete a Contract and Reminder Category

1. In the browse tree, expand Setup and click Contract Categories.
The Contract Categories window will open (Figure 12-1).

2. To Edit a category, click on the name of that category and click the
Edit button. The Category window will open (Figure 12-2). Change
the appropriate information and click the OK button.

3. To Delete a category, click on the name of that category and click

the Delete button.

12.2 Adding, Editing, and Deleting Contract Items

Add a Contract Iltem

Contract items are the information stored in each contract category.
This information can be merged into your contract, or can be used as
notes about the conference to be shared with your staff.

Make sure you are working with the conference for which you want to

add contract items.

1. Inthe browse tree, expand Conferences and click Contracts. The
Contract Categories will appear in the main portion of the window

(Figure 12-3).

2. Click the name of
the contract item
you want to enter
information  in
and click the Add
button on the
toolbar, or right-
click the name
of the contract
item and select
Add. The Enter
window will open
(Figure 12-4).

"} CP 4.5 ¢/s [Connection Info: LocalCP;'sa]
File Cverview Tooks Function

=101

* Add = Delete A Edit

Banksars Associatiohs

2 ¢® Conferences
o Meals
- e {N aCts]
« Heeling Facilties
- » Catering

« Computation of Costs

2 Subgroups/Participants

<53 Room Assigments

Reports

B} Wizards

8] Setup

* Secuity Wizard

® Building and Rooms
 Mesting Faciities and Resou
* Foom Types
« Dining Halls
e Accounts

* TaxRules
 Catering ltems
.

.

.

.

.

.

[ B

Contract Categorizs
Load Special Reports
Web Form Setup Farams
Set Cash Bax

Charge Date Fiules
Check-infout procedures

T |

Category Notes

Key Delivery
Late Depariures

Parking

Housekeeping Supervisor
Carp Store

Fields

Checken Time
Check-Out Time

Security

Early Armivals

Ayrival Time

Departure Time

Make Check Payable
Meal Plan

Meal Ticket Info

Signage

Student Staft

Desk Staff

Wakeup Cal

Telephone Service

Contracts

Figure 12-3
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Enter Key Delivery:

x| 3. Type the information you want in this

—Mote:

category and then click the OK button. You

= can enter an unlimited number of
characters for each contract item, however
only the first 254 characters in each
contract item will be exported to your
contract or displayed in reports.

\/QK I x LCancel |

Figure 12-4

Edit or Delete a Contract Iltem

Make sure you are working with the conference for which you want to
edit the contract item.

1. Inthe browse tree, expand Conferences and click Contracts. The
Contract Categories will appear in the main portion of the window.

2. To edit a contract item, click the name of the item you want to edit
and click the Edit button on the toolbar, or right-click the name of
the category and select Edit. The Enter window will open. Change
the information and then click the OK button.

3. To delete a contract item, click the name of the item you want to
delete and click the Delete button on the toolbar, or right-click the
name of the category and select Delete. Click the OK button when
you are asked to confirm that you want to delete that contract item.

If, instead, you try to Delete a contract item by editing it and deleting all
the information in the field and then clicking the OK button, you will receive
an error (Figure 12-5). In this
case, click the OK button to [l iagiE 4 x|
close the warning, click the & value For the notes field is required
Cancel button to leave the @ '
Edit mode, and click the
Delete button instead of the
Edit button.

Figure 12-5
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12.3 Conference Export Wizard

The Conference Export wizard exports your information from
Conference Programmer to a format that Microsoft Word can use to merge
into your contracts. You can merge into your contract any field on the
Conference General tab and any contract item entered using Contracts.

Seattle Technology Group, Inc. chose not to make the contract a report
in Conference Programmer because reports only display information, they
cannot change information (see Section 16: Reports). It is common for a
standard contract to be altered for each customer! This can easily be done
in a Microsoft Word merge document, but is near impossible to do in a
Crystal report.

Microsoft Word cannot merge information straight from Conference
Programmer, so you must first export the information to a format the
Microsoft Word can understand.

1. In the browse tree, expand Wizards and click Conference
Export. The Export Wizard window will open (Figure 12-6).

2. In the Select ey
Merge File
Location field,
you can tell the
wizard where to

merge source for word processing programs.

Select merge file location
|E:\temp\e:¢port.txt J Select all

Thig wizard guides pou through the process of exporting your Conference
"general' information and contract iters. The exported file can be used as a

Clear Al

Select Conference:

save your export-

[] Adventures in Science

[[] Bankers Azsociations

[[] Camera Club

[[] Commercial Fishing Exposition
[[] John Zankich Basketball Carmp
[] Morthwest Ski Extreme

[[] Skating Camp

[[] Society of Plastics Engineers
[[] Teach the Teachers

ed data. Your
contract should
already be creat-
ed in Microsoft
Word and saved

as a template;
this template is a

X Cancel |

merge file and is

set to look in a specific place for the export file you are now mak-
ing, so you should never have to change the Select Merge File
Location field. If your contract has not already been converted to a
template, you can do it at any time (see Section 12.5: Creating a
Contract Template).

Figure 12-6
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Finished! ‘Your data can be Found in the File :
"CAtemphexport. bt

Figure 12-7 4. Click the OK button.

Select the conference or conferences you
wish to export by checking the checkbox
next to their names, then click the Next
button. An information window appears
indicating where your exported data can
be found (Figure 12-7).

12.4 Merging Data Into a Contract

Note: Different versions of Microsoft Word will have the features in
different locations, or may rename the features or buttons, or may have
different windows, but will most certainly have the mail merge features you
need. Consult your Microsoft Word manual for help on Microsoft Word'’s

features.

If you do not have a document template created for your contract, you
must create one (see Section 12.5: Creating a Contract Template).

1. Open Microsoft Word and click the File menu and select New. If
you use any other shortcut to open a new document, you will not
be presented with the choice to select a template.

2. Click on your contract template and click the OK button (Figure 12-8).

General |

AR |

Blank. BLAMK.DOT  CARD.DOT
Dacument

Figure 12-8

3. Your template contract will open.

The contract with display with
fields names from Conference
Programmer enclosed in symbols
(“<<Conference_Name>>"). This looks
confusing, but is not how the final result
will appear.

4. Click the Tools menu and select Mail Merge..., or click the Merge
button on the Mail Merge toolbar. Select Merge To New Document.

5. The resulting document is your contract. You should save this
document somewhere on your computer so that you can print or
email it to your customer at a later date or time.
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12.5 Creating a Contract Template

To create a document template, you must first run the Conference
Export wizard to create some data to merge into your contract (see Section
12.3: Conference Export Wizard). It does not matter which conference you
export, even if there is almost no information entered for that conference -
we just need a source of data here, an export file (even an empty one).

1.

Run the Conference Export wizard. Select any conference you
want - this is necessary to create a source of data, an export file.

If you have your existing contract in Microsoft Word, open it now.
If not, create a new Microsoft World document and type your
contract into it.

Click on the Edit menu and select Select All to highlight all the text in
your contract, then click the Edit menu again and select Copy. This
will put your contract in your computer’s temporary memory. Close
the file containing your contract, but leave Microsoft Word open. It is
not necessary to save the file at this point.

Click the Tools menu and select Options, and click the File
Locations tab. Write down the Location next to “User Templates”
under File Types. It will most likely be something like “C:\Program
Files\Microsoft Office\Word Templates.” This is where you will save
your template when you finish creating it. Close the Options window
by clicking the Cancel button.

Click the File menu and select

New. SeleCt “Template“ at the |0wer Use this checklist to set up a mail merge. Begin by choosing the Create

bukkan,

right of the window and click the

OK button. If you use any other ‘| R

shortcut to open a new document,
you will not be presented with the '
choice to select a template.

Create =

[Bem
2 Data source

With the new, blank template open, soroataw |

click the Tools menu and select
Mail Merge. Then click the Create 3
button and select Form Letters... ISHER 0 e =

(Figure 12-9) and click the Active e |

Window button (Figure 12-10).

Figure 12-9
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Microsoft Word x|

To create the Form letkers, vou can use the ackive document window Working Cs
manual For edit,doc or & new document windaw,

_Active 'Window I Mew Main Document |

Figure 12-10 ] )
7. Click the Get Data button and select Open Data Source... You will

now see the Open Data Source dialog box (Figure 12-11).

Open Data Source ed |
Look in: ID Tools & Files j - | @ * ﬁ ~ Tools =
clienkserver data
empty data
koo new dll
toolbo

Seattle Technology Group.dot

File narne: || j M5 Query. .. | = Open

Files of type: I.C\II Ward Documents (*,doc; *.dat; *.htj I™ Select methad Cancel |
Figure 12-11 8

In the Files Of Type field select “Text Files (*.txt)".

9. Navigate to the directory you exported your conference info to in
step 1.

10. Click the file “export.txt” and click the Open button. A window will
open indicating that Microsoft Word has found no merge fields
(Figure 12-12). Click the Edit Main Document button.

Microsoft Word x|

Word found no merge Fields in your main document. Choose the Edit Main Document
button ko insert merge Fields into your main document.

i Edit Main Document

Figure 12-12
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11. Click the Edit menu and select Paste to paste your contract into
this new merge template document.

12. Move the blinking cursor to a point in your contract where you want
information merged in from Conference Programmer. For example,
put the blinking cursor where the conference name should appear
in the contract.

13. Click the Insert Merge Field button on the mail merge toolbar. It
presents a list of all the fields from Conference Programmer
available for you to merge into your contract. Select the field you
want merged into your contract at that location. In this example,
select “Conference_Name.”

Repeat steps 12 and 13 for every field from Conference Programmer
you want merged into your contract.

14. When finished, click the File menu and select Save As... In the
Save As Type field select “Document Template (*dot).” Make sure
the Save In field is the same location you wrote down in step 4, the
location of the “User Templates.” In the File Name field, type a
name for the document template; we suggest “Conference
Contract.” Click the Save button.

Now that you have a contract template, you can create contracts from
Conference Programmer (see Section 12.4: Merging Data Into a Contract).
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13 Meals Wizard

Before you run the Meals Wizard, you must first enter your dining halls

into Conference Programmer.

13.1 Creating a Dining Hall

To enter a dining hall you must first enter the building that the dining
hall is in into Conference Programmer (see Section 17.5: Buildings and

Rooms).
Dining Halls Ed
Add | Edit | Delete |
Biuilding | DiningHall [ Capacity |
Moith Tower
Sauth Tawer Sauth 425

Figure 13-1

4. In the Name field, type
the Name of the dining
hall (it may have the
same name as the

building).

5. Set the Capacity field
to the maximum

Add a Dining Hall

1.

In the browse tree, expand Setup and click
Dining Halls. The Dining Halls window will
open (Figure 13-1).

Click the Add button to add a new dining
hall. The Dining Hall window will open
(Figure 13-2).

In the Building field, select the building in
which the dining hall is located (you may
have entered a building specifically for this
dining hall, and not for any residence rooms).

Dining Hall E3

Building :

Name:l

Capacity : I':' j

\/ 1] 4 I x LCarcel |

Figure 13-2

capacity for the dining hall by typing a number or clicking on the up-
or down-arrows next to the Capacity field. Click the OK button.

Delete a Dining Hall

1. In the browse tree, expand Setup and click Dining Halls. The
Dining Halls dialog box will appeatr.
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2. Click the name of the dining hall [ x|
and click the Delete button. Click
the OK button. @ This dining hall is being used and therefore can

nok be deleted.

You will not be able to delete a dining
hall if it is being used; you will receive a
warning (Figure 13-3). In order to delete
this dining hall, you will first have to delete Figure 13-3
all the Meals entries in it for every conference.

13.2 Running the Meals Wizard

Make sure you are working with the conference for which you want to
add meals.

1. Inthe browse tree, expand Conferences and click Meals. The Meals
wizard will appear on the main portion of the window (Figure 13-4).

‘' CP 4.5 ¢/s [Connection Info: LocalCP/sa] == x|

File Cverview Tools Function

* Add = Delste & Edit

El- @ Conferences Hall Date E. Guarantee | L. Guarantee | D. Guarant.. | B. Time L. Time D. Time B. Rate L Rate D. Rate

Contracts
Meeting Faciliti
Catering
Cornputation aof
B Subgroups/Patticin
553 Room Assignments
Reports

P

.

b Wizards
ﬁ Setup
. - . Figure 13-4
2. Click the Add button on the toolbar. The Insert Dining Counts window
will open (Figure 13-5).

3. Most of the fields in this window are already [jPininglnfomation for Camera Club———— |
i i . X . Brkfast Rate:| $4.00  Brkfast Time : |7:00 Ak
filled in for you, with information from your o wE T

Conference General tab, or with information Dinner Rate: [ $7.50  Dinngr Time: [GO0FM

used the last time the Meals wizard was run. Brkfast Guar: |55 2] Brkfastéct :0 2l

For example, the Begin and End fields are LoeliEn - ER] st - E|

. . . . . Di Guar.: |25 & Dinner Act. : |0 3,
automatically filled in with the check-in and e — il 3
Account : | Meals &

check-out dates of the conference, and the Begin: 572570 Sl e Tateas]

Rate and Time fields are automatically filled in End:[6/28/02 =] Hat: Mot =]
with the last rates and times used when the
Meals wizard was run (if this is the first time
using the Meals wizard, some default rates
and times are entered).

x LCancel |

Figure 13-5
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There are separate Rate fields for breakfast, lunch, and dinner, to allow
complete control. This is also true of the Time, Guaranteed #, and Actual #
fields. Make sure the rate for each meal is correct.

The Time fields for each meal are informational only - they show up on
reports and help organize and plan efficiently, but do not affect billing. Make
sure each meal’s Time field is set to the appropriate meal’s starting time. If
any individual meal’s time is different, it may be edited later (see Section
13.3: Editing Meal Counts).

Notice the Guaranteed # fields: the Break Guar. And Dinner Guar. fields
are set to 25, but the Lunch Guar. field is set to 28. In this example, there
are 25 participants for whom we are responsible for room and board, and
3 participants for whom we are only responsible for board (“commuters”).
These numbers are set on the Conferences General tab, on the right, in the
Housing and Commuters fields (Figure 13-6). Conference Programmer
automatically suggests that the commuters will be eating lunch in your
dining commons, but not breakfast or dinner. Even though these default
values are automatically entered, each of them is adjustable.

—Infarmaticr
Checkn : |8/26/02 =]
Check-Out : [8/28/02 =
Mights : 2
Houzing :I 25
Camrmuters :I 3
Figure 13-6

Notice, also, that there are Actual # fields for breakfast, lunch, and
dinner. You can leave these fields set to O (zero) for now, but you may want
to adjust these later to reflect the actual number of participants who ate in
the dining commons for each meal. When meal charges are applied, the
greater of the two numbers (Guaranteed or Actual) will be charged, so if you
do not have a means to count the actual number of diners, the guaranteed
number will work.

In the Account field, select the account you want to track charges for
your dining commons. In this example, we selected the “Meals” account.

Choose a tax rule in the Tax field - this field is required even if you do
not charge tax.

In the Hall field, select the dining hall you want your participants to eat
in. Figure 13-7 shows that we have selected the North dining hall. You can
assign some participants to one dining hall, and other participants to
another dining hall (see Section 13.4: Multiple Dining Halls).
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Hall | Date | B. Gualanteel L. Guaranteel D. Guarant... | B. Time | L. Time | D. Time |

Morth /2602 25 28 25 700 am 12:00 pm £:00 prn

Morth 2T M2 25 28 25 700 am 12:00 pm £:00 prn

Morth a/2a/02 25 28 25 700 am 12:00 pm £:00 prn
Figure 13-7

13.3 Editing Meal Counts

It is common that a specific meal is different that the normal meals;
perhaps it starts at a different time, or will feed more people, or cost less. In
this example, the conference has indicated that 15 additional guests will be
attending a special dinner on 8/28/02 and they would like that meal to start
at 6:30p rather than 6:00p.

Make sure you are working with the conference for which you want to
edit the meals.

1. In the browse tree, expand Conferences and click Meals. The
Meals wizard will appear on the main portion of the window.

2. Click on the day that contains the |
meal you want to edit, and click the el Info. | Mates |
Edit button on the toolbar. The Edit

Date:[8/28/02  =| Hall:|MNath =]

Meals window will open (Figure 13-8). Bikfast Rate | 400 | Bkt Time: [700AM
Change the appropriate information. In Lunch Flate:l $5.50 LunchTime:|12:DD Pt
this example, the Dinner Rate, Dinner Count, Dinner Rate: [ $1050  Dinner Time : [E30G0
Dinner, and Time fields have been edited Bikfast Count:[25 2]  Bikiast e
(Figure 13-8). You may want to enter a note Lot Ewnt:ﬂ Lunch Aot :m
about this change: Click the Notes tab and Dinner Eount:lﬁ Dirrer Acl_:m
type your information in the field. Notes Account:[Meaks = Ta: [T Mok =
appear on the “Dining Counts by Date Range”
report (see Section 16.1: Viewing Reports).
\/ 0K I x LCancel |
13.4 Multiple Dining Halls
Figure 13-8

You may have a situation in which you need to split up a group into
multiple dining halls. If you plan to use multiple dining halls you need to
determine counts for each dining hall and enter them separately.

Make sure you are working with the conference for which you want to
assign meals to multiple dining halls.
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1. In the browse tree, expand Conferences and click Meals. The
Meals wizard will appear on the main portion of the window.

2. Click the Add button on the toolbar and set the Guaranteed # fields
for Breakfast, Lunch, and Dinner to the number of participants
dining in the first dining hall. Make sure the remaining information
is correct (meal times, rates, etc.). Click the OK button.

3. Click the Add button on the toolbar again and repeat step 2 for
each separate dining hall you are working with.

The Meals wizard displays all meals for each day and dining hall. You
can edit a particular meal, in a particular dining hall (see Section 13.3:

Editing Meal Counts).

Inzert Dining Counts X |

r—Dining Infarmation for Jobn Zankich B asketball Cam
Brkfast Bate $4.00  Brkfast Time : {700 AM

Lurch Rate:| #5950  Lunch Time : |12:00 PM

Dinner Rate: | $7. Dinner Time ; |6:00 PM

Brkfast Guar. : |730 = Brkfast Act, : |0 vl
ID vl

ER

(5]
o

o)l O

Lunch Guar. : (310 & Lunch Act.
Dinner Guar. : |790 = Dinner Act. —

Accaunt : IMeaIs j
Begin: [8/18/02 =l Tan: | TanMea 7]
End:[8/25/02 Tl Hall: [Noth =]

X Cancel |

Figure 13-9

The South Tower
dining hall has a
maximum capacity of
425, and the North
Tower dining hall has a
maximum capacity of

You can now view various meal planning
reports or enter meal charges (see Sections
16.1: Viewing Reports and 10.1: Group Billing).

In this example, our conference has 810
participants, 20 of which are commuters. Given
these parameters, 790 should be entered in the
Housing field and 20 in the Commuters field on
the Conference General tab. Figure 13-9 shows
what the Insert Dining Counts window will look
like when the Meals wizard is run.

Dining Halls ]|

Add | Edit | Delete |
B uildir Drining Hall Capacit
North Tower [ Moth (400 |
Sauth Tawer | Sauth 425
Figure 13-10

400. The capacity of the dining hall is entered when the dining hall is set up
(Figure 13-10) (see Section 13.1: Creating a Dining Hall).

We can split our group into dining halls based on the hall capacities. In
this example, we are assigning 395 participants and 20 commuters to
the South Tower dining hall (Figure 13-11).
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After clicking the OK button and clicking the Add
button on the toolbar again, we assign the
remainder of our participants (395) and commuters
(zero) to the North Tower dining Hall (Figure 13-12).

After we click the OK button, the Meals wizard
displays all meals for each day and each dining hall
(Figure 13-13).

13.5 Deleting Meals

If you need to remove a meal from a specific day
that you have already created (you've already run
the Meals wizard for), you must edit that day and set
the Guaranteed # field for that meal to O (zero).

You can also remove an entire day that you
have already created.

Make sure you are working with the conference
from which you want to delete meals.

1. In the browse tree, expand Conferences
and click Meals. The Meals wizard will
appear on the main portion of the window.

2. Click on the day you want to delete and click
on the Delete button on the toolbar. Then
click the OK button when asked to confirm

Insert Dining Counts

Brkfast Rate: | $4.00
Lurch Rate:| $5.5
Dinner Rate: | $7.5

Brkfazt Guar. :

HREEE

415 =
95 =

Lunch Guar. :

Dirner Guar. :

—Dining Information for John Zankich Basketball Cam

Birkfazt Time : |7:00 Ak
Lunch Tirne : |12:00 P4

Dirrer Time : {6:00 PR

Brkfast dct.

0 3—
Lunch Act. : W
0 3,

Dirner ct.

Account; |Meals

L

-

Begin: |8/18/02

End

1|8/25/02 Yl Hall uth

j Tax: ITax Meaﬂ

o OK I XK Cancel |

Figure 13-11

Brkfaszt Rate:| 44.00
Lurch Rate:| $5.50
Dirner Rate:|  $7.50

Bikfast Guar. ; |39
Luneh Guar, : |395
9 =

.

Dinner Guar. :

—Dining Information for John Zankich Basketball Cam

Birkfazt Time : |7:00 Ak
Lunch Tirne : |12:00 P4

Dirwer Tirme : {6:00 PR

Brkfast &ct. :

0 Ev
Lunch &ct. : W
411l 3,

Dinner &ct.

Account ; | Meals

-

L

Begin: |8/18/02

End:

8/25/02 =] Hal -

j Tax: ITax Meaﬂ

o OK I XK Cancel |

Figure 13-12
that you want to delete that day.
Hall I D ate I B. Guarantes I L. Guarantee I 0. Guarant... I B. Time I L. Time I 0. Time I B. Rate
South 8418402 395 415 335 700 am 12:00 pm E:00 pro $4.00
Sauth 8/19/02 395 415 395 700 am 12:00 pm £:00 pm $4.00
Sauth 8420402 395 415 395 700 am 12:00 pm 6:00 pr $4.00
Sauth 8/21/02 395 415 395 700 am 12:00 pm B:00 prm $4.00
Savth 8/22/02 395 415 395 700 am 12:00 pm 6:00 pr $4.00
South 8/23/02 395 415 335 700 am 12:00 pm E:00 pro $4.00
Sauth 8/24/02 395 415 395 700 am 12:00 pm 6:00 prn $4.00
South 8425402 395 415 335 700 am 12:00 pm E:00 pro $4.00
Marth 8/18/02 395 395 395 700 am 12:00 pm B:00 prm $4.00
Marth 8419402 395 395 395 700 am 12:00 pm 6:00 pr $4.00
Marth 8/20/02 395 395 395 700 am 12:00 pm B:00 prm $4.00
Marth 8/21/02 395 395 395 700 am 12:00 pm 6:00 prn $4.00
Marth 8/22/02 395 335 335 700 am 12:00 pm E:00 pro $4.00
Marth 8/23/02 395 395 395 700 am 12:00 pm 6:00 prn $4.00
Marth 8424402 335 335 335 700 am 12:00 pm £:00 pro $4.00
Marth 8/25/02 395 395 395 700 am 12:00 pm B:00 prm $4.00
Figure 13-13
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14 Catering Wizard

The Catering wizard can handle very complex catering business
models. The Catering wizard has four levels of hierarchy: Meetings, Events,
Menus, and Catering Items.

A Meeting can have several catering Events; for example, a
Meeting called “Thursday, February 14" might contain a catering
Event called “Catered Dinner” and an Event called “Dessert Break.”

An Event can contain several Menus; for example, an Event called
“Dessert Break” might contain a Menu called “Brownies” and a
Menu called “Coffee.”

A Menu can contain several Catering Items; for example, a Menu
called “Coffee” might contain a Catering Item called “Coffee,” a
Catering Item called “Decaffeinated Coffee,” and a Catering Item
called “Deluxe Linen.”

A Catering Item is the basic unit for the Catering Wizard; every item
that you want to track or charge for must be a Catering item; for
example, a Catering Item might be “Coffee,” “Decaffeinated
Coffee,” or “Deluxe Linen.”

To use the Catering wizard, you must create at least one of each of
these items, so for very simple catering operations it may be easier to not
use the Catering Wizard at all, but instead simply add manual charges to
the Charges and Payments tab of the conference, subgroup, or participant
(see Section 10.1: Group Billing).

14.1 Catering Items

Add a Catering Item

1.

In the browse tree, expand Setup and click Catering Items. The
Menu Items window will open (Figure 14-1).

Click the Add Item button. The Cater Item window will open
(Figure 14-2).

In the Cater Item field, type the name of the Catering Item you want
to add. If you want to also add a Menu that contains only this
Catering Item, check the “Add this item as Menu” checkbox (see
Section 14.2: Catering Menus). Click the OK button.
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=
Add Menu | Edit | Delete | Add ltem | Edit [tem |
Menu lkem | Lnit § | Setup § | |berms | Maotes
1 | ol
¢ ak I x Cancel |
Figure 14-1 Cater Item x|
Cater ltem : ||

[~ Add this item as Menu

“ 1] I x LCancel |

4. Click the OK button to close the Menu Items dialog box. Figure 14-2

Edit a Catering Item

1. In the browse tree, expand Setup and

oo
click Catering Items. The Menu Items
window will open (Figure 14-1). soi | ea | peee |

2. Click the Edit Item button. The Edit Cater ~ [Mem ______ | -
Item window will open (Figure 14-3). Bagels "j'"j" |

Bowl Whole Fresh Fruit [as an addition)

3. Click on the Catering Item you want to edit Eﬁfekdfa;ﬁmd Meals

and click the Edit Item button. The Cater Classic Breakfast buffet
. . . Coffes - Tea - Decaf - Herbal Tea
Item window will open (Flgure 14'4) Coffes and Standard Paztry [Choice of 2)

Coffes ar_1d Standard Pastry [Choice of 3] LI
4. Change the appropl’late |nf0rmat|0n and Crffes with Selart Paztin (Choice of 21

click the OK button.

Figure 14-3
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x

Cater ltem : |3

JQK I x LCancel |

Figure 14-4

5. Click the OK button to close the Edit Cater ltem window.

6. Click the OK button to close the Menu ltems window.

Delete a Catering Item

1. In the browse tree, expand Setup and click Catering ltems. The
Menu Items window will open (Figure 14-1).

2. Click the Edit ltem button. The Edit Cater ltem window will open
(Figure 14-3).

3. Click on the Catering Iltem you want to delete and click the Delete
button. Click the OK button when asked to confirm that you want
to delete the Catering Item.

JST=I
Add Menu | Edit | Delete | Add Item | E dit [tem |
tenu Item | Unit § | Setup § | |terms | MNaotes
| | ol
o 0K X Cancel |
Figure 14-5

Page 187



Section 14: Catering Wizard

You will not be able to delete a Catering Item if it is being used; you will
receive a warning. In order to delete this Catering Item, you will first have
to delete it from all Menus, in all Catering Events, for all Catering Meetings.

4. Click the OK button to close the Edit Cater Item window.

5. Click the OK button to close the Menu Items window.

14.2 Catering Menus

Add a Menu

You cannot add a Catering Item directly to a catering Event; you must
have a Menu that contains the Catering Item, and you can add the Menu to
the Event. Although a Menu can contain multiple Catering Items for more
complex catering scenarios, it can also contain just one Catering Item for
the most simple use.

1. In the browse tree, expand Setup and _|o] x|
click Catering Items. The Menu Iltems —Menu Name and Infarmation
window will open (Figure 14-5). Menu | Notes |

2. Click the Add Menu button. The Cater bicsze |

. . . it 4 - I Setup §: I
ltems window will open (Figure 14-6). Hnit —
Sart ID vl Serves: |1 =

3. In the Menu field, type the name of the

Menu item. This can be the same as the liem Huantity =
. . . O &ssoted Cold Soda 0
name of a Catering Item; for example, if ] Bagels and Eggs 0
this Menu item contains only the O Bowl ‘whols Fresh Fr... ]
“Assorted Cold Soda” Catering Item, the O Breakiast Boxed Me... u -
M1 rhillad Froit n

name of the Menu can also be “Assorted

Cold Soda.” This simple Menu (named Lok | X cancel |
the same as the one Catering Item it

contains) is automatically created for you if you check the “Add this
item as Menu” checkbox when adding a Catering Item (see Section
14.1: Catering Items).

Figure 14-6

4. In the Unit $ field, type the price you want to charge for each unit
of this Menu. For example, if this menu will contain the “Assorted
Cold Soda,” “Bagels and Eggs,” and “Chilled Fruit” Catering Items,
and we want to charge $6.35 for each person who this menu
serves, we would type “6.35” in the Unit $ field.
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5. Inthe Setup $ field, type the price you want to charge to set up this
Menu item for your customer.

6. Setthe sort field to list the Menu in the order you want (see Section
1.11: Sort Fields).

7. Set the Serves field to the number of people this Menu (at this
price) will serve. When adding a Menu item to an Event, you can
determine how many of the Menu item to add; how many people a
Menu serves will help determine how many of the Menu item to
add. For example, a Menu item called “Personal Pizza” might
serve one person, but a Menu item called “Extra Large Pizza”
might serve 4 people. In the example in step 4, we want to charge
$6.35 per person for this menu: Since we already set the $6.35 in
step 4, we will now set the menu to serve 1 person.

8. Check the checkbox next to each Catering Item in the list that you
want to include in this Menu item. Double-click a Catering Item to
change the quantity. For example, you can change the quantity of
“Assorted Cold Soda” Catering Items to 2 for this Menu item,
meaning that 2 of the “Assorted Cold Soda” Catering Item will serve
1 person (setting this menu to serve 1 person was done in step 7).

o] Figure 14-7 shows that we have created a
—Menu Name and Information Menu item called “Breakfast Coffee,” and that we
Menu | Motes | are charging $25.00 to setup this Menu and $6.35
Meru: [Breakfast Coffee per participant that this Menu serves. It also shows
Unit$: [$6.35  Sewed: [s2500 that this Menu serves one person (so we will have
sot: [0 2] sewes: [T 3] to add this Menu to an Event once for each
— TR partlc!pant in .that Event - see Section 14.3:
[] Assoted Cold Soda o Catering Meetings). You can also see that this
[ Bagels and Eggs 1 Menu has three Catering ltems: “Bagels and
[ Bowl whele Fresh Fruit (a5 an additien) 0 ] Eggs,” “Classic Breakfast buffet,” and “Coffee and
[ Breakfast Boxed Meals a . " .
O Chilled Fruit 0 Standard Pastry (choice of 3).” Each of the catering
Classic Ereakfast buffet 1 items is set to a quantity of 1, except “Coffee and
L] Coftes - Tea - Decaf - Hebal Tea o Standard Pastry (choice of 3)" which is set to 2.
[ Coffee and Standard Pastry (Chaice of 2] 1]
EE;;ZZ ;ﬂissjzgfsazt‘f{éﬂzcj ;; A E 9. You can enter extra notes for this Menu by
[ Coffee with Select Pasty (Choice of 3 0 clicking the Notes tab and typing the notes in
the field.
W Ok I X Cancel |
10. Click the OK button.

Figure 14-7
11.

Click the OK button to close the Menu Items window.
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Edit a Menu
1. In the browse tree, expand Setup and click Catering ltems. The
Menu Items window will open.
2. Click on the Menu you want to edit and click the Edit button. The
Cater Items window will open (Figure 14-7).
3. Change the appropriate information and click the OK button.
4. Click the OK button to close the Menu Items window.

Delete a Menu

1.

In the browse tree, expand Setup and click Catering Items. The
Menu Items window will open.

Click on the Menu you want to delete and click the Delete button.
Click the OK button when asked to confirm that you want to delete
the Menu.

You will not be able to delete a Menu if it is being used; you will receive
a warning. In order to delete this Menu, you will first have to delete it from
all Catering Events, for all Catering Meetings.

3.

Click the OK button to close the Menu Items window.

14.3 Catering Meetings

Add a Catering Meeting

Although you must create Catering Iltems and Menus before you can
add them to a catering Event, you cannot create a catering Event until you
create the catering Meeting that will contain the Event.

Make sure you are working with the conference for which you want to
add Catering to.

1.

In the browse tree, expand Conferences and click Catering. The
Catering wizard will appear in the main portion of the window
(Figure 14-8).

Click the Add button on the toolbar. The Catering Events window
will open (Figure 14-9).
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**CP 4.5 ¢/s [Connection Info: LocalCP/sa] =181 x|

File Owerwiew Tools Funchion

* Add = Delete  a Edit

E@ Conferences Event Group DatedTime Contact

i e Meals

« Confracts

ieeting Facilities

- .atering

. v e Computation of Cost

% Subgroups/Participarts

Fioom Assignments

Repaorts

-G Wizards

= ﬁ Setup
o Securitywizard

Building and Rooms

Meeting Facilties an

Room Types

Dining Halls

Accounts

Tax Rules

Catering ltems
Contract and Renin:
Load Special Report
Edit Contat List
‘wieb Form Setup Pa

Figure 14-8

~=lolx|

Ing || Everits |

—Meeting Infarmatior

Date:l j

Diescription

tain Contact

Site Contact

Biling Contact

Lef Lef Lol

Mote

¢ Ok | x LCancel

Figure 14-9

In the Description field, type a name for this Meeting. We suggest
naming the Meeting after the day, and naming the Events something
descriptive. In this example, we will name the Meeting “Thursday,
February 14.”

Set the Date field to the date of this catering Meeting.

In the Main Contact field, select the person who will be the main contact
for this catering Meeting. The list of contacts to choose from can be edited or
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added to in the Contact List (see Section 17.13: Contact List). The Main
Contact is a required field - if you do not want to use it, create one bogus
person in your Contact List and select that person in the Main Contact field.

The Site Contact and Billing Contact fields are not required, but are
useful if you have a different contact person to set up the catering, to talk
to on-site, and to handle billing.

Enter any special notes about the catering Meeting in the Notes field.

3. Click the OK button.

Edit a Catering Meeting

Make sure you are working with the conference which contains the
catering Meeting you want to edit.

1. In the browse tree, expand Conferences and click Catering. The
Catering wizard will appear on the main portion of the window.

2. Click on the catering Meeting you want to edit and click the Edit button
on the toolbar. The Catering Events window will open (Figure 14-10).
Note that this is the same window you see when you add new
catering Meetings, but is now displaying the Events tab.

=
Meeting I

—Ewvent:

Add | Edit | Delete |
Ewent | Start | End | Confirmed | Confirmed By
4| |
\/ Ok x LCancel
Figure 14-10
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3. Tochange information about the Meeting, click the Meeting tab and
make the appropriate changes. To change information about the
Events in the Meeting, make the appropriate changes on the
Events tab (see Section 14.4: Catering Events).

4. Click the OK button.

Delete a Catering Meeting

Make sure you are working with the conference from which you want
to delete a catering Meeting.

1. In the browse tree, expand Conferences and click Catering. The
Catering wizard will appear on the main portion of the window.

2. Click the catering Meeting you want to delete and click the Delete
button on the toolbar. Click the OK button in the confirmation
message (Figure 14-11).

x

@ This will delete all catering events and menus associated with this meeting, Continue?

Cancel |

Figure 14-11 14.4 Catering Events

Before you can add catering Events, you must create Catering Items
and Menus to add to the Event, and you must create the catering Meeting
that will contain the Event (see Sections 14.1: Catering ltems, 14.2:
Catering Menus, and 14.3: Catering Meetings).

Add a Catering Event

Make sure you are working with the conference for which you want to
add a catering Event.

1. In the browse tree, expand Conferences and click Catering. The
Catering wizard will appear on the main portion of the window.

2. If you want to add a catering Event to a catering Meeting that
already exists, click the name of that catering Meeting and click the
Edit button on the toolbar. The Catering Events window will open
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(Figure 14-12). If you want to add a catering Event to a new cater-
ing Meeting, you must first create the catering Meeting (see
Section 14.3: Catering Meetings).

* | Cateri -0l x|
teeting
Ewent:
fdd | Edit | Dielete |
Ewent I Start I End I Confirmed | Confirmed By
| |
J 0K x LCancel
Figure 14-12

Make sure you are viewing the Events tab and click the Add but-
ton. The Catering Event window will open (Figure 14-13).

-iBix

Event Information I Mates |

Ewent Infarmation : Confirmation :
Ewvent Mame : || By :I j
Date : [2/14/2002 = Date =l
Tirne :I End: I Sart :ID 3:
Item | Cuantity | Quoted Total | Calculated Total | 4/ nit | $ Setup | Aco
«| | i

q/ Mhap | x Cancel | Henu |

Figure 14-13
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A 7 n

4. Inthe Event Name field, type a name for the Event. This should be
a short descriptive name to differentiate this Event from others in
the same Catering Meeting.

Set the date field to the date this Event takes place. This date can be
different than the date of the Meeting, even though you may have named
your Meeting after a day. In this example, our Meeting is called “Thursday,
February 14” and takes place on that day, but we can still have an Event on
a different day. This is to allow different naming and dating schemes.

Set the Time and End fields to the start and finish time of this Event.

The Confirmation fields By and Date are not mandatory but can be
used to track which of your contacts approved the catering information you
are entering. In the By field, select the contact who confirmed or approved
the information you are entering. Set the date field to the date the
information was confirmed.

Set the Sort field to list the Event in the order you want (see Section
1.11: Sort Fields).

5. To add notes to this Event, click the Notes tab and type your notes
in the field.

The bottom portion of the window lists all Menus that have been added
to this Event.

6. Click the Menu button. The Catering Menu Items window will open
(Figure 14-14).

the Account field,

r&ccount. Tax, and Count

Account

Tax: Court :

select the account you

|Meals

j |NOTax

o= Sl want to track charges for

Item

|QU£tily|

$ Total | $/Unil| $ Setup | Account | Tax |

O Cirk Breal:
[ Sandwich Buffet
[ Breakiast Coffee

x Cancel |

your catering Events.
Choose a tax rule in the
Tax field - this field is
required even if you do
not charge tax.

$2.50 $25.00
$3.00 $25.00
$6.35 $25.00

Set the Count field to the
number of people this Event
will serve.

Figure 14-14
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Check the checkbox next to each Menu item you want to add to this
Event. When you add a Menu item, the values in the Account, Tax, and
Count fields are automatically set for the Menu you check. For example, if
you want to add 30 “Drink Break” Menu items with no tax in the Housing
account, set the Count field to 30, the Tax field to “No Tax,” and the Account
fields to “Housing,” then check the “Drink Break” checkbox. Then, if you
want to add 20 “Sandwich Buffet” Menu items with meals tax in the Meals
account, set the Count field to 20, the tax field to “Tax Meals,” and the
Account field to “Meals,” then check the “Sandwich Buffet” checkbox.

To change the quantity of an added Menu item, uncheck its checkbox, set
the Account, Tax, and Count fields appropriately, and re-check the checkbox.

8. Click the OK button. The Catering Event window lists all Menus
that have been added (Figure 14-15).

i
Ewent Information IND[ES |
Evvent Infarmation : Confirmation :
Event Mame : IMoming Coffes Break By I j
Date: [2/14/2002 =1 Date | =l
Time:[7004M  End: [S:004M Sat [0 =l
Item | Guantity | Quoted Total Calculated Tulall $.-’Unil| $Selup| Account | Tax | MNotes
Drink Break. 30 $104.39 $104.33 $2.50 $25.00  Housing Tax Meals
Ereakfast Coffee 20 $152.00 $152.00 $6.35 $25.00  Meals No Tax
«| | i
J Okay x Cancel |
Figure 14-15
9. Click the OK button to close the Catering Event window. The
Catering Events window lists all Events that have been added
(Figure 14-16).
i
Meeting Events |
—Event:
Edit | Delete |
Ewent | Stark | End | Confirmed | Confirmed By | Location |
Morming Coffee Break 02/14/02 7:00 am 8:00 am Tentative
\/ ok x Lancel
Figure 14-16

10. Click the OK button to close the Catering Events window.
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Edit a Catering Event

Make sure you are working with the conference that contains the
catering Event you want to edit.

1. In the browse tree, expand Conferences and click Catering. The
Catering wizard will appear in the main portion of the window.
2. Click the name of the catering Meeting that contains the catering
Event you want to edit and click the Edit button on the toolbar. The
Catering Events window will open.
3. Click on the Event you want to edit and click the Edit button. The
Catering Event window will open (Figure 14-17).
1ol x]
Event Infarmation |Hgtes |
—Ewent Information : Confirmation :
R QBN Rl cinitg Coffee Break B_I,J:I j
Date : [2/14/2002 =] Date | =l
Time: ;| 700 &b End: [8:00 AM Sart ;|n E[:
Itern | [uantity | Quoted Totall Calculated Totall $£Unit| $Setup| Ao
Ereakfast Coffes 20 $152.00 $152.00 $6.35  $25.00 Mea
Drink Break 0 $104.29 $104.39 $250  $25.00 Hou
1| | i
\/Qka_l,l | x Cancel | Menu |

Figure 14-17
4. Change the appropriate Event information, or click on the Menu
button and change the appropriate Menu information.

When you added Menu items, the values in the Account, Tax, and
Count fields were automatically set for that Menu item. To change the
values for a Menu item, uncheck its checkbox, set the Account, Tax, and
Count fields appropriately, and re-check the checkbox for the Menu item.

5. Click the OK button to close the Catering Menu ltems window.
6. Click the OK button to close the Catering Event window.

7. Click the OK button to close the Catering Events window.
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Delete a Catering Event

Make sure you are working with the conference that contains the
catering Event you want to delete.

1. In the browse tree, expand Conferences and click Catering. The
Catering wizard will appear on the main portion of the window.

2. Click the name of the catering Meeting that contains the catering
Event you want to delete and click the Edit button on the toolbar.
The Catering Events window will open.

3. Click the name of the Catering Event you want to delete and click
the Delete button.

4. Click the OK button.
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15 Meeting Facilities Wizard

The Meeting Facilities wizard allows you to track or charge for the use
of meeting rooms or resources. Before you run the Meeting Facilities
wizard, you must first enter your meeting facilities into Conference
Programmer.

15.1 Creating a Meeting Room

1.

In the browse tree, expand Setup and click Meeting Facilities and
Resources. The Meeting Facilities and Resources window will

open (Figure 15-1).

*.* Meeting Facilities and RE - 101 x| 2.

Add Building | Hgsnurce!ﬁnnm |
South Tower | Dizco

Edit | Conf. Center 100

— Mone Overhead Projector

Delete | Marth Tower 100
Morth Tower 217
Fadua 300
South Tower 275
Figure 15-1
3.

Click the Add button. A blank Meeting

Facility/Resource window will open
(Figure 15-2).
Meeting Facility/Resource il
Degcription | Egnfiguration&l
—Resource Informatior
Building : | =l
Room Mo, : I
Phane:l
Rate Hourly : I— Rate Daily : I—
Setup Rate ; I— Sart Field : m
Motes/Descrption

i

x Cancel

Figure 15-2

In the Building field, select the building in which the meeting room
is located. In the Room No. field, type the room number of the
meeting room - you can enter a room name here, which will
probably make meeting room selection easier, but the name is
limited to a maximum of 20 characters. If there is one, enter the
phone number for the meeting room in the Phone field. Enter the
hourly rental rate in the Rate Hourly field, the daily rental rate in the
Rate Daily field, and the meeting room setup fee in the Setup Rate
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field. If you do not charge for one or more of these items for this
meeting room, leave the field blank or enter 0 (zero). Set the sort
field to list the event in the order you want (see Section 1.11: Sort
Fields). If there are any special notes about this meeting room,
type them in the Notes/Description field.

4. Click the Configurations tab (Figure 15-3). Meeting Facility/Resource X|
This tab displays a list of all possible Deseription  Canfigurstions |
configurations/capacities for this meeting Add | Edi | Delete |
room. A default configuration is

t ticall ted f h Eonfigurationl Capacity INUtes I
automatically create or eac room, iStandard 0 Detault configuration

which you can edit or add to. If your
meeting room has multiple configurations,
click the Add button. The Configuration
window will open (Figure 15-4).

Configuration |

Configuratior I—I
" OK X Cancel |

Title : |Theater Style

Capacity : IT-"EI 3:

Maote

Figure 15-4

Figure 15-3

Meeting Facility /Resource

5. In the title field, type the name of this
configuration. Set the Capacity field to
the maximum possible capacity for this Add
configuration. Click the OK button.

elete |

Ennfiguratinnl Capacity |N|:utes |

Flgu.re 15-5 shows all of the Theater Style =
configurations for our example Classroam an

meeting room.

6. Click the OK button. The added room will now appear in your list
of meeting rooms and may now be reserved for a conference.

15.2 Entering a Resource

You can use the Meeting Facilities wizard to manage resources as well
as meeting rooms. You can track resources such as overhead projectors,
laptops, or PA loudspeakers, assuring that you don’t double-book them and
do charge appropriately for their use.

Figure 15-5
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The process for entering resources is identical to that for entering
meeting rooms, except that resources do not have a building nor a
configuration. In the Building field, select “None.” You can leave the default
configuration (“Standard” with a maximum capacity of zero). In the Room
No. field, type the name of the resource; you are limited to a maximum of
20 characters (Figure 15-6). Click the OK button.

Meeting Facility /Resource il 15_3 Reserving Meeting
Dessrpton | Cartiguration | Facilities or Resources
~Rezource Infarmaticr
Building : |Nane | Make sure you are working with the
Raom Ne. : [Dverhead Projector conference for which you want to reserve
Phone : | meeting rooms or resources.
Rote Houly: [ 1000 Fiate Pl [_$5510 1. In the browse tree, expand Conferences
s Hat"f:_l 500 Sotfed:[s =] and click Meeting Facilities. The Meeting
_TNh?:E;’;?;Slz'iZ:ésanew — Faciliies wizard will appear in the main
portion of the window (Figure 15-7).

x Cancel |

Figure 15-6

*'CP4.5¢/s [Connection Info: LocalCP/sa] =E|

File Overview Tools Function

+ Add = Delete & Edit

John Zankich Basketball Camp

=B Conlerences Building Room/Resource | Start End Event Name
* Meals
+ Conlracts

B i =cting Faciities!
+ Cateing
+ Computation of Costs
B2 Subgroups/Participants
{52 Roam Assignments
-8 Peports
w-5E Wizards
£ oo

)

Figure 15-7
2. Click the Add button on the toolbar. The Facility Reservation
window will open (Figure 15-8).

3. The Title field is automatically filled in with “General Use,” but you
can change the name of this reservation to make it easy to identify
in a list of reservations (you have a maximum of 50 characters).
Set the Expected # field to the number of expected participants for
this meeting; this will be used to determine if the meeting room you
select has the capacity to hold all the participants.
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The Start Date and End Date fields 1o x|
are automatically filled in with the check- Information | Notes |

—Uszage Infarmation

in date of the conference. You can :

. Tltle:WExpectedﬂ:lﬁ
change both fields to another day to StatDate [z7002 =] StatTme:[iZ0mm
reserve the meeting room on that day, or ErdDate:[6/2572002 = EndTme:[0Toopm
you can set the End Date field to a date Buidng:[ =]  FReem: <]

later than the Start Date field, to reserve Type : [ Onie time event =
the facility for multiple days. Set the Start ek el
Time and End Time fields to the start and Setup: [1 Hour =] Cleanup: [T How |

end time of the reservation - do not [ Bilinglnfermation :

) ) Billing : IF'er Day vI Account : IHousmg VI
include the time to setup or clean up the ot ) I |
meeting room here. sewplost:[

In the Building field, select the
building in which the meeting room is
located. In the Room field, select the Figure 15-8
name of the meeting room you want to reserve. There could be multiple
listings of a meeting room name in the Room field drop-down list; each item
is for a different configuration of that meeting room. Make sure you select the
appropriate configuration.

x LCancel | Check | Find |

The Type field is automatically set to “One Time 1ol x|
Event,” which means that this meeting room & One Tine Event
reservation is for one occurrence. You can reserve £ Baok Every Day
the meeting room three ways: “One Time Event,” € Peiindic [select belon)
“Book Every Day,” or “Periodic” (Figure 15-9). [ Day of Week Repsat
Sunday Ewvem Week
- I omday Tst Occurence of konth
The Seu‘lp and Cleanup fields are Tueszday 2nd Occurence of Manth
7 “ ” Wednesday 3rd Occurence of Maonth
automatically set to “1 Hour,” but you can change i R
them if your meeting room setup or clean up times glfjfday Lt Demurere of it
are different. You can also set either of these fields
to O (zero).

The Billing, Cost, and Setup Cost fields are
automatically filled in when you choose a meeting
room; the default charges for that meeting room are
used, but you can change any of the values for each reservation. In the
Billing field, select whether you are charging for this reservation Per Hour,
Per Day, as a Flat Fee, or not at all. Enter the charge for the reservation, if
any, in the Cost field. If there is a separate fee that you charge for setup or
clean up of the meeting room, type it in the Setup Cost field.

x LCancel |

Figure 15-9
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In the Account field, select the account you want to track charges for

your meeting rooms. Choose a tax
even if you do not charge tax.

rule in the Tax field - this field is required

4. To check for scheduling conflicts for the meeting room and dates
and times you have selected, you can click the Check button. But
when you click the OK button to save this reservation, the wizard
will automatically check for conflicts. Click the OK button

If the wizard does not find any scheduling conflicts, it saves the
reservations, and all meeting room reservations for the current conference

are displayed on the screen.

Find Resource

Avaiable  Conficts |

Building/Roor | Canflict

Morth Tower 100 Used by Geb's Conference 6/6/03 8:00 am through 6/
Maorth Tower 100 Used by Geb's Conference 6/7/03 8:00 am through 6/
Marth Tower 100 Used by Geb's Conference 6/8/03 8:00 am through &/

<] | i

x| If the wizard detects a

scheduling conflict, the Find
Resource window opens (Figure
15-10) and warns you of the
conflict. This list shows you the
rooms you are trying to reserve
and the conference that is already
using them on your requested
dates at your requested times.

5. Click the Cancel button to close
the Find Resource window,
then click the OK button to
cancel the wizard (checking for

< Back | Mext » I x Cancel |

conflicts actually runs another
wizard, which we now want to

Figure 15-10

Figure 15-11

close, as we return to the
Meeting Facilities wizard).

Another warning appears (Figure 15-11).
If you want to save the reservation even
though there is a conflict, click the Yes
button - your reservation will be saved,
and the meeting room or resource will be
double-booked. If you want to choose
another room or another date or time,
click the No button, and change the
parameters of your reservation before
clicking the OK button again.
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“One Time Event” Reservations

Make sure you are working with the conference for which you want to
reserve meeting rooms.

1. In the browse tree, expand Conferences and click Meeting
Facilities. The Meeting Facilities wizard will appear in the main
portion of the window.

2. Click the Add button on the toolbar. Set the fields appropriately and
set the Type field to “One Time Event” by clicking the ellipsis button
(the button with three dots, to the right of the Type field), selecting
“One Time Event,” and clicking the OK button.

“Book Every Day” Reservations

Make sure you are working with the conference for which you want to
reserve meeting rooms.

1. In the browse tree, expand Conferences and click Meeting
Facilities. The Meeting Facilities wizard will appear in the main
portion of the window.

2. Click the Add button on the toolbar. Set the Start Date field to the
first date of the reservation, set the End Date field to the last date
of the reservation, and set the remaining fields appropriately. Then
set the Type field to “Book Every Day” by clicking the ellipsis button
(the button with three dots, to the right of the Type field), selecting
“Book Every Day,” and clicking the OK button. This will reserve a
meeting room for every day within the date range you selected.

“Periodic” Reservations

Using Periodic reservations you can reserve a meeting room for a
certain time of day on every Tuesday, Thursday, and Friday within a date
range.

Make sure you are working with the conference for which you want to
reserve meeting rooms.

1. In the browse tree, expand Conferences and click Meeting
Facilities. The Meeting Facilities wizard will appear in the main
portion of the window.
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2.

*. " Periodic Room Use

" One Time Event
" Book Ever Day

+ Periodic [zelect below)

Day of Week

—Repeat————

Click the Add button on the toolbar. Set the Start Date field to the
first date of the reservation, set the End Date field to the last date
of the reservation, and set the remaining fields appropriately. Then
set the Type field to “Periodic” by clicking the ellipsis button (the
button with three dots, to the right of the Type field) and selecting
“Periodic.” Notice that the bottom portion of the Periodic Room Use
window now allows you to make changes to those fields.

=18Ixll 3. Inthe Day of Week field, click “Tuesday.” Hold
the Control key on the keyboard down and click
“Thursday” and “Friday,” then release the
Control key (Figure 15-12).

Every wWeek In the Repeat field, select the condition that
15t Occurence of Month
2nd Oecurence of Manth
3rd Occurence of Month example, we chose “3rd Occurrence of the
4th Occurence of Month
Last Dccurence of Manth Month” based upon our date range of 03/15/02 to

meets the needs of this reservation. In this

" DK I X Cancel |

03/25/02. We could also have selected “Every
Week” to reserve the meeting room on every

Figure 15-12

Tuesday, Thursday, and Friday within our date
range.

Click the OK button.

15.4 Find Meeting Room Availability

If you know the dates and times you want to reserve a meeting room,
but are unsure what meeting rooms are available, you can tell Conference
Programmer to find all meeting rooms that are available within your
selected dates and times.

Make sure you are working with the conference for which you want to
reserve meeting rooms.

1.

In the browse tree, expand Conferences and click Meeting
Facilities. The Meeting Facilities wizard will appear in the main
portion of the window.

Click the Add button on the toolbar and set the fields appropriately
(see Section 15.3: Reserving Meeting Facilities or Resources). You
can leave the Building and Room fields blank, since the Find
wizard will be finding buildings and meeting rooms for you.
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3. Click the Find button [P i ]|
(Figure 15-13). The Find X Cancell ook | - |
Resource window will open = = =
(Figure 15-14). Figure 15-13

4. Check the checkbox next to each
building you want to search for X
available meeting rooms. You can ~Select Building
check all or none of the ekt | Eﬁﬁﬂ%i&‘:{
checkboxes by clicking the Select et | %gggiahw
Al or Clear All buttons,
respectively. Select “Any Capacity” ~Select Minimum Capacity
to search for meeting rooms with Ay Capaciy
any maximum capacity, or select ClsvEzotetp =
“Capacity Range” and set the At
Least field to the smallest
maximum capacity meeting room
you want to find. Click the Next
button. < Bk _ X Corcal |

5. The Find Resource window Figure 15-14
displays the Available tab, and
lists all meeting rooms that meet
your scheduling criteria, if there X

are any (Figure 15-15).

duvailable | Coniicts |

. . Building/F! | Max Capacity_|
6. To use one of the listed meeting T S—— -

rooms in your reservation, double-
click on the name of the meeting
room. Click the OK button when
asked to confirm that you want to
use that meeting room for you
reservation (Figure 15-16).

5I

@ Update reservation using North Tower 1007

< Back

X Cancel |

Figure 15-15

Cancel |

Figure 15-16
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16 Reports

Conference Programmer comes with a standard report pack containing
more than 60 reports to summarize, organize, and distribute your
conferencing information. The reports were created in Crystal Decisions’

Crystal

Reports.

16.1 Viewing Reports

1.

‘| CP 4.5 c/s [Connection Info: LocalCP/sa]

In the browse tree, expand Reports. Figure 16-1 shows the report
categories, with the “(1) Overview” report folder (report folder #1)
expanded further, showing some reports.

2. Click the name of a report to view it. In this example,

File Reports Tools  Function

BEin ElPeden X CoscFerot HFrt A Frevio we clicked “Conference List by Building and Date.”

Conference List by Building and Date The Report Parameters appear in the main portion of

-5 Corlferences . the window (Figure 16-2).

@ Subgroups/Participants

e} (ﬁ Fioom Assighments C . .

TR Rt To view a report, you first need to tell Conference
Conference List4lpha i
mrmﬂwmfmle Programmer what_data yqu want to report on_, u3|_ng the

N e report parameter fields. Different reports require different
) e oo Hont g _information. If a report parameter field is gray, and you
e e e |1 cannot enter or select any information in that field, then the
i i report does not need any information in that field. In this
(5.2 (10 aht s example, the “Conference List by Building and Date”
-3 [11) Group Biling Worksheets . . .

-8 (12) Conference Bilng report does not need any information in the Conference,
- [13] Subgroup Biling - .

1 [14) IndivicualBiing Event, Status, Facility, or Sort fields.

B2 [16) Summary Statistics

-3 [17] Conference Events

-8 wizards

[+ ﬁ Setup

Figure 16-1

Repart P Diate P and Sort
Conference I = | | |Beginning Date : |1f’1 42001 j
Buidng: [ =]|| EndingDate: [12/31/2002 =
Event : I - Sart: I j
Status : I ¥
Facility I b
This report lists conferences by building and sorted by check in date. You must choose a date 1ange and you may choose a particular buildingto -«
wiew this report,
Figure 16-2

If a field is yellow, as the Building field is in this example, then you can
select information in that field if you want to make the report more specific.
If you do not enter of select any information in yellow fields, the report will
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show the appropriate information for every possible selection in that field.
In this example, if you do not select a building in the Building field, the report
will show conferences in all buildings. If you do select a building in the
Building field, the report will only show conferences in the selected building.

Fields that are white are necessary - the report cannot function if there
is no information in the white fields. In this example, the Beginning Date and
Ending Date fields are filled in, so the report can find information to report
on. If the Beginning Date and Ending Date fields were not filled in, the
report could not process any information, and would inform you that it
needed more information.

3. Click the Preview button on the toolbar. The report preview fills the
entire window (Figure 16-3).

> 'CP 4.5 ¢/s [Connection Info: LocalCP/sa]

File Reparts Tools Function

INEIE

Sypint [BFreview X CloseReport [ First 4 Previous B Mest M Last < Carcel ‘ 2y 0ptions ~ [ Zoom -

Conference List by Building and Date

Conference List

by butlding emd date, 171J2001 -12/31/2002 page 1

2082002

| Conference Participants
(Restdential Commuter, Total)

North Tower

o Skating Camp Tue , 9/25-Thu,, 9727
o Teach the Teachers Mon, 12/3-Thu,, 12/6
+ Northwest Ski Extreme Fri, 3/15.Mon, 3/18

o John Zankich Baskethall Camp Fri, 8/23-Wed,, 2/28

s Camera Club Mon, 8/26-Wed, 2i28
West Tower

o Northwest Ski Extreme Fri, 3/15.Mon, 3/18
« Society of Plastics Engineers Tue,, 3M19-Sun, 324
o Camera Club Mon, 8/26.-Wed , 3128

Conference List by Buiding and Date

You can navigate through the pages of a report by clicking the First,
Previous, Next, and Last buttons on the toolbar (Figure 16-4). Click the
Print button on the toolbar to print the report. Click the Zoom button on the
toolbar and select a zoom percentage to view more or less of the report on
the screen at a time.

Figure 16-3
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*'CP 4.5 c/s [Connection Info: LocalCP/sal
File Reports Tools Funchion

Erint F'regiew xgloseﬂepnrl [4/ First A Previous: B Mext M Last X Cancel | thions + [&Zoom ~

Figure 16-4 ]
4. Click the Close Report button on the toolbar to close the report.

16.2 Exporting Reports

You can export any of the reports to a number of different formats. One
reason you might want to do this is to put the report information into a
Microsoft Excel file that you can give to your customer so they can
manipulate the data (see Section 2.3: Import Wizard).

1. In the browse tree, expand Reports, then expand the report folder
that contains the report you want to export and click the report name.

2. Select the appropriate report criteria (see Section 16.1: Viewing
Reports) and click the Preview button on the toolbar.

3. Click the Options button on the toolbar and select Export. The
Export window will open (Figure 16-5).

Export x|
Farmat:
Il:haracter-separated walues j
Destination:
[ Disk file =l

Figure 16-5

4. Inthe Format field, select the type of file you want to export to. The
most common selection will probably be Excel (which version of
Excel you export to will depend on which version of Microsoft Excel
you or your customer will use, but most versions of Excel can read
older and newer versions of Excel files). Leave the Destination field
set to “Disk file.”

5. Click the OK button. The Choose Export File window will open
(Figure 16-6). The window you see may look different, depending
on which version of Microsoft Windows you are using.
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Choose Export File

Save i IaTemp j = Ic_ﬁii '

2]

_IF¥FR
1 msoclipl

=

Save az type: IE:-:E:E| FO j

File name: I 1.8 computation of cozts «

Save I
Cancel |
p

6. Select where you want to save the file in the Save In field. In the

File Name field, type a name for your file. Click the Save button.
Conference Programmer exports the report - this may happen so
fast that you won't even see it.

Click the Close Report button on the toolbar. You can now open
your new file in the appropriate program - in this example, open the
new file in Microsoft Excel.

16.3 Adding New Reports

If you or your IT department own and are proficient in using Crystal
Reports, you can create your own custom reports from scratch.

1.

Create a Crystal Report file from scratch. You might want to
duplicate one of our report files that display similar information (see
Section 16.5: Editing Reports) so you can see which tables we
used and how we linked them.

In the browse tree in Conference Programmer, expand Reports,
then expand any report folder and click any report name. It doesn't
matter which report you click; we just want the report tools to
appear in the toolbar (Figure 16-7).

Figure 16-6
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*'CP 4.5c/s [Connection Info: LocalCP/sa] =R
Fle Reports Tools Function

bt Bl Preview X CloseReport 14 Fist 4| Previous: B Mewt B Last 3¢ Cancel |@,gpuans - [&2oom -

Conference List-Alpha

(B Corferences

Flepart Paameter

% Subgroups/Farticipants Date Parameters and Sor

i3 Room Assignments Conferense : [ Temperay Ducle for Phone O 2| || Beginning Date - =
=B FReports .
281 (1] versi Buiding: | ]| EndngDate: | =l
Cipne Event: | = ot | B
. Stah -
Conference List by Bulding ar e K]

Confersnce List by Building ar Htg Room :

4

B [2)Pre-Conference Gensral
_g %g E:ZE;:;Z::E: 'F‘l;aﬂl‘;’a‘:;r":; This is a basic lising of conferences in a given date range sorted dipha =]
&£ [ 6] Pre-Conference Assignment P
Figure 16-7
3. Click the Options button on the toolbar and
x| select Add Report To Tree. The Report
Bropetties | Fikering Instructions | Motes | Sont 4| | Properties window will open (Figure 16-8).
(1) Selest eport . . .
| — = 4. Click the ellipsis button (the button with three
(2)What tile da you want for this reprt dots, to the nght_of the S_elect Repqrt field). The
| Select Report window will open (Figure 16-9).
[3] In what folder should this report be located i . . I |
[(1) Overview - Note: It is easy tq atI:C|dentay delete or
[4]) What order do you want this report to appear replace your reports while in the Select Report
o= window; be careful here! Once a report is deleted
. | or replace, it is very difficult, and sometimes
Folders ) . .
impossible, to get it back.
5. Click the Load button. The Select Report

Figure 16-8 window will open (Figure 16-10).

6. Navigate to and select your Crystal Report file and click the Open
button. The report file is imported into the database and shows up
in the list of all the reports (Figure 16-9).

7. Click on the name of the N [=1Ed
report you just added and Report [Dat=_ =
i 1.1 Conference List AL 9/1042.
click the OK button 1_:0 close Update 1.2 conference list by ... 1016/, |
the Select Report window. —I— 1.3 conference list by . 10416/
Delete | 1.4 conference list by ... 30/2.
H = 10.1 name badge.rpt 10431/
8. In the What_ Tltle Do -YOU Esgi 10.2 subgroup mailing...  9/1242..
Want For This Report field, —l— 10.3 participant mailin...  10/124..

. 10.4 key labels.rpt 1012/,
type a name for this report - 10.5 registration labels... 10/12/.
i i i 11.1 meal billing. rpt 9418/2.
this name will show up n 11.2 group bill.rpt 104372
the browse tree. 11.3 group bil summar... 11/8/2..
11.4 facilities biling.rpt  10/31/. &
9. In the In What Folder < 12

Should This Report Be
Located field, select which VK| _X carcel
report folder you want this Figure 16.9
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* " Report Properties x|

Propertties  Eiltering Instructions IHQ[ES | Sort 4 | PI

10.

11.

report to display in the 21|
browse tree (see Section Look n: | (] Desktop BN F=1="
16.4: Report Folders).

- My Computer @ Server Desktop g
Set the What Order Do ""' My Metwork Flaces B shartcut to TG Expenses 2-02.4s [

. ’3 11.8 computation of costs.xls EShortcut to I Arizona expenses, xls

You Want This Report To [ | Customer Data @Shortcut to UMM expenses. xls
Appear field appropriately =] PHP error_log bt 5T Files
(See Section 1.11: Sort php thumbnailer error_|og.txk
Fields). | >l

Click the Filtering File name: ||

Instructions tab (Figure Files of rpe: | =] Cancel |

16-11). In the field, type

Open I

the filtering instructions.

There is a special language to
use here - a combination of Crystal
Reports functions and certain
Conference Programmer syntax.
You can view the properties of an
existing report to learn how we use
the Filtering Instructions field (see
Section 16.5: Editing Reports).

J oK I x LCancel |

Figure 16-11

12.

13.

Click the Notes tab. In the field, type a brief description of the report
(up to a maximum of 200 characters). This note appears in the
report parameters portion of the window, and should tell the viewer
what it will report, what it requires as a report parameter, or
anything special about the report.

Click the Sort tab. In this field, you can enter sort options for the
report. If the report is rather simple (if it does not contain groups),
you can use the Sort field to allow the user to view the report in
different sort orders without having to create separate Crystal
Report files. The language structure here is simple: Type the name
of one sort option, surrounded by square brackets [ ]. Following
that, type the name of the fields (including the table name) in the

Figure 16-10
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x|| order you want them to sort, surrounded by braces
Eitering Instructions | Notes 5ot |Femuss 4| *||  { }. Repeat this for other sort options. Figure 16-12
ES:EE?’S EirstName] shows an exa.lmple Where we are setti.ng up three
[Sort by Last Name, then First Name] possible sorting options: “Sort by First Name,”
}E:{Hﬁiﬁ “Sort by Last Name, then First Name,” and “Sort by

[Sart by High School]

Tpattopton 11 High School.” For the “High School” sort option, we

designated one of the user-definable fields of the
Participants Additional Info tab as the field to
contain the “High School” information.

14. The Formulas tab is for advanced report

’—I functionality and should be left for Seattle
o 0| X Corcel | Technology Group, Inc. use only.

Figure 16-12
16.4 Report Folders

You can reorganize the reports in the reports folder by adding,
renaming, or deleting report folders.

Add a Report Folder X
Properties |Eiltering Instructions | Mates | Sort A
1. In the browse tree, [1) Select repart
expand RepOFtS, then I'I.'I conference list alpha.rpt J
expand any report folder [2)*hat title do you want for this report

and click any report ICUnference List-&lpha

name. It doesn’'t matter
which report you click;
we just want the report m =

tools to appear in the |

Folders
toolbar.

[3] In what folder should this report be located
I[ 1] Owverview j
[4] %What arder do vou want this repart to appear

x LCancel |

2. Click the Options button
on the toolbar and select
Edit Properties. The
Report Properties window will open (Figure 16-13).

Figure 16-13

3. Click the Folders button. The Report Folders window will open
(Figure 16-14).

4. Type the name of the new folder in the field and click the Add button.
Folders are listed in the browse tree and in this list in alphanumeric
order, which is why we named our report folders with numbers
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before the descriptive names; we want x]

them to list in the order of the numbers, but
we want the descriptive name to explain &l |

what kind of reports will be in the folder. Deleta | e s Ganeri—
[ 3] Pre-Caonference Meal P
. Eename
Click the OK button to close the Report —l {g{ Ere Conference Paciit
re-Conference Aszignn
Folders window. [ 7] Registration
[ 8] Rosters
. [ 9) Houzekeeping
Click the Cancel button to close the H?%Iéabelséaﬂlstggish
Report Properties window. We click the [12) C;Dnl;ngrerlmg;g_lsilliﬁrgs 3
Cancel button here because, although we Hi{ Fnﬂ'?\?i'd°u“aﬁ'§i','|'i';§_ 5
made changes to the report folders, we L8| Surmae 3tatistios
did not want to make changes to the
properties of the report we originally
Figure 16-14

selected in step 1.

When you add a report folder, it does not show up in the browse tree
until you have assigned a report to be in that report folder (see Sections
16.3: Adding New Reports or 16.5: Editing Reports).

Rename a Report Folder

1.

In the browse tree, expand Reports, then expand any report
folder and click any report name. It doesn’t matter which report
you click; we just want the report tools to appear in the toolbar.

Click the Options button on the toolbar and select Edit Properties.
The Report Properties window will open.

Click the Folders button. The Report Folders window will open.

Click on the name of the report folder you

i Enter Capti =
want to rename and click the Rename X
button. The Enter Caption window will ~ thangeFolderName:

[ 3] Pre-Canference Meal Planning

open (Figure 16-15).

Type the new name of the report folder
and click the OK button.  Okzy | X Cancel |

Click the OK button to close the Report Figure 16-15
Folders window.

Click the Cancel button to close the Report Properties window. We
click the Cancel button here because, although we made changes
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to the report folders, we did not want to make changes to the
properties of the report we originally selected in step 1.

Delete a Report Folder

1.
2.
3.
4,

This folder contains 1 reparts, You need to
move of delete these reparts First,

In the browse tree, expand Reports, then expand any report
folder and click any report name. It doesn’'t matter which report
you click; we just want the report tools to appear in the toolbar.

Click the Options button on the toolbar and select Edit Properties.
The Report Properties window will open.

Click the Folders button. The Report Folders window will open.

Click on the name of the report folder you want to delete and click
the Delete button. If you are trying to delete a report folder that
contains reports, you will get a warning message (Figure 16-16);
you will have to either delete the reports within this report folder
(see Section 16.6: Deleting Reports) or move the reports to
another folder (see Section 16.5: Editing Reports) before you can
delete it.

x| 5. Click the OK button to close the Report
Folders window.

6. Click the Cancel button to close the Report
Properties window. We click the Cancel
button here because, although we made

Figure 16-16

changes to the report folders, we did not
want to make changes to the properties of
the report we originally selected in step 1.

16.5 Editing Reports

There are two ways to edit a report in Conference Programmer. You
can modify the report properties, or you can modify the report itself using
Crystal Decisions’ Crystal Reports. Once a report has been “plugged-in” to
Conference Programmer, the main reason to modify the report properties
is to change the note that appears before you run the report, which explains
what the report will do.
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Modify Report Properties

1.

In the browse tree, expand Reports, then expand the report folder
that contains the report whose properties you want to modify and
click that report name.

Click the Options button on the toolbar and select Edit Properties.
The Report Properties window will open.

Click the Notes tab. Change the appropriate information and then
click the OK button.

You can change the information on any of the Report Properties tabs
using this method, but doing so may result in the report not working or
possibly causing Conference Programmer to crash.

Modify a Report With Crystal Reports

1.

7.
8.

In the browse tree, expand Reports, then expand the report folder
that contains the report you want to edit and click that report name.

Click the Options button on the toolbar and select Edit Properties.
The Report Properties window will open.

Click the ellipsis button (the button with three dots, to the right of
the Select Report field). The Select Report window will open.

Scroll through the list of reports in Conference Programmer and
click the name of the report file you want to edit. Click the Export
button. The Browse For Folder window will open.

Select where on your computer you want to export the report to
and click the OK button; we suggest your Desktop.

Click the Cancel button to close the Select Report window.
Click the Cancel button to close the Report Properties window.

Modify the report in Crystal Decisions’ Crystal Reports and save it.

Refer to your Crystal Reports manuals for assistance in working with or
understanding Crystal Reports.

9.

In the browse tree in Conference Programmer, expand Reports,
then expand the report folder that contains the report you just
modified and click that report name.
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10. Click the Options button on the toolbar and select Update Report.
The Select Report window will open.

11. Navigate to the report file you just saved, click on it, and click the
Open button. You report is uploaded into Conference Programmer.

When you use the Update Report Functionality, the report file that you
upload from your computer into Conference Programmer replaces
whatever report file the report was previously pointing to. For example, if
you export the report file “1.1 Roster.rpt” from Conference Programmer to
your computer, modify it, and save the modified report file as “New
Roster.rpt,” then when you use the Update Report function, the old report
("1.1 Roster.rpt”) will be removed from Conference Programmer
permanently and will be replaced by “New Roster.rpt.” To add a new report
to the report tree without replacing any reports, use the Load button to find
your report and upload it into Conference Programmer (see Section 16.3:
Adding New Reports).

16.6 Deleting Reports

There are two ways to delete a report. You can remove a report from
the browse tree, so that no one can see it or use it (but so that it remains
in the Conference Programmer database, making it easy to add later if you
want), or you can delete the report from the Conference Programmer
database so that it no longer exists. If you want to use a report again in the
future and you use the second method to delete the report from Conference
Programmer, you will have to recreate the report from scratch in Crystal
Decisions’ Crystal Reports.

Remove a Report From the Browse Tree

1. Inthe browse tree, expand Reports, then expand the report folder
that contains the report you want to remove from the browse-tree
and click that report name.

X 2. Click the Options button on the toolbar and
Remove "Roster” From the browss tree? select Delete Report. Click the OK button
when asked to confirm that you want to

delete the report (Figure 16-17).

Cancel |

Figure 16-17
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Delete a Report From Conference Programmer

1. Inthe browse tree, expand Reports, then expand any report folder
and click any report name. It doesn’t matter which report you click;
we just want the report tools to appear in the toolbar.
2. Click the Options button on the toolbar and select Edit Properties.
The Report Properties window will open.
3. Click the ellipsis button (the button with _(0 x|
three dots, to the right of the Select Report _ 1 [Repat [ Dae |
i i ' A 111 Conference List Al 9/10/2..
f|elld). The Select Report window will open e ] Ao el
(Figure 16-18). 4|— 1.2 conference list by .. 10416/,
Delete | 1.3 conference list by ... 10/167.
H = 1.4 conference list by ... 971042,
4. Click the name of the report that you want ot 101 name badgerpt 107317,
to delete and click the Delete button. If the 4|— lgéwﬁg'?uptma"i-?g“' %}125
.. . . |3 participant mailin... g
report is in use in the browse tree, you will 10_4Eey IaEeIs.rpt 10412/

; ; . 1015 registration labels . 10/12/.
get a warning message (Figure 16-19); 17 o Lamﬁ;,apf* arare
you will have to remove the listed reports H-%gmup E!“-fpl 15‘;’3}’3

.3 group bill summar... -
from the browse tree before you can T
delete this report from Conference
Programmer. VoK | X corcel |
x| Flgure 1648

<

This Crystal report file is referenced in the Following reports
Roster

Delete these reports, then try again,

Figure 16-19

5. Click the OK button to close the Select Report window.

6. Click the OK button to close the Report Properties window.
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17 Miscellaneous Functions

17.1 Changing a Field Label

You can change the names of the fields in Conference Programmer,
which makes things easier to understand if you use a field for something
other than what it was designed, or when you use the custom fields.

*.% Enter Caption

Field Caption | Field Information |
Enter Field Label :

_(Ol x| 1. From the Tools menu, select Field Label Edit.
If Field Label Edit mode is on, the menu item
“Field Label Edit” will have a checkmark next

|Title
Enter Display :

to it - selecting it again in the menu will toggle

|Arfi|iation

Field Label Edit mode off and remove the
checkmark.

~/ Okay I x Cancel |

2. Double-click the name of the field you want to

Figure 17-1

change. The Enter Caption window will open
(Figure 17-1).

In the Enter Field Label field, type what you want the field to be
named; what you want to be displayed next to the field in
Conference Programmer (up to a maximum of 20 characters). In
the Enter Display field, type a brief description of the field (up to a
maximum of 40 characters). Sometimes in Conference
Programmer, you get a list of all fields (such as when using the
Conference Export wizard). This Display Name appears in those
lists. The field name is usually much shorter than the display name,
because there is so little room in the Conference Programmer
windows to fit field names, but display names can be longer. In this
example, there is only room on the screen to display “Title ;" as a
field name, but to make things clear we are calling that field
“Affiliation :” as a display name.

17.2 Changing a Drop-Down List

In almost every field that contains a drop-down list, you can customize
the drop-down list to contain the items you want. For example, on the
Participants Additional Info tab, the Meal Plan field can be customized to
display “Meal Plan A” and “Meal Plan B” in the drop-down list.

1.

Click in the field as if you are about to type some information.
Hold the Control and Shift keys on the keyboard down, and press
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the “L" key on the keyboard. The Lookup List

window will open (Figure 17-2). |

2. Click in the field at the top of the window and
type an item you want displayed in the drop-
down list. Click the Add button. The item you
added appears in the list. Repeat this step
until all the items are added.

You can change the order of these items in the
drop-down list. Click on one of the list items in the list
and click the Up or Down button to move this item up or ¥ &
down in the list, respectively X Cancel

3. Click the OK button. Figure 17-2

17.3 Copying Elements Between Conferences

To help save you time, you can copy various parts of one conference
to another conference. This is exceptionally helpful when setting up
conferences for the first time; you can copy the Service, Transaction, and
Events Templates from a template conference, so you do not need to
recreate these templates for each conference. You can also copy the
contact information from one conference to another, which is useful when
you have one contact person for multiple conferences.

Make sure you are working with the 1ol

conference that you want to copy information to. Copy Fram

1. Inthe browse tree, click Conferences, click
the General tab, click the Procedures Siewiles emplHe

[ Tranzaction Template

button on the toolbar, and select Copy L Evenls Template

. [] Contract
Templates. The Copy Conference window Eaemfndm
. . eals
will open (Flgure 17-3) [ Computation of Costs

E Meeting Facilities

. C Inf i

2. In the Copy From field, select the entaet infomation
conference from which you want to copy

information.

. ,/ Ok I x LCancel |
3. Check the checkboxes next to the items
you want to copy to the new conference. Figure 17-3
Click the OK button.
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Note that when copying something to a conference, if it already exists
you will have two copies! For example, if Conference A has Service
Template items, and you copy the Service Template from Conference B,
Conference A will now have all Service Template items from Conference A
and from Conference B! If there are multiple Service Template items for the
same field, a problem will occur when you try to add a participant. If this
happened with the Transaction Template, Conference Programmer would
apply each charge multiple times per participant!

-I0ix

—Copy From
| TEMPLATE =l

[] Events Template

[] Corntract

[] Reminders

[ Meals

[ Computation of Costs
[[] Meeting Facilities

[[] Contact Infarmation

o OK I X Cancel |

Figure 17-4

Figure 17-4 shows that we are about to copy
the Service Template and Transaction Template
from the “ TEMPLATE” conference to the
conference we are working with.

17.4 Security Wizard

Use the Security Wizard to manage group and
individual access to Conference Programmer, and
to add, edit, or remove users. When working in the
Security wizard, the changes you make do not take
affect until you click the Next button to close the
wizard and save all the changes.

1. In the browse tree, expand Setup and click Security Wizard. The
Security Wizard window will open. Click the Next button to start the
Security Wizard (Figure 17-5).

% Security Wizard o =]

Add User

Delete User

d

Edit User

Add Group

Delete Group

Edit Group |

Fers

Repart Security
£ Uszer Functions

CPOFFICE
E-f5 CPSTUDENT

o3 CPBASIC

< Back | Mest » I x LCancel |

Figure 17-5
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2. The list in the main portion of the window shows the security
groups. Expand a group to see the Users, Report Security, and
User Functions areas. Expand the Users area to see all the users
in this security group. The Report Security lists all reports in
Conference Programmer and allows you to turn access to each
report on or off for this security group. The User Functions area
lists all functions of Conference Programmer and allows you to turn
access to each on or off for this security group.

3.  When you are finished making changes to the security settings, click
the Next button to close the Security wizard and save your changes.

Add a Security Group

While you can add Security Groups to Conference Programmer, the
groups will also need to be added to the back-end database. Contact your
IT department or Seattle Technology Group, Inc. for help with this.

1. In the browse tree, expand Setup and click Security Wizard. The
Security Wizard window will open. Click the Next button to start the
Security Wizard.

2. Click the Add Group button. The Enter Group x|

Name window will open (Figure 17-6).
Group Mame :

3. In the Group Name field, type the name of the [
security group and click the OK button.

4. Click the Next button to close the Security wizard o OK I X Cancel |
and save your changes.

Figure 17-6
Edit a Security Group

1. In the browse tree, expand Setup and click Security Wizard. The
Security Wizard window will open. Click the Next button to start the

Security Wizard.
X|| 2. Click on the name of the group
Giroun Name - you want to change and click the
raup KN ame - . .
Edit Group button. The Edit

Group Name window will open
l—ls/ ox X Concel | (Figure 17-7).

Figure 17-7
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3. Inthe Group Name field, type the new name for the group and click
the OK button.

4. Click the Next button to close the Security wizard and save your
changes.

Add a User

While you can add users to Conference Programmer, the users will
also need to be added to the back-end database. Contact your Database
IT department or Seattle Technology Group, Inc. for help with this.

1. In the browse tree, expand Setup and click Security Wizard. The
Security Wizard window will open. Click the Next button to start the

Security Wizard.
| Create User 2 =10l 2. Click the Add User button (To automatically add
_LDQL:Z;E:;:“:”I" a user to a particular group, first click the group
Password: | name and then click the Add User button). The
Confim : | Create User window will open (Figure 17-8).
ger Group : IEF'ADMIN j

3. Inthe User Name field, type the name the user
will use to log on to Conference Programmer. In
Lastame: | the Password and Confirm fields, type the
s | password you want this user to use to log on.
For additional security, asterisks (*) will appear
instead of the letters and numbers you type for
the password.

r—Otther [nformation
First Mame : I

x LCancel |

Figure 17-8 In the User Group field, select the security group you want the user to

be in, if the correct group is not already selected.

In the First Name, Last Name, and Initials fields, type the user’s first,
last name, and initials (the user’'s name and initials are used to track which
user does what in the Conference Programmer). Click the OK button.

4. Click the Next button to close the Security wizard and save your
changes.
Edit User Information

1. In the browse tree, expand Setup and click Security Wizard. The
Security Wizard window will open. Click the Next button to start the
Security Wizard.
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Expand the security group the user is in, then expand the Users
area and click on the user name you want to edit.

Click the Edit User button (or double-click the user name). The
Create User window will open (Figure 17-8).

Change the appropriate information and click the OK button.

Click the Next button to close the Security wizard and save your
changes.

Move Users From One Security Group To Another

There are two ways to move users between security groups once you
are in the security wizard.

One is to click the user name, hold the mouse button down, and drag
that user to the new security group. You can drag the user to the security
group name, or to the Users area of that security group.

The other way is to edit a user’s information and set the User Group
field to the new group, then click the OK button.

Delete a User

1.

In the browse tree, expand Setup and click Security Wizard. The
Security Wizard window will open. Click the Next button to start the
Security Wizard.

Expand the security group the user is in, then expand the Users
area and click on the user name you want to delete.

Click the Delete User button.

Click the Next button to close the Security wizard and save your
changes.

Edit Rights For a Security Group

1.

In the browse tree, expand Setup and click Security Wizard. The
Security Wizard window will open. Click the Next button to start the
Security Wizard.

Expand the security group you want to work with, then expand the
User Functions area.
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3. Thellist in the main portion of the window shows categories of user

functions that you can control access to (Figure 17-9). Each
category contains a list of specific functions that you can control
access to for the current security group. A check mark next to a
function means that the security group has the rights to do or see
that function; no check mark means no rights.

| Security Wizard -0l x|
fdd User == . CRADMIM
—_— EI@ Users
Delete zer, . ﬁ Fiyan Harilton
| Report Security
Edif User | EI User Functions
[EZRRm - driinistration and Setup
- Wizard Acoess
Add Group ---EI Participant Access
#-1 Participant Charges and Payments
Dl fijo ---El Conference Charges and Payments

Edit Group |

-
-
-

CPOFFICE
CPSTUDENT
CREASIC

- Subgroup Charges and Payments
-1 Reservation Calendar

< Back Mest » LCancel
| | X Corce |

Figure 17-9

4. Click the Next button to close the Security wizard and save your

changes.

Edit Report Access For a Security Group

1.

In the browse tree, expand Setup and click Security Wizard. The
Security Wizard window will open. Click the Next button to start the
Security Wizard.

Expand the security group you want to work with, then expand the
Report Security area.

The list in the main portion of the window shows report folders,
organized as they are in the Reports section of the browse tree,
that you can control access to (Figure 17-10). You can toggle the
ability of the security group to view each report. A check mark next
to a report name means that the security group has the rights to
view that report; no check mark means the users in the security
group cannot view the report.
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changes.

your inventory.

Add a Building

‘| Security Wizard o [m] [
Add User | = €1 CPADMIN =
= m Users
Delete [ zer | =-[F Report Security
] EIRRm | 1] Overview
Edit User | [#--7 [ 2] Pre-Conference General
-7 [ 3] Pre-Conference Meal Planning
------ 23 [ 4] Pre-Conference Catering Planning
Add Group | ------ £3 [ 5] Pre-Conference Facilities Planning
-1 [ 6] Pre-Conference Azsighment Planning
wl ------ 23 [ 71 Registration
Edit Group | -7 [ 7] Registration
-7 [ 8] Bosters
------ £3 [ 9] Houszekeeping
------ £3 [ 9] Housekeeping
-7 [ 9] Houzekeeping j
£ Back | Mest > I x Cancel |
Figure 17-10
4. Click the Next button to close the Security wizard and save your
17.5 Buildings and Rooms
Before you can add residence rooms, meeting rooms, or dining halls to
Conference Programmer, you must first add the necessary buildings to
JRT=T
Select Building : I j Building |
1. In the browse tree Fioom Mo, I Sort Field I Telephone I Capacity | Overflow I Foon
expand Setup and click
Buildings and Rooms.
The Buildings and
Rooms window  will
open (Figure 17-11).
2. Click the Building | I -
- . 1 »
button. The Building List
window  will  open dachel Rl | Edit Fioom Delets
(Figure 17-12).
Figure 17-11
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*. ! Building List

Add | Edit

Building Code | Mame

[CC | Conf. Center
M Morth Tower
PAD Padua

5 South Tower
W West Tower

_igjx| 3. Click the Add button. The Building Information
window will open (Figure 17-13).
Delete |
Building Information E3
Account Bldg Code: |
1234567 Description : I
98765
98765 Account ; I
1234567
o OK I x LCancel |
Figure 17-13

Figure 17-12

In the Bldg Code field, type the building code. The building code
is a six-character (maximum) group of letters or numbers to
uniquely identify each building - each building must have a unique
building code! When multiple buildings are listed, they are always
listed alphanumerically by building code.

In the Description field, type the name of the building.

The Account field is optional. Some universities track each building’s

charges to a separate account number. Figure 17-12 shows a list of
buildings with account numbers. You may have several buildings with the
same account number, as in this example, where the North and West
Towers share an account number. You many want to consult your
accounting department. Click the OK button.

7. Click the OK button to close the Building and Rooms wizard.

Edit a Building

1.

In the browse tree, expand Setup and click Buildings and Rooms.
The Buildings and Rooms window will open.

Click the Building button. The Building List window will open.

Click the building name you want to edit and click the Edit button
(or double-click the building name). The Building Information
window will open (Figure 17-13).

Change the appropriate information and click the OK button.
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5. Click the OK button to close the Building List window.

6. Click the OK button to close the Buildings and Rooms window.

Delete a Building

1. Inthe browse tree, expand Setup and click Buildings and Rooms.
The Buildings and Rooms window will open.

2. Click the Building button. The Building List window will open.

3. Click the building name you want to delete and click the Delete
button.

4. Click the OK button to close the Building List window.

5. Click the OK button to close the Buildings and Rooms window.

Add a Residence Room

Before you can add residence rooms to Conference Programmer, you
must first add the necessary buildings to your inventory.

1. Inthe browse tree, expand Setup and click Buildings and Rooms.
The Buildings and Rooms window will open (Figure 17-14).

2. In the Select Building field, i
select the building you Select Building: | =] Buiding |
want to add a room to FoomMo. | SotField | Telephone | Capacity | Dverflow | Foon

(Figure 17-15). All the
rooms currently in the
selected building will now
be listed (Figure 17-16).

| 3

Sdd Foom | Edit Faam Delete

*. ! Building and Rooms

Select Building :

»|  AddRoon

Canf. Center

Padua Figure 17-14
South Tower

West Tower

e | Capac

Figure 17-15

Page 228



Section 17: Miscellaneous Functions

*.} Building and Rooms - [O] x|

Select Building :

INDrth Tower j Add Room | Edit Room | Delete | Building |
Room Mo, | Sort Field | Telephone | Capacity | Overflow | Room Type | Roaom Style ﬂ
1304 1 FO1E 2 a Double -
01308 2 FO16 2 a Crouble
n3ac 3 o016 1 a Single:

01404 4 Ty 2 a Crouble

om4oc ] Ty 2 a Crouble

ns0s G Gk 1 a Single

ns0g v Gk 2 a Double

msac a Gk 1 a Single

ME0A 9 o0 1 a Single

E0R 10 FO20 2 a Drauble

it 1 M

01704 12 oA 2 a Crouble

7oe 13 oA 2 a Crouble

myoc 14 oA 1 a Single -

Mona 1E FO el n | O P

< | _>|J
Figure 17-16

3. Click the Add Room button. The Enter Room Information window will

open (Figure 17-17).

*- % Enter Hoom Information O x| 4,

R oom [nformatior

HDDI‘I‘INDZI' Sort:IU j
Foom Type :I j Owerflow :IU j
Foam Style : j Flaor :IU j

Suite : Wwing : j
Area :I j Gender : j

Telephone :I

—additional Informatior

Key Code :I PO Box :I
User 1 :I Uger 2 :I
,/ ok I x LCancel |
Figure 17-17

*. Enter Room Information _ O

Rioom Informatior
Fioom ND:IU'IEUD Sort:l” j
Roaom Type :I Double j Overflow :ID j
Roarn Style :I j Flaar :|1 j
Figure 17-18

In the Room No. field, type the room number
- this can be any combination of characters
or numbers (up to a maximum of 10
characters). In the Room Type field, select
the type for this room (see Section 17.6:
Room Types). Set the Floor field to the
appropriate floor number for this room.
These fields are the only required fields to
create a room, but you may want to add
more specific information about the room,
such as telephone number, room style, key
number, wing and suite numbers, and
whether this room can be an overflow room.
Set the sort field to list the event in the order
you want (see Section 1.11: Sort Fields).

In this example, we are adding room 0170D

(Figure 17-18). We set the Sort field to 11.

When you click the OK button, the new room
will fall into place below room 0170C because,
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although it has the same
Sort field value as room Select Building :
0170D’ room 0170C was INDlthTowel j gddﬂooml Edit Room | Delete |
entered into Conference
Programmer before room Foom Mo. | Sort Field | Telephone | Capacity | Owverflow | Room Type
. 0160E 10 7020 2 0 Doubls
1060D (Figure 17-19). 0160 11 7020 1 i Single
MET N ST N N
5. Click the OK button 01704 12 7021 2 0 Double
01708 13 7021 2 0 Double
to close the Enter .
Figure 17-19

Room Information window.

Click the OK button to close the Buildings and Rooms window.

Edit a Residence Room

1.

In the browse tree, expand Setup and click — BEMMASELCLIIL a0l
Buildings and Rooms. The Buildings and ReomMo: 01308 sanfT 4]
Rooms window will open. Fioom Type : 3= M Dvelflow:ﬂ
In the Select Building field, select the building |21 =] -] :
that contains the room you want to edit. All the mea | =] Gender| <]
rooms currently in the selected building will Telephane:[7016 |
now be listed. —Additional [nformatior

. . KeypCode:[1234-2345 PO Box |
Click the room number you want to edit and User | User 2]
click the Edit Room button. The Enter Room
Information window will open (Figure 17-20). K | X Concel |

Change the appropriate information and click the OK button to Figure 17-20
close the Enter Room Information window.

Click the OK button to close the Buildings and Rooms window.

Delete a Residence Room

1.

In the browse tree, expand Setup and click Buildings and Rooms.
The Buildings and Rooms window will open.

In the Select Building field, select the building that contains the
room you want to delete. All the rooms currently in the selected
building will now be listed.

Click the room number you want to delete and click the Delete
button. Click the OK button when asked to confirm that you want
to delete the room.
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You will not be able to delete a room if it is being used in a room
blocking or assignment; you will see a warning (Figure 17-21). When you
click the OK button in the warning window, a

Information 3 Xl| Participants window opens (Figure 17-22)

@ This room nurmbet is referenced by participants andfar ||St|ng all the blOCkingS and room aSSignmentS
blocked rooms. The fallowing dialog will provide a chance: . .. s

o review these entriss. for that room. Write down the participants’ and

conferences’ hames so you can delete the
room assignments and blockings, then try

Figure 17-21 again to delete the room.

Participants x|| 4. Click the OK button to close
Mame [ Dates [ Conterence | the Buildings and Rooms
Shari Anjewierden B/7/2000 ko 61342000 Bankers Associations window.

B/26/2002 to 8/28/2...  Camera Club
8/26/2002 to 8/28/2..  Camera Club

Mindy An /25,2000 10 942742, Skating Camp
Jim Dioe 12/3/2001 t012/6/2...  Teachthe Teachers 17.6 Room Types
Bob Doe 12/3/2000 to12/6/2..  Teach the Teachers

TAG/2002 1 FA2242..  EFY
7A5/2002 to 772242 EFv

Mike Barskey B/5/2003 ta 6/10/2003 | Geb's Canference Add Room Types
11/26/2003 to 11/30...  Barskey Family R eunion
Michael Angelo 6/0/2000 to 6M12/2000  Football Camp
John Hacker 9/5/2003 to 9/7/2003  Footbal Camp 1. In the browse tree, expand

Setup and click Room
Types. The Room Capacity
window will open (Figure

LCancel
X | 17-23).
Fi 17-22 .
gure 2. Click the Add Type button. _iol x|
The Room Type window will addTyps | Editope | Daee |
Open (Flgure 17-24) Foom Type | Fioorn Capacity I
Single 1
x "
Foom Tepe : ||

Capacity : I'I vi

" OF X Cancel |

Figure 17-24 Figure 17-23

3. Inthe Room Type field, type a name for the type of room you are
adding. Set the Capacity field to the maximum number of
occupants this room type can handle.
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The order you create room types is the order they will appear in lists.

4. Click the OK button to close the Room Capacity window.

Edit Room Types

1. In the browse tree, expand Setup and click Room Types. The
Room Capacity window will open.

2. Click the room type you want to edit and click the Edit Type button.
The Room Type window will open.

3. Change the appropriate information and click the OK button.

4. Click the OK button to close the Room Capacity window.

Delete Room Types

1. In the browse tree, expand Setup and click Room Types. The
Room Capacity window will open.

2. Click the room type you want to delete and click the Delete button.

3. Click the OK button to close the Room Capacity window.

17.7 Accounts and Account Groups

Adding an Account

Before you can add an account, you must have at least one account
group.

1. In the browse tree, expand Setup and click Accounts. The
Accounts window will open (Figure 17-25).

2. Click the Add Account button. The Account Edit window will open
(Figure 17-26).

3. In the Account Type field, select whether the account is for
Charges or Payments. In the Account Name field, type the name
for this account. In the Account Group field, select which account
group this account belongs to. The account groups are used in
reports to subtotal charges and payments. In the Account Code
field, type a university account number you want to link this
account to - the account code is displayed on several financial
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reports, but is not a required field. Set the sort field to list the event

in the order you want (see Section 1.11: Sort Fields).

‘| Accounts =10l x|

Add .-’-‘n.ccauntl Edit .-’-‘n.ccauntl Delete |

Charge/Fayment | Account | Uriversity Sccount | Group | Sort | Link
Housing 0602 Houszing I

C Program Fee 0630 Program Fee 1 i]

[ Facilities 0e10 Facilities 1 a

[ Meals 0640 Meals 1 I

C Catering 0B50 Catering 1 i]

[ Charters 0EED Charters 1 a

[ Farking 0620 Farking 1 i

[ Damages 0E03 Houzing 3 i

C Lozt Keyps 0604 Howzing i i]

C Mizcellaneous 0E05 Housing 7 ]

F Fayment cioo Fayment 10 i

P Credit (I} Credit 20 1]

4] | B

W OK |

Figure 17-25

4. Click the OK button to close the Account Edit

= window.

Account Type :.

Account Mame :I

window.

Account Group :I

Account Code :I

Figure 17-27 shows

5. Click the OK button to close the Accounts

that the Housing,

Sort:ID j Link:ID ﬁ

—Account Group:

Groups | Add, Edit, Delete Account Groups

" Ok I X Cancel |

Figure 17-26
Edit an Account

Damages, Lost Keys, and Miscellaneous accounts
are all in the Housing account group. On financial
reports we generally use the sort field to order the
list of charges. The sort field also affects the order
that the charges appear in the list of charges you
can choose from when you create a manual charge
for a conference, subgroup, or participant.

1. In the browse tree, expand Setup and click Accounts. The
Accounts window will open.
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‘% Accounts _ Ol x|

édd»’-‘«ccountl EditAccountl LDelete |

Charge/Payrment | Account Univerzity Account | Grou Sart Link.
[C [ Housing Housing
C Program Fee 0E30 Program Fee 1 0
[ Facilities 0&10 Facilities 1 0
C Meals 0640 Meals 1 0
C Catering 0E50 Catering 1 0
C Charters Ju==] Charters 1 1]
[ Parking 0620 Parking 1 0
C [Damages 0e03 Housing 3 0
C Lozt Keys 0E04 Houszing 5 0
[ Mizcellaneous 0605 Haousing 7 0
P Payment c1on Payment 10 0
P Credit 100 Credit 20 0
4| | B
o K
. . . Figure 17-27
2. Click the name of the account you want to change and click the Edit
Account button. The Account Edit window will open (Figure 17-26).
3. Change the appropriate information and click the OK button.
4. Click the OK button to close the Accounts window.
Delete an Account
1. In the browse tree, expand Setup and click Accounts. The
Accounts window will open.
2. Click the name of the account you want to delete and click the
Delete button. Click the OK button when asked to confirm that you
want to delete the account. _
Information |

You will not be able to delete
PP . This account is part of a participant, subgroup, or conference
an account if it is used in any @ transaction and therefore cannot be deleted,
existing charge; you will see a
warning (Figure 17-28).

3. Click the OK button to

close the Accounts window. Figure 17-28
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Add an Account Group

1.

In the browse tree, expand Setup and click Accounts. The
Accounts window will open.

2. Click the Add Account button. The Account Edit window will open.

Account Groups

x| 3. Click the Groups button. The Account Groups
window will open (Figure 17-29).

Add Group | Edit Graup | Delete |
4. Click the Add Group button. The Group Name
window will open (Figure 17-30).
Caterin
Ehar_ter
. x|
Housing
Mealz Group :
Parking
P ayment Il
Program Fee
o | X o]
Figure 17-29 Figure 17-30
5. In the group field, type the name of the new account group and
click the OK button.
6. Click the OK button to close the Account Groups window, then click

the Cancel button to close the Account Edit window without adding
a new account.

Edit an Account Group

1.

In the browse tree, expand Setup and click Accounts. The
Accounts window will open.

Click the Add Account button. The Account Edit window will open.

Click the Groups button. The Account Groups window will open
(Figure 17-29).

Click the account group name you want to change and click the
Edit Group button (or double-click a group name). The Group
Name window will open (Figure 17-30).

Change the appropriate information and click the OK button.
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6. Click the OK button to close the Account Groups window, then click
the Cancel button to close the Account Edit window without adding
a new account.

Delete an Account Group

1. In the browse tree, expand Setup and click Accounts. The
Accounts window will open.

2. Click the Add Account button. The Account Edit window will open.

3. Click the Groups button. The Account Groups window will open
(Figure 17-29).

4. Click the account group name you want to delete and click the
Delete button. Click the OK button when asked to confirm that you
want to delete the account group.

You will not be able to delete an account  LLEHUEIEE : X
group if there are accounts assigned to it; you T P B s s Y e
will see a warning (Figure 17-31). You will @
have to delete the accounts, or assign them to
other groups, before you can delete this
account group.

Figure 17-31
5. Click the OK button to close the Account Groups window, then click

the Cancel button to close the Account Edit window without adding
a new account.

17.8 Tax Rules

x|

Add a Tax Rule Add Tax Hulel Edit | Delete |

X Tax Rule | Tax b | Tax B | TaxC | Tax D
1. In the browse tree, expand Setup and click Tax [wo ras 00000 00000 00000 0.0000

Rules. The Tax Rules window will open (Figure Tachleals  0.0585 | 0.0000 | 0.0000 | 0.0000
17-32).

2. Click the Add Tax Rule button. The Tax Rule
Input window will open (Figure 17-33).

3. In the Tax Rule field, type the name of the tax « | 21
rule - for example, “State Housing Tax” O

Figure 17-32
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Tax Rule Input

Tax Rule :
TaxFRate & :
TaxRate B :
TaxFate C:
TaxRate D :

0.0000
0.0000
0.0000
0.0000

iy

x| 4. Inthe Tax Rate A field, type the rate of the tax.
Enter the rate as a decimal percentage (7.5%
would be entered as “0.0750").

If the tax rule has multiple tax rates, enter them in
the Tax Rate B, Tax Rate C, and Tax Rate D fields. For
example, a tax rule might apply a state tax and a
federal tax - Tax Rate A might be set to .0600 for 6%
state tax, and Tax Rate B might be set to .0450 for
4.5% federal tax. However, if the tax rule has only one

& 0K I X Cancel |
Figure 17-33
Rate B,

tax rate but you have other tax rules, leave the Tax
Tax Rate C, and Tax Rate D fields set to 0 (zero) and create

separate tax rules for each. For example, one tax rule might be called
“housing tax” and the Tax Rate A field might be set to 5% (0.0500) and Tax
Rate B might be set to 0, while another tax rule might be called “food tax”
and the Tax Rate A field might be set to 0 and Tax Rate B might be set to
4% (0.0400).

5.
6.

Click the OK button.

Click the OK button to close the Tax Rules window.

Edit a Tax Rule

1.

3.
4,

In the browse tree, expand Setup and click Tax Rules. The Tax
Rules window will open.

Click the Edit button. The Tax Rule Input window will open (Figure
17-33).

Change the appropriate information and click the OK button.

Click the OK button to close the Tax Rules window.

Delete a Tax Rule

1.

In the browse tree, expand Setup and click Tax Rules. The Tax
Rules window will open.

Click the tax rule you want to delete and click the Delete button.
Click the OK button when asked to confirm that you want to delete
the tax rule.
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You will not be able to delete a tax rule if is used in any charge; you
will see a warning. You will have to delete all the charges using this tax
rule, or assign a different tax rule to those charges, before you can delete
this tax rule.

3. Click the OK button to close the Tax Rules window.

17.9 Checking Participants In and Out

In the bottom right corner of the 1

Participants General tab are the Checked-In = Check-In : [5/5/2000 =l
and Checked-Out buttons (Figure 17-34). In |~ Check-Out : [5/7/2000 =
this example, the participant has neither been | Mights : 2
Checked-In or Checked-Oui. L Status | Fegistered |
When this participant actually checks inat [~ via :I [
the front_desk and receives the key to their = @ Checkedin:
room, click the Checked-In button to tell =
. .. . @ Checked-Out :
Conference Programmer that this participantis = -
here; and that the room they are assigned to is Canfimation Sent
now occupied and, as regards housekeeping, [ i
is now “dirty.” After you check a participant in, Figure 17-34
you must click the Post button on the toolbar.
Use the same process to check a participant out. When you click the
Checked-Out button, Conference Programmer marks the room the
participant was in as unoccupied, but still “dirty.” After you check a
participant out, you must click the Post button on the toolbar.
If you click the Checked-In (or Checked-Out) button on a date different
than the participant's Check-In (or Check-Out) date, you will receive a
warning (Figure 17-35). Click the Yes button
to change the participant’'s Check-In field to x|

match the actual date that they are checking

in, or click the No button to leave their Check- @
In field set as it is, yet still mark this
participant as checked-in (or checked-out) on
the current date and time. Remember that

ko makch?

The checked-in date is different than the requested
check-in date. Should we change the check-in date

charges for the participant’s stay are based

on the dates in the Check-In and Check-Out fields, not the dates they
actually checked in or checked out, as displayed next to the Checked-In
and Checked-Out buttons.

Figure 17-35
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Check-In,/0ut Procedures

rCheck-n/Out Procedure:

To clear the Checked-In or Checked-Out date and time, click the
Checked-In or Checked-Out button, then click the Post button on the toolbar.

Use the Group Check-In/Check-Out wizard to check-in or check-out
multiple participants simultaneously, or to check-in or check-out an
individual on a date and time other than the current date and time. (see
Section 17.10: Group Check-In/Out Wizard).

Use the Checked-In and Checked-Out checkboxes in conjunction with
the Mark Rooms Cleaned wizard to manage housekeeping (see Section
17.11: Mark Rooms Cleaned Wizard).

It may be convenient to have the participant’s status changed for you
as you check them in or out. Conference Programmer can do this for you,
and it can warn you if the room a participant is being checked into is already
occupied or is not clean.

In the browse tree, expand Setup and click

x| 1.
Check-infout procedures. The Check-In/Out

[¥ Change status when "'checked-in'' clicked

¥ Change status when "'checked-out” clicked

[~ Check if room iz clean upon check-ire

[~ Check if room iz empty upon check-in

" Ok I X Cancel |

Figure 17-36

This room has not been cleaned,
Conkinue or cancel?

Zancel |

Figure 17-37

Procedures window will open (Figure 17-36).

If the “Change status when ‘checked-in’
clicked” checkbox is checked, a participant’s
status will be changed to “Checked In” when you
check them in.

If the “Change status when ‘checked-out’
clicked” checkbox is checked, a participant’s
status will be changed to “Checked Out” when you
check them out.

If the “Check if room is clean upon check-in”
checkbox is checked, you will see a warning if you
try to check a participant into a room that has not
been marked clean (Figure 17-37) (see Section
17.11: Mark Rooms Cleaned Wizard).

If the “Check if room is empty upon check-in”
checkbox is checked, you will see a warning if you
try to check a participant into a room in which
another participant has already been checked in
(Figure 17-38).
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Checking more than one of the
checkboxes can result in many warnings
when you check a participant in or out. As
a complex example, if all 4 checkboxes are
checked, you could receive a warning that
the room you are trying to check a

2)

South Tower 01404 has naot been vacated.
Continue or cancel?

Cancel |

participant into is already occupied and
therefore is considered dirty (Figure 17-
39), and then you might see another
warning that the date you are checking the
participant in is different than the date they
were supposed to check in (Figure 17-35).

Figure 17-38

Continue or cancel?

@ South Tawer 01404 is still occupied and has nat been cleaned.

i Cancel |

2. Click the OK button to save your changes to the Check-In/Out

Procedures.

17.10 Group Check-In/Out Wizard

In the bottom right corner of the
Participants General tab, the Status field can
be set to show the status of an individual
participant (Figure 17-40). In this example, the
Status field is set to “Registered.” Your Service
Template is probably set to automatically
assign a value of “Registered” to the Status
field when you add a new participant, but you
can set the Status field to “Canceled” if a
participant cancels before the conference
starts; participants with a status of “Canceled”
can be ignored in rosters and other reports,

and your Transaction Template can be set to not charge participants with a
status of “Canceled.” You could also have a “No-Show” status, and your
Transaction Template can be set to charge a one-time fee for “No-Shows”

instead of a nightly fee for regular participants.

Figure 17-39
I
= Check-n : |6/5/2000 |
= Check-Out : [5/7/2000 |
= Mights : 2
= StatuslHegistered j
= Wia :I j
B @ Checked-n :
B @ Checked-Out :
B Confirmation Sent :
= 1
Figure 17-40
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Group Check-In/0ut EI

The Group Check-In/Out wizard can quickly and easily change each
applicable participant from one status to another status. For example, if you
have 50 participants set to a status of “Early Arrival” and they change their
schedule, you can use this wizard to change all 50 participants’ Status fields
to “Late Arrival.” As another example, you might have 200 participants that
checked in yesterday at 10:00am, but the front desk only had a print out of
the rooming roster to check off the names of the participants as they were
given their keys; you can use the Group Check-In/Out wizard today to
automatically check in all 200 participants with a Checked-In value of
yesterday at 10:00am.

Make sure you are working with the conference that contains the
participants whose status you want to change.

1. Inthe browse tree, expand Wizards and click Group Check-In/Out.
The Group Check-In/Check-Out window will open (Figure 17-41).

Thiz wizard guides you through the process of changing the statuz of participants
i & group. Canfirm that the corect group iz selected.

Adventures in Science

I statuz iz ... ...then change ta ...
L Hul [Checkedn =]

[ Ma-Shaow
[[] Canceled [~ Do nat change

[ ] Commuter ;I

= Do not change date values

% Change the checkedin value

{~ Change the checked-out value
Date : [6/5/2000 | Time:|11:00 am

< Back Mest » LCancel
| | _ X Cance |

Figure 17-41

2. Inthe If Status Is field, check the checkbox next to each participant
status that you want to change to another status. In this example,
we checked the “Registered” checkbox; we want all participants in
the Adventures In Science conference who have a participant
status of “Registered” to have their status changed.
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In the Then Change To field, uncheck the “Do not change” checkbox
and select the participant status that you want to change to. In this example,
we selected the “Checked In” status; we want the wizard to find all
participants whose status field is set to “Registered” and change their status
to “Checked In.” You can also leave the “Do not change” checkbox checked
to leave the status of the participants alone when checking them in or out.

The “Do not change date values” option is automatically selected when
you run the Group Check-In/Out wizard. If you want to change the
Checked-In or Checked-Out date or time, select the appropriate option and
enter the appropriate date and time in the Date and Time fields (see
Section 17.9: Checking Participants In and Out).

3. Click the Next button. The “No date rule” option is automatically
selected (Figure 17-42); this means that no date filtering will be
done. In this example, all participants with a Status of “Registered”
will be changed to a status of “Checked In” and their Checked-In
value will be set to “6/5/2000 11:00am.”

Group Check-In/0Out ll

rDate Aule:
Mo date rule

 Adiust anly thase checking out 10,/9/2003
 Adjust only those checking in 104322003
Date Rule Date
|10/9/2003 =l

< Back

X Cancel |

Figure 17-42

You can choose to only change the Status and Checked-In value for
those participants whose Check-In or Check-Out field is a certain date. For
example, you might want only those participants with a Status of
“Registered” who are supposed to check in on 6/5/2000 to be changed (not
those participants who are supposed to check in a day early on 6/4/2000).
Select the appropriate option in the Date Rules area, and select the date
you want to deal with in the Date Rule Date area.
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Group Check-In/Out x|

4.

Click the Next button. The wizard displays a list of all participants
whose status matches what you selected (Figure 17-43). In this
example, it lists all participants with a status of “Registered.” When
you click the Next button, the wizard will change the status of all
participants in this list with a check in the checkbox next to their
name to the new status; you can uncheck the checkbox next to any
participants whose status you do not want to change. In this
example, we have decided not to change the status for Michelle
Brown or Susan Cameron.

Confirm changes before writing to the database

Barton Andrew. Change status from "Registered’' to "Checked In."" and change checked-in to 6/5

Barzee v'oon, Change status from "Reagistered' to "Checked In," and change checked-in to E/5/00
Bell Cathy. Change status from "Reqistered” to "Checked In," and change checked-in to 6/5/00 11
Bepal Peter, Change status from "Registered” to "Checked In." and change checked-in to 6/5/00 1
Brandes Peqgay. Change status fraom "Reqistered"” to "Checked In," and change checked-in to 65/
[ Brown Michelle. Change status from "Registered” to "Checked In," and change checked-in ta B/5/1
Brolaveski Ay, Change status from "Registered’ to "Checked In," and change checked-in to 6/5,/01
Burke Gloria. Change status from "Registered” to "Checked In," and change checked-in to 6/5/00°
Bups Stephanie. Change status from "Registered”’ to "Checked In," and change checked-in to B/5/
Callahan Vicki. Change statuz from "Reaistered to "Checked In' and change checked-in to 6/5/01
B Careron Susan. Change status from 'Hea b

ered” to "Checked I, and change checked-in to B/5;
Cella Teri. Change status from "Reqistered” to "Checked In," and change checked-in to 6/5/00 11
Charlzs Gary. Change status from “"Registered” to "Checked In." and change checked-in to B/5,/00
Chesley Carolyn. Change status from "Registered" to "Checked In," and change checked-in to /57

[ufl Tl b 2rn Chamos cbaboie fror "Ranictarad" b 'Thael ad 10 " and chanoe chack adin b SR 0011 -

Ballard Jermy. Change status from "Registered" to "Checked In." and change checked-in to BHE;"DDﬁ

Clarke Tom. Change status from "Registered" to "Checked In," and change checked-in to 6/5,/00 11L|

< Back Mext » LCancel
| | X Corcel |

Figure 17-43

5.

Click the Next button. The wizard will display its progress. Click the
OK button when the wizard informs you that it has finished.

17.11 Mark Rooms Cleaned Wizard

If you use the Checked-In and Checked-Out functionality of

Conference Programmer (see Section 17.9: Checking Participants In and
Out), you are also automatically tracking whether rooms are occupied or
unoccupied, and whether they are “clean” or “dirty.” When you check a
participant into a room, Conference Programmer marks that room as
occupied and dirty. When the participant checks out of the room,
Conference Programmer marks that room as unoccupied, but still dirty.

Your housekeeping staff can have access to reports in Conference

Programmer to show them all the rooms that a conference is using, or all
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the rooms with participants in them, or all the rooms marked dirty. Once
the rooms have been cleaned, use the Mark Rooms Cleaned wizard to tell
Conference Programmer that the rooms are clean and available for
another participant.

The Find/Assign Vacant Room wizard also uses the clean/dirty room
functionality (see Section 9.3: Find/Assign Vacant Room).

1. Inthe browse tree, expand Wizards and click Mark Rooms Cleaned.
The Mark Rooms Cleaned window will open (Figure 17-44).

Mark Rooms Cleaned x|

This wizard guides you through the process of marking whether a room is clean.
‘Y'ou would use this wizard only if you are making used of the "checked-in'' and
"checked-out" checkboxes on the participant screen.

Select whether pou would like to zee all rooms or only thoze rooms that have been
wacated but not cleaned.

7+ Yacated but not cleaned = All rooms

Select a building or buildings

Building |
O Marth Tower

O Padua

O South Tower

O'west Tower

X Cancel |

Figure 17-44

2. Select whether you want the wizard to list all unoccupied rooms
that are still dirty (“Vacated but not cleaned”) or to list “All rooms.”

3. Check the checkbox next to each building you want to the wizard
to list rooms in. Click the Next button. The wizard lists all rooms that
match your criteria (Figure 17-45).

4. Check the checkbox next to each room that has been cleaned. You
can check all or none of the checkboxes by click the Select All or
Clear All buttons, respectively. When you click the Next button, the
wizard will mark the rooms as clean. The next time you run the
wizard, if you select to show “All rooms,” the Cleaned column will
show the date and time the rooms were marked as clean.
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x
Select &l | Clear &l |
Building | Room No | Ocoupied | Yacated | Cleaned | -
O'west Tower  O710B B/5/2000 11:00:00 Ak E/12/2000 11:00:00 A
Owest Tower  OFI0C E/B/2000 171:00:00 Abd EA12/2000 171:00:00 Abd —~
Owest Tower 07204 E/5./2000 77:00:00 &b E/12/2000 17:00:00 A
[O'west Tower  0F20E E/5/2000 771:00:00 &b EA12/2000 17:00:00 A
O'west Tower 07200 B/5/2000 11:00:00 Ak E/12/2000 11:00:00 A
Owest Tower 07304 E/B/2000 171:00:00 Abd EA12/2000 171:00:00 Abd
O west Tower  0OF30E E/5./2000 77:00:00 &b E/12/2000 17:00:00 A
Owest Tower  0O730C E/5./2000 77:00:00 &b E/12/2000 17:00:00 A
O'west Tower 07404 B/5/2000 11:00:00 Ak E/12/2000 11:00:00 A
O'west Tower  O740C E/B/2000 171:00:00 Abd EA12/2000 171:00:00 Abd
M st T e 7R RSBS00 17 -N000 Ak R 220000 170000 Abkd LI
< Back | Hext > I x Lancel |
Figure 17-45

17.12 Computation Of Costs Wizard

The Computation of Costs wizard allows you to quickly formulate
guotes for complex situations. For example, if you need to tell a customer
a quote for some double rooms, some single rooms, some catered events,
and some equipment rentals, you can use this wizard to quickly come up
with a total charge, without having to complete all the necessary data entry

and wizard processing.

1.

In the browse tree, click Conferences and click the General tab.
Click the Add button on the toolbar to create a new conference.
Enter a name for this conference in the Conference field, such as
“Temporary Quote for Customer X,” and enter check-in and check-
out dates in the Check-In and Check-Out fields (it is irrelevant
which dates you select).

*“'CP 4.5 c/s [Connection Info: CPDemo/sa]

File Owerviess  Tools  Function

+ Add

= Delete & Edit

Temporary Quote for Phone Customer

=-¢% Conferences

# Meeting Facilities
Catering

LI Cornputatio
@ Subgroups/Participants
@ Rioom Assignments

Category

Min Guarantee

Figure 17-46

In the browse tree again,
expand Conferences and click
Computation of Costs. The
Computation of Costs items, if
any, will display in the main
portion of the window (Figure
17-46).
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3. Click the Add button on the toolbar. The X
Computation of Costs window will open e
(Figure 17'47) Mir. Euar:lﬂ 3: ActuaI:ID 3:

4. In the Category field, select a category for Unitlz:lll -] NZ:S;S'ID 3
the first type of charge you want in your P Tan: | |
quote. In this example, we want to quote o— =
double rooms so we select “Lodging.” Description: |

Set the Min. Guar field, to the number of VK | X cance |

participants you want to quote this charge for. In this
Figure 17-47

example, we want to quote a nightly double room

rate for 200 participants, so we set the Min. Guar field to 200. The Actual
field reflects the actual number of participants the charge gets applied to;
you can ignore this field because actual numbers versus guaranteed
numbers only affect charges when you are entering a real conference, not
when you are entering a quote.

In the Item field, select the type of item you want to quote the charge
for. In this example, we select “Doubles.”

Set the No of Units field to the number of items per participant you want
to quote the charge for. In this example, we want to quote the charge for
200 double rooms for 2 nights each, so we set the No of Units field to “2.”

In the Unit Amt field, type the amount per unit you want to use as a base
to calculate the charge. In this example, we want to charge $20.00 per night
per participant for a double room, so we type “20.00” in the Unit Amt field.

In the Units field, select the type of unit that you are using to calculate
the charge. In this example, we want to calculate a nightly charge per
participant, so we selected “Nights.”

The Amount field automatically fills in the correctly calculated amount
once the other necessary fields have been set.

Choose a tax rule from the Tax field - this field is required even if you do
not charge tax. Select an account to track this charge from the Account field
- this account is required, even though for a quote you probably do not care
which account the quoted charge gets tracked to.

In the Description field, you can enter a brief note (up to 40 characters
maximum) to explain what this charge is calculating.
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X Figure 17-48 shows the completed Computation
Category - [Lodaing =] of Costs dialog box for our example.
Min Guar: [0 2] Ac"‘_a': ! f 5. Click the OK button. Your calculated charge is
o [Doutles ~] o of Unit ;|2 h displayed in the main portion of the window
Urit &mt ;| $2000  Units: |Mightls) =] (Figure 17-49)
Armnount :I $8.000.00 Tan: IND Tax j 9 ’
Accaunt: [Housing [ You can repeat this process to enter more charge
Deseription | calculations. For example, you could also enter a
calculation for 20 Single rooms for 3 nights each at
0K | X Cancel | . . i
$30.00 per night per participant (Figure 17-50).

Figure 17-48

* ' CP 4.5 ¢/s [Connection Info: LocalCP/sa] ;Iilﬁl

File Owerview Tools Function

* Add = Delete & Edit

Temporary Quote for Phone Customer

=@ Conferences T i

D e Meas I T I TN
- @ Contracts

: + Mesting Failities

Figure 17-49

Because the Computation of Costs feature is
so versatile, you can enter exact charges, like in the
previous example, or rough estimates. For
example, if your customer on the phone wants to
know the rough price for two catered dinners, but
does not know the menu they want or other details,
Mights) = you can enter a calculation with estimated numbers
NoTax = (Figure 17-51).

Computation of Costs

Cateqgony : ILDdging
Iin. Euar:m Actual ;|0
Item:lm Mo af Units : |3
UnitAmt:| 33000 Units:
ﬂmount'lm Tax:

Jﬂuu

it

Accaunt g . . . .
- Figure 17-52 shows all three calculations in this
Description : I
example.
S o | X o] Computaton o custs S
Figure 17-50 Cateqgory : IMeaIs

Pin. Guar : |1 3: Actual |0
Ikern : ICatered Dir 'I Ma of Urits : |2

Jlum

Unitdmt:[  $2500.00  Units: [N/ =]
ArnoLnt :I $2,500.00 Tax: IND Taw j
Account |Catering ﬂ

Description : IEstimate

¢ Ok | x LCancel |

Figure 17-51
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*}CP 4.5 c/s [Connection Info: LocalCP/sa] =181 x|
File Overview Tools Function
+ Add = Delete & Edit
emporary Quote for Phone ome
=) @ Conferences Categary Min Guarantee Actual Item Unit Amount | Mo. af Uniks | Units Amaunt Description | Account Tax Rule
i e Meds Lodging 200 Doubles $20.00 2 Mightis] $9.000.00 Housing Mo Tax
¢ Contracts Ladaing 20 Singles $30.00 3 Nightls) $1.908.30 Hausing Tan Meals
Meeting Faciiti § Meals 1 Catered Dinner $2.500.00 2 N& $5.000.00 Estimate Catering Mo Tax
Catering
« & Computation of
Figure 17-52

The total of all your calculations is displayed in the status bar at the
bottom of the window. For an itemized list of the calculations that you can
file or fax to your customer, print the “Computation of Costs” report in report
folder “(11) Group Billing Worksheets” (report folder #11) (see Section 16.1:
Viewing Reports). Figure 17-53 shows the “Computation of Costs” report
for our three examples.

' 'CP 4.5 ¢/s [Connection Info: LocalCP/sa]
File Reports Tools Function

EuFiint [BFreview ) CloseRepot 4 Fist 4 Previous b Nest Bl Last 3 Carcel | By 0ptions + [§Zoom -

Computation of Costs

Temporary Quote for Phone Customer

compnitation of costs, page | 20902002

| # |1m ‘ Raie |#u..i¢s‘ Units | Exhem'nn‘ Tax ‘ Total

Lodging
200 Deubles 42000 2 Hight(s) 8,000.00 40,00 48,000 00
a0 Singles #3000 3 Hight(s) $1,800.00 $105.30 $1,905.30

Lodging Subtotal $9,905.30

1 Catered Dinner - Estimate $2,500.00 $5,000.00 $0.00 $5,000.00

Meals Subtotal $5,000.00

$14,905.30

Figure 17-53
17.13 Contact List

The contact information you enter in the Contact List can be used in a
couple ways in Conference Programmer. A contact’s information can be
copied to your conference as the conference contact (see Section 17.3:
Copying Elements Between Conferences). The contacts in the Contact List
are also the names you select from when choosing your various contacts
in the Catering wizard (see Sections 14.3: Catering Meetings or 14.4:
Catering Events).
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x| Add a Contact

1. In the browse tree, expand

Wizards and click Edit

&dd | Edit | Delete |

M ame | Phaone | EMail |
Clement Brad

Hamilton Ryan

Hillzary Chiriz
Jackson Johin jiackzon@bould...
M cGown William 360-334-2321 williarm{@mcgow. .
Rancheros Quevos

Willaki Chiriz

Contact List. The Contact
List window will open (Figure
17-54).

2. Click the Add button. Another
Contact List window will
open (Figure 17-55).

3. Type the information for your
contact in the appropriate

Figure 17-54

*. | Contack List

Contact Info | Motes |

=101 %]

Last: |l

First :

Title :
Affiliation :
Address 1
Address 2
City -
State/Froy

P. Code:

Country :

Phone :I
Fa :I

E-hdail:|

,/ Ok | x LCancel |

Figure 17-55

fields.

4. To add notes about this contact, click
the Notes tab and type your notes in
the field.

5. Click the OK button to close this
Contact List window.

6. Click the OK button to close the first
Contact List window.

Edit a Contact

1. In the browse tree, expand Wizards
and click Edit Contact List. The Contact
List window will open.

2. Click the name of the contact you want
to edit and click the Edit button. Another
Contact List window will open.

3. Change the appropriate information and click the OK button

4. Click the OK button to close the first Contact List window.

Delete a Contact

1. Inthe browse tree, expand Wizards and click Edit Contact List. The
Contact List window will open.
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2. Click the name of the contact you want to delete and click the
Delete button. Click the OK button when asked to confirm that you
want to delete the contact.

3. Click the OK button to close the Contact List window.

Copying Contacts To and From the Contact List

If you have already created a participant, subgroup contact, or
conference contact in Conference programmer, you can copy their
information to the Contact List. You might want to do this if, for example, a
subgroup or conference contact will be the contact for multiple subgroups
or conferences; you can copy their information to the Contact List and then
use them many times without having to re-type their information. You can
also copy a contact’s information from the Contact List to any participant,
subgroup, or conference General tab.

To copy a participant, subgroup contact, or conference contact to the
Contact List, make sure you are viewing that person’s General tab.

1. Click the Procedures button on the toolbar, and select Copy to
Contacts List.

If a contact with the same name x|
already exists in the Contact List, you
will see a warning (Figure 17-56). @ Plorris Aurthor is alrn_aal:ly on our contacts list,
Should we add Maorris Aurkthor again?
Click the Yes button to add the
contact to the Contact List, or click the Mo |
No button not to add the contact. =
2. Click the OK button when the Figure 17-56
Information window opens
teling you the contact was x|
successfully added (Figure
17-57). @ Marris Aurthor was added ko wour contacts lisk,
To copy a contact from the Contact
List to a participant, subgroup, or
conference General tab, make sure
you are viewing the General tab of the Figure 17-57

participant, subgroup contact, or conference contact you want to copy the
contact information to.
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SelecrEonram x|| 1. Click the Procedures button on the toolbar,
- and select Copy from Contacts List. The
Search Characters . . .

[ Select Contact window will open (Figure

. 17-58).
Last First -
B —- By 2. Select the contact whose information you
|Bene Patt want to copy. Or, in the Search Characters
| |Berg Debhis field at the top of the window, you can start
_{Llement Brad typing the last name of the contact whose
_|Hamilton Ryan . . . .
[ Jackson John information you want to copy - the list will
| [McGown il scroll to the name you are typing.
_|McGown Caralyn
_[McGown William Click the OK button.
|_|Mizchaikoy Angela ;I
The contact information from the Contact
v I X Cancel | List replaces whatever contact information was
previously on the General tab, including the first
Figure 17-58 and last name.

3. Click the Post button on the toolbar to save the changes you have
made.

17.14 Email

You can send email to any participant, subgroup contact, or conference
contact in Conference Programmer, individually or to many at once. You
can also set up template emails, so that each recipient gets the same basic
email customized with their own pertinent information. Conference
Programmer can also receive emails, which is only useful when processing
web registrations.

Configuring Email Settings

You must configure Conference Programmer with your email settings
only once (you may need the assistance of your IT department). The
settings are dependent for each user on each computer on which
Conference Programmer is installed (the settings are stored in the
HKEY_CURRENT_USER registry key); this is so each Conference
Programmer user can have different email settings.

1. Double-click the emalil field on the General tab of any participant,
subgroup contact, or conference contact (Figure 17-59). It does not
matter if the email field has an email address entered or is blank.
The Send Email window will open (Figure 17-60).
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‘-1 CP 4.5 ¢/s [Connection Info: CPDemo/sa]
File Conference Tools  Function

«3Add Conference. = Delete  / Fost % Cancel 4 Previous b Nest FEProcedues + @ Locate -

Adventures in Science

- Conferences General |§elv|ce Temp\atal Charges and Payments | Transaction Tamplatel Events Tamplatel
Subgroups/Patticipants
Roaom Aszsignments

Y Reports

B \izards Last : [McBiown

a Setup First ; [\illiarn

Address 12 1200 Broad Street

Address 2

[ Conference Name and Contact Infarmatior

Conference : |Adventures in Science =

City - |Bellingham

Siate - [Wa Post Code : |98225

Country - |US4

Title : | President
Phane : |360-334-2321
Fax: |B00-222-1324

E-Mail : |williamE&megown. com
ConfNo: 9 hd

L= Figure 17-59

ezzage |nformatior

To: IWiHiam MeGown

Address Iwilliam@mcgown.com

Subject : IAdventures in Science [Registration #6780)

Mail Template : I j Befresh |

Send | xgance\ | Add Template | Edit Template | Delete Temp. Configure |

|
Figure 17-60 x

POP3 | sMTP |

2. Click the Configure button in the lower
right corner of the window. The Email
Configuration window will open (Figure
17-61).

POP3 Server : Imail.seattletech.com

FPOP User Mame : Imbalskey@seattletech.com

HERERRRER

Password : I

HERERRRER

Confirm:l
3. The POP3 settings are used by
Conference Programmer to check
incoming mail. You only need to configure
these if you will be processing web
registrations from this computer. In the
POP3 Server field, enter your POP3 email X Conce |
server. Enter your email address in the Figure 17-61
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POP User Name field; your entire email address is usually used
as your user name to log into the email server, but sometimes only
the first part of your email address (before the @ symbol) is used
- check with your IT department if you need assistance. In the
Password and Confirm fields, enter your password (you must
enter it twice to assure accuracy).

Click the SMTP tab (Figure 17-62). The SMTP settings are used
by Conference Programmer to sent outgoing mail. You need to
configure these if you want to send any email from Conference
Programmer. In the SMTP field, enter your SMTP server. In the
From field, enter your nhame as you want it to appear to the
recipient of the email. In the From Address field enter your email

address; it is to this address that emails from the

x|| recipient will come if they reply to your email. If
POP3  SMTF | you want a copy of your outgoing emails sent to
someone (for example: yourself, or your office
SHIIRS mail scaltetech.com manager), enter their name in the CC field and
From: [Mike Barskey their email address in the CC Address field -
From Address : [mbarskey@seattetech.com leave these 2 fields blank if you do not want to
c: | send copies of your outgoing emails to anyone. If
CC Address © | your SMTP server requires authentication (check
I™ My SMTP Server Requires Authenticafion with your IT department if you need assistance
g | with this), check the “My SMTP Server Requires
Authentication” checkbox, then click the Settings
X Coreel button. The SMTP Login Information window will
4|‘ open (Figure 17-63). Enter your SMTP user name
Figure 17-62 in the User Name field. In the Password and
Confirm fields, enter your SMTP password (you
- - must enter it twice to assure accuracy). Click the
OK hutton to close the SMTP Login Information

User Hame : I window.
Passwerd: : 5. Click the OK button to close the Email

Confirm :

o Ok I x LCancel |

Configuration dialog box.

6. Click the Cancel button to close the Send
Email dialog box.

Figure 17-63
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Sending an Individual Email

You can send an individual email to any participant, subgroup contact, or
conference contact in Conference Programmer.

1. View the General tab of the participant, subgroup contact, or
conference contact you want to send email to and double-click on
the Email field (Although the Send Email window will open if the
Email field is blank, email will not be sent unless an email address
has been entered). The Send Email window will open (Figure 17-60).

2. The Recipient’'s name and email address are automatically entered
in the To and Address fields. The email's subject is also
automatically entered as the conference name and the participant,
subgroup, or conference number - you can change the subject to
anything you want.

3. Inthe large field in the bottom half of the window, type your email.

4. When your email is complete, click the Send button.

Creating an Email Template

You will find many situations where you want to send the same email
to many recipients. Conference Programmer can send multiple emails
simultaneously, and can automatically customize each email with
information specific to its recipient. An email message that has been set up
to contain general information as well as information specific to its recipient
is called an Email Template.

1. View the General tab of any participant, subgroup contact, or
conference contact and double-click on the Email field. The Send
Email window will open (Figure 17-60).

Note: If you double-click on the Email field for a participant, you will
create an Email template that can only be sent to participants (not subgroup
or conference contacts). Likewise, if you double click on the Email field for
a subgroup or conference contact, the Email Template you create will only
be available when sending emails to subgroup or conference contacts,
respectively.

2. Click the Add Template button on the bottom of the window. The
Email Template window will open (Figure 17-64).
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il ]

—Template Infarmatior

Template Mame :

—Select Fields———  Mail Meszage Template

# of Weeks -
Address 1

Address 2

Alffiliation

Age

Bill Subaroup

Building

Charges and Payments

Check-In

Check-Out

City

Confirmation Sent

Congregation

Country

E-tail

Fax

First Hame LI

X Cancel |

3. Type a name for the template in the Template Name field. This
name should be something that identifies this email message from
others. For example: “Individual Confirmation Letter” or “Group
Confirmation Letter.”

Figure 17-64

In the Mail Message Template field on the right side of the window, type
your email message. When you want a piece of information to be
customized for the email recipient, instead of typing it, double-click on the
appropriate field in the Select Fields list on the left side of the window. For
example, if your email starts with “Dear John Smith” but you want every
recipient of the email to see their own name instead of “John Smith,” then
type “Dear “, then double-click the First Name field in the list on the left, then
double-click the Last field in the list on the left (Figure 17-65). The names
of the fields appear in your email message in brackets. Wherever field
names in brackets appear in your email message, they will be replaced with
the correct information for the email recipient when the email is sent.

4. When the email template is complete, click the OK button.

5. Click the Add Template button to create another email template, or
click the Cancel button to close the Send Email window.
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ol x]
—Template Informatiar
Template Mame :
Ilndividual Canfirmation Letter
Select Field: Mail Message Template
Check-In ;I Dear [First Wame] [Last].
Check-Out
City
Confirmation Sent
Congregation
Country
E-tail
Fax
First Mame
Front Door Key b
Gender
Kes Card
Linen
Meal Plan
4 2
Patking =
J il | x Lancel |
Editing an Email Template Figure 17-65
1. To edit an email template that already exists, view the General tab
of any participant, subgroup contact, or conference contact and
double-click on the Email field. The Send Email window will open
(Figure 17-60).
Note: You will only see Email Templates for participants if you double-
click on the Email field of a participant. Likewise if you double-click the
Email field of a subgroup or conference contact.
2. Select the template you want to edit in the Mail Template field. The
email template with the customized information for the individual
you are currently -
, : : -l
working  with  will How essage | Histoy |
appear in the large ~Message Information
f|e|d in the bO'[tom To:IW\lliam MeGown
. Addiess Iwilliam@mcguwn.cum
half Of the WIndOW Subject : IAdventures in Science [Feqgistration #5750)
(Figure 17-66). |If
yOU SeleCt another Mail Template : § Refresh |
emall templatE, C“Ck Crear Wiliam McGown, =5
the Refresh bU'[tOﬂ Thiz is to confirm that pou are registered ta arive on 6/5/2000 and depart on 6122000
. 'ou b lected the following:
to update the display  [viesipen: s |
. Parking: Yes
in the bottom half of =
the window. :
Send | xgancel |addTemp\ate Edit Template QeleteTemp.l Configure |
|
Figure 17-66
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3.

4.

Click the Edit Template button on the bottom of the window. The
Email Template window will open with the currently selected email
template displayed (Figure 17-64). Make your changes and click
the OK button.

Click the Cancel button to close the Send Email window.

Deleting an Email Template

1.

To delete an email template, view the General tab of any participant,
subgroup contact, or conference contact and double-click on the
Email field. The Send Email window will open (Figure 17-60).

Select the template you want to delete in the Mail Template field.
The email template with the customized information for the
individual you are currently looking at will appear in the large field
in the bottom half of the window (Figure 17-66). If you select
another email template, click the Refresh button to update the
display in the bottom half of the window.

x|| 3. Click the Delete Temp button on the

@ Celete "Individual Confirmation Letter” email template? bottom of the WIndOW’ then click the OK

button in the Confirm window that open

Cancel | (Figure 17-67).

Figure 17-67

4. Click the Cancel button to close the Send
Email window.

Sending an Individual Email Template

You can send an individual email template to any participant, subgroup
contact, or conference contact in Conference Programmer and it will
contain customized information specific to the email recipient.

1.

View the General tab of the participant, subgroup contact, or
conference contact you want to send an email to and double-click on
the Email field (Although the Send Email window will open if the
Email field is blank, email will not be sent unless an email address
has been entered). The Send Email window will open (Figure 17-60).

The Recipient's name and email address are automatically entered
in the Toand Address fields. The email's subject is also
automatically entered as the conference name and the participant,
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subgroup, or conference number - you can change the subject to

anything you want.

Select the template you want to send in the Mail Template field.
The email template with the customized information for the
individual you are currently looking at will appear in the large field
in the bottom half of the window (Figure 17-66). If you select
another email template, click the Refresh button to update the
display in the bottom half of the window.

You can modify the email (delete or add anything you want) or
send it as is by clicking the Send button.

Sending Multiple Email Templates

You may want to send one email template to many recipients
simultaneously. For example, you might want to send a confirmation letter
to each of the participants that registered for a conference. The Send
Confirmations wizard was designed for this purpose (see Section 17.15:
Send Confirmations Wizard).

Email History

You can view any email that has ever been sent from Conference
Programmer. For example, you might need to re-read an email to confirm
that a specific participant was sent certain information.

1.

View the General tab of
the participant or
conference contact you
want to view the email
history of and double-click
on the Email field. The
Send Email window will
open (Figure 17-68).

Click the History tab to
view a list of all emails
that have ever been sent
to this participant (Figure
17-69). This list displays
the date an email was

[osendmal g [=TEY
To IWi\I\am MeGown
Address Iwwlliam@mcgowncom
Subject |Adventures in Science [Registration #6780)
b ail Template I j Befresh |

El

Send | x;ance| | Add Template | Edit Template | Delete Templ Configure |

|

Figure 17-68
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* ! Send Mail

Hew Meszage | History |

Delete

[1ate | Meszage |
1041772002 DearWiliam MeGown, This ig to confirm that wou are registered to arr...
1041772002 William - This is an individual email to say thanks for registering! - Mike
10M7/2002  Dear'wiliam McGown, This is ta confirm that you are registered to ar

=lolx|

|
Figure 17-69

1)

To : mbarskey@seattletech . com
10f17f2002

Dear William MoGown,

This is ko confirm that vou are registered ko arrive on /52000 and depart on 61272000,

‘You have selected the Following:
IMeal Plan: Plan &

Parking: Yes

‘We look Forward ta seeing you!

The Conference Staff

sent, plus the first few lines of the
email. To view an entire email,
double-click on it (Figure 17-70).
Click the OK button when done
viewing the email.

To permanently delete any
email from the history of the
current participant, click once on
the emalil, click the Delete button,
then click the OK button in the

Confirm window that opens
(Figure 17-71).
x x|
@ Delete item?
Cancel |
Figure 17-71

Figure 17-70

=10 x|

3. Click the Close button to close the
History window. The Close button is
the small button with an “X” in the
upper right corner of the window
(Figure 17-72).

17.15 Send Confirmations Wizard

Figure 17-72

The Send Confirmations wizard can print a report for or send an email
to many participants or subgroup contacts at one time, while customizing
each report or email for each recipient. It is useful for emailing or printing
confirmation letters, printing multiple individual or subgroup invoices, or
printing or emailing any custom report or email to many recipients

simultaneously.
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Printing Multiple Invoices

Make sure you are working with the conference that contains the
participants or subgroup contacts you want to print reports for.

1. Inthe browse tree, expand Wizards and click Send Confirmations.
The Send Confirmation dialog box will appear (Figure 17-73).

* ! Send Confirmation o |Ellﬂ

This wizard guides vou through the process of sending confirmation letters. Make
zure the appropriate conference is selected.

MNorthwest Ski E streme

—Select the appropriate level for canfirmation

% Participants

" Subgroups

—Confirmation Type

' Printed Confirmation

" Email Confirmation

x LCancel |

Figure 17-73
2. The wizard can print multiple reports for subgroup contacts or
participants. In this example, select Participants and click the Next
button. A list of all participants in the current conference is
displayed (Figure 17-74).
3. Check the checkboxes p—— o[

next to each participant
you want to print a report

Select to Receive Confirnation—

for. You can check or BenzGar}l
.. [v| Benz Patti
uncheck all participants Clear &l | BergDebbie
3 . v b5 v Bill
at once by clicking the ] McG owin Caralyn
Mizchaikav Angela =
Select All or Clear All [#] Mischaikov Theodors P
. Prescot Jenry
buttons, respectively. Sohloss Gary =l

Select Confimation Letter

4. In the Confirmation
Letter field, select the
report you want to view
or print for the selected

Confirmation Letter: Ilndi\-'idual Confirmation Letter j

participants, then click | | X s |
the Next button. Figure 17-74
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5. The report is displayed for all the selected patrticipants or subgroup
contacts. Use the buttons at the top of the window (Figure 17-75)
to scroll through the pages (see Section 16.1: Viewing Reports).

*. ' Send Confirmation =101l

Double click on item to review message.

I 4 1062« > M| & F & |lor ]| Towis  qo0x 156f15

Figure 17-75

x|| 6. Click the Next button. You will be asked whether you

_ want to print the report (Figure 17-76). If you did not
@ Send letters to printer? print the report in the last step, you can print it now by
clicking the OK button. Click the Cancel button if you do

Cancel | not want to print the report.

7. Check the “Everything Printed Okay. Tag records now.”
Figure 17-76 checkbox (Figure 17-77).

‘! Send Confirmation - II:Ilﬂ

Prirt Ok ay?
|7|7 Evervthing Printed Okay. Tag records now,

X Cancel |

Figure 17-77

By checking the “Everything printed OK. Tag records now.” box, you are
telling Conference Programmer to mark each participant’s record with the
time and date that you are running the Send Confirmations wizard. If you run
the wizard again, these records will be unchecked by default because they
will have been marked as having had the Send Confirmations wizards
already run on them once. You will still be able to select these participants
manually and run the Send Confirmations wizard for them again.

Each participant or subgroup contact you ran the wizard for will have
the date and time that the wizard was run displayed on their record, on the
General tab (Figure 17-78).
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8. Click the Next button to complete the = —

Send Confirmations wizard. @ Checked-n: 2/20/2003 312 AM

@  CheckedOut: 2/21/2003 912 &M

Sending Multiple Email Templates
Caonfirmation Sent : 101642003

You may want to send one email template to
many recipients simultaneously. For example, you
might want to email a confirmation letter to each of
the participants that registered for a conference.

1
Figure 17-78

Make sure you are working with the conference that contains the
participants or subgroup contacts you want to send email to.

1. Inthe browse tree, expand Wizards and click on Send Confirmations.
The Send Confirmations window will open (Figure 17-79).

*- | send Confirmation =1ol x|

Thiz wizard guides you through the process of sending confirmation letters. Make
sure the appropriate conference iz selected.

Adventures in Science

—Select the appropriate level for confirmation:

' Palicipants

" Subgroups

—Confirmation Type

7 Printed Corfirnation

< Back | Mest » I x Lancel |
Figure 17-79

2. Select whether you want to send emails to Participants of a
conference or to Subgroup contacts. Select “Email Confirmation”
for the Confirmation Type. Click the Next button.

The top half of the window displays two lists (Figure 17-80): The “Select
to Receive Confirmation” list and the “No Email Addresses” list. The “Select
to Receive Confirmation” list displays all participants or contacts that have
an email address entered in their Email field. The “No Email Addresses” list
displays all participants or contacts whose Email field is empty.
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*- | send Confirmation

ol x|
[~Select to Receive Confirmatio
Select Al | [] Albertzan Victoria - seatech@seattletech. cor
— G ; higizesttetech,. com
hclao liam - williamisimegown. corm

Clear &l |

Mo Emal Addresse

[] Andersen K.aren ﬂ
[ Ballard Jemy

[] Barnyard Wwilson

W] Rarton dndrem =l

Select Confirmation Letter

Email Template: IIndividuaI Confirmation Letter j
< Back | Nest » I x Lancel |

Figure 17-80

The “No Email Addresses” list is informational only - it is to show you
those participants without email addresses. A checkmark next to a
participant's name indicates that the Send Confirmations wizard has
already been run for that participant. It does not indicate, however, whether
the wizard was run for email or for a printed report, or which email template
was sent or which report was printed.

3. In the “Select to Receive Confirmation” list, only participants that
have a checkmark next to their name will be sent an email. You can
check and uncheck any of the participants’ checkboxes.

In the Email Template field, select the email template that you want to
send to the selected participants. The email template will be customized for
each participant with their specific information. Click the Next button.

4. The window now lists all participants with an email address that you
selected to send the email to (Figure 17-81). You can double-click
on any participant's name to view or edit the exact email that will be
sent to that participant (Figure 17-82). For example, you could
double-click on the name of a participant who is in charge of
registering a group of other participants and add a sentence to their
email that the other emails won’t have, such as “Please contact me
if any of your registrants need special services.” Click the OK button
to save any changes you made to a specific email, or click the
Cancel button to close the specific email without saving your
changes. To send all of the emails, click the Next button, then click
the OK button in the Confirm window that opens (Figure 17-83).
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‘! 5end Confirmation

Double click on item to review message.

=10l x|

MName I Email I

= Glover Carolyn
= MoGown Wiliam

seatech@seattletech cam
williami@megown.com

< Back |

X Cancel

Figure 17-81
sendmal

~Meszage Information
To: [willam McBawn

=10l

Address | [willam@megown. com

Subject IAdventules in Science [Registration HE7E0)

Mail Template : |Individual Confimation Letter 'I Refiesh |

Dear wéilliam McGovn, -
This is to confirm that you are registered to anive on 6/5/2000 and depart on B/12/2000.

'T'ou have selected the following

Meal Plan: Plan &

Parking: Yes

we look Fanward to seeing youl

Configuie |

Jgk I x Cancel | Add Template | Edit Template | Delete Temp,

Figure 17-82

5. Acheckmark appears next
to the names  of
participants as their email
is sent. If all emails are
sent successfully, check
the “Everything printed
OK. Tag records now.”
checkbox (Figure 17-84).

By checking the “Everything

* ! Send Confirmation

x

@ Send messages?

Cancel

i

Figure 17-83

=10l

PFrint Okay?
’]7 Everpthing Printed Okay. Tag records now.

printed OK. Tag records now.” box,

< Back |

x Lancel |

you are telling Conference
Programmer to mark each

Figure 17-84

participant’s record with the time and date that you are running the Send
Confirmations wizard. If you run the wizard again, these records will be
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Room Occupancy Statistics = |EI|1|

unchecked by default because they will have been marked as having had
the Send Confirmations wizards already run on them once. You will still be
able to select these participants manually and run the Send Confirmations
wizard for them again.

6. Click the Next button to complete the Send Confirmations wizard.

17.16 Room Occupancy Statistics

The Room Occupancy Statistics wizard computes occupancy statistics
that exclude maintenance-type groups from your totals. You might have
some conferences with rooms blocked specifically to make certain rooms
offline - “Maintenance” or “Staff Rooms” conferences for example. Since
these rooms cannot be sold, they should not lower occupancy percentages.
This wizard allows you to remove them from occupancy percentages.

1. Inthe browse tree, expand Wizards and click on Room Occupancy
Statistics. The Room Occupancy Statistics window will open
(Figure 17-85).

Thiz wizard guides wou through the process of generating room occupancy
shatiztics,

—Date Range
|Ex‘1 042003 j through... £/19/2003 j

Select the groups below that should be excluded from the calculation, These
groups would tepically be "out-of-zervice" type groups.  The rooms occupied by
these groups will be excluded from oocupied and awvailable rooms.

Group to Exclude | Date In | Date Out | ﬂ
O Los Altas Chair 7430/2003 8/1/2003

I aintenance £/18/2003 12/19/2003

O tapping Cooperative Studies BA2F/2003 B4 /2003 -l
O MATI Conference 8A7/2003 B/22/2003

T kA G ramHill | e T askerenes 2003 R A7 2003 RA0A200m3 j

¢ Back Memt » LCancel
| | X Coree |

Figure 17-85

2. Alist of all conferences is displayed. Check the checkbox for each
conference you do not want included in the statistics; for each
conference you want to make “offline.” This is different than most
lists in Conference Programmer - usually the items you check are
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included in the wizard, but in this case the conferences you select
are not included in the statistics.

Enter the date range to report occupancy statistics for.

Click the Next button. The occupancy statistics for each building are
displayed (Figure 17-86).

- Room Occupancy Statistics = |E||5|
Building | Awvailable | Lised | Qffine | Percent | -
Currie 441 158 i 35.83
Carral 387 86 1] 2222
Cluster 4428 108 1220 337
Craigdarroch House %] 1 0 169
Thompson 414 ali] 1} 7488
Carr 486 111 i 2284
HaigB ravun 00 240 0 2667
Helmcken 324 72 1] 2222
Hodges 324 216 1] EG.ET
Stephens x| 118 1} 2222
Cunliffe 531 118 i 2222 1
Mewton 486 324 1] BE.E7
Paole q18 235 1] 2560
R avenhil 324 1] 1] n.oo
Regidence Apart.. 198 9 1} 465
Sandsison 24 i i 000 =l

X Cancel |
Figure 17-86

The Available column shows the potential room-nights available in the
date range you specified (Room Count * Nights).

The Used column shows how many occupied room-nights are in the
date range you specified. This includes blocked rooms and rooms with
participants assigned to them. If a double room has two participants in it, it
will only be counted once. If a room holds two people, and only one
participant is in it, it will also be counted once.

The Offline column shows how many room-nights are used by the
conferences you selected in step 2 in the date range you specified. The
conference you selected were not to be calculated in the statistics; they are
“offline.” In this example, we chose the “Maintenance” conference, which
has 1220 room-nights blocked in the “Cluster” building in the date range
specified.

The Percent column shows the percentage of the remaining potential
room-nights that are used in the date range you specified. The Offline
room-nights are subtracted from the Available room-nights, since we don't
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Auto Mumbering Wizard |

want to count the offline room-nights in our statistics, and the percentage of
Used room-nights is calculated against this number (Used / (Available-
Offline) )

3. Click the Next button to close the wizard.

17.17 Auto Numbering Routine

Conference Programmer can automatically assign sequential numbers
to participants in a conference. For example, if you need to assign meal
cards to every participant in a conference, and your meal cards are
numbered from 1001 to 1499, you can use the Auto Numbering Routing
function to assign those numbers to your participants with very little effort.

Make sure you are working with the conference whose participants you
want to assign a batch of sequential numbers.

1. Inthe browse tree, click Conference and click the General tab, then
click the Procedures button on the toolbar and select Auto
Numbering Routine. The Auto Numbering Wizard window will open
(Figure 17-87).

Thig wizard guidez you through the process of azsigning blocks of unique integers
to participants.  This iz useful for aszigning meal card numbers or idenbification
numbers to parhicipants.

Adventures in Science

Field to Automatically Mumber

I\-"oucher j

< Back | x Cancel |

Figure 17-87

2. Select which field you want to use to store the sequential number.
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You can choose from 3 fields: On the left side of the Participant
Additional Info tab, the bottom 3 fields can contain integers only - not letters.
You can use any one of these fields to store a sequential number in the
Auto Number wizard. By default, these 3 fields are called Meal Card,
Parking No., and Voucher, but if you have renamed any of them (see
Section 17.1: Changing a Field Label), the wizard will display the new field

names for you to choose from.

Click the Next button. A list of all participants in the conference is

displayed (Figure 17-88).

Auto Numbering Wizard |
MHumber | Farticipant | -
: Albertzon Yictoria
ﬂl 402 Andersen Karen e
Ballard Jemmy
Barrward wilzon
Barton Andrew
Barzee roon
Bell Cathy
Beyal Peter
Brandes Peggy
Brown Michelle
Brylawski &my
Burke Gloria
Buys Stephanie
Callahan “Wicki
Cameron Suzan
Cella Temi LI
Figure 17-88
The Number column shows the value in the
. . . Auto Number R x
field you chose in step 2. In this example, Karen bl x|
Anderson already has a value of “402” in the Lower Bound - 1007
Voucher field, while all the other participants do
not have a value in the Voucher field. Upper Bound : | 1453
3. Click the Assign button. The Auto
Number Range window will
(Figure 17-89).
. . J Ok, I x Cancel |
4. Enter the lowest and highest number in
the range of numbers you want to Figure 17-89

assign, then click the OK button.
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@ Update all null values beginning at 1001 through 1493,

x| A confirmation window opens
(Figure 17-90). Click the OK button
to assign the sequential numbers to
all participants in the conference
N cancel | who do not have a value in the field
you selected in step 2. In this

Figure 17-90

example, when we click the OK
button, all participants except Karen Anderson will be assigned sequential
numbers between 1001 and 1499 - Karen Anderson’s record will be

ignored, leaving the “402” value in the Voucher field (Figure 17-91). Click
the Cancel button if you have made a mistake and do not want to assign
the numbers to the participants.

Auto Numbering Wizard |
M umber I Farticipant I -
1001 Albertzon Victoria
02 Andersen Karen e
1002 Ballard Jery
1003 B arnyard ‘wilzon
1004 B arton Andrew
1005 Barzee Yoon
1006 Bell Cathy
1007 Benal Peter
1008 Brandes Pegay
1009 Brown Michelle
1010 Brlaveski Arny
1011 Burke Glaria
1012 Buws Stephanie
1013 Callaban Vicki
1014 Cameron Susan
1015 Cella Teni =l

< Back Heut » x Cancel |

Figure 17-91

Figure 17-92 shows Victoria Albertson’s record with the sequential
number assigned to her Voucher field.

5. Click the Next button to close the wizard.

17.18 Interactive SQL Window

The Interactive SQL wizard is a potentially dangerous tool, and should
only be used by those with a strong knowledge of the SQL language. This
wizard allows you to enter SQL commands to directly interface with the
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>} CP 4.5 c/s [Connection Info: CPDemo/sa]

File Participant Tools Function

£ Add Participant

= Delete

Victoria Albenson

{'E: Conferences
E@ Subgroups/Participantz

----- € Balad. Jemy
----- € Banyad, Wilson
----- ﬁ Bartan, Andrew
----- ﬁ Barzee, Yoon
----- £ Bel, Catty

----- € Bopal Peter

----- ﬁ Brandes, Peggy
----- € Brown, Michelle
----- ﬁ Brylawski, sy
----- ﬁ Burke, Gloria
----- ﬁ Bups, Stephanie
----- € Callshan, Vicki

" Fost

7 Cancel

A Previous

General  Additional Info |Qharges and F'aymentsl Eventsl

P Newt FE'Procedures -

—Additional Informatior

Room Type : I Dauble

Rioom Style :I

Meal Plan : ISld Flan

Linen IF'lemium

Smaker : I

55 Number:l

Ll e Lo

Kep Card: |234234

Parking Na. : IESDD

Youcher : |1 0o

Figure 17-92

database, without any error checking or graphic interface. If you issue the
wrong command, or an incomplete command, you could easily delete your

entire database.

1. In the browse tree, expand Setup and click Interactive SQL
Window. The Interactive SQL Window will open. Click the Next
button (Figure 17-93).

2. In the top half of the window, type a SQL statement.

3. Click the Run SQL button

to tell the database server  Interactive SQL Window =10 ]
to execute the SQL
statement. T
The results from the database
server, including errors, are
returned in the bottom half of the
window
4. Repeat steps 2 and 3 for
more SQL statements, or
click the Next button to <Back ||f 25 Lancel
close the wizard. _
Figure 17-93
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17.19 Tools Menu

From the Tools menu (Figure 7-94) you can debug problems, access
Seattle technology Group, Inc. resources on the internet, and change a few
settings in Conference Programmer.

File Participant

% Add Participar

@ Conferenc
-2 Subgroup
ﬂﬁ Room Ass

*}CP 4.5 c/s [Connection Info: LocalCP/sa]

Tools  Function

’7 Hide Toolbar Captions

fuka charge participant before post

Procedur
Do mot list subgroups and particpants in browse tree

Guick Reports Direck to Printer

Ewer

apment:

Debug Report Mode
Field Label Edit Mode

- Reports

=-S5 PR Seattle Tech Mews Group
""" Interac  seattle Tech Articles and Manual
""" * Confey Seattle Tech Repart Archive
----- * Group
,,,,, o Mark | Seattle Tech Downloads
""" * Fatch Shutdown Application
----- & Import
_____ ¢ Send Refresh
,,,,, ¢ Group Refresh Building and F.ooms
""" * Ao Wersion Info
----- ¢ Recor .
----- * Reconcile Charges
& Devre Oecaamseesas Cobizhi,

Figure 17-94

If “Auto charge participant before post” is checked, a participant’s
charges will automatically be recalculated whenever you make a change to
their record and click the Post button. This can be helpful because changes
you make to a participant's record could affect what they should be
charged. If the “Auto charge participant before post” is not checked, you will
have to manually click the Auto charge button to update their charges.

If “Do not list subgroups and participants in browse tree” is checked, the
list of subgroups and participants in the browse tree is limited to only the
subgroup or participant you are currently working with - not every subgroup
or participant in the conference. If you have a conference with 1,000
subgroups or participants, scrolling through the list might be more hassle
than help. Also, when the “Do not list subgroups and participants in browse
tree” is checked, conferences will load faster.

If “Quick Reports Directly to Printer”is checked, when you select a
Quick Report from the Quick Report button on the toolbar or a Subgroup
Report from the Subgroup Report button on the toolbar, the report will be
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printed immediately and will not be previewed on the screen. If “Quick
Reports Directly to Printer” is not checked, the Quick Report or Subgroup
Report will be previewed on the screen, but you can still print it by clicking
the Print button.

If “Hide Toolbar Captions” is checked, the hame of each button in the
toolbar will disappear and the toolbar will only display icons for the buttons.
In this mode, if you hover the mouse over a button without clicking the
mouse button for a few seconds, the name of the button will appear
temporarily. When you uncheck “Hide Toolbar Captions,” “Show Toolbar
Captions” is displayed unchecked in the menu instead.

If “Debug Report Mode” is checked, one ore more windows will appear
every time you preview a report. These windows display the SQL
statement(s) used to gather data for the report, which is useful if you are
having problems figuring out why a custom report is not working.

“Field Label Edit Mode” is described in Section 17.1: Changing a Field
Label.

If you select “Seattle Tech News Group,” your internet browser will load
the web page with the Seattle Technology Group, Inc. News Group. This is
a forum where all Conference Programmer customers can post messages
to each other; asking how others use Conference Programmer, sharing
your own techniques, discovering new ideas, etc.

If you select “Seattle Tech Articles and Manual,” your internet browser
will load the part of the Seattle Technology Group, Inc. web page that
contains the Conference Programmer manual and other documentation.
Here you can view the documentation, or download it to your computer to
view or print later.

If you select “Seattle Tech Report Archive,” your internet browser will
load a web page that contains the examples of the standard reports that
come with Conference Programmer. Here you can learn what each report
does, because there are previews of each report using demonstration
conferences and participants. If you are missing any of these standard
reports, you can download them from this web page, as well as learn the
configurations to plug them into your version of Conference Programmer.

If you select “Seattle Tech Downloads,” your internet browser will load
the part of the Seattle Technology Group, Inc. web page that contains
Conference Programmer installers and helpful utilities.
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Section 17: Miscellaneous Functions

“Shutdown Application” should only be used in emergencies. When you
close Conference programmer, it performs various integrity checks and
cleanup functions on the data. In rare instances, Conference Programmer
may refuse to close because the functions cannot complete, possibly due
to a Windows crash or network problem. In those cases, you can select
“Shutdown Application” to force Conference Programmer to quit without
performing any of the closing functions.

If you select “Refresh,” the current conference will be reloaded. This is
useful to assure you are looking at the most current version of the data.
When you first select a conference, Conference Programmer loads
everything about that conference, including a list of participants. If,
however, another user adds a participant while you are working with that
conference, you will not see that new participant until you reload that
conference. You can reload the conference by selecting another
conference and then selecting the original conference again, or by quitting
and relaunching Conference programmer - or simply by selecting “Refresh”
from the Tools menu.

If you select “Refresh Buildings and Rooms,” the current room
inventory will be reloaded. This is useful to assure you are looking at the
most current version of the data. When you first load Conference
Programmer, the room inventory is loaded into memory. If, however,
someone adds, changes, or deletes a room or building while you are
working in Conference Programmer, you will not see the updated room
inventory until you quit and relaunch Conference Programmer - or you can
simply select “Refresh Buildings and Rooms” from the Tools menu.

If you select “Version Info,” a window opens displaying the version of
Conference Programmer that you are using. This is useful information to
have when working with Seattle Technology Group, Inc. technical support.
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