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Foreword

Foreword

FASTbook is not your ordinary scheduling program.
It brings your organization together like no program
| have ever seen before. Where as most software
solutions bring confusion and hinderance to my daily
function, FASTbook excels in ease of use. Since
using FASThook, many organizations have literally
cut in half the time it takes them to do their daily
functions and have been able to use that time to
better their procedures and environment.

After you have integrated FASTbook into your
facility as they have, you will begin to understand the
real convenience of FASTbhook. FASTbook *IS* the
premiere events scheduling solution. Period. Easy
to use, yet powerful. Have fun browsing the manual
and learning about FASTbook's many features.
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Introduction

What is Fastbook
What is FASTbook?

FASTbook is one of the highest rated facility management programs available. The
Calendar based user-friendly windows environment is simple to use and features
extensive context-sensitive on-screen help menus, along with a convenient users
guide. FASTbook is a complete, state-of-the-art booking system that is easily
customized for your facility and your specific needs. FASTbook performs every
function necessary to quickly schedule and track all aspects of an event, from initial
inquiry to final invoicing.

The Calendar and Timelines are a graphical display of your facility's bookings and
show you everything that is going on in your facility.

The calendar gives you an instant overview of your facility's status in easy-to- read
monthly calendar form.

The Daily Timeline is a graphical display of your facility's bookings for one day. It
gives you a snapshot of the status of all rooms.

The Monthly Timeline displays your facility's bookings for one month.

The user has access to notes from the calendar, with the ability to add unlimited
notes.

The Booking Modules are powerful tools that make managing room availability and
booking fast and simple. You can view the calendar to check room availability or
choose one of FASTbook's three Intelligent Booking methods to select the best
available room for you.

FASTbooking allows for quick capturing of all essential event information, and then
finds the best available room according to your specifications.

FASTbooking allows you to find space, check attributes and book it while the
customer is on the phone. It is so simple and quick that you can book the event in
less than forty seconds.

Advanced Booking allows you to quickly and efficiently schedule repetitive or
recurring events. By using Advanced Booking, you can schedule a dozen events as
easily as one.

Event Data allows you to enter all relevant information on one screen.

Canceling or changing one of 8 event statuses simply requires that you enter the
Event Data screen and change the status of the event. The program takes care of
the rest.

The Resource Managers coordinate all aspects of facility equipment, meals and
labor, including inventory, availability, resource allocation, and invoicing for both in-
house and vendor supplied resources.

The equipment database manages all aspects of your equipment including inventory,
availability and cost.

You can select meals from a list of meal components for in-house or vendor supplied
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catering.

You can select the positions, enter the hours and FASTbook keeps track of labor
from scheduling to billing.

When you need a detailed event outline for your event, it's just a matter of selecting
to do items from your predefined list and typing in the time.

Unlimited ticklers, including Automated ticklers that set them self just incase you
forget. If you need reminders to do a follow up for an event, you can select a tickler
from your list of user-defined ticklers, and the system will automatically notify anyone
assigned a tickler when they log into FASTbook.

FASTbook's Complete System performs every function necessary to quickly and
easily schedule and track all aspects of an event, from adding notes to an event,
handling correspondence and final invoicing.

With one click on your notepad button you will be able to write unlimited notes for the
event or for rooms, equipment, meals or labor as well as ten user definable note tabs
and if that is not enough, you can add notes to the client.

Client correspondence could not be easier. FASTbook allows you to setup
Templates using MS Word for contracts and all correspondence. Just pull up a
template, select the client you want from the menu, click on the merge button and
you're done. You can save all correspondence and any files or any type to the event.
Invoicing is as simple as clicking on a couple of buttons and printing a complete
invoice with all resource charges.

When you need to check history for an event that took place 4 or 5 years ago, it's
never been simpler. FASTbook not only saves the old events and has 24 user
definable data base fields that you can name to create an in-depth financial history,
such as "The Deal" as many arenas call it. It also covers things such as concession
profits, advertising and revenue splits.

It generates comprehensive line item invoices and allows customized client billing for
each event. Invoicing also tracks payments and adjusts totals automatically.
FASTbook supports an invoice module that automatically integrates all of the billing
information from Event Detail. Because FASTbook tracks rooms, meals, equipment,
labor and taxes as well as allows the end user to create 24 different user definable
database fields, it's easy to create a multitude of financial reports. Besides the
detailed invoicing, you have client history, aging, profitability, revenue, room and
resource reports. FASTbook has over 2000 report combinations, you also can link
the FASTbook tables to Excel or use our report builder to create it or we can create it
for you in our reporting system.

FASTmail connects to your E-mail, any time you need to correspond with a client to
confirm or make a change to their event or just send them a reminder. It's just a
matter of selecting the FASTmail button, pick one of your correspondence templates
that you previously created, add a note if needed and hit send.

Event Software is constantly improving FASTbook based on feedback from our
customers. The new features that we add reflect the changing need and increasing
complexity of facilities and their task of scheduling events.
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The client database allows you to enter personal information about each client
making a reservation or conducting business at your facility.

You can set up automated ticklers or to-dos that can be attached to a specific event.
The system notifies specific users when each task becomes due and when it was
completed.

The Client Manager - Contact management program. While FASTbook manages the
event, FASTbook's contact management program manages the Client from the
clients first phone call to the end of the event or until the client has their next event.
Keep track of clients or potential clients. Create a history; attach messages,
important files, display calls, meetings and to-do items associated with every client in
your system.
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2.1

Installation

Overview

What will |1 be Installing?

The installation consist of three separate components as part of the overall installation. The first
component which is the installation of Fastbook(the application) normally would be installed
onto a network and will create within the Windows file structure directories for Fastbook.

The second component of the installation is for the Data Base Engine (Firebird). Firebird as well
will create within the Windows file structure its own files, as well as additional sub-components
one of which is the ODBC which allows for the communication between the data base and the
Fastbook application.

The third component of the installation is for the work station. As with the previous two
components, the work station installation will create within the Windows file structure its own
files, as well as the ODBC. In addition, the work station installation will also create a Fastbook
Shortcut Icon on the desktop.

Some things to keep in mind before starting Fastbook Installation:

e Need to have administrative rights to server and/or workstation

e Need to make sure that if using any Windows Firewall Software - may need to add exceptions
for Fastbook/Firebird

e By default, Firebird uses Port 3050 across TCP/IP connection

How do | install FASTbook?
The following will instruct you how to install FASTBook 5.5 onto your network or local
workstation.

Before the Installation

Before you can start the installation process, you should know if you are using other Borland
Database Engine type products such as Corel WordPerfect Suite, and Goldmine on your system
or Borland InterBase/Firebird SQL Engines. Once you obtain this information and you have
about an hour for the installation, you are ready to begin. It may also be advantageous to call us
at Event Software and set up a time when we can walk you through the installation.

Steps to Follow for Installation

The steps for installation are divided into three sections. First, run the installation program from
the FASTBook 5.5 Installation CD. Second, once the installation program is complete, you will
need to run workstation setup on each computer where FASTBook will be accessed. Third, you
will start FASTBook and check to see that the installation was successful.
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2.2 Part I: Running the Setup Program from the CD

Part I: Running the Setup Program from the CD

Insert the installation CD into your CD-ROM drive. The setup program on most computers will
start automatically. If yours does not, go to START > RUN and type in X:\setup.exe, where X is
the letter assigned to your CD drive.

The Welcome screen for the installation program should display. Follow the instructions and

then click "Next."

43 FASThook 5.5

Welcome to FASThaaok 5.5 Setup prograrm. Thiz prograrm wil
inztall FASThook 5.5 on vour computer.

It iz strongly recommended that you exit all Windows programs
before running thiz Setup Program.

Click. Cancel ta quit Setup and cloge any programs you have
running. Click Mext to continue with the Setup program.

WARMIMG: Thig program is protected by copyright law and
international treaties.

[Inauthaorized reproduction or diztribution of this program, or any
portion of it, may result in severe civil and criminal penalties, and
will be prozecuted to the mawimum extent possible under law,

Cancel |
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The next window will prompt you for the location you wish to install Fastbook 5.5. If this is a
local installation, in most cases this will be your C:\ drive. If your Fastbook 5.5 will run off of a
network, you will need to use your network drive letter such as F:\ or G:\ (e.g.

G:\Apps\FBWINS50, or G:\FBWINS50).

42 FASThook 5.5
Destination Location

Setup will inztall FAS Thook 5.5 in the fallowing folder.

Toinztall into a different folder, click Browse, and select another folder.

“'ou can chooze not to install FAS Thook 5.5 by clicking Cancel to exit Setup.

Destination Folder
’7 o sfbinG0

Browsze. . |

YWize [natallation ‘Wizard®

Cancel |

To change the destination folder click browse and go to the directory you wish to use. In this
example, it would be G:\Apps. The program will automatically add the FBWIN50 for you.

Select Destination Directory

[ aokesdraz

D al
{7 bde
] CDRADZs

£ diesigel

£ Drivers
7 Ihwdn32

23 A0L Inshanl Messerge

3 documenl and sellrg:
(2 Diociamesiks aivd S ellings:

|

It is very important that the destination folder is correct. If unsure, contact your system
administrator for verification. When the destination folder is set correctly, click "Next."
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43 FASThook 5.5
Start Installation

'ou are niow ready toinstall FAS Thook 5.5

Prezs the Mext button to begin the installation ar the Back button ta reenter the installation
information.

YWize [natallation ‘Wizard®

¢ Back

Cancel |

The setup program now has enough information to begin the installation. Click "Next" if you are
ready to move on and begin the installation.
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FASThook 5.5

Inztalling

— Current File

E
Copying file:

:wfbwinB0hbinF astbook. exe

Al Files

Time Remaining O minutes 4 seconds

Wize Inztallation \Wwizard®

< Hach | [lExt | Cancel I

Files will begin to transfer to your destination computer and this window will appear.
When the setup program gets to the point where it will install the Firebird ODBC Driver. You
will see a prompt that looks like the following.

© 2005 Event Software



Chapter 2: Installation

12

i Setup - Firehird ODBC Driver 0] |

Welcome to the Firebird ODBC
Driver Setup Wizard
Thiz will inztall Firebird ODBC Driver 1.2.0.69 on your computer.

It iz recommended that pou cloge all other applications befare
continuing.

Click Meuxt to continue, or Cancel to exit Setup.

et » I Cancel
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Click "Next". You will get an Electronic License Agreement read the agreement then - click on

"I accept the agreement"” and click "Next" to start Firebird ODBC Driver.

i Setup - Firehird ODBC Driver

License Agreement
Fleaze read the following impartant infarmation before continuing.

Fleaze read the following Licenze Agreement. 'ou must accept the terms of this
agreement before continuing with the installation.

Initial Developer's PUBLIC LICEMSE
“erzion 1.0

1. Definitions

1.0 "Commercial Uze" means distibution or othenwize making the Covered
Code available to a third party.

1.1 "Cantributar means each entity that creates or contributes to the
creation of Maodifications.

@+ | accept the agreement

| do not accept the agreement

< Back I et » I

Cancel

Click "Next" on "Information page" to continue with Firebird ODBC Installation.
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i Setup - Firehird ODBC Driver 0] |

Information £ %
Pleaze read the following important information befare continuing. w

“When pou are ready to continue with Setup, click Mest.

The |BPhaoenix Firgbird ODBC Driver Inztallation j

The ingtaller pregents 3 inztallation options:
o Developer Ingtall

o Deployment [nstall

0 Documentation [nstall

eneral Motez on ingtalling the Driver

QDBLC Drivers live in the WINDOWS System3? [ <swsr ] directory. ‘When the
inztaller prompts you to choose an ingtallation directony it iz really
azking pou where you want the documentation installed. =l

< Back I et » I Cancel |

The next window will prompt you for the location you wish to install Firebird. If this is a local
installation, in most cases this will be your C:\ drive. If your Firebird will run off of a network,
you will need to use your network drive letter such as F:\ or G:\ (e.g. G:\Apps\FBWINS50, or
G:\FBWINS50).
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i@ Setup - Firehird GDBC Driver

Select Destination Location

“Where zhould Firebird ODBC Diriver be installed?

D Setup will inztall Firebird ODBC Diriver into the following folder.

To continue, chck Mest. IF you would like to select a different folder, click Browse.

C:\Program Filez\Firebird“Firebird ODBC)

At leazt 0.2 MB of free dizk zpace iz required.

Browse... |

< Back I et » I

Cancel

IE:"-.P'ru:ugram FilezhFirebirdWFirebird_0ODBC

£
F- Bradbuny
#-_1 CheckPaint
#-] Cizco Systems
-] Common Files

----- 1 CareFTP
- Corel

-] Ewvent Software
----- ] fasthook,
#-_1 FileSubmit

----- ] FileZilla

-2

H-_] Borland International Copyright 1996

----- 1 ComPlus &pplications

=

I

It is very important that the destination folder is correct. If unsure, contact your system
administrator for verification. When the destination folder is set correctly, click "OK"

Browse For Folder E3 |

Select a folder in the list belaw, then click OF.
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At the select Components screen - select the Developer install and click "Next" to continue.

i& Setup - Firehird ODBC Driver =]l

Select Components
“Which components should be installed’?

Select the compaonents you want ta inztall; clear the compaonents you do naot want o
inztall. Click Mesxt when you are ready to continue.

Dir. Ingtall docurnentation to program grofg

< Back I et » I Cancel

At the Select Start Menu Folder - stick with the default Firebird\ Firebird ODBC Driver and

click "Next" to continue.
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i Setup - Firehird @DBC Driver

Select Start Menu Folder -

“Where should Setup place the program's sharkouts? \y‘

Setup will create the program's shortcuts in the fallowing Start Menu folder.

To continue, chck Mest. IF you would like to select a different folder, click Browse.

Firebird\Firebird ODEC Drive Browse... |

< Back I et » I Cancel

At the Ready to Install screen - click "Install" to continue.

fi Setup - Firehird ODBC Driver 0] |

Ready to Install § - )
Setup iz now ready ta beain installing Firebird ODBC Driver on wour computer. \v

Click Install to continue with the installation, ar click Back if wou want to review or
change any sethings.

Destination location: |
C:%Program FileshFirebird4Firebird_ODBC

Setup ppe:;
Developer install - reqister driver in Syztem Dir. Install docurmentation ta progranm

Selected components:
[ngtall driver ko < syss
Diocurmentation in CHM and HT kL format

Start kenu folder:
Firebird4Firebird ODEC Diriver

N | _>|_I
< Back I [niztall I Cancel |

© 2005 Event Software



Chapter 2: Installation

18

Click "Next" on "Information page" to continue with Firebird ODBC Installation

i Setup - Firehird ODBC Driver

Information
Fleaze read the following impartant infarmation before continuing.

MEE|

“When pou are ready to continue with Setup, click Mest.

Firgbird ODBC Driver w1.2.0 Readme [MWind2)

o What's new

o |nztallation

o Configuration
o K.nown lzzues
0 Feedback

wihat's Mew

Welcome to the latest releasze of the Firebird ODBC dniver. This releasze
zees many zighificant advances in the driver. Motable changes are:

Click "Finish" to complete the setup of the Firebird ODBC Driver.
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i Setup - Firehird ODBC Driver M= |

Completing the Firebird ODBC
Driver Setup Wizard

) _ Setup has finished installing Firebird QDBC Driver an your
" T computer. The application may be launched by selecting the

/’# \ inztalled icons.
\. L

Click. Finish ta exit Setup.

[ Wiew Readme.tu

< Back I Finizh I

At the Select Setup Language screen - choose "English" and click "OK".

Select Setup Language | x] |

0k, I Cancel

At the Setup Firebird database Server 1.5 click "Next" to start install.

© 2005 Event Software



Chapter 2: Installation 20

e Setup - Firehird Database Server 1.5 !EIBI

Welcome to the Firebird Database
Server 1.5 Setup Wizard

Thiz will inztall Firebird 1.5.2.47.31 an your computer.

It iz recommended that pou cloge all other applications befare
continuing.

Click Meuxt to continue, or Cancel to exit Setup.

et » I Cancel

Click "Next". You will get an Electronic License Agreement read the agreement then - click on
"I accept the agreement” and click Next to start Firebird Database Server 1.5.

e Setup - Firehird Database Server 1.5 !EIBI

License Agreement
Fleaze read the following important infarmation before continuing.

Fleaze read the following License Agreement. 'ou must accept the terms of this
agreement before continuing with the installation.

IMTERBASE PUBLIC LICEMSE é
Wersion 1.0

1. Definitions.

1.0.1. "Commercial Uze" means diztibution or athenwize making the Covered Code
available ta a third party.

1.1. "Contributar” means each entity that creates or contributes ta the creation of

b adifications.

1.2. "Contributar Yergion" means the combination of the Original Code, prior

b odifications used by a Cantributar, and the Modifications made by that particular
Contnbutor,

1.3, "Covered Code" means the Qriginal Code or Modifications or the combination of =]

@+ | accept the agreement

| do not accept the agreement
Erliet

< Back I et » I Cancel
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The next window will prompt you for the location you wish to install Firebird. If this is a local
installation, in most cases this will be your C:\ drive. If your Firebird will run off of a network,
you will need to use your network drive letter such as F:\ or G:\ (e.g. G:\Apps\FBWINS50, or
G:\FBWINS50).

e Setup - Firehird Database Server 1.5 !EIBI

Select Destination Location
“Where zhould Firebird D atabase Server 1.5 be inztalled?

Setup will inztall Firebird Databaze Server 1.5 into the following folder.

To continue, click Mest. [F pou would like ta select a different falder, click Browse.

Z:%Proagram Files'FirebirdYFirebird 1 5 Browse... |

At leazt 1.4 MB of free dizk zpace iz required.
Erliet

< Back I et » I Cancel

It is very important that the destination folder is correct. If unsure, contact your system
administrator for verification. When the destination folder is set correctly, click "OK"
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Browse For Folder E3 |

Select a folder in the list belaw, then click OF.

IE:"-.P'ru:ugram Filez\Firebird Firebird_1_5

-] Borland International Copyright 1395 =]
- Bradburn

#-_1 CheckPaint

-] Cisco Svstems

#-_1 Camman Files

- ComPluz Applications J
-] CoreFTP

#-_1 Carel

-7 Erazer

-] Ewvent Software

-] fasthook,

#-_1 FileSubmit

-7 FileZilla

-2 e

At the Select Components Window - choose Full installation of Super Server and development
tools and click "Next".

= Setup - Firehird Database Server 1.5

Select Components
YWwhich components should be installed’?

Select the components you want to inztall; clear the components you do not want to
inztall. Click Mext when you are ready to confinue.

& Super Server binary 1.5MB
O Clazsic Server binary 1.3MB
Server components 1.7 MB
Developer and admin tools components 4.7 MB
Client components 1.3MBE

Current zelection requires at leazt 9.2 MB of disk space.

< Back I Mest » I Cancel

Ergliz
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The next window will prompt you for the Start Menu Folder location - to continue click "Next"

e Setup - Firehird Database Server 1.5

Select Start Menu Folder
“Where should Setup place the program's sharkouts?

Setup will create the program's shortcuts in the fallowing Start Menu folder.

.

Ikl

To continue, chck Mest. IF you would like to select a different folder, click Browse.

Firebird 1 5 Browse... |

[T Daon't create any icons
Erliet

< Back I et » I Cancel

If you want to select a different folder, click "Browse" Otherwise, if the folder is correct, click
"OI{"
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Browse For Folder E3 |

Select a falder in the lizt below, then click OF.

|Firebird_1_5

Programs
{3 3D Event Desigrer

-2 Accessores

{2 Admiristrative Tools

Adobe

Cizco Systerns WPH Client

Core FTP

Ewventbooking 2 FAST ook
FileZilla

Firebird

Help & Manual 3

ICQ

Java'seb Start

Lavazoft Ad-tumare SE Perzonal

At the Select Additional Tasks Window - choose the following five components:

Use the Guardian to control the Server
Run as a Service
Select Firebird automatically everytime you boot up

Generate client library as GDS32.DLL for legacy app. support

"Install Control Panel Applet”
Click "Next" to continue install

24
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e Setup - Firehird Database Server 1.5

Select Additional Tasks ~
“Which additional tazks should be perfarmed? @

Select the additional tazks pou would ke Setup to perform while installing Firebird
[ atabaze Server 1.5, then chck MNext.

v Use the Guardian to control the server?
Fun Firebird zerver as:
" Bun az an Application?

* Bun az a Service?

[ Start Firebird automatically eventime you boot up?

[ Copy Firebird client bram o <spsterns direchanp?

[V Generate client libray a2z GD532.0LL for legacy app. support?
v "Inztall Control Panel Applet?"

< Back | et » | Cancel

At the Ready to Install window - click "Install" to continue.

il Setup - Firehird Database Server 1.5

Ready to Install

Setup iz now ready tao beqin instaling Firebird D atabasze Server 1.5 on wour @
computer,

Click Install to continue with the installation, ar click Back if wou want to review or
change any sethings.

Destination location: -
C:%Program FileshFirebird4Firebird_1_5

Setup ppe:;
Full inztallation of Super Server and developrment toolzs.

Selected components:
Super Server binan P
Server components
Developer and admin toolz components
Client companents

Start kenu folder: f
[
< Back | [niztall | Cancel |
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e Setup - Firehird Database Server 1.5 !EIBI

Installing
Fleaze wait while Setup installz Firebird D atabaze Server 1.5 on vour computer.

Extracting fles...
C:%Program FileshFirebird4Firebird_1_5hbintgh. exe

I

Erliet

Cancel

Click "Next" on "Information page" to continue with Firebird Database Server 1.5 Installation

e Setup - Firehird Database Server 1.5

Information
Fleaze read the following important infarmation before continuing.

“When vou are ready to continue with Setup, click Mest.

| -
Firebird 1.L5.E (WMin3E Build)

o Introduction

o Stability

o Installation of the binary package

o Installing from the =zip package

o Installation of the embedded serwver

o Frowmn Issues

o 50L Lanouage documentation

o Beporting Bugs d

Erliet
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To complete the install - choose "Yes, restart the computer now" and click "Finish".

e Setup - Firehird Database Server 1.5 !EIBI

Completing the Firebird Database
Server 1.5 Setup Wizard

To complete the installation of Firebird Databasze Server 1.5,
Setup muzt restart your computer. Would you like to restart
now?

% ez, restart the computer now

= Mo, | will restart the computer later

< Back I Finizh I
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<3 FASThook 5.5

FASTbook 5.5 haz been succeszsfully inztalled.

Prezs the Finizh buttan ta exit this ingtallation.

¥ Fun ' orkstation [nstallation on thiz computer?

¢ Back

[Caricel |

You have now completed the server portion of the installation.

e If you want to run the Workstation Installation for the server - check mark the box "Run
Workstation Installation on this computer" and click on "Finish".

e If you do not want to install workstation at this time - make sure there is no check mark
selected and click "Finish".

For more information on Firebird documentation - visit their website:
http:/ /www.ibphoenix.com/

2.3 Part 2: Running WSSetup50.exe

Part 2: Running WSSetup50.exe

Now that you have run the initial setup program, you need to run the workstation setup on each

of the workstations where FASTBook will be used. However, before running the workstation,

here are some basic things to know about workstation installation.

e The workstation installation consist of two components: Borland Data Base Engine (BDE) and
Firebird ODBC (Driver).

e The BDE primarily tells the client where the data base path is.
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e The Firebird ODBC Driver allows the Fastbook application access to the Firebird Data Base.

Some things to keep in mind before starting Workstation Installation:

® Must have administrative rights/permissions before running the installation.

e If the workstation is behind a firewall or running Windows Firewall will need to add
exceptions:

e Add a Port - 3050, TCP

e Add Program - Fastbook path c:\fbwin50\bin\Fastbook.exe

To start workstation installation:
e Run wssetup50.exe from: \fbwin50\bin directory.

‘.”?—: FASThook 5.5 Workstation
Start Workstation Installation

'ou are niow ready toinstall FAS Thook 5.5 YWWiark station,

Prezs the Mext button to begin the installation ar the Back button ta reenter the installation
information.

YWize [natallation ‘Wizard®

¢ Back

Cancel |

Click "Next" to start the workstation installation.
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FASThook 5.5 Workstation

Installing

=0 i

Skipping Borland D' atabase Engine:
C:5. ABorlandsCommon FileshBDEM OCALSAL HLP

— Curment File

Al Files

Time Remaining O minutes 7 zeconds

wize Inztallation \Wizard®
% Back | [ e | Cancel I

When the setup program gets to the point where it will install the Firebird ODBC Driver. You
will see a prompt that looks like the following. Click "Next." to continue with the install.

& Setup - Firebird ODBC Driver ME |

Welcome to the Firebird ODBC
Driver Setup Wizard
Thiz will install Firebird ODBC Diriver 1.2.0.69 on vour computer.

It iz recommended that vou close all other applications before
continLing.

Click Mest to continue, or Cancel to exit Setup.

Mest » I Cancel
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Click "Next". You will get the Electronic License Agreement read the agreement then - click on
"I accept the agreement"” and click "Next" to start Firebird ODBC Driver Installation.

i Setup - Firehird ODBC Driver

License Agreement
Fleaze read the following impartant infarmation before continuing.

Fleaze read the following Licenze Agreement. 'ou must accept the terms of this
agreement before continuing with the installation.

Initial Developer's PUBLIC LICEMSE é
“erzion 1.0

1. Definitions

1.0 "Commercial Uze" means distibution or othenwize making the Covered
Code available to a third party.

1.1 "Cantributar means each entity that creates or contributes to the
creation of Maodifications.
=

@+ | accept the agreement

| do not accept the agreement

< Back I et » I Cancel

Click "Next" on the "Information Page" to continue with Firebird ODBC Installation.
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i Setup - Firehird ODBC Driver 0] |

Information f s )
Pleaze read the following important information befare continuing. w

“When pou are ready to continue with Setup, click Mest.

IThe: IBPhaenis Firebird ODEC Driver Installation j

The ingtaller pregents 3 inztallation options:
o Developer Ingtall

o Deployment [nstall

0 Documentation [nstall

eneral Motez on ingtalling the Driver

QDBLC Drivers live in the WINDOWS System3? [ <swsr ] directory. ‘When the
inztaller prompts you to choose an ingtallation directony it iz really
azking pou where you want the documentation installed. =l

< Back I et » I Cancel |

The next window will prompt you for the location you wish to install Firebird ODBC. If this is a
local installation, in most cases this will be your c:\ drive. Click "Next" to continue installation.

i Setup - Firehird ODBC Driver 0] |

Select Destination Location ¥ -

“Where zhould Firebird ODBC Diriver be installed™? w

D Setup will inztall Firebird ODBC Diriver into the following falder.

To continue, click Mest. [F pou would like ta select a different falder, click Browse.

_:%Program Files'Firebird4Firebird ODEC) Browse... |

At leazt 0.2 MB of free dizk zpace iz required.

< Back I et » I Cancel
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At the Select Components window - select the "Developer install" and click "Next" to continue.

i Setup - Firehird ODBC Driver

Select Components
“Which components should be installed’?

ME E|

Select the compaonents you want ta inztall; clear the compaonents you do naot want o
inztall. Click Mesxt when you are ready to continue.

Dir. Ingtall docurnentation to program gro

L4

< Back I et » I Cancel

At the Select Start Menu Folder - stick with the default Firebird\ Firebird ODBC Driver and click

"Next" to continue.
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i Setup - Firehird @DBC Driver

Select Start Menu Folder
“Where should Setup place the program's sharkouts?

34

MEE|

Setup will create the program's shortcuts in the fallowing Start Menu folder.

To continue, chck Mest. IF you would like to select a different folder, click Browse.

Firebird“Firebird ODBC Driver Browse... |

< Back I et » I Cancel

At the Ready to Install Window - click "Install" to continue.

& Setup - Firehird GDBC Driver

Ready to Install
Setup iz now ready ta beain installing Firebird ODBC Driver on wour computer.

S E3 |

Click Install to continue with the installation, ar click Back if wou want to review or
change any sethings.

Destination location:
C:%Program FileshFirebird4Firebird_ODBC

Setup ppe:;
Developer install - reqister driver in Syztem Dir. Install docurmentation ta progranm

Selected components:
[ngtall driver ko < syss
Diocurmentation in CHM and HT kL format

Start kenu folder:
Firebird4Firebird ODEC Diriver

-
1| | 3

=

< Back I [niztall I Cancel |
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Click "Next" on the "Information Page" to continue with Firebird ODBC Installation.

i Setup - Firehird ODBC Driver

Information
Fleaze read the following impartant infarmation before continuing.

MEE|

“When pou are ready to continue with Setup, click Mest.

Firgbird ODBC Driver w1.2.0 Readme [MWind2)

o What's new

o |nztallation

o Configuration
o K.nown lzzues
0 Feedback

wihat's Mew

Welcome to the latest releasze of the Firebird ODBC dniver. This releasze
zees many zighificant advances in the driver. Motable changes are:

Click "Finish" to complete Install of the Firebird ODBC Driver.

© 2005 Event Software



Chapter 2: Installation 36

i Setup - Firehird ODBC Driver M= |

Completing the Firebird ODBC
Driver Setup Wizard

Setup has finished installing Firebird QDBC Driver an your

e T, computer. The application may be launched by selecting the
Y "™ installed icons,
4 e b
' . L Click Finish to exit Setup.

¥ “iew Readme. tu

< Back I Finizh I

A final window will be displayed, showing that your installation has finished. Click "Finished."

42 FASThook 5.5 Workstation |

7

Fa5Thook 5.5 Warkstation has been successfully installed.

Fresz the Finigh button to exit this installation.

[Caricel |

¢ Back
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2.4

241

FASTbook is now ready to be used on this workstation. Go on to Step 3 then repeat steps 2 and
3 for each machine where FASTBook will be used.

Part 3: Verifying Installation

Now that you have run the installation program and you have run the workstation setup, you will
want to verify that it was installed successfully. To do this, start FASTbook by double-clicking
the icon on the desktop. Sign into FASTBook , using the login name 'SUPERVISOR' and the
password 'SUPER'. (Note: the default password can be changed in Chapter 4: Section 4.4 User
Accounts and Security).

If you successfully sign into FASTbook then the installation was successful and you are ready to
begin using FASTbook.

Conclusion

The steps for installation of Fastbook are divided into three sections. First, run the installation
program from the FASTBook 5.5 Installation CD. Second, once the installation program is

complete, you will need to run workstation setup on each computer where FASTBook will be
accessed. Third, you will start FASTBook and check to see that the installation was successful.
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3.1

Getting Started

How to read this manual

Buttons

Along the left side of this manual there are a number of different important symbols. The first
one of these is a button. A button is a tool to get FASTbook to do something that would
generally be unpleasant for a human to do, such as finding files, looking up prices, filing files, and
examining files in greater detail. Some sample buttons are:

Loooaaaa, m»

Bullets

The next important symbol is the bullet 4 symbol.

These are throughout the manual. A bullet usually designates a single action on your part.
Actions are very important. When both mouse and keyboard actions can achieve the same result,
this manual combines them into the same bullet rather than a dual listing of keyboard and mouse
actions.

Music symbol

A music symbol ﬂ followed by a"NOTE:" isavery important hint. A NOTE isan

indication that what followsisacrucia part of the way FASTbook works. PAY
ATTENTION! Usualy if you can't get FASTbook to work properly, it is because you
ignored aNOTE somewhere that would tell you how to fix the problem or work the procedure
correctly.

Drop Downs ™ I

In many places throughout FASTbook, you will see a down arrow button. Your individual
names for the many types of information FASTbook deals with are stored in these places for
easy access.

e To display the list of available choices in a table, click the mouse on the button and a small
window will drop down. These windows contain information from the master databases. Use
them to insert predefined names or descriptions into required fields.

e Most of these lists are created so that only the first letter of an item needs to be typed into the
appropriate field to display the entire word.

A hand symbol
A hand symbol followed by Example means an example follows

@\ Example: To choose an Event Type, simply type the letter "C". The word

"Conference" will appear in the field. If that is not the Event Type you were looking for, type the
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3.2

3.3

second letter, or use the down-arrow key on your key board to display the next Event Type

starting with the letter "C". If you know the items in your databases, this is a fast way of selecting

an item without clicking on the fields down-arrow button, and then picking an item from the
drop-down list.

e To close a drop-down window without selecting an item, click on the arrow-button before
highlighting an item in the list or press 'CANCEL' (Red X) from the navigator toolbar.

e To select an item from the list, either click with the mouse on the item, move the cursor to the
item using the keyboard arrow-keys, or type the first letter of the item you are looking for.
FASTbook will immediately go to the item starting with the letter you entered. You can
narrow the search down by typing as many letters of the item as you know.

ﬂ NOTE : Some fields are case sensitive.

e If you have selected an item using the mouse, the drop-down list will automatically close and
the selected item will appear in the appropriate field.

Selecting an Item in a Table or Field

Selecting an item

e Click the mouse on the down arrow button and a combo box will drop down. These windows
contain information from the master databases. Use them to insert predefined names or
descriptions into required fields.

e The "Up and Down" arrows along the right side of the box (Scrollbars) allow you to view the
entire list if there are more items than lines in the window.

e To move an item from the window to the field, click the mouse once on the name or use the
"Up and Down" arrows to highlight your selection, and then press the <TAB> key.

o After clicking or pressing the <TAB> key, the combo box disappears and the selected
information is in the appropriate field. This is called "Selecting an Item".

Notepad
~ Using the Notepad

On the toolbars in Event Detail, you will see a green icon that looks like a notepad. It is used to
add comments.

e To open the Notepad, click once on its icon.

A comment screen opens. You will notice that the Notepad has several tabs on the bottom. The
first one is for the 'Event' itself. The second one for the 'Rooms' or 'Subevents', the third one for
the 'Equipment’, the forth one for the 'Meals', and the fifth one for 'Labot'. If you defined any
notes in the 'User Defined II' screen in the center's setup, you will see the Custom Tabs you
created.

User defined event general notepads have an (E) at the end of the tab, while subevent-specific
notepads have an (S) at the end of the tab. Except in the Event Tab, you will be able to use the
navigator tools to maneuver around from one Subevent to the next without leaving or closing the
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notepad.

To enter Notes for different Rooms, the Room doesn't need to be highlighted in the Subevent
Tab.

If there are several Rooms booked and you want to add Comments to certain Rooms, you are
able to use the Bookmarks to quickly switch between pages.

I | - | 3 | (= | v | » Book Mark 1] Book Mark 2] @ Open Template Close |
55 |rizert Lime Stamp Set I Set | Eutul [~ Sawve s Plain Text

e To copy information on one page use the <Ctrl + C> keys.

e To then paste the comment on another page, use the <Ctrl + V> keys.

The Notepad is a free form and upper case and lower case sensitive (case sensitive). Comment
lines have 'word wrap' (words automatically move to the next line when not enough spaces are
available).

e

NOTE: You can create Templates in MS Word, save them as .rtf format. Open the template in
one of the notes tabs by clicking on the Open Template button. Select the template you want,
make any changes or additions to it and then click on save.

[ Notes for room: Room & 05/0,/2005 700 £M - 10:80 B4

HI 1| h-IHI I Hook Mark 1 -Ilu-ukl-lurkj jl:]pm'rgmﬂag H

[ | reerl Time Stamp Set _Set | oo [ Gave A= Plan Tewt

Ik

Contacts HAME PHOMWER | CELL# FaMs | EMAIL
MANAGEMENT
Company Mar
Produciion Mo
T URING

P S

ASST M
ASST S
CARF

PLY

ELEL

ASST ELEC
ASST ELET
PROPS

ASST PROPS
SOUKD

ASST S0UMD
WARDEDEE
ASSTAWWRDRCOHE

[]

£ vori, SRR Eqvicment Sbteak fLabar {Frodaction | nfalE] LT kel InfelE] ABas: Staga infal% LB eic hous infafs),)

e To close the Notepad, click on the System icon in the upper right corner or click on the close
button.
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34 The Zoom Button

E The Zoom Button

The Zoom button is used to bring up the Insert Client information, or to Zoom in on a Subevent
to see the details. Zoom operates in Client fields or to see Subevent detail as well as other areas
of Fastbook. You can easily identify whether or not the Zoom is active by its color. The active
Z.oom will be in color when on the client name field in Event Data or a subevent. The inactive
Zoom button is gray.

e To add a new client when in the booking screen, click on the Zoom button when the cursor is
in the 'empty' Client Name field. FASTbook's client setup screen will pop up. Enter the new
client.

e To edit an existing client while in the booking screen, click on the Zoom button when the
cursor is in the Client Name field with the Client Name you want to edit highlighted.
FASTbook's client setup screen will pop up with the client information you requested. Edit
the current information

e To add to or edit the Subevent when in the booking screen, click on the Subevent you want to
view then click on the Zoom button. FASTbook's Subevent detail screen will pop up. Make
any changes or additions to the Subevent including adding or viewing your room drawing.

35 The Search Button

“® The Search Button

The Search button is used to assist you in finding various information using certain criteria.

e To find an event, click on the Search. A screen will pop up, allowing you to select several
search criteria. If you want to Search by anything other than event number click on the drop
down button to select how you want to search.
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EventSearch |
Ewent Mame: If-‘nutu:u Show Event i I
Client: [uto Shaws Inc | Contact | ]
Client
Eategu:ur_l,l:l j Start D ate: I j Coordinator: I j
Lu:u:atiu:un:l j End Date: I j Booked By: I j
Ewent T_I,Ipe:l j Status: I j Clear Fields | Search
Ewvent # | Ewvent Mame | Client | Contact | Location ﬂ
L B9 Auto Show Auto Shows Inc Temy Hines
n 33 Mational Auto Show Auto Shows Inc Temy Hines Cactuz Cornventior
n 39 Mational Auto Show Auto Shows Inc Temy Hines Cactuz Conventior
| 40 M ational Auta Show Auta Shows Inc Temy Hines Cactuz Conventior
|| 26| Mational Auta Show Auta Shows Inc Temy Hines Cactuz Corventior

< | _»I_I
5 events found. Go To Event | Cancel |

e Select the search by field: Select an item from the drop down that you wish to searching on.
e When list of searched items appears, click on the item you want, then click on the "Go to
Event" button.

3.6  The Navigator Button in Setup

The Navigator Buttons In Setup

Use these buttons as tools to move forwards and backwards within individual databases. Each
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one of the buttons operates on the field where the cursor is located.

The "First Record" (<Ctrl + Home>) button takes you to the first record in the database and
makes it the current record. This button has an arrow pointing to a solid vertical bar on the left
side.

4]

The "Previous Record" (<F7>) button takes you to the record immediately before the record
shown on screen and makes it your current record. This button has an arrow pointing to the left.

a

The "Next Record" (<F8>) button takes you to the record before the record displayed on the
screen. It moves you forward one record in the database. This button has an arrow pointing to
the right.

The "Last Record" (<Ctrl + End>) button takes you to the last record in the database and
makes it your current record. It has an arrow pointing to a solid vertical bar on the right side.
The "New Record" or "Insert Record" (<F5>) button saves the information currently on the
screen and then clears the screen or it inserts an empty line in a table. It allows you to enter a new

record.

The "Delete Record" button will delete the information currently on the screen. In Event Data,
the entire event, including Event Number and the Subevent(s) with all attached Resources will be
deleted

V]

The "SAVE" (<F2>) icon is used whenever you have completed a record and wish to save it to
the database.

]

The "Cancel Changes' (<Esc>) button will undo all changes you made to a record. But, once
you click into a grid/table the entries into fields are automatically saved. The Cancel Changes
button will not work in a table.

e The "Search" (<F9>) button on the Toolbar will open event search, allowing you to select
several search criteria. If you want to Search by anything other than event name or number
click on the drop down button to select how you want to search.

e Select the search by field: Select an item from the drop down that you wish to searching on.

e When list of searched items appears, click on the item you want, then click on the "Go to
Event" button.
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3.7

3.8

The Buttons in Event Detall

The Buttons in Event Detail

Use these buttons to move forwards and backwards within events. Each one of the buttons
operates on the field where the cursor is located.

The navigator button functions just like in setup. The difference is that you have two sets. Since
the Event Detail window is divided into two sections, (event information at the top and subevent
information at the bottom), the navigator buttons is also divided.

R TI- [+ S TOPRES S JP L=
NOTE: Buttons in the top section only work on the Event part of the screen; buttons in the
bottom section only work on the sub event information TABS.

Selecting, Deleting, and Inserting Lines in a Table

Selecting

Usually in FASTbook, a field or item must be selected before you can do anything with it.
Selecting an item is very easy.

The cursor location indicates the item on the screen that is selected.

To operate on the selected item (operate means that you are going to do something to the
selected item, such as assign a meal and equipment to a selected room), click on the TAB below
Subevents that performs the operation you wish to conduct.

To change the selected item, click the mouse (or use the arrow keys) on the item that you want to
select. The black cursor will move and the highlighted item is now the selected item.

Inserting A Line

To insert a line between two or more items shown in a table, select the item below where you
want the new line to appear.

Press the 'Insert' button or cursor all the way down to the end of the list. Use the Arrow key to
do so.

When adding data in a table, the data is automatically SAVED by pressing <TAB> at the last
field of that record. Once the cursor moves to the next line, the record is saved.

In a Table

e Sclect the line you want to delete.
e In Event Data, click on the bottom 'Delete' button in the Navigator toolbar to delete that
record.

In a Window
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Select the item you want to delete. In Event Data, click on the top 'Delete’ button to delete that
record.

ﬂ NOTE: If the cursor is in the Name or Description field in a window and you delete it,

the entire record goes, not just the field. So be careful to delete only what you want!
FASTbook will bring up a confirmation screen when you are deleting. You must press OK in
order to delete a record.

3.9 The Menu Bar in Setup

s 8 =af 1kalde oB 8 o

The menu bar duplicates the functionality of the Navigator buttons, the toolbar and some
accelerator keys by allowing non-mouse users to choose the appropriate topic from a variety of
attached pull-down menus which will then execute.

=

e To activate the menu bar, press the <ALT> key and the underlined letter of the desired menu.
For Example: To display the next record on any given screen, press <ALT+R> to open the
Record pull-down menu, then press "N" to activate the topic Next. The system will then execute
the function by displaying the next record in the data file.

Notice, that when opening the pull-down menu, accelerator keys are indicated on the right.
These keys are "shortcut" procedures to the listed topic.

The standard action bar in FASTbook always features the following pull- down menus:

¢ Record: Basic database procedures

e View: List of Modules associated with the program

¢ Window: Rearrange the window

e Help: Help menu
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3.9.1 Record Pull-Down Menu

I FASThook 5.5 Setup
Record Wiew Window  Help

Find F9

Previous F7

Mexk F&

Firsk Ckrl4+Home
Ckrl+End

M F5

Save Fz

Cancel Esc

Celete Ckrl+Del

Print Repork Ctrl+F12

Exik alk+F4

The record pull-down menu contains the most commonly used navigational function keys, which
allow you to manipulate records in several ways. You can create new records, save records,
browse records, find records, and delete records.

Menu Topics

Find Key <F9> New Key <F5>
Previous Key <F7> Save Key <F2>
Next Key <F8> Cancel <ESC>

Find first Key <CTRL+HOME> Delete Key <SHIFT+F2>
Find last Key <CTRL+END> Print Report <CTRL+F12>
Exit Key <ALT+F4>

3.9.2 View Pull-Down Menu

book 5.5 Setup
Yiew Window Help

Center
Security

Client Categories
Room Information
Event Tyvpes

Ticklers
Cutline Descriptions

Equiprnent
Meals
“endars
Labor

Holidays

The view pull-down menu allows you to access individual sub-screens associated with the current
entry form.
@ To open the view pull-down menu, press <ALT+V> or press <F10> and the letter V.
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@ Highlight the topic of your choice by either pressing the underlined letter or using the arrow
keys for cursor navigation.

@ Press <ENTER> to access the topic.

If an arrow follows the topic a sub-menu will be displayed. Select your choice and press
<ENTER>.

=

@ The system then displays a secondary window or table on top of the active entry form.

For Example: If you are working on the clients master screen and you would like to open the
labor entry form, press <ALT+V> or press <F10> and the letter "V" to open the view pull-
down menu. Then highlight the topic "Labot" or press the letter "L" to open the labor screen.
You can also press the Labor button.

3.9.3 Windows Pull-Down Menu

The Window pull-down menu enables you to quickly rearrange your screen, so that windows and

icons are easy to see.
| Window Help

Tile

Cascade
arrange All
rinirnize: Al
Close all

Tile resizes and arranges all open windows horizontally and vertically side by side so that all
windows are visible by dividing the given area by the number of open windows.

Cascade resizes and layers the open windows so that each title bar is visible. Arrange All arranges
all minimized window icons evenly on the bottom of the main setup screen

3.9.4 Help Pull-Down Menu

The help pull-down features different ways to access the help utility. You can move, re-size,
minimize, or maximize the help window.
| Help

oot |8

3.9.5 The Next Record Key <F8>

By pressing <F8> on selected fields, the system displays the next available record.
If the panel is cleared and you press <F8>, the system will display the last record in the data file.
Once the last record has been reached, the color of the 'WEXT' button will change from blue to

gray.
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3.9.6

3.9.7

3.9.8

3.9.9

3.9.10

3.9.11

The Previous Record Key <F7>

By pressing <F7> on selected fields, the system displays the previous record.

If the panel is cleared and you press <F7>, the system will display the first record in the data file.
Once the first record has been reached in the data file, the system will notify you by changing
the 'PREVIOUS' button color from pink to gray.

The Add/Insert Record Key <F5>

The clear/add key (F5) allows you clear the panel of all data in order to add new information into
the entry form.

If data is present on the entry form that has not yet been saved, it will be saved as soon as you
press the <F5> key.

The Save Record Key <F2>

The save key (F2) allows you to store input data of an entry form into the appropriate database.
To save a record, complete all necessary information in an entry form, then press <F2> to
save your entries.

The Exit Record Key <Alt +F4>

The exit key <ALT+F4> allows you to close the current entry form and return to the previous
screen.

If you are in the Task Organizer, the exit key closes the entire application and returns to
Windows.

The escape key <ESC> has the same effect as the exit key.

The Combo Box

The combo box allows you to display a pick list that shows previously saved input for a particular
field. This is a useful tool when attempting to find a record you wish to edit or browse. To
activate the combo box, click on the down-arrow button in the upper right hand corner of the
field with your mouse. Most fields allow for pressing the <F4> key.

FASTbook then displays a table of entries for the field. Most entry screens feature at least one
combo box field which is usually a record identifier, such as a name or a description.

To select an item from the table, either click on it with your mouse, or use the up and down
arrow keys on your keyboard to highlight the item. Press the <ENTER> key to confirm your
choice. To close the combo box, simply click on the arrow key again, or press the <F4> key.

The Toolbar Setup

The Toolbar in Setup

The toolbar contains buttons that when clicked execute a particular function. It is located at the
top of the screen and changes its appearance depending on the screen you are working with.
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%8B =a

I 1EN

|G =@ & o

The navigation buttons are on the left side.
Buttons used to access other modules or functions are on the right side..

ﬂ NOTE: The toolbox can only be used with your mouse. To execute any of the above

listed functions, open the Record or View pull-down menu, and choose the appropriate topic.

3.9.12 Fastbook's Toolbar

If you open FASTbook you will see a Toolbar that contains buttons to give you immediate
access to all modules (Set-Up, Calendar, Event Data, FASTbooking, and Invoicing).

i

Calendar

2
Event Detail
s
rd
FasThooking

-

Feporks

e

Setup

Invaicing

Messages

=

Email

Eq

Timelines

'4

Expired Ikems
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3.9.13

3.9.14

3.9.15

3.9.16

Check Boxes

v
r

Check boxes are used throughout FASTbook system whenever you have the choice of making
multiple selections.

All check boxes are initially in OFF position. To select an option simply click on the square box
with your mouse, or if you don't have a mouse, use your <TAB> key to select the option you
want and press the SPACEBAR to fill the box with an 'X".

Radio Buttons

o
r-l

Radio buttons are used throughout F.AS5Thook system whenever you have to choose one of
several options.

All Radio buttons are initially in OFF position. To select an option simply click with the mouse
on the hollow circle or if you don't have a mouse, use your <TAB> key to select the radio button
group and move to the appropriate selection using your arrow keys to fill the hollow circle.

The Bubble Help

When you move your cursor over a button or other specific fields, you will see a yellow bar
appearing that contains a brief message or a description of the button. The small pop-up
window is displayed when the pointer remains on a button longer than one second.

The message is also displayed in the status bar in all setup windows.

If you pass the cursor over timelines in a calendar, the Event Name will appear in the Bubble

Help bar.

Thook 5.5 Setup - [Security]

cord  Wiew indow  Help
|| %] 8|5

] I

AnThook Users l&ncelﬂl—em

gin Names

Looin Mame |F|.|II Mat

Technical Support

If you require assistance with the program, Event Software asks that you have the following
information at hand:

* The Name of your Company.

* The name of the Event Software application you are having problems with.
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* A list of all error messages that you received during the application error, along with a
description of what you were doing.

* Try to duplicate the error before calling. If you cannot duplicate the error, send us a fax with
the above information.

The operating system you are using (Windows 98, 2000, XP, 2003 Windows NT, Netware 7.X).

Event Software offers one year of complimentary technical support.

When you are calling Tech Support please be at your computer with your application running so
the technician can walk you through your problem. Please be prepared to describe exactly what
you were doing when the problem occurred, the exact content of any error message including the
error number, what type of computer you are using, and whether or not you can duplicate the
problem.

Phone #: 480-517-9990
Fax #: 480-517-9994
Email: support@eventsoft.com

3.9.17 The FASTbook Sign On Screen
After double-clicking on the FASTbook icon, the FASTbook Sign-On screen will appear.

Sign-On [ X |

Enter wour user name:
| @ DK
E nter your pazswornd:

I €3 Cancel
Licenses: 2

Asadefault your Network Login Name may beinthe Login ID field.
¢ Press<TAB> if you want to login with the displayed name.

4 To changethe Login ID, simply highlight the default in the Login 1D field to overwrite it
with the new Login ID.

4 Enter the appropriate Password.
4 Pressthe OK button to proceed to FASTbook.
4 Press the Cancel button to abort the FASTbook program.

4 If you have entered the wrong password four (4) times the program will automatically
abort.

ﬂ NOTE: If you login to FASTbook for the first time, no Security will be set up. You have
to use the default Login ID "SUPERVISOR". The default Password to go along is "SUPER".
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If you pressed the OK button, the FASTbook program starts, and the Monthly Calendar opens
as your desktop with the toolbar shown

I%
Calendar
R
Event Detail
+
rd
FasThooking

8

Reporks

%

Setup

Irvaicimg

Messages

=

Ernail
E 1
Timelines
‘ 4

Expired Items

From the Calendar you have access to Setup, Event Data, Invoicing, and FASTbooking. Also, all
Timelines and Reports can be accessed.

3.9.18 Conclusion

This manual will guide you through Setup, Calendar, Timelines, Event Detail, FASTbooking,
Invoicing, Reports and Email.

We try our best to keep the manual as current as possible, however we are constantly adding
enhancements to FASTbook to make it a better product. If you find that the explanation in the
manual that sounds different than what your seeing in FASTbook, please call us and we will
make note the difference and provide you with the help you need.
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4 Setting up FASTbook

4.1  Setup

“a
sstp || Setup Modules
Before FASTbook is functional, all data relevant to event scheduling must be entered into the
system. This is done by first bringing up FASTbook and then from calendar, clicking on the
SETUP button. Once the Setup screen is open, click on the button for a particular setup screen.
Enter all the information that is related to that particular screen. A detailed explanation of this
data entry and the overall function of the individual screens will be explained in their respective

section.
=0l
Racord  Wew  WWindow  Help
6 8| ma|s 865k oE 8 @

J5 [ e e 1= B e B P

The Set-Up modules contain all master databases and hold vital information to support your
centet's booking activity. The master databases are classified as either mandatory (required) or
optional. The following list gives you an overview of all available Setup modules.

MANDATORY OPTIONAL
W Center Information Equipment
- Center Profile & Meals
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- User Defined - Vendors

- User Defined 2 %l Labor

- Status/booking - Labor Rates

- Internet Settings - Labor Positions
- Options Ticklers

Security Outline Descriptions

&
& |

- Fastbook Users Holidays
- Security Levels
- Groups/Departments E Ticket Type

B

Client Categories Fastbook Online Security

= B

Rooms

- Room Rates
- RoomStyles
- Rooms

Ealb )
==

EventTypes

|§ Clients

4.2  Getting Started in setup
Getting Started
]

Throughout the manual, the setup modules are explained and described in the order they appear
in setup's toolbar.

That is not necessarily the order in which they should be completed.

We recommend that you first open 'User Accounts & Security ' and then complete its second
tab, the 'Security Levels TAB'.

Once you have setup your Centet's Security Levels, you are ready enter the different users of
FASTbook. Complete the first tab, the "FASTbook Users TAB', to enter single users and
groups of users.

Once you have setup your Center's FASTbook Users, you are ready to enter the different groups
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4.3

of users of FASTbook. Complete the last tab, the 'Groups TAB', enter group name, then select
the users in each group.

L]

After the FASTbook users are entered into the 'Security' setup database and have their different
'Security Levels', go back to the 'Facility information' module.

Click on Facility Information's first TAB, the actual 'Center Profile' and fill out all applicable
information as described in the Center Profile section in the manual. Also if your center has
several sites and you need to set up different Locations, then complete the second tab, 'User
Defined TAB', third tab, '"User Defined 2', forth tab, 'Status/Booking TAB', the fifth tab,
'_IDnternet Settings TAB' and the sixth tab, 'Options’.

4K

The 'Client Categories' database needs to be set up next, because its data is needed to complete
Room Rates, Clients, Equipment, Meals, and Labor Rates. If you don't use different Client
Categories, you need to enter at least one category that could be called 'standard' or 'basic'.

All other mandatory modules, 'Rooms' and "Event Types' can be completed in any order you
like as well as all other modules.

=

If your center has on-site and vendor supplied catering, it is necessary to finish the 'Vendor'
database before entering Meals.

If your center schedules labor assignments for in-house and vendor supplied employees, the
'Vendor' database should be completed before entering Labor.

Facility Information

ﬂ Facility Information

ﬂ NOTE: The Facility information setup module consists of 6 tabs: the 'CENTER
PROFILE' sctup, the "USER DEFINED' sctup, the 'User Defined 2' setup, the
'STATUS/BOOKING' sctup, the 'Internet Settings' tab and the 'Options tab'. The TABS
on the top of the window allow for easy swapping between pages, and because the TAB for the
page you are working on is always highlighted in the screen color, there will never be a doubt
about what page you are working on.

TAB 1: Center Profile

Center Profile database is where the centet's supervisor will configure the various options
available to FASTbook users.
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Setting Up The Center Profile

e From the View Pull-Down Menu in the Actionbar, pick Center Information by clicking on it
or use your mouse to click on the Center Profile button in the toolbar.

e The Center Profile window opens.

The top part of the screen is for your center's information.

Center Name and Software Serial Number are provided by Event Software Corporation. You

will not be able to change these. The Serial Number is needed to assist you with technical

support.

e To enter your center's information, click in the first Address field and type in the Address.
Press <TAB> to advance to the next field.

Fill out all applicable information and press <TAB>, or use the mouse to move the cursor
forward.

Notifications

The notification section consists of one check box for Event Coordinator and four lines:

Administrator, Equipment Coordinator, Labor Coordinator, and Meals Coordinator. The Center

Profile allows you to assign a recipient of messages concerning each of these four categories.

e To assign an Event Coordinator, turn the check box on. This will send a message to Event
Coordinator assigned to the event in Event Data.

e To assign an Administrator or coordinator, click on the combo button next to the field. A
Screen pops up. Click on the responsible person's Log-in Name.

e The Coordinators Name will now transfer to the Center Profile screen. Press <TAB>.
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e To indicate how many days prior to the event a coordinator should be notified of any
changes, type the number of days in the appropriate field.

Example: For the recipient of the Equipment Messages to be notified of any changes in the

equipment use, an event must be booked, equipment has to be assigned, altered, or deleted

within the number of days defined.

e

NOTE: System Messages are generated every time something has changed at the event level. The
messages are protected; they only appear to the person that they are assigned to.

Tickler Notification

Turning this Checkbox ON allows FASTbook to send Tickler messages to individuals, when
logging into the system.

Locations

In the location section you are able to set up the different locations of your center. SET UP
LOCATIONS ONLY IF YOU HAVE MULTIPLE SITES. Setting up your different site
Locations is important for the Rooms and Equipment setup screens.

e

NOTE: If you have only one location (site), you do not need to enter
anything into this field.
e Turn the "Are you Managing multiple Sites' check box on. Press <TAB>.

o Enter the first location into the table. Press <TAB>.

FASTbook will save the record and you are ready to enter the next location.

e Proceed until you have all the locations of your center setup. Press <TAB> after each entry.
e To get out of the table without using your mouse, press Post Edit.

TAB 2: User Defined

In the top section of the screen, you are able to define names for 10 NOTE PAD TABS in
Event Data, (5 event level and 5 sub-event level). Let's say that you need an extra NOTEPAD
for comments regarding Housekeeping. Simply place your cursor in the first note field and type
the word 'Housekeeping'. If you wanted to tie the Housekeeping NOTEPAD to a sub-event, you
would use the sixth note field. If you now click on the NOTEPAD in Event Data, the NOTE
PAD pops up with 6 different TABS: Events, Rooms, Equipment, Meals, Labor, and
Housekeeping.

To see the new field and TAB descriptions in place, you need to close Setup and open Event
Data.
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The bottom section will let you define 24 fields throughout FASTbook. Information entered in
the fields called 'User 1' through "User 24" will appear in the 'Custom 1' and 'Custom 2' TABS.
Define your expression for the 'Client', 'Room' and 'Presenter' databases in the fields that are
located in the center of the screen.

Example: If you are using the word 'Hall' instead of '/Room' and you typed it into the field next
to the room label, FASTbook will use the word 'Hall' throughout the program--even the buttons
and Tabs will be changed.

TAB 3: User Defined 2

Define the Names of all 'Audio Visual Needs' checkboxes in the Presenter TAB in Event Data in
the Presenter Section fields 'Presenter 1' through 'Presenter 10'.

e Simply type the expression you want to use in the appropriate field. Press <TAB> to
advance to the next field.
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TAB 4: Status/Booking

Status

In the Status database, you will be able to assign 6 different Statuses to user-defined colors. This
is very important when you are using the Timelines. If your facility uses more than one
expression for a tentative booking, you will be able to set up the proper terminology in this
window. Click on the Status/Booking tab on the bottom of the Center Profile window.

o The entry form changes to the Status/Booking screen.

o Type Firm in the first field. Press <TAB>.

o User defined colors will now fill the fields for the 6 different priorities

° Red for Firm Events, Blue, Aqua, Purple, Yellow, and Pink for different kinds of

tentative Events. If you wish to select different colors for your status levels, click on the color
wheel, next to each status level and select the color you wish to use.

o Type your Expression for the Tentative 1 on top of the Blue color. Click on the color

wheel if you wish to change the status color to and select the color you wish to use. Press
<TAB>.

o Enter after how many days this kind of booking expires (if applicable). Press <TAB>.

If you want the tentative booking automatically deleted on the expiration date, press the
SPACEBAR or click in the Checkbox.
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e Type your Expression for the Tentative 2 on top of the Yellow color. Click on the color
wheel if you wish to change the status color and select the color you wish to use. Press
<TAB>.

e Enter after how many days this kind of booking expires (if applicable). Press <TAB>.

e If you want the tentative booking automatically deleted on the expiration date, press the
SPACEBAR or click in the Checkbox.

e Enter all remaining Priorities (if applicable). Press <TAB>.

Booking Options

In the booking options section, you are allowed to set up several options and defaults to define
the way FASTbook works.

e

NOTE: All Checkboxes use positive logic. When a Check shows in the box, that function is
turned on. Initially all flags are turned off.

To change the status of a checkbox, place the mouse pointer in the box and click once, or
<TAB> the cursor in place and press the SPACEBAR>

Event Number
Before you begin entering events in FASTbook you can change the first event number. We
know not everyone wants to start with number one.

Number Of Minutes

Type in the number of Minutes you need in-between bookings for the same room. This time can
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be used as extra setup or tear-down time.
Press <TAB>. (Optional.)
Default Room, Default Start And Times

To help speed up the booking process, you can put in defaults so that when you are booking an
event, all that is needed is to check the date and book the room. Just type in the default room and
the default start and end times. This works well if most of your holds are for one main room and
you rent by the day, not by the hour.

Press <TAB>. (Optional.)

Explode Group

Turning this Checkbox ON will display all the rooms in a group that have been booked in the
sub-event rooms tab of the event data screen. Leaving this Checkbox OFF will display only the
name of the group in the sub-event window and in the timeline.

... And Divide Rate Equally

Once Explode Groups is chosen, there are two different options on how to show room-rates:
The system is set to default the same room rate to each room in the group. (The room rate
assigned to the group will be issued to each individual room.)

Calculate Show Times

Turning this Checkbox ON allows FASTbook to add setup time to start time to show the start
time and subtract tear down time from end time to show the end time. Leaving this Checkbox
off allows you to set independent start and end times.

Weekend Days

e

NOTE: In this section, you will be able to set up the weekend duration. This procedure is

necessary when you are setting up weekend rates for rooms.

e If you want to charge the weekend rate for rooms on Fridays, click on the Friday checkbox.

e If you want to charge the weekend rate for rooms on Saturdays and Sundays, click on the
Saturday and on the Sunday checkbox.

Press the SAVE button to save the Status/Booking settings.

TAB 5: Internet Settings

If you wish to send email within Fastbook, you will need to enter the internet Protocal settings
for you E-mail.
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e The first setting is the SMTP Host name: Specifies your Simple Mail Transfer Protocol (SMTP)
server for outgoing messages. You can get this information from your I'T Department, Internet
service provider (ISP) or local area net (LAN) administrator.

e The second setting is the SMTP Username: Specifies your account name. This is usually the
same as the patt of your e-mail address to the left of the at sign (@).

The third line is the SMTP Password: Specifies your user password, normally your server
password.

TAB 6: Options

If you wish to customize the view of the calendar
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e Under Calendar there are four options to choose from: Show Request on Calendar, Show
Canceled on Calendar, Show Rooms on Calendar and Use Colors on Calendar.

e Type of Color to Use on calendar : Allows you to choose which color associated with: Status,
Location, Event Type, Room.

e Notes: Selecting to Automatically Insert Timestamps--will automatically insert current
Date/Time onto Notes.

® Remit To/Mailing Address - Allows you to customize which remit to or different address you
want your invoices to go.

TAB 1: Center Profile
TAB 1: Center Profile

Center Profile database is where the center's supervisor will configure the various options
available to FASTbook users.
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4.3.1.1 Setting up the Center Profile

Setting Up The Center Profile

€ From the View Pull-Down Menu in the Action bar, pick Center Information by clicking on it
or use your mouse to click on the Center Profile button in the toolbar.

€ The Center Profile window opens.
The top part of the screen is for your center's information.
Center Name and Software Serial Number are provided by Event Software Corporation. You

will not be able to change these. The Serial Number is needed to assist you with technical
support.

€ To enter your center's information, click in the first Address field and type in the Address.
Press <TAB> to advance to the next field.

4 Fill out all applicable information and press <TAB>, or use the mouse to move the cursor

forward.

4.3.1.2 Notifications
Notifications
The notification section consists of one check box for Event Coordinator and four lines:

Administrator, Equipment Coordinator, Labor Coordinator, and Meals Coordinator. The Center
Profile allows you to assign a recipient of messages concerning each of these four categories.
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€ To assign an Event Coordinator, turn the check box on. This will send a message to the
Event Coordinator assigned to the event in Event Data.

€ To assign an Administrator or coordinator, click on the combo button next to the field. A
Screen pops up. Click on the responsible person's Log-in Name.

€ The Coordinators Name will now transfer to the Center Profile screen. Press <TAB>.

€ To indicate how many days prior to the event a coordinator should be notified of any

changes, type the number of days in the appropriate field.
Example: For the recipient of the Equipment Messages to be notified of any changes in the
equipment use, an event must be booked, equipment has to be assigned, altered, or deleted
within the number of days defined.

ﬂ NOTE: System Messages are generated every time something has changed at the event

level. The messages are protected; they only appear to the person that they are assigned to.

4.3.1.3 Tickler Notification

Tickler Notification
Turning this Check box ON allows FASTbook to send Tickler messages to individuals when

logging into the system.

4.3.1.4 Locations

Locations

In the location section you are able to set up the different locations of your center. SET UP
LOCATIONS ONLY IF YOU HAVE MULTIPLE SITES. Setting up your different site
Locations is important for the Rooms and Equipment setup screens.

ﬂ NOTE: If you have only one location (site) you do not need to enter
anything into this field.

€ Turn the 'Are you Managing multiple Sites' check box on. Press <TAB>.

€ Enter the first location into the table. Press <TAB>.
FASTbook will save the record and you are ready to enter the next location.

@ Proceed until you have all the locations of your center setup. Press <TAB> after each entry.

€ To get out of the table without using your mouse, press Post Edit.

4.3.2 TAB 2: User Defined

TAB 2: User Defined

In the top section of the screen, you are able to define names for 10 NOTE PAD TABS in
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4.3.3

Event Data, (5 event level and 5 sub-event level). Let's say that you need an extra NOTEPAD
for comments regarding Housekeeping. Simply place your cursor in the first note field and type
the word 'Housekeeping'. If you wanted to tie the Housekeeping NOTEPAD to a sub-event you
would use the sixth note field. If you now click on the NOTEPAD in Event Data, the NOTE
PAD pops up with 6 different TABS: Events, Rooms, Equipment, Meals, Labor, and
Housekeeping.

To see the new field and TAB descriptions in place, you need to close Setup and open Event
Data.
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The bottom section will let you define 24 fields throughout FASTbook. Information entered in
the fields called 'User 1' through "User 24" will appear in the 'Custom 1' and 'Custom 2' TABS.
Define your expression for the 'Client', 'Room' and 'Presenter' databases in the fields that are
located in the center of the screen.

Example: If you are using the word 'Hall' instead of '/Room' and you typed it into the field next
to the room label, FASTbook will use the word 'Hall' throughout the program, even the buttons
and Tabs will be changed.

TAB 3: User Defined 2

TAB 3: User Defined 2

Define the Names of all 'Audio Visual Needs' check boxes in the Presenter TAB in Event Data in the
Presenter Section fields 'Presenter 1 through Presenter 10'.

© 2005 Event Software



69

FASTbook Application Manual

4.3.4

43.4.1

e Simply type the expression you want to use in the appropriate field. Press <TAB> to advance to the
next field.
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Tab 4 Status/Booking

Status

TAB 4: Status/Booking

Status

In the Status database you will be able to assign 6 different Statuses to user-defined colors. This is
very important when you are using the Timelines. If your facility uses more than one expression
for a tentative booking, you will be able to set up the proper terminology in this window.

Click on the Status/Booking tab on the bottom of the Center Profile window.

@ The entry form changes to the Status/Booking screen.
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€ Type Firm in the first field. Press <TAB>.

<

User-defined colors will now fill the fields for the 6 different priorities.

4 Red for Firm Events, Blue, Aqua, Purple, Yellow, and Pink for different types of tentative
Events. If you wish to select different colors for your status levels, click on the color wheel
next to each status level and select the color you wish to use.

€ Type your Expression for the Tentative 1 on top of the Blue color. Click on the color wheel
if you wish to change the status color and select the color you wish to use. Press <TAB>.

€ Enter after how many days this kind of booking expires (if applicable). Press <TAB>.

€ If you want the tentative booking automatically deleted on the expiration date, press the

SPACEBAR or click in the Check box.
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L4 Click on the color
wheel if you wish to change the status color and select the color you wish to use. Press
<TAB>.

€ Enter how many days this kind of booking expires after (if applicable). Press <TAB>.

@ If you want the tentative booking automatically deleted on the expiration date, press the
SPACEBAR or click in the Check box.

€ Enter all remaining priorities (if applicable). Press <TAB>.
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4.3.4.2

4.3.4.3

43.4.4

4.3.45

4.3.4.6

Booking Options
Booking Options

In the booking options section, you are allowed to set up several options and defaults to define
the way FASTbook works.

ﬂ NOTE: All Check boxes use positive logic. When a Check shows in the box, that function

is turned on. Initially all flags are turned off.
To change the status of a check box, place the mouse pointer in the box and click once, or
<TAB> the cursor in place and press the SPACEBAR

Event Number

Event Number

Before you begin entering events in FASTbook you can change the first event number. We
know not everyone wants to start with number one.

Number of Minutes
Number Of Minutes

Type in the number of Minutes you need in-between bookings for the same room. This time can

be used as extra setup or tear-down time.
Press <TAB>. (Optional.)

Default Room, Default Start and End Times

Default Room, Default Start And Times

To help speed up the booking process you can enter in defaults so that when you are booking an
event, all you have to do is check the date and book the room. Type in the default room, the
default start, and end times. This works well if most of your holds are for one main room and
you rent by the day, not by the hour.

Press <TAB>. (Optional.)

Explode Group
Explode Group
Turning this Check box ON will display all the rooms in a group that have been booked in the

sub-event rooms tab of the event data screen. Leaving this Check box OFF will display only the
name of the group in the sub-event window and in the timeline.

4.3.4.6.1 And Divide Rate Equally

... And Divide Rate Equally
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Once Explode Groups is chosen, there are two different options on how to show room-rates:
The system is set to default the same room rate to each room in the group. (The room rate
assigned to the group will be issued to each individual room.)

4.3.4.7 Calculate Show Times

Calculate Show Times

Turning this Check box ON allows FASTbook to add setup time to start time to give you show
start time, and subtracts tear down time from end time to give you show end time. Leaving this
Check box off allows you to set independent show start and show end times.

4.3.4.8 Weekend Days

Weekend Days

ﬂ NOTE: In this section you will be able to set up the weekend duration. This procedure is

necessary when you are setting up weekend rates for rooms.
€ 1f you want to charge the weekend rate for rooms on Fridays, click on the Friday check box.

€ If you want to charge the weekend rate for rooms on Saturdays and Sundays, click on the
Saturday and Sunday check boxes.

@ Press the SAVE button to save the Status/Booking settings.
4.3.4.9 Tab 5 Internet Settings
TAB 5: Internet Settings

If you wish to send email within FASTbook, you will need to enter the internet Protocol settings
for your E-mail.
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The first setting is SMTP Host name, which specifies your Simple Mail Transfer Protocol
(SMTP) server for outgoing messages. You can get this information from your I'T Department,
Internet service provider (ISP) or local area net (LAN) administrator.

The second setting is SMTP Username, which specifies your account name. This is usually the
same as the part of your e-mail address to the left of the at(@) sign.

The third line is SMTP Password, which specifies your user password, normally your server
password.

User Accounts and Security

User Accounts and Security

The User Accounts and Security database enables you to set up the different users of FASTbook
and assign Passwords and Tickler Notification codes to them. You can also set up Security for
different groups of users (e.g. The Booking Group or the Setup Group).

ﬂ NOTE: Groups are used for messaging only, not for logging into the system.
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Entering Users Use your mouse to click on the '"User Accounts and Security' button in the
toolbar. The Fastbook Users window opens.

If setting up a single User:

e C(lick on the INSERT button to add a new line.

e Type in the user's login name on the right side of the screen. Press <T'AB>. The System will
spell the login name in capital letters on the left side of the screen. This entry will identify the
login name for Tickler Notification.

e Type in the user's full name. Press <TAB>.

Enter the Password. Press <TAB>.
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e Type the user's Security Level. The Security Level was previously defined in Security Levels
TAB. Press <TAB>.

e Enter the User's Initials. Press <TAB>.
Not Active

e

NOTE: To remove users from list, check "Not Active". They will still appear in setup but not in
the rest of FASTbook
Use Net Login Name

Turning this Checkbox ON keeps the Login ID assigned by your network so you can enter the
one you setup in FASTbook.
Coordinator

Turning this Checkbox ON allows you to assign users to the Coordinator drop down box in
event data.
Sales Representitive

Turning this Checkbox ON allows you to assign users to the Sales Rep. drop down box in event
data.
User E-Mail Address

Enter the Users SMTP Username and SMTP Password . The SMTP Username: Specifies your
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account name. This is usually the same as the part of your e-mail address to the left of the at sign
(@).

The SMTP Password: Specifies your user password, normally your server password.

For Users Who Wish To

e If you wish to change your security password, you must have access to setup and the security
module.

e Highlight your name (it will be the only one that you can view) and click into the existing
password.

e Type your new password in the highlighted field.

® C(Click on the green check to save the change.

TAB 2: Security Levels

In the security Set-Up you can define security levels.
Type in the User Group's login name. Press <TAB>. The System will spell the login name in
capital letters.

Entering Security Levels

Click on the Security Levels TAB on the bottom of the Center Profile window.
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=
. The entry form changes to the Security screen.
° Click on the INSERT button to clear the screen.
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o In the first section you are able to name the security level.
o Type in a Number for the level you want to create and press <TAB>.
o Type in the Description for that level and press <TAB>.

The Meaning of the Security Level Terms:

USE: This Security Level can access the modules, but if nothing else is selected, it is merely a

permission to view.

In order to have Edit, Delete, and Create rights, the Use must be ON.

EDIT: This Security Level can access modules and make changes to existing records, but cannot

Delete records from the database. It will also prevent the Creation of new records.

DELETE: This Security Level can access the module and delete items from the indicated database.

It has no permission to Edit existing records or Create new ones.

ADD: This Security Level can access the module item and create a new record in the indicated

database, but cannot Edit or Delete existing records.

In the second Section you are able to define how 'Setup' is handled.

e Click on the first Checkbox called 'Use Set Up', if the level you are defining should be able to
work in the Set Up modules.

e By clicking on this Checkbox, all Checkboxes for Set up will be switched to the ON position.

e If you want the level to only use the Set Up module, but not Edit, Add, or Delete in it, click
on the Checkboxes in the Set Up row that are located below the Edit, Delete, and Add
Columns.

e All Checkboxes will be turned OFF again accept the first column.

e If you want the level to only create within the Set Up module, but not Edit or Delete, click
on the Checkboxes in the Set Up row that are located below the Edit and Delete columns.

e All Checkboxes in the Edit and Delete columns will be turned OFF.

e Indicate which databases in the level you are setting up will be usable, which ones can Edited,
which ones can Deleted from, or Created in by clicking on the appropriate Checkbox.

In the third Section you are able to define how '"Booking' is handled.

e Click on the first Checkbox called 'Use Booking' if the level you are defining should be able
to work in the Booking and Report modules.

e Indicate in what way the person assigned to the level you are setting up will be able to use
Booking by clicking on the appropriate Checkboxes.

e If you want to set a time limit on bookings you have two options. You can enter the End
Date (like 03/07/04) into the 'Book Rooms until' field, ot type in the number of 'Days in
advance' (like 90).

FASTbook would disallow any bookings after March 7, 2004, or beyond 90 days.

In the fourth Section you are able to define how '"Resources' are handled.

e Click on the first Checkbox called 'Use Rooms' if the level you are defining should be able to
Edit, Delete, or Create records in the Sub-event Rooms module.

e C(lick on the second Checkbox called 'Use Meals' if the level you are defining should be able
to Edit, Delete, or Create records in the Subevent Meals module.

e Click on the first Checkbox called 'Use Equipment' if the level you are

e Defining should be able to Edit, Delete, or Create records in the Sub-event Equipment
module.

e C(lick on the first Checkbox called 'Use Labor' if the level you are defining should be able to
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Edit, Delete, or Create records in the Subevent Labor module.
In the fifth section you are able to define whether or not you want the level to use the 'Allowed
Custom Notes'.

e

NOTE: You may want to setup User Definable TAB first, before setting up the fifth section.

e Define whether or not you want the level to 'Use Reports'.

In the sixth section you are able to define whether or not you want the level to use the

"invoice/finanical" information.

In the seventh section you are able to set up status priorities for the security level.

e Click on the first checkbox if you want the user to book firm events, which have a Priority 1.

e C(lick on the second checkbox if you want the user to book tentative events, with a Priority
2.

e Click on the third checkbox if you want the user to book tentative events, with a Priority 3.

e Mark all six Checkboxes if you want the person assigned to the security level you are setting
up to book any event regardless of status.

Different Event Statuses can be setup in the Center Profile module on the last TAB called

'Status'.

e C(lick on the SAVE button to save your enttries.

e C(lick on the INSERT button to clear the screen and get ready for the next entry.

e

NOTE: You must be logged in as the Supervisor to add a new user to the security list.
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TAB 3: Groups

e Type in the User Group's login name. Press <TAB>. The System will spell the login name in
capital letters.

e Type in the User Group's full name. Press <TAB> .
Click on the checkbox or press the Spacebar to mark the user as a Group.

e Highlight the group to which you want to assign users by clicking with the mouse on the
name.

e Type in the User Group's login name. Press <TAB>. The System will spell the login name in
capital letters.
Type in the User Group's full name. Press <TAB> .

e C(lick on the checkbox or press the Spacebar to mark the user as a Group.

Highlight the group to which you want to assign users by clicking with the mouse on the
name.

Click on the ZOOM button.

A secondary screen will pop up that contains the Full Name of the group you highlighted.
Click on the down arrow in the table.

Assign the users you want to be part of the group by selecting them from the drop-down list
and pressing <TAB> after each selection.

Press the OK button to accept your entries and exit the secondary window.

e C(lick on the INSERT button or use the down arrow key to add an empty line into the table
and get ready to set up a Security Level for a different Location.
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¢ Double-click on the System-Menu-Icon or choose Close from the menu that drops down if
you click on the System-Menu-Icon once to exit Security.
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4.4.1 TAB 1: Entering Users

Entering Users

€ Use your mouse to click on the "User Accounts and Security' button in the toolbox

€ The FASTbook Users window opens.

4.4.1.1 If setting up Single User
If setting up a single User:

@ Click on the INSERT button to add a new line.

@ Type in the user's login name on the right side of the screen. Press <TAB>. The System will

spell the login name in capital letters on the left side of the screen. This entry will identify the
login name for Tickler Notification.

€ Type in the user's full name. Press <TAB>.
€ Enter the Password. Press <TAB>.
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€ Type the user's Security Level. The Security Level was previously defined in Security Levels
TAB. Press <TAB>.

€ Enter the User's Initials. Press <TAB>.

4.4.1.2 Not Active

Not Active

ﬂ NOTE: To remove users from list, check "Not Active". They will still appear in setup but
not in the rest of FASTbook.

4.4.1.3 Use Net Login Name

Use Net Login Name

Turning this Check box ON keeps the Login ID assigned by your network so you can enter the
one you setup in FASTbook.

4.4.1.4 Coordinator

Coordinator
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44.1.5

4.4.1.6

4.4.1.7

4.4.2

Turning this Check box ON allows you to assign users to the Coordinator drop down box in
event data.

Sales Representitive

Sales Representative

Turning this Check box ON allows you to assign users to the Sales Rep. drop down box in event
data.

User E-Mail Address

User E-Mail Address

Enter the Users SMTP Username and SMTP Password . The SMTP Username specifies your
account name. This is usually the same as the part of your e-mail address to the left of the at(@)

sign.
The SMTP Password specifies your user password, normally your server password.
Changing User Password

For Users Who Wish To

€ 1f you wish to change your security password, you must have access to setup and the security
module.

€ Highlight your name (it will be the only one that you can view) and click into the existing
password.

¢ Type your new password in the highlighted field.

€ Click on the green check to save the change.

TAB 2: Security Levels

TAB 2: Security Levels

In the security Set-Up you can define security levels.

Type in the User Group's login name. Press <TAB>. The System will spell the login name in
capital letters.
Entering Security Levels

€ Click on the button in the Setup Menu Bar then click on the Security Levels TAB.
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€ The entry form changes to the Security screen.

€ Click on the INSERT button to clear the screen.

€ In the first section you are able to name the security level.

€ Type in a Number for the level you want to create and press <TAB>.

€ Type in the Description for that level and press <TAB>.

The Meaning of the Security Level Terms:

USE: This Security Level can access the modules, but if nothing else is selected it is merely a
permission to view.

In order to have Edit, Delete, and Create rights, the Use must be ON.

EDIT: This Security Level can access modules and make changes to existing records, but cannot
Delete records from the database. It will also prevent Creating of new records.

DELETE: This Security Level can access the module and delete items from the indicated database.
It has no permission to Edit existing records or Create new ones.

ADD: This Security Level can access the module item and create a new record in the indicated
database, but cannot Edit or Delete existing records.

In the second Section you are able to define how 'Setup' is handled.

€ Click on the first Check box called 'Use Set Up), if the level you are defining should be able
to work in the Set Up modules.

€ By clicking on this Check box, all Check boxes for Set up will be switched to the ON
position.
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€ 1f you want the level to only use the Set Up module, but not Edit, Add, or Delete in it, click
on the Check boxes in the Set Up row that are located below the Edit, Delete, and Add
Columns.

€ All Check boxes will be turned OFF again except the first column.

€ 1f you want the level to only create within the Set Up module, but not Edit or Delete, click
on the check boxes in the Set Up row that are located below the Edit and Delete columns.

€ All check boxes in the Edit and Delete columns will be turned OFF.

€ Indicate which databases the level you are setting up will be able to use, which ones they can
Edit, which ones they can Delete from, or Create in by clicking on the appropriate Check
box

In the third Section you are able to define how '"Booking' is handled.

€ Click on the first Check box called 'Use Booking' if the level you are defining should be able
to work in the Booking and Report modules.

€ Indicate in what way the person assigned to the level you are setting up will be able to use
Booking by clicking on the appropriate Check boxes.

€ If you want to set a time limit on bookings you have two options. You can enter the End
Date (like 03/07/04) into the 'Book Rooms until' field, ot type in the number of 'Days in
advance' (like 90).

FASTbook would disallow any bookings after March 7, 2004, or beyond 90 days.

In the fourth Section you are able to define how '"Resources' are handled.

€ Click on the first Check box called 'Use Rooms' if the level you are defining should be able to
Edit, Delete, or Create records in the Sub-event Rooms module.

€ Click on the second Check box called 'Use Meals' if the level you are defining should be able
to Edit, Delete, or Create records in the Sub-event Meals module.

€ Click on the first Check box called 'Use Equipment' if the level you are defining should be
able to Edit, Delete, or Create records in the Sub-event Equipment module.

@ Click on the first Check box called 'Use Labor" if the level you are defining should be able to
Edit, Delete, or Create records in the Sub-event Labor module.

In the fifth section you are able to define whether or not you want the level to use the 'Allowed

Custom Notes'.

ﬂ NOTE: You may want to setup User Definable TAB first, before setting up the fifth
section.

€ Dcfine whether or not you want the level to 'Use Reports'.
In the sixth section you are able to define whether or not you want the level to use the

"invoice/financial" information.
In the seventh section you are able to set up status priorities for the security level.

@ Click on the first check box if you want the user to book firm events, with a Priority 1.
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€ Click on the second check box if you want the user to book tentative events, with a Priority
2.

€ Click on the third check box if you want the user to book tentative events, with a Priority 3.

€ Mark all six Check boxes if you want the person assigned to the security level you are setting
up to book any event regardless of status.

Different Event Statuses can be setup in the Center Profile module on the last TAB called

'Status'.

€ Click on the SAVE button to save your entties.

@ Click on the INSERT button to clear the screen and get ready for the next entry.

ﬂ NOTE: You must be logged in as the Supervisor to add a new user to the security list.

443 TAB 3: User Groups

TAB 3: Groups

@ Type in the User Group's login name. Press <TAB>. The System will spell the login name in
capital letters.

€ Type in the User Group's full name. Press <TAB> .

4

Click on the check box or press the Space bar to mark the user as a Group.

€ Highlight the group to which you want to assign users by clicking with the mouse on the
name.

4 Click on the ZOOM button,
A secondary screen will pop up that contains the Full Name of the group you highlighted.

@ Click on the down arrow in the table.

€ Assign the users you want to be part of the group by selecting them from the drop-down list
and pressing <TAB> after each selection.

@ Press the OK button to accept your entries and exit the secondary window.
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@ Click on the INSERT button or use the down arrow key to add an empty line into the table
and get ready to set up a Security Level for a different Location.
Fi FASThook 5.5 Setup - [Security]
Fecord View Window Help =] x|
8|8 @|e|%| B)5elde] «@E # ]
R I - I
£ FASThook Usersl & Security Levals @ |ﬁ Depaﬂmentsl
—Groups —Lsers in the Group
Graup Mame |Security Level| ﬂ User Lagin Name ﬂ
P|Radisson_Lvl 3 3
| |viewDrly_Lvl_42 4 HOUSEKEEFING
_|EditOnly_Lw52 5 RADISSON
_|Coordinators_LwI_6 B ABCDEFGHIKLMMOPORST
| |AccesToall Lvl 3 g BILL
|4 new Group 4 EILEEN
| [test 3 TERESA
=l =
| | Mame: SUPERVISOR |
Double-click on the System-Menu-Icon or choose Close from the menu that drops down if you
click on the System-Menu-Icon once to exit Security.
4.5 Client Categories

Client Categories

The Client Categories database enables you to set up the different Client Categories that apply to
your clients. Once a Client Category is assigned to a client, FASTbook uses it to automatically
charge a previously specified rate for Rooms, Equipment, Labor, and Meals.

ﬂ NOTE: If you don't use different Client Categories, you need to enter at least one category

that could be called 'standard' or 'regular’, this is the basic rate you are charging to each client.

© 2005 Event Software



Chapter 4: Setting up FASTbook 88

{E] pacord  Wiew wWnoow  Hep =] =]
o8| =(a|%| Bl5&lsx <|E 8 o
JEO DR S e

(Zate gory m Created [[C2EAI0E

Deecnpiion IFIJ|| Frice Updated |22372005 11:19 &k

Dafaull Payment Tarms: [Ne1 30 (Default) E| Cnlurl. Black vl

Clients Aseigned

[Hame | il
AHCS Inc

Annz's Luilfing

_ALrtn Shawes Ine

_|Ed Smith Ine
_|Harry B Watars Inc

|

_|Fhozniz v Ine.
_|San Cats

_|Sunset Broadway

| T Camble Inw
Thomas Ballan
_Willlam Albert Anency

Entering Client Categories

e From the View Pull-Down Menu in the Action bar, pick Client Categories by clicking on it or
use your mouse to click on the Client Categories button in the toolbar.

e The Client Categories window opens.

e Click on the INSERT button to add a new line.

e Type in the Description for a category and click on the SAVE button to save your new record.

e FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.

e Click on the INSERT button to add a new line and get ready for the next entry.
e Click on the Post Edit button to save the last entry before exiting.

45.1 Entering Client Categories

Entering Client Categories

From the View Pull-Down Menu in the Action bar, pick Client Categories by clicking on it or use
your mouse to click on the Client Categories button in the toolbar.

The Client Categories window opens.

Click on the INSERT button to add a new line.
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Type in the Description for a category and click on the SAVE button to save your new record.
FASTbook will now stamp this record with the date and time created and updated for easy

tracking and later reference.
Click on the INSERT button to add a new line and get ready for the next entry.
Click on the Post Edit button to save last entry before exiting.

F! FASThook 5.5 Setup - [Client Categories]
Fecord View Window Help

580 =af Bkalde 2B % @

(9 ISR s = RS

Category IStandard Created IDEQBHBB?

Description |Standard Clients| Updated [2/12/2005 3:10 PM

Default Payment Terms: INET 30 j Color I. Blue j

—Clients Assigned

Mame |
A G Edwards
AMGEMAMI

APIO

Als.

ABCS Inc

_|All Thats Natural

_|Allstate

Alter, ivian

_|Alvarado/olson Reception
_|Am Contract Bridge League
Anthony & Assoc - Health Fair
_|Anthony & Assoc - Kids Fair
Asian Arm Cultural Club

|

| | Mame: SUPERWISOR

I Uszers In: 0 |

Clients

EI Clients

The Clients database allows you to enter personal information about each one of your customers,
whether they are making a reservation or conducting other business at your center. Client
information can be added from Fastbooking, Event Detail or the Contact Management area of

Fastbook.
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F! FASThook 5.5 Setup - [Clients]

Record Wiew Window Help =] x|
|8 =(a|H B[a&ld| v@E @ o
QO00& J dze

Client= | Client Groups |

~Client Infarmation [ Inactive

Marne IMesa Ballet Category |NDn—F'raﬁt j ¥ Taxable

FPayrent Terms
het 30 (Default)

Created: 03/28,2005

™ Flag ! Message| Updated: 03/28/2005 11:58:0:

—Address
Address 1 I?BB Long Lane CityIMesa Cuuntryl

Address 2 I State/Province IAZ Phone |4BEI oo 1234
Address 3 I Zip/Postal IE‘E']11 Fax I‘1BE| 000 1235

Contacts (1) |Nntes I Client Group Assnciatinnl Eill Tnl Cnmmentsl Custnml

Contact Name Title |F'resenter|F'rinrit§,r|F'h|:|ne |E}{t. |F'hc|ne 2 Fa=
Julie Down O 1234 123 1234 a

[»

-
L) *

| | Mame: SUPERWISOR | users in: 0

Entering Clients
e From the View Pull-Down Menu in the Action bar, pick Clients by clicking on it or use your
mouse to click on the Client button in the toolbat.

e The Client window opens.

e Click on the INSERT button to clear the screen.

e Type in the Name of the client and press <TAB>.

e Enter Address 1, Address 2, and Address 3 (if applicable). Press <TAB> after each entry.

e Enter the City, State, Zip, and Country for the client. Press <TAB> after each entry.

e DPick a Billing Category from the combo list that applies to this client. Press <TAB>.

e FASTbook will now save the record and stamp it with the date and time created and
updated for easy tracking and later reference.

e [Enter the first Client Contact Name into the Contact Name column. Press <TAB>.

e Enter the person's Title. Press <TAB>.

e Check the Presenter check box only if you need to identify a presenter, promoter, VIP, or
other identifier. This will allow you to do a sort or filter by this contact identifier.

e Enter the person's Priority. Press <TAB>.

e Fnter the Phone Number for the Contact Person. Press <TAB>.
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°

°
4.6.1
4.6.2

Enter the Phone Extension. Press <TAB>.

Enter the FAX number. Press <TAB>.

The City, State, and Zip Code are defaulted from the upper part of the client's screen.
If the Contact person has a different address than the one defaulted, simply type in the
appropriate City, State, and Zip. Press <TAB> after each entry.

Je

Note: To send clients e-mails from FASTbook, you must enter the contact's e-mail address.

e Press INSERT to enter the next person into the Contacts table if you are not on a blank line.
Press <ENTER> to get out of the table, back into the Client Name field.

Click on the INSERT button to clear the screen and enter the next Client.

To view all records in the Client Database, click on binoculars on the Tool Bar.

After selecting the Client you wish to review, click on the 'ok' button to go back to Client
Information.

Entering Client Notes

e C(lick on the Notes tab next to the Contact tab on the Editing Client screen.

e Click on the insert/add record (+) button. FASTbook will time stamp and add your user
name to the record.

e Next, select the contact if needed.

e Then add your note and save when completed.

Entering Clients Notes

Entering Client Notes

€ Click on the Notes tab next to the Contact tab on the Editing Client screen.

@ Click on the insert/add record (+) button. FASTbook will time stamp and add your user
name to the record.

€ Next select the contact if needed.

€ Then add your note and save when completed.

Client Groups

The Clients Group database allows you to set up groups of Clients for special reporting or for
mailings. After naming your groups proceed to Client information to add your clients to the
various groups. You can add a client to a group from Fastbooking, Event Detail, or the Contact
Management area of Fastbook.
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Entering Client Groups

e From the View Pull-Down Menu in the Action bar, pick Client by clicking on it, or use your
mouse to click on the Client button in the toolbar.

e The Client/Client Group window opens.

e Click on the Groups, then the INSERT button to add a new line.

e Type in the Description for Group and click on the SAVE button to save your new record.

e FASTbook will now stamp this record with the date and time created and update it for easy
tracking and later reference.

e Click on the INSERT button to add a new line and get ready for the next entry.

e Click on the Post Edit button to save the last entry before exiting.

4.7 Event Types

ﬁl Event Types

Event Types classify the nature of the event your facility is hosting. They are used throughout the
system to identify the Event and Subevent, and can be an extremely useful function. The usage
of Event Type readily identifies what type of event or subevent you are dealing with when
looking at screens or reports. Event Types is also very helpful when generating statistical
information for management and sales reports. Event Types are: Banquet, Conference, Meeting,
Convention, Antique Show, etc...

© 2005 Event Software



93

FASTbook Application Manual

F! FASThook 5.5 Setup - [Event Types]

Fecord View Window Help =] x|
- e = ;
|8 @|a|%| 86meld] vB & o
PR 15 [ |- JSERSEs X
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e From the View Pull-Down Menu in the Action bar, pick Event Types by clicking on it or use
your mouse to click on the Event Types button in the toolbar.

e The Event Types window opens.

e Click on the INSERT button to clear the screen.

e Type in the Description for an Event Type and click on the Post Edit button to save the
record.

You have the option to determine whether or not to allow a certain number of days between

booking the same Event Type.

Example: An antique show is booked for the first week in March. You have to decide if you

want to have a different antique show in your center during the second week in March or if you

want to wait at least 30 days until you allow the booking of an antique show again.

If you want FASTbook to check if the Event Type has been recently used, press <TAB>.

e Enter the # of Days you want to pass before booking the same Event Type again. Press
<TAB>.

Entering Privileged Event Types
Purpose: To provide a new Security level option that will allow a FASTbook User to setup

User Level Security so that a group (i.e., Security Level) of FASTbook Users can be highly
restricted from being able to view any event detail information that might provide the
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restricted group of FASTbook Users knowledge about the type or nature of certain events.

e Check all Event Types that you wish to have restricited from the veiw some of your security
levels. Example: You want to restrict the veiw of concert information to some of your users.

e Click Privileged on all Event Types that you want to keep users from viewing. What the
unprivleged viewers will see is event type displayed in.

Entering Private Event Types

Purpose: To provide an option that will allow the Event Name, and Client Name and Client
Contact Name of an Event to remain hidden from all FASTbook Users other than the
Supervisor and/or the FASTbhook User who created the Event.

e Check all Event Types that you wish to have restricited from the view of some of your
security levels. Example: You want to restrict the veiw of concert information to some of
your users.

e Click Privileged on all Event Types that you want to keep users from viewing. What the
unprivleged viewers will see is event type displayed in.

e Press the SAVE button to save the record.

FASTbook will now stamp this record with the date and time created and updated for easy

tracking and later reference.

e C(lick on the INSERT button to clear the screen and enter the next Event Type.

e C(lick on the Post Edit button to save last entry before exiting.

4.7.1 Entering Privileged Event Types

Entering Privileged Event Types

Purpose: To provide a new Security level option that will allow a FASTbook User to setup User
Level Security so that a group (i.e., Security Level) of FASTbook Users can be highly restricted
from being able to view any event detail information that might provide the restricted group of
FASTbook Users knowledge about the type or nature of certain events.

@ Check all Event Types that you wish to have restricted from the view some of your security
levels. Example: You want to restrict the view of concert information to some of your users.

¢

4.7.2 Entering Private Event Types

Entering Private Event Types

Purpose: To provide an option that will allow the Event Name, Client Name, and Client
Contact Name of an Event to remain hidden from all FASTbook Users other than the
Supervisor and/or the FASTbook User who created the Event.

€ Check all Event Types that you wish to have restricted from the view of some of your

© 2005 Event Software



95 FASTbook Application Manual

4.8

security levels. Example: You want to restrict the view of concert information to some of
your users.

¢

@ Press the SAVE button to save the record.
FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.

€ Click on the INSERT button to clear the screen and enter the next Event Type.

€ Click on the Post Edit button to save last entry before exiting.

Rooms

ll Rooms

ﬂ NOTE: The Rooms setup window consists of three pages: The ROOM setup, the ROOM

STYLE setup, and the ROOMS RATES setup window. The TABS on the bottom of the window
allow for easy swapping between pages. Because the TAB for the page you are working on is

always highlighted in the screen color, there will never be a doubt about what page you are

working on.
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TAB 1: Rooms and Groups of Rooms

The Rooms database allows you to enter all rooms within your facility, including room
dimensions and layout details.

The Rooms database also allows you to combine several rooms that are already defined. These
Room Groups can then be scheduled as one unit to eliminate the need to schedule every single
room that is needed when making a reservation. Each Group can contain an unlimited number
of Rooms.

Entering Rooms
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Click on the Rooms T'AB on the top of the Rooms window.

The entry form changes to the Rooms screen.

Click on the INSERT button to clear the screen.

Type in the Room Name and press <TAB>.

Click on the ROOM radio button to define that you are setting up a room and press <TAB>.
Enter optional Dimensions, Square Footage, Max Capacity and Access Times and press <TAB>.
If you have multiple sites, pick the Location of the room from the pre- defined list and press
<TAB>.

Enter optional Room Attributes. Example: Room has built in screen and overhead projector,
Computer outlets 10 each, Balcony over looking city.

e C(lick on the checkbox to define if the room is a SHARED ROOM.

e

NOTE: By allowing the room to be shared by several events, you are able to double-book it for

the same time frame. If the checkbox has an 'X' in it, then FASTbook does not check for

booking conflicts. The SHARED ROOM feature is included to allow double booking of rooms

such as foyers and eating establishments.

e Assign an Accounting Code (if applicable). Press <TAB>.

FASTbook will now save the record and stamp it with the date and time created and updated for

easy tracking and later reference.

e Choose Layout Styles from the predefined list by clicking on the Multi Select button at the
bottom of the Style/Capacity column.

e Hold the control key down and select the room styles by clicking on each style that the room
supports.
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e Enter default capacity (if applicable). Press <OK>.

e Type in the total allowable Capacity for each particular Layout Style that is different than the
default that you selected in Multi Select.

e To exit the table press the Post Edit button.

e Click on the Insert button to clear the screen and get ready for the next entry.

e

NOTE: Out of Service for a room: FASTbook allows you to take a room out of service for any
reason. Example: When a room needs repair, you can come to setup, select the room you want to
put out of service, click on the Out of Service Checkbox, and enter the start and end date that
the room will be out of service. Always check to see that the room is not already scheduled
before taking it out of service.

e Click on the Post Edit button to save last entry before exiting.

Entering Groups Of Rooms
e (lick on the Rooms TAB on the bottom of the Rooms window.
The entry form changes to the Rooms screen.
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e C(lick on the INSERT button to clear the screen
e Type in the Room Group Name and press <TAB>.

e If your center has multiple sites, pick the Location of the group of rooms from the previously
defined list.

e Click on the GROUP radio button to define that you are setting up a group.
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Enter the Length, Width, and Height of the group of rooms (if applicable).

e DPress <TAB> after each entry.

The earliest time the room group can be accessed is displayed if the rooms used for the group

had Access Times attached.

e Assign an Accounting Code (if applicable). Press <TAB>.
e FASTbook will now save the record and stamp it with the date and time created and
updated for easy tracking and later reference.
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Choose a Room to be part of the group from the predefined list by
clicking on the Multi Select button at the bottom of the Rooms in the Group column.
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ﬁ* Ok ﬂ Cencel

e Hold the control key down and select the rooms that you want in the
group by clicking on each one

e

NOTE: Once a group is set up, the system displays the total capacities for each specific Layout
Style. These capacity figures are used by FASTbook's Room Search feature in the booking
process.

e To change capacities, simply click on the Style Name in the Styles/

Capacities section and press <T'AB> to highlight the Capacity.

e Type in the new capacity and click on the SAVE button to save the change.

e C(lick on the INSERT button to clear the screen and get ready for the next entry.

e Click on the Post Edit button to save the last entry before exiting.

Entering Calendar Options for Rooms
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TAB 2: Room Styles

Room Styles categorizes the possible seating and equipment configurations available for each

room within your center.

Entering Room Styles

e C(lick on the Styles TAB on the bottom of the Rooms window.
The entry form changes to the Room Styles screen.
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e C(lick on the INSERT button to insert a new line into the table.

e Type in the Description for a style and click on the SAVE button to save your new record.
FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.

e Click on the INSERT button to insert the next blank line into the table.

e Click on the Post Edit button to save the last entry before exiting.

TAB 3: Room Rates

The Room Rates database enables you to set up all applicable rates you commonly charge for the

use of your facility.

FASTbook allows for three different ways to set up rates:

1: Set up rates using predefined codes

e If the Code is setup as 'Daily Rate only', the client will be charged the same amount no
matter how many hours the room is booked during a day.

e If the code is setup as 'Houtly & Daily Rate', the client will be charged the houtly rate for
eight hours (or how many hours are setup before the daily rate is used), and then FASTbook
will start charging the Daily Rate.

e If the Code is setup as 'Hourly Rate Only', the client will be charged the same amount for
each hour the room is in use.

o If the Code is setup as 'N/A (Does Not Apply)', the client will not be charged.

: Set up a rate using first and second hour rate

. Set up a rate using a minimum charge or a percentage of the fee charged at the gate.

[SSIN V]
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e

NOTE: To set up a Room Rate, you have to choose one of the 3 options. The two remaining
ones will be disabled as soon as you start entering data. If you change your mind and decide to
setup the rate using another option, you have to delete the rates you entered. To deactivate the
rate you had setup using the codes; choose "N/A (Does Not Apply)". The amounts will default
to 'Zero'. Use your tab keys to move to the rate option group panel you want to use.
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Entering Room Rates

e From the View Pull-Down Menu in the Action bar, pick Rooms by clicking on it or use your
mouse to click on the Rooms button in the toolbar.

e The Rooms window opens with the page for Room Rates active.

e Click on the INSERT button to clear the screen.

e Type in a Description for the rate you want to setup and press <TAB> to advance to the
next field.

e [Enter the year during which the rate will apply (if applicable). Press <TAB>.

e Type in the markup that will apply for the following years either in a percentage rate or in a
flat amount (if applicable). Use whole numbers like 1, 5, or 20. Press <TAB>.

e Pick an option from the previously defined Billing Category table (if applicable). Press
<TAB>.

If selecting the rate type Hourly & Daily (Option 1).

e Seclect a Code that identifies which rate (Daily, Hourly, Houtly & Daily, Daily or N/A)
applies to Weekdays by clicking on the combo box and selecting a code. Press <TAB>.
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e Repeat the above steps for both Weekends and Holidays.

e

NOTE: If you leave one of the three categories empty, (i.e. Holidays), the room charge on a
Holiday will default to the previous level, either the weekend rate, or if that is not specified either,
to the weekday rate.

e Enter the number of hours to pass before you want to start charging the daily rate.

e

NOTE: The number listed here is the number of hours that FASTbook will bill an houtly rate for
a room before it switches over to the daily rate. If you do not enter a number in the field,
FASTbook will always use the daily rate.

.

NOTE: Every 45 minutes FASTbook starts charging the full hour rate. If an event starts at 8:00

and ends at 9:45, FASTbook will charge for 2 hours.

e C(lick on the SAVE button to save your new record.

FASTbook will now stamp this record with the date and time created and updated for easy

tracking and later reference.

e C(lick on the INSERT button to clear the screen and get ready for the next entry.

If selecting the rate type First and Second Hour option (Option 2).

e Click with the mouse in the first field in the First and Second Hour rate section and enter the
First Houtly Rate. Press <TAB>.

e Enter the Second Hourly Rate. Press <TAB>.

e Enter the # of Hours before FASTbook starts charging the Second Rate.

Example: The first hourly rate is $100, the second hourly rate is § 50, the hours before using the

second rate are set up for 3. FASTbook will charge $100 per hour if an event is three hours or

shorter. If the event takes place for more than 3 hours and 45 minutes, FASTbook starts

charging the second houtly rate.

e C(lick on the checkbox if you want to add 1 & 2-hour rate together for the second hourly rate.

e C(lick on the SAVE button to save your new record.

FASTbook will now stamp this record with the date and time created and updated for easy

tracking and later reference.

e C(lick on the INSERT button to clear the screen and get ready for the next entry.

If selecting the rate type Percentage from Charges at the Gate (Option 3).

e Click with the mouse in the first field in the Percentage Rate section to enter the Minimum
Rate you will charge. Press <TAB>.

Enter a percentage amount from the Gate charge. (Optional). Press <TAB>.

Enter the Maximum Rate you will charge.
e C(lick on the SAVE button to save your new record.
FASTbook will now stamp this record with the date and time created and update it for easy
tracking and later reference.
e C(lick on the INSERT button to clear the screen and get ready for the next entry.
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4.8.1

48.1.1

If selecting the rate type Square Foot option (Option 4).

e Click with the mouse in the first field in the Square Foot section to enter the Minimum Rate
you will charge. Press <TAB>.

e Enter cost per square foot. Press <TAB>.

e Enter the Maximum Rate you will charge.

e C(lick on the SAVE button to save your new record.

FASTbook will now stamp this record with the date and time created and update it for easy

tracking and later reference.

TAB 1: Rooms and Group of Rooms

TAB 1: Rooms and Groups of Rooms

The Rooms database allows you to enter all rooms within your facility, including room
dimensions and layout details.

The Rooms database also allows you to combine several rooms that are already defined. These
Room Groups can then be scheduled as one unit to eliminate the need to schedule every single
room that is needed when making a reservation. Each Group can contain an unlimited number
of Rooms.

Entering Rooms

Entering Rooms
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Click on the Rooms TAB on the bottom of the Rooms window.
The entry form changes to the Rooms screen.
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Click on the INSERT button to clear the screen.

Type in the Room Name and press <TAB>.

Click on the ROOM radio button to define that you are setting up a room and press <TAB>.
Enter optional Dimensions, Square Footage, Max Capacity and Access Times and press <TAB>.

If you have multiple sites, pick the Location of the room from the pre-defined list and press
<TAB>.

Enter optional Room Attributes. Example: Room has built in screen and overhead projector,
Computer outlets 10 each, Balcony over looking city.

@ Click on the check box to define if the room is a SHARED ROOM.

ﬂ NOTE: By allowing the room to be shared by several events, you are able to double-book

it for the same time frame. If the check box has an X' in it, then FASTbook does not check for
booking conflicts. The SHARED ROOM feature is included to allow double booking of rooms
such as foyers and eating establishments.

€ Assign an Accounting Code (if applicable). Press <TAB>.

FASTbook will now save the record and stamp it with the date and time created and updated for
easy tracking and later reference.

€ Choose Layout Styles from the predefined list by clicking on the Multi Select button at the
bottom of the Style/Capacity column.

€ Hold the control key down and select the room styles by clicking on each style that the room
supports.

€ Enter default capacity (if applicable). Press <OK>.

€ Type in the total allowable Capacity for each particular Layout Style that is different than the
default that you selected in Multi Select.

€ To exit the table press the Post Edit button.

€ Click on the Insert button to clear the screen and get ready for the next entry.

ﬂ NOTE: Out of Service for a room: FASTbook allows you to take a room out of service

for any reason. Example: When a room needs repair, you can enter setup, select the room you
want to put out of service, click on the Out of Service Check box and enter the start and end
date that the room will be out of service. Always check to see that the room is not already
scheduled before taking it out of service.

€ Click on the Post Edit button to save last entry before exiting.
4.8.1.2 Entering Groups of Rooms

Entering Groups Of Rooms

€ Click on the Rooms TAB on the bottom of the Rooms window.

€ The entry form changes to the Rooms screen.
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Click on the INSERT button to clear the screen
Type in the Room Group Name and press <TAB>.

If your center has multiple sites, pick the Location of the group of rooms from the previously
defined list.

Click on the GROUP radio button to define that you are setting up a group.
Enter the Length, Width, and Height of the group of rooms (if applicable).
Press <TAB> after each entry.

The earliest time the room group can be accessed is displayed if the rooms used for the group
had Access Times attached.

Assign an Accounting Code (if applicable). Press <TAB>.

FASTbook will now save the record and stamp it with the date and time created and
updated for easy tracking and later reference.
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Choose a Room to be part of the group from the predefined list by clicking on the Multi Select
button at the bottom of the Rooms in the Group column.

€ Hold the control key down and select the rooms that you want in the group by clicking on
each one

ﬂ NOTE: Once a group is setup, the system displays the total capacities for each specific

Layout Style. These capacity figures are used by FASTbook's Room Search feature in the
booking process.

€ To change capacities, simply click on the Style Name in the Styles/Capacities section and
press <TAB> to highlight the Capacity.

€ Type in the new capacity and click on the SAVE button to save the change.
@ Click on the INSERT button to clear the screen and get ready for the next entry.

@ Click on the Post Edit button to save the last entry before exiting,
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4.8.2 TAB 3: Room Rates
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The Room Rates database enables you to set up all applicable rates you commonly charge for the
use of your facility.

FASTbook allows for three different ways to set up rates:
1: Set up rates using predefined codes

@ If the Code is setup as 'Daily Rate only', the client will be charged the same amount, no
matter how many hours the room is booked during a day.

€ If the code is setup as "Hourly & Daily Rate', the client will be charged the hourly rate for

eight hours (or how many hours are setup before the daily rate is used), then FASTbook
starts charging the Daily Rate.

@ If the Code is setup as "Hourly Rate Only', the client will be charged the same amount for
each hour the room is in use.

@ If the Code is setup as 'N/A (Does Not Apply)', the client will not be charged.
2: Set up a rate using first and second hour rate.
3. Set up a rate using a minimum charge or a percentage of the fee charged at the gate.

ﬂ NOTE: To set up a Room Rate, you have to choose one of the 3 options. The two

remaining ones will be disabled as soon as you start entering data. If you change your mind and
decide to setup the rate using another option, you have to delete the rates you entered. To
deactivate the rate you had setup using the codes, choose "N/A (Does Not Apply)". The
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amounts will default to "Zero'. Use your tab keys to move to the rate option group panel you
want to use.

4.8.2.1 Entering Room Rates

Entering Room Rates
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€ From the View Pull-Down Menu in the Action bar, pick Rooms by clicking on it or use your
mouse to click on the Rooms button in the toolbar.

€ The Rooms window opens with the page for Room Rates active.
€ Click on the INSERT button to clear the screen.

€ Type in a Description for the rate you want to setup and press <TAB> to advance to the
next field.

€ Enter the year during which the rate will apply (if applicable). Press <TAB>.

€ Type in the markup that will apply for the following years either in a percentage rate or in a
flat amount (if applicable). Use whole numbers like 1, 5, or 20. Press <TAB>.

@ Pick an option from the previously defined Billing Category table (if applicable). Press
<TAB>.
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If selecting the rate type Hourly & Daily (Option 1):

€ Sclect a Code that identifies which rate (Daily, Hourly, Hourly & Daily, Daily or N/A)
applies for Weekdays by clicking on the combo box and selecting a code. Press <TAB>.

€ Repeat the above steps for both Weekends and Holidays.

ﬂ NOTE: If you leave one of the three categories empty, (i.e. Holidays), the room charge on

a Holiday will default to the previous level, either the weekend rate or if that is not specified
either, to the weekday rate.

€ Enter the number of hours to pass before you want to start charging the daily rate.

ﬂ NOTE: The number listed here is the number of hours that FASTbook will bill an houtly

rate for a room before it switches over to the daily rate. If you do not enter a number in the field,
FASTbook will always use the daily rate.

ﬂ NOTE: Every 45 minutes FASTbook starts charging the full hour rate. If an event starts
at 8:00 and ends at 9:45, FASTbook will charge for 2 hours.

€ Click on the SAVE button to save your new record.
FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.

€ Click on the INSERT button to clear the screen and get ready for the next entry.

If selecting the rate type First and Second Hour option (Option 2):

€ Click with the mouse in the first field in the First and Second Hour rate section and enter the
First Houtly Rate. Press <TAB>.

€ Enter the Second Hourly Rate. Press <TAB>.

€ Enter the # of Hours before FASTbook starts charging the Second Rate.

Example: The first hourly rate is $100, the second hourly rate is $50, the hours before using the
second rate are set up for 3. FASTbook will charge $100 per hour if an event is three hours or
shorter. If the event takes place for more than 3 hours and 45 minutes, FASTbook starts
charging the second houtly rate.

€ Click on the check box if you want to add 1 & 2-hour rate together for the second hourly
rate.

€ Click on the SAVE button to save your new record.
FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.

@ Click on the INSERT button to clear the screen and get ready for the next entry.

If selecting the rate type Percentage from Charges at the Gate (Option 3):
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@ Click with the mouse in the first field in the Percentage Rate section to enter the Minimum
Rate you will charge. Press <TAB>.

€ Enter a percentage amount from the Gate charge. (Optional). Press <TAB>.
€ Enter the Maximum Rate you will charge.

€ Click on the SAVE button to save your new record.

FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.

€ Click on the INSERT button to clear the screen and get ready for the next entry.

If selecting the rate type Square Foot option (Option 4):

@ Click with the mouse in the first field in the Square Foot section to enter the Minimum Rate
you will charge. Press <TAB>.

€ Enter cost per square foot. Press <TAB>.
€ Enter the Maximum Rate you will charge.

€ Click on the SAVE button to save your new record.

FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.

4.8.3 TAB 2: Room Styles

TAB 2: Room Styles

Room Styles categorizes the possible seating and equipment configurations available for each
room within your center.

4.8.3.1 Entering Room Styles

Entering Room Styles

@ Click on the Styles TAB on the bottom of the Rooms window.

€ The entry form changes to the Room Styles screen.
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@ Click on the INSERT button to insert a new line into the table.
€ Type in the Description for a style and click on the SAVE button to save your new record.
FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.
@ Click on the INSERT button to insert the next blank line into the table.
@ Click on the Post Edit button to save the last entry before exiting,
4.9 Vendors

@l Vendors

The Vendors database enables you to enter personal information about each vendor doing
business with your center. Supplier information is useful when ordering, replacing, or renting
equipment. Your meal Catering Companies would also be stored in this database.

Entering Vendors
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F!: FASThook 5.5 Setup - [Vendors]
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e From the View Pull-Down Menu in the Action bar, pick Vendors by clicking on it or use your
mouse to click on the Vendors button in the toolbar.

¢ The Vendors window opens.

e Click on the INSERT button to clear the screen.

¢ Type in the Name of the Vendor and press <TAB>.
e Type in the Business Hours. Press <TAB>.

e Click on the appropriate category in the radio button group to define the Type of Vendor.
Categories are Equipment, Labor, Caterer, and Other.

e Enter Address 1, and Address 2. Press <TAB> after each entry.

e Enter the City, State, and Zip. Press <TAB> after each entry.
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e Enter the Name of the contact person. Press <TAB>.

e Enter the contact person's Phone number. Press <TAB>.

e Enter the second contact person's name and phone number. Press <TAB> after each entry.
e Enter the FAX number for the Vendor. Press <TAB>.

e Click on the SAVE button to save your record.
Fastbook will now stamp this record with the date and time created and update it for easy
tracking and later reference.

e Click on the INSERT button to clear the screen and enter the next Vendot.

e Click on the Post edit button to save the last entry before exiting.

49.1 Entering Vendors

Entering Vendors

4

From the View Pull-Down Menu in the Action bar, pick Vendors by clicking on it or use
your mouse to click on the Vendors button in the toolbar.

The Vendors window opens.
Click on the INSERT button to clear the screen.

L 4
L 4
€ Type in the Name of the Vendor and press <TAB>.
€ Type in the Business Hours. Press <TAB>.

L 4

Click on the appropriate category in the radio button group to define the Type of Vendor.
Categories are Equipment, Labor, Caterer, and Other.

€ Enter Address 1, and Address 2. Press <T'AB> after cach entry.
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F!: FASThook 5.5 Setup - [Vendors]
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Enter the City, State, and Zip. Press <TAB> after each entry.

€ Enter the Name of the contact person. Press <TAB>,

€ Enter the contact person's Phone Number. Press <TAB>.

€ Enter the second contact person's name and phone number. Press <TAB> after each entry.
€ Enter the FAX number for the Vendor. Press <TAB>.

€ Click on the SAVE button to save your new record.
FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.

€ Click on the INSERT button to clear the screen and enter the next Vendor.

€ Click on the Post Edit button to save the last entry before exiting.

4.10 Equipment

Equipment
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The Equipment database allows you to enter all equipment that your center supplies. It keeps

track of all equipment in use, as well as equipment available for scheduling.

The Equipment Package database enables you to combine several pieces of equipment into
comprehensive packages. These packages can then be scheduled as a single unit for a specific
room, eliminating the need to list every piece of required equipment separately.

Entering Equipment

e From the View Pull-Down Menu in the Actionbar, pick Equipment by clicking on it or use
your mouse to click on the Equipment button in the toolbar.

{E] Pacord  Wiew wWnoow  Hep

The Equipment window opens.

Click on the INSERT button to clear the screen.

Type in the Description for the piece of equipment and press <TAB>.
If you have multiple sites enter the location for the piece of equipment. Press <TAB>.
Click on the radio button for Equipment. Press <TAB>.
Enter the Accounting Code and press <TAB>.
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Enter the Unit Type. Press <TAB>.
Enter the Unit Cost. Press <TAB>.
Enter the total Quantity that is available and press <TAB>.

Type in the minimum of the equipment unit supplied for a booking. Press <TAB>.
Enter the Replacement Charge. Press <TAB>.

Select the Type of Equipment by clicking on the appropriate radio button. You can choose
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from Audio Visual, Furniture, and Other. Press <TAB>.
FASTbook will now save the record and stamp it with the date and time created and update it
for easy tracking and later reference.
e To assign the appropriate rates, click on the Multi Assign button at the bottom of the rates
box.
While holding the <CTRL> key down, click on the Client Categories that are appropriate.
Assign a Rental Charge in the Default Charge table, click on OK.
To exit the table and highlight the first field, press <ENTER>.

Click on the Post Edit button to save the last entry before exiting,.
Entering Equipment Packages

e From the View Pull-Down Menu in the Actionbar pick Equipment by clicking on it or use
your mouse to click on the Equipment button in the toolbar.

The Equipment window opens.

Click on the INSERT button to clear the screen.

Type in the Description for an equipment package and press <TAB>.

Click on the radio button for Equipment Package. Press <TAB>.

e

NOTE: FASTbook defaults to Equipment. Once you activate the
Equipment Package button, only the Equipment Items table at the bottom of the screen is active.
After saving the record as a Package, it cannot be changed.

e If you have multiple Locations, enter the location for the Equipment Package. Press <TAB>.

e Seclect the Type of Equipment by clicking on the appropriate radio button. You can choose
from Audio Visual, Furniture, and Other. Press <TAB>.

FASTbook will now save the record and stamp it with the date and time created and update it

for easy tracking and later reference.

e To assign pieces of equipment to a Equipment Package select Equipment Items from the
predefined Equipment database by clicking on the Multi-Assign button at the bottom of the
Equipment Items column.

e  While holding the <CTRL> key down, click on the Equipment Items that are needed for the
package.

e Enter the total number of equipment units to be included in the package, then click OK. .

e To exit the table and return to the first field, press <ENTER>.

e Click on the Post Edit button to save the last entry before exiting.

4.10.1 Entering Equipment

Entering Equipment

€ From the View Pull-Down Menu in the Action bar, pick Equipment by clicking on it or use
your mouse to click on the Equipment button in the toolbar.

€ The Equipment window opens.
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@ Click on the INSERT button to clear the screen.

€ Type in the Description for the piece of equipment and press <TAB>.

€ 1f you have multiple sites enter the location for the piece of equipment. Press <TAB>.
€ Click on the radio button for Equipment. Press <TAB>.

€ Enter the Accounting Code and press <TAB>.
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€ Enter the Unit Type. Press <TAB>.
€ Enter the Unit Cost. Press <TAB>,
€ Enter the total Quantity that is available and press <TAB>,

€ Type in the minimum of the equipment unit supplied for a booking.
Press <TAB>.

€ Enter the Replacement Charge. Press <TAB>.

€ Sclect the Type of Equipment by clicking on the appropriate radio button. You can choose
from Audio Visual, Furniture, and Other. Press <TAB>.

FASTbook will now save the record and stamp it with the date and time created and updated for
easy tracking and later reference.

€ To assign the appropriate rates, click on the Multi Assign button at the bottom of the rates
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box.
€ While holding the <CTRL> key down, click on the Client Categories that are appropriate.
¢ Assign a Rental Charge in the Default Charge table, click on OK.
@ To exit the table and highlight the first field, press <ENTER>.

€ Click on the Post Edit button to save the last entry before exiting.

4.10.2 Entering Equipment Packages

Entering Equipment Packages

€ From the View Pull-Down Menu in the Action bar pick Equipment by clicking on it or use
your mouse to click on the Equipment button in the toolbar.

€ The Equipment window opens.

@ Click on the INSERT button to clear the screen.

€ Type in the Description for an equipment package and press <TAB>.
€ Click on the radio button for Equipment Package. Press <TAB>.

ﬂ NOTE: FASTbook defaults to Equipment. Once you activate the Equipment Package

button, only the Equipment Items table at the bottom of the screen is active. After saving the
record as a Package, it cannot be changed.

@ If you have multiple Locations, enter the location for the Equipment Package. Press <TAB>,

€ Sclect the Type of Equipment by clicking on the appropriate radio button. You can choose
from Audio Visual, Furniture, and Other. Press <TAB>.

FASTbook will now save the record and stamp it with the date and time created and updated for

easy tracking and later reference.

€ To assign pieces of equipment to an Equipment Package select Equipment Items from the

predefined Equipment database by clicking on the Multi Assign button at the bottom of the
Equipment Items column.

€ While holding the <CTRL> key down, click on the Equipment Items that are needed for the
package.

€ Enter the total number of equipment units to be included in the package, then click OK. .
@ To exit the table and return to the first field, press <ENTER>.

@ Click on the Post Edit button to save the last entry before exiting,
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4.11

Meals

él Meals

The Meals database allows you to set up catering menus that can be scheduled for any event
requiring meals. The database stores common meal packages that your center offers. Create as
many Meal Menus as desired. Using different Client Categories, FASTbook allows for charging
different rates for the same meal.

Entering Meals

e From the View Pull-Down Menu in the Actionbar, pick Meals by clicking on it or use your
mouse to click on the Meals button in the toolbar.

The Meals window opens.

Click on the INSERT button to clear the screen.

Type in the Description for a meal and press <TAB>.

Select if the record you are setting up is a Meal, a Beverage, or Other by clicking on the
appropriate Radio button.

Type in the Actual Cost (the price you are charged) for the meal. Press <TAB>.

e Type in the Accounting Code. Press <TAB>.

e Sclect the name of the Caterer from the combo list previously setup in Vendor Setup (if
applicable). Press <TAB>.
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FASTbook will now save the record and stamp it with the date and time created and update it
for easy tracking and later reference.
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e To assign the appropriate rates, click on the Multi Assign button at the bottom of the rates
box.

e While holding the <CTRL> key down, click on the Bill Categories that are appropriate.
e Type in the price you charge in the Default Charge table, click on OK.

If the price you charge for each Billing Category is different than the default charge you can
make the changes now. Press <TAB>.

Click in the Meal items table or press <ENTER> from the Billing Category table.
Type in the first menu item and press <TAB>.

Type in the Cost for that menu item (if applicable). Press <TAB>.

Type in the second item that is supplied with the meal. Press <TAB>.

Type in the cost for the second item (if applicable) and press <TAB>.

Repeat above steps to enter additional items as required. Press <ENTER> when you have
entered all meal items.

Click on the INSERT button to clear the screen and enter the next Meal.
e C(lick on the Post Edit button to save last entry before exiting.

4.11.1 Entering Meals
Entering Meals

€ From the View Pull-Down Menu in the Action bar, pick Meals by clicking on it or use your
mouse to click on the Meals button in the toolbar.

€ The Meals window opens.
€ Click on the INSERT button to clear the screen.
€ Type in the Description for a meal and press <TAB>.

@ Sclect if the record you are setting up is a Meal, a Beverage, or Other by clicking on the
appropriate Radio button.

€ Type in the Actual Cost (the price you are charged) for the meal. Press <TAB>.
€ Type in the Accounting Code. Press <TAB>.

€ Sclect the name of the Caterer from the combo list previously setup in Vendor Setup (if
applicable). Press <TAB>.
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FASTbook will now save the record and stamp it with the date and time created and updated for
easy tracking and later reference.

¢

* o

® & & O o o

* o

To assign the appropriate rates, click on the Multi Assign button at the bottom of the rates
box.

While holding the <CTRL> key down, click on the Bill Categories that are appropriate.
Type in the price you charge in the Default Charge table, click on OK.

If the price you charge for each Billing Category is different than the default charge you can
make the changes now. Press <TAB>.

Click in the Meal items table or press <ENTER> from the Billing Category table.
Type in the first menu item and press <TAB>.

Type in the Cost for that menu item (if applicable). Press <TAB>.

Type in the second item that is supplied with the meal. Press <TAB>.

Type in the Cost for the second item (if applicable) and press <TAB>.

Repeat above steps to enter additional items as required. Press <ENTER> when you have
entered all meal items.

Click on the INSERT button to clear the screen and enter the next Meal.

Click on the Post Edit button to save the last entry before exiting.
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412 Labor
I% Labor

ﬂ NOTE: The Labor setup window consists of two pages: The Labor Rates setup and the

Employee setup. The TABS on the bottom of the window allow for easy swapping between
pages and because the TAB for the page you are working on is always highlighted in the screen
color, there will never be a doubt about what page you are working on.

TAB 1: Labor Rates

The Labor Rates database enables you to set up individual positions that your center employs,
and to enter the applicable compensation schedule for each position.

Entering Labor Rates

e From the View Pull-Down Menu in the Actionbar pick Labor by clicking on it or use your
mouse to click on the Labor button in the toolbar.

The Labor window opens with the page for Labor Rates active.
Click on the INSERT button to clear the screen.

Type in the Description for a position and press <TAB>.

Type in the Minimum Shift Hours for that position. Press <TAB>.
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Type in the various rates and gratuities that apply for the position. Press <TAB> or <ENTER>

to advance after completing a field.

e Lecave fields that do not apply blank, by either entering '0' or pressing <TAB> or

<ENTER>.

e C(Click on the SAVE button to save your new record.

FASTbook will now stamp this record with the date and time created and updated for easy

tracking and later reference.

e C(lick on the INSERT button to clear the screen and enter the next Position and Rate.

e Double-click on the System-Menu-Icon or choose Close from the menu that drops down;
click on the System-Menu-Icon once to exit Labor.

Entering Labor Positions

© 2005 Event Software



Chapter 4: Setting up FASTbook 126

{E] Pacord  Wiew Whnoow  Help =] =]
88| @m|a% 05hads <E 8= @
BO0DOE =

Lagar Fates L=har Posifion= l
—Date Created!Updatad Emplay=e —Informatian
Crostad PEramms MBE | AN arkzon Ermip # 18
Undated fiza0msse 12:00 20 e | SSh # 000 23 0000

DoB [EEEE -
e ss

- Fhome 1 | 000-000]
Lire 1 I?E! Wleir =i Chy I'[m-,.n

e | e I"‘I . men Fhone 2 |

Available Poshons (2]

Fasiicn [Fref |wan | From [Ta [T= |From To dd|From =]
__|Floar raragers 1) W 00 &M GO0 PK W 500 s 300 M W G0 A
B |House mansgars 1) W g0 A G500 FM W 00 am 3000 P (IR

i o

4.12.1 Entering Labor Rates

Entering Labor Rates

€ From the View Pull-Down Menu in the Action bar, pick Labor by clicking on it or use your
mouse to click on the Labor button in the toolbar.

The Labor window opens with the page for Labor Rates active.
Click on the INSERT button to clear the screen.

Type in the Description for a position and press <TAB>.

* & o o

Type in the Minimum Shift Hours for that position. Press <TAB>.
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4.13
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@ Type in the various rates and gratuities that apply for the position. Press <TAB> or
<ENTER> to advance after completing a field.

@ Icave fields that do not apply blank, by either entering '0' or pressing <TAB> or
<ENTER>.

€ Click on the SAVE button to save your new record.
FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.

@ Click on the INSERT button to clear the screen and enter the next Position and Rate.

€ Double-click on the System-Menu-Icon or choose Close from the menu that drops down if
you click on the System-Menu-Icon once to exit Labor.

Ticklers

% Ticklers

The Ticklers database allows you to set up and maintain an activity register that incorporates
event related tasks in a chronological order. Each register can then be attached to a specific event
which then enables the system to notify responsible parties (authorized users) when each task
becomes due.
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Ticklers assist you in keeping track of all the tasks associated with a particular event. They serve
as reminders of activities that must take place prior to, during, and after an event.

Ticklers can only be modified using this screen. Actions and Days away cannot be modified
when a Tickler is created for an event.

Days away is specified as follows:

- The event Start Date is always '0".

- Activities prior to the event are entered with a minus (-).

- Activities during the event are entered as 0.

- Activities past the event date are entered as normal positive numbers.

Entering Ticklers

e From the View Pull-Down Menu in the Actionbar, pick Ticklers by clicking on it or use your
mouse to click on the Ticklers button in the toolbar.

e The Ticklers window opens.
e (Click on the INSERT button to clear the screen.
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e Type in the Description for a Tickler and press <TAB>.

If you want this tickler to set automatically every time you create a new event, Check the "Create
Tickler Automatically for New Event" check box.

FASTbook will now save the record and stamp it with the date and time created and updated for
easy tracking and later reference.

e Type in the first action associated with the tickler. Press <TAB>.
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4.13.1

ﬂ NOTE: Actions preceding an event are entered as negative numbers (e.g. '-30"), the actual

event is entered as a '0', and actions following the event are entered as positive numbers (e.g.
'15"), if you choose to calculate from the Event Start or End Date.
If the Date the Event was created is selected, all numbers have to be positive.

e Enter the number of days the action is away from the event. Press <TAB>.

e Pick the Name (Login Name) of the employee responsible for the particular action from the
previously defined list and press <TAB>.

ﬂ NOTE: You have the option to calculate the due dates from either the Event Start Date,

the Event End Date, the Date the Event was Created or the Date Tickler was Created.
Those four options are hard- coded into FASTbook.

e DPick the Base Date you want the Due Date to be calculated with from the three options in
the drop-down list and press <TAB>.

e Repeat the above steps to continue setting up the Tickler.
e C(lick on the INSERT button to clear the screen and enter the next Tickler.
e Click on the Post Edit button to save the last entry before exiting.

Entering Ticklers

Entering Ticklers

€ From the View Pull-Down Menu in the Action bar, pick Ticklers by clicking on it or use your
mouse to click on the Ticklers button in the toolbar.

€ The Ticklers window opens.
@ Click on the INSERT button to clear the screen.
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¢ Type in the Description for a Tickler and press <TAB>.

If you want this tickler to set automatically every time you ctreate a new event Check the "Create
Tickler Automatically for New Event" check box.

FASTbook will now save the record and stamp it with the date and time created and updated
for easy tracking and later reference.

@ Type in the first action associated with the tickler. Press <TAB>.

ﬂ NOTE: Actions preceding an event are entered as negative numbers (e.g. '-30"), the actual

event is entered as a '0', and actions following the event are entered as positive numbers (e.g.
'15"), if you choose to calculate from the Event Start or End Date.
If the Date the Event was created is selected, all numbers have to be positive.

€ Enter the number of days the action is away from the event. Press <TAB>.

@ Pick the Name (Login Name) of the employee responsible for the particular action from the
previously defined list and press <TAB>.

ﬂ NOTE: You have the option to calculate the due dates from either the Event Start Date,
the Event End Date, the Date the Event was Created or the Date Tickler was Created.
Those four options are hard-coded into FASTbook.

@ Pick the Base Date you want the Due Date to be calculated with from the three options in
the drop-down list and press <TAB>.
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€ Repeat the above steps to continue setting up the Tickler.
@ Click on the INSERT button to clear the screen and enter the next Tickler.

@ Click on the Post Edit button to save the last entry before exiting.

4.14 Outline Descriptions

E] Event Outline Descriptions
The Outline database allows you to set up the master descriptions that can be scheduled for any
event requiring a detail list of things that need to be done.

e From the View Pull-Down Menu in the Action bar, pick Outline Descriptions or use your
mouse to click on the Outline Descriptions button in the toolbar.

The Outline Descriptions window opens.

Click on the INSERT button to clear the screen.

Enter Description of the event outline type. Press <TAB> after each entry.

Click on the Post Edit button to save the last entry before exiting.
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F! FASThook 5.5 Setup - [Cutline Descriptions]
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4.14.1 Entering Outline Discriptions
Entering Outline Descriptions

€ From the View Pull-Down Menu in the Action bar, pick Event Outline by clicking on it or
use your mouse to click on the Event Outline button in the toolbar.

€ The Event Outline window opens.
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F! FASThook 5.5 Setup - [Cutline Descriptions]
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@ Click on the INSERT button to clear the screen.
€ Type in the name of the Description and click on the Post Edit button to save the record.
€ Click on the INSERT button to insert a new line into the table.

€ Type in the name of the Description and click on the post edit button to save your new
record.

FASTbook will now stamp this record with the date and time created and updated for easy

tracking and later reference.

€ Continue until all Outline Descriptions are entered

€ Click on the Post Edit button to save the last entry before exiting.

4.15 Holidays

ﬁl Holidays
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The Holidays database enables you to set up and keep track of all Holidays that apply to your
facility.
Entering Holidays

e From the View Pull-Down Menu in the Actionbar, pick Holidays by clicking on it or use
your mouse to click on the Holiday button in the toolbar.

e The Holidays window opens.

e Click on the INSERT button or press the Insert button on your keyboard to insert a new line
into the Holidays table.

e Type the Name of the Holiday into the description field.

If the Holiday is always on the same date in the same month, like New Years Day, click on the

Months (January) and then enter the appropriate Date in the Date section (01).

e Define whether or not to allow bookings for that Holiday by clicking on the appropriate
Radio button.

e

NOTE: If you don't define the booking option, FASTbook will default to 'Do not allow
booking'.

|
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A screen will pop up, allowing you to process the holiday until the year you define. The default is
set for 10 years ahead.

e Change the "To' year if necessary.

e C(lick the OK button.

The holiday is now being processed for the specified years.

e C(lick on the VIEW button to review the different days in the week the holiday is going to
take place in upcoming years. This screen will also show you if bookings are allowed.
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The button group on the right side lets you get to the first and last record quickly without

scrolling and deleting holidays from the list line by line.

e On the right side is a small calendar with the holiday you just have just setup, highlighted.

e C(lick on a different day and you will see that the holiday has a different color than the other
days.

The re}; color tells you that there are no bookings allowed for that day.

The blue color shows that only the Supervisor is allowed to book for that day.
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The green color indicates that booking is allowed on the holiday.
e DPress the Close button to return to the Holiday screen.
If the Holiday is always on the same weekday in the same month, like Thanksgiving, click on the

Month (November), then click on the Week (Last Week), and then click on the Day (Thursday).
Define if bookings are allowed on that day.

NOTE: If you don't define the booking option, FASTbook will default to 'Do not allow
booking'.

e C(lick the Process button.

A screen will pop up, allowing you to process the holiday until the year you define. The default is
set for 10 years ahead. Change the "To' year if necessary.

e Press the OK button.
The holiday is now being processed for the years you specified.

e To view the days in the week the holiday is going to take place in upcoming years and to see
if bookings are allowed, press on the VIEW button.

e DPress the Close button to return to the Holiday screen.
e C(lick on the INSERT button to insert the next blank line into the Holiday table.

e By clicking the INSERT button or by moving the cursor to a blank line using the keyboard's
arrows, the holiday is automatically saved.

But, if you just enter one holiday and then exit the Holiday setup screen, you have to press the
SAVE button in the FASTbook's toolbox.

e Click on the Post Edit button to save the last entry before exiting.

4.15.1 Entering Holidays

Entering Holidays

€ From the View Pull-Down Menu in the Action bar pick Holidays by clicking on it or use
your mouse to click on the Holiday button in the toolbar.

€ The Holidays window opens.

@ Click on the INSERT button or press the Insert button on your keyboard to insert a new line
into the Holidays table.

€ Type the Name of the Holiday into the description field.
If the Holiday is always on the same date in the same month, like New Years Day, click on the
Months (January) and then enter the appropriate Date in the Date section (01).

€ Decfine whether or not to allow bookings for that Holiday by clicking on the appropriate
Radio button.

ﬂ NOTE: If you don't define the booking option, FASTbook will default to 'Do not allow
booking'.
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A screen will pop up, allowing you to process the holiday until the year you define. The default is
set for 10 years ahead.

€ Change the "To' year if necessary.

4 Click the OK button,
The holiday is now being processed for the specified years.

© 2005 Event Software



Chapter 4: Setting up FASTbook 138

€ Click on the VIEW button to review the different days in the week the holiday is going to
take place in upcoming years. This screen will also show you if bookings are allowed.

B Memorial day Dates =10] x|

—Dates

EN May, 2005 > |
Restrictions -
Y5 aos ALLOWY Sun Mon Tue Wed Thu Fri Sat

_|05r29/2006 ALLOWY 1 7 3 4 5 EF 7

_|0&izei2007 ALLOW 8 9 10 11 12 13 14

_|05i28/2008 ALLCWY 15 1R 1;@19 m M
_DSIESIEDDQ ALLOWY 37023 34 0I5 2 IT 28
_|08r31/2010 ALLCWY 20 €& N

0573072011 ALLOWY o Today: 51182005

0552852012 ALLOW
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[T Disable Yerify Delete Message

m Cloze
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The button group on the right side lets you get to the first and last record quickly without
scrolling and delete holidays from the list line by line.

€ On the right side is a small calendar with the holiday which you have just setup highlighted.

€ Click on a different day and you will see that the holiday has a different color than the other
days.

The red color tells you that there are no bookings allowed for that day.

The blue color shows that only the Supervisor is allowed to book for that day.

The green color indicates that booking is allowed on the holiday.

@ Press the Close button to return to the Holiday screen.

If the Holiday is always on the same weekday in the same month, like Thanksgiving, click on the
Month (November), then click on the Week (Last Week), and then click on the Day (Thursday).
Define if bookings are allowed on that day.

ﬂ NOTE: If you don't define the booking option, FASTbook will default to 'Do not allow
booking'.

€ Click the Process button.

A screen will pop up, allowing you to process the holiday until the year you define. The default is
set for 10 years ahead. Change the "To' year if necessary.

@ Press the OK button.
The holiday is now being processed for the years you specified.
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€ To view the days of the week the holiday is going to take place in upcoming years and to see
if bookings are allowed, press on the VIEW button.

@ Press the Close button to return to the Holiday screen.
€ Click on the INSERT button to insert the next blank line into the Holiday table.

€ By clicking the INSERT button or by moving the cursor to a blank line using the keyboard's
arrows, the holiday is automatically saved.

But, if you just enter one holiday and then exit the Holiday setup screen, you have to press the
SAVE button in the FASTbook's toolbox.

€ Click on the Post Edit button to save the last entry before exiting.

4.16 Ticket Types

El Ticket Types

The Ticket types database allows you to setup and maintain an active list of different types of
tickets. Each ticket type can then be attached to a specific event.

Entering Ticket Types
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e From the View Pull-Down Menu in the Action bar, pick Ticket Types by clicking on it or use
your mouse to click on the Ticket Type button in the toolbar.

The Ticket Types window opens.

Click on the INSERT button to clear the screen.

Type in the Name of the ticket type and press <TAB>.

Enter Description of the type of ticket. Press <TAB> after each entry.

Click on the Post Edit button to save the last entry before exiting.

4.17 Fastbook Online Security

ﬂ Fastbook Online Security

The Fastbook Online Security database allows you to monitor Fastbook Online activity and clear
out any stray logins.

Entering Fastbook Online Security
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From the View Pull-Down Menu in the Action bar, pick Fastbook Online Security by
clicking on it or use your mouse to click on the Fastbook Online Security button in the

toolbar.
The Fastbook Online Security window opens.

Click on the Login Name Drop-down, select the name you want to make inactive or purge

from Fastbook Online.
Click on the Post Edit button to save the last entry before exiting.
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5.1

Main Interface

Main Interface
Main Interface.

The Main Interface is FASTbook's file system. The file system is comprised of five components:
File, View, Settings, Windows, and Help. Each component allows Fastbook users flexibility and
shortcuts in and around Fastbook.

e The File menu consist of three features: Logout of database, Import and Exit.
Wiew Hettings Windows Help -8 X

|% Logout of Diatabaze

S5 Import k
L Exit

e The View menu consist of eight features: Toolbars, Event Detail, Calendar, Reports, Setup,
Messages, Expired Items, and System Alert Log.
File [View | Settings Windows Help B x

| Toolbatrs »

Esrent Dietail
Calendar
Reports...

wa

Setup

Meszages

Expired Items k

s 45 &

Syatem Alett Log

e The Settings menu consist of four features: Show E-Mail Notices, Show Expired Items
Notices, Show Hint Help, and Personal Preferences.
File View Windows Help -8 %

| ShowE-Mail Notices

Show Expited Itetms Notices
Show Hint Help

Personal Preferences. .

e The Windows menu consist of three features: Tile, Cascade, and Calendat.

File WView Settings Help -8 X
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| Tile
Cascade

I Calendar

e The Help menu consist of six features: Contents, About, Tip of the Day, Whats New?,
Fastbook Direct (Support Options), and Utilities.

File View Settings Windows B x
| Contenta |
i Ahout
Tip of the Day..
Whats Mew?

1 Fa3Thook Direct (Support Options).

[Ttilities r

5.2 Personal Preferences
Personal Preferences

The Personal Preferences - under the Settings from the Main Interface in FASTbook's file
system; this allows for the personal customization of an individual's view of the calendar. For
this feature to work within Fastbook, the users must have Calendar Options selected when setup
through Security. To have this feature activated, please see your Fastbook Administrator at your

facility.
e From the Settings Menu - select Personal Preferences.

File View Windows Help -8 %

Ahoar E-Mail Motices

Show Expited Items Motices
Show Hint Help

Personal Preferetices. .

o After selecting Personal Preferences - Personal Settings Windows appears.
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e The General Tab - is divided into four sections: Fastbook Messages, Misc., Event Data, and
Other.

e Fastbook Messages - you can customize which messages you want to see when signed on to
Fastbook.

e Event Data - you can customize event data.

Other - you can customize your Windows Login Name, as well as change time intervals for
checking mail messages and expired items.

ﬂ NOTE: The Save button applies changes made to personal settings. The Close

button closes the window.
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Personal Setiings E
General  Calendar |Defaults| Mnrelnfnl
Coloring—  Background Faont —Ewvent Change
D ayw: II:lWhite j I. Black Days I'1 :l Color |. Green j

Weekeand: ||:| MnneyGreed I. Black

Month Title: | Sitver =] |IRBlack
Hint: [C]RGE: 169, +] [MElack

[+ Show Bequest on Calendar

Day Title: | white ~| |IlElack
g I J I [T Shiow Eanceled amEalendar

Ot af Marth: ||:| SkyBlue vI [ Baold Firn Everts

Mumber OF Events: ID Silver ¥ Usze Special Calors on Calendar
Canceled Everts: ||:| Silver Type of Color: |Statuis J

Haolidays: II:l Silver

—Dption

Starting Day of Week |1 "|

[# Show Event Mumber Hyperlink:
[T Sl Bocnms W Ealemdar

Lo Lol L] L L

Ll L L

—Cell Infarmation
Select the field pou would like to dizplay in
each day

IEvent Marme j

Prezets:  [Custam

L |

e The Calendar Tab - is divided into two sections: Background Appearance and Event Changes.

e Background Appearance - allows the user to customize the physical appearance of the
calendar.

e Event Changes - allows the user to customize the physical cell appearance of the calendar.
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Personal Settings B
General | Calendar Defaults | More Info |
~Bocking
Location: | =l
Cliert: | =l
Event Type: | =l
Room: | =l

¥ Default to sdvanced Booking in FASTbooking

~Feport

Select the Logo file you wizh to uze on reports

B

b Save [} Close |

e The Defaults Tab - is divided into two sections: Booking and Reports.

Booking section - allows the user to customize certain fields to always be prefilled when booking
an event. Also if you check mark the box - Default to Advanced Booking in Fastbooking will
always you to open to advanced Booking Window.

e Reports section - allows the user to customize and/or change Logo file to appear on reports
within Fastbook.
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Personal Setiings E
Generall Ealendarl Defaults tore Info |

~FRemit To

RA0MW. [ron Ave
Meza, &2 85210

Pull From Location

Clear

Ewvent Types:

[ Ballet ﬂ
¥ Banquet

[T Basketball

[ Eroadway

W Clasz
[T Concert =l

b Save Gl Close |

e The More Info Tab - is divided into two sections: Remit To and Event Types.

e Remit To section - allows the user to customize and select which location to pull Remit To
Address from.

e Event Types section - allows the user to customize which event types to choose from when
booking an event.
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6 Calendar

6.1  Settting up and Using the Calendar

1%
csender | How to setup and use the Calendar

The Monthly Calendar is FASTbook's default desktop. It displays an entire month at one time.
The buttons in the tool bar allow you to open other modules such as Event Detail, Time lines,
FASTbooking, Reports, Messaging, Expired Items and Setup. The buttons above the calendar
change the displayed date. In the table on the bottom of the screen you can view all scheduled
events for the currently highlighted date. This is one way of viewing schedule availability.

H
Calendar
=
Event Detail
+*
rd
FasThooking

L

Feporks

%

Setup

Irvaicing

Messages

=

Email

Eq

Timelines

‘4

Expired Ikems

Monday, May 02, 2005 MR

e To display the previous year, month, or day, use the arrow buttons located on the left side of
the date in the toolbar. The previous year button is the farthest button to the left with two
solid bars and the arrow pointing to the left. The previous month button shows a solid bar
and an arrow pointing to the left. The previous day button has one arrow pointing to the left.
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You only need to click on the button once for it to execute.

e To advance a day, a month, or a year, click once on the arrow buttons located to the right
side of the date in the toolbar. The next day button has one arrow pointing to the right. The
next month button shows a solid bar and an arrow pointing to the right. The next year button
has two solid bars and the arrow pointing to the right.

e To quickly move to another month and year, click on the long button which displays the
currently highlighted date. This is a 'Go To' button, and pressing it will cause a pop up screen
to appear where you can select the month and year you want to display in the calendar.

[

Wednesday, October 13, 2004

Sun Mon Tue Wed Thu Fr Sat

1 2
i 4 5 B 7 8 13
10 11 12 #E» 14 15 18
17 18 13 20 21 22 23
2 25 2 O 28 023 A0
H

T Today: 8/1372004

When the calendar first opens, the current date is always highlighted in the Windows highlight
color and displayed in the toolbar at the top of the screen. (You can easily  change the
highlight color in Calendar options; calendar options can be found by doing a right mouse-click
at the calendar.)

Each day cell contains various lines of text; the number lines display dependents on the size of
the calendar. The Calendar displays the Event names or event types for all the Events booked on
that day, and the information is arranged by status and order of entry. A summary of details for
each event is listed in the table at the bottom of the screen. Event Number, Event Name, Room
name, Event Type, Status, Start Time, End Time, (or optionally Show start time and Show end
time) and Setup Style are listed. The resources like Equipment, Meals, Labor and Notes, if
assigned, will have small check marks in the check boxes. If notes exist for the event, they will be
designated with a notepad icon in the box.

Days that have more than three different events are marked with the total number of events on
the left side of the day cell.

You can view the additional events not displayed on the calendar by highlighting the day and
looking in the table at the bottom of the screen.
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To view information about events on a particular day, click anywhere in a day cell. The color in
the day cell will change to the highlight color. The date in the toolbar will change, and the details
of the Event in the table at the bottom of the screen will change to the information for the day
you selected.

You can also use the right and left arrows on your keyboard to advance or recede one day.
Pressing the up or down arrow will highlight the same day in the previous or following week.

From Calendar, you have the option to quickly open the Event Detail module, the Timeline
module, the FASTbooking module, the Reports module, the Messages module, the Expired
Items Module, and the Setup module by using the buttons in the toolbar on the left side of the

screen.
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I=
Calendar
7]
Event Detail
+
rd
FasThooking

e

Reporks

%

Setup

Irvaicimg

Messages

=

Ermnail

K «

Timelines

a-

Expired Items

The Event Detail module can also be opened by double-clicking on one of the events in the table

at the bottom of the screen.

Everi Times: S Times Aeso =
Humbzr | Hame I Stat | Erd I s ez L I Stal | End IEI:I|L I
L B051  Mes Ewent EOT &am 1220pm  Frm Gr==n Focm Comp Servces E00 am 1200 pm
_| G209 Test Enplade Froc BO0em S00pm  Tenbsive Hakoom B Conceit
| 6209 Tast Esplade Froc B0d &am 500 prm Tenlshve Haloocm C [
I 6209 Test Explade Fiog BODem S00pm  Tenkshve Balioom & Conzeil C
-
K1 LI_I

ﬂ NOTE: Calendar options allow you to customize your calendar

e With Calendar open, do a right mouse-click to view the drop down box.
e Select Calendar Options by clicking on it. The Calendar Options box will open showing the

default Calendar settings.
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L

Personal Settings
General Calendar |Defaults| Ml:urelnfl:ul

LColoring—— Background Fant —Event Change
Day: II:l White j I. Elack Days I'1 :l Color ||:| el j

Weekend: ||:| RGE: 222,j I. Elack

Month Title: [ Siver | [ Black
) [v Show Event Mumber Huperlink
Hini: ID RGB: 169, j I. Black ™| Show Foome On Calendar

=l
=l
I
I
Day Title: ||:| white j I. Elack j [ Show Request on Calendar
[
[
[
[

— O ptian

Starting Dray of Week |1 "l

[~ | Showe Canceled o Calendar
Out af Morth: ||:| Silver vI

[~ Bold Firm Events
Murnber OF Everts: ID Silver [+ Usze Special Colors on Calendar
Canceled Events; ||:| Silver

Halidays: ||:| Silver

Type of Calor: | Status j

—LCell Informatior
Select the figld you would like to dizplay in
each day

IEuent Marme j

Prezets: | Custom

Set Navigational Days by turning on or off the check boxes; you will see the change displayed on
the calendar in the background.
You can also set Dark Days (Days that you don't schedule events).

e Click on the day you wish to shadow and the color you wish to use.
e Make any other color changes you wish to make on your calendar.
e C(lick on the OK button to save and return to the calendar.

ﬂ NOTE: To Resize your Calendar so that you can see all of your Events at the bottom:

e Using your pointer, grab the base of your calendar and move up or down, or click on your
right mouse button to select Splitter Position.

e Increasing the number will increase the size of the calendar and decreasing the number will
decrease the size of the calendar.

On some day cells you may see a small image. It is a symbol for a holiday that is setup for your

center. If you click in the day cell that contains the symbol, the name of the holiday will be

displayed in the toolbar below the date, right next to the image.
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6.2 Calendar Filters

Using Calendar Filters

ﬂ NOTE: Calendar Filters allow you to customize your calendar view for Rooms,

Locations, Statuses, Event Types and Clients and/or combinations.

e With the calendar open, click on the Green Syphon next to <not filtered> <TAB>.
e Click on the "Filters" <TAB> and by default, the "Rooms" will appear, and by default all
rooms are selected.

X|
Calendar Filter Mame I j [ Default
Filters I Calendar Options |
F ooz I Locations | Statuszes | Ewvent Types | Clients |
# Roorn Character Mm Ballroom C/D Concession #2
& Brand Mew Foom Balroom D Concesszion #3
& Brand Mew Foom #2 Ballroorn 0 /E Convention Hall B
A Test Foomn Ballroom E Dance Hall
All Lobbies Ballroom Lobby E ntire
Another Mew Foarn Ballroorn-&/BAC Equiprnent Rental
Arena Balroom-4./B/E Eucalyptuz Courtyard
Ballroom Big Group Executive
Ballroarm & Biob Carr Arts Center Executive Lobby
Ballroom A8 Bowx Office E =hibit Hall
Ballroom A AC Brown B Exhibit Lobiby
Ballroom A/EAE VB Office [Deli) Gratd
Ballroom B Cactus Convention Ct Great Foom
Ballroom BAC Colared Roomn Green Roam
Ballroom C Conceszion #1 Ha
1| | i

Check Al | Uncheck All

I Save | [l Close

e C(lick on the "Uncheck All" box to unselect all rooms.

e Check mark the room or rooms you want to include in the filter.

e For example, let's include Room A, B & C in the filter - select Room A, B & C and then next
to "Calendar Filter Name" type
a name for that filter. In this example, let's name it same as the selected room: Room A, B,
& C, and then click on the "Save"
button.
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Calendar Filiers i

Calendar Fiter Name [Foom 4.8 & C =] I Defaul

Filkers I Calendar Options |

Fi ooz I Ll:u:atinnsl Statusesl Ewvent T_I,Ipesl Elientsl

[1 Arena all [ Roam A-D
[] &rena Bowl [1Room B
[] Arena Lobby [ Roam C
[71 Arena Upper Deck [ Room D
[] Ballroarm A

["] Ballroom A & B

[] Ballroor B

[[1 Ballroorm C

["] East Lobby

[ Gillzrest Al

[ Gillzrest Hall

[] Green Room

[[] Rehearsal Hall

[7] Foom &

[ Boom s & B

BoomAB & C

Check Al | Uncheck Al

b Save | E| Cloze

e With the calendar open, click on drop down next to <not filtered> <TAB>.
e Sclect the newly created filter - in this example, Rooms A, B, & C
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FASThook {Event Software Development] - [Calendar]
File WView Settings Windows Help

Ewent Detail
>

-

FASThooking

iy

Reports

%

Setup

Invioicitg

Messages
=
Einail
E |
Timelines
&
Expited Items

-8 X
Marith |Week | Monday, Augqust 01, 2005 =lAr] [RoomageC jm
August| <not fitered:
Sunday tonday Tuesday Friday S aturday
2 3 4 5 E
F0 Phoenix Lniversti B3 T & B Medical MewgE Chamber of CommilE The Heville Brathe
7 ] E] 10 11 12 13
160 Phioeris U nisverstiy 68 T & B Medical MewdE Good Guy's Rod 46 Good Guy's Rod &46 Good Guy's Fod &
|42 The Producers (65 Homers Tool Sale
|65 Homerz Tool Sale
14 15 16 17 18 19 20
A6 Gond Guy's Riod &B0 Phaenix Universtivls? The Full Manty |57 The Full Manty  [BE Charmber of Carmmid0 M ational Auta Shotd0 Hational Auta Shio

B5 Homers Tool Sale

B2 T & B Medical Mews? The Full Monty

157 The Full kanty

118 The Mewville Brathe
157 The Full Monty

21 22 23 24 25 26 27
A0 Mational Auta Shotgl Phosniz U niverstiy |68 T & B Medical Mewe? BEE Inc Sales meds? BEE Inc Sales meqhE Rod Stewart
57 The Full Monty 57 The Full Monty |66 Chamber of Commi51 Travel & FY show (51 Trawvel & FY show
28 29 30 31
B Travel & B show 68 T & B Medical Me
Mates | Show Times| Client | Timeg | Ewent | Timeg | Status ﬂ
| Start Name | End Name | Stark |
L % 7:00 pra Phaenix Univ. Inc. 1030 pm Phoenis Urniverstiy F:00prm Firm
K| _'I—I

| Current Client: I

d Current Contact:

Y

| 5531188 [SUPERVISOR

|0 nuew message(s) (CAFBWins0\fhdata\fhdata fidb

Room A,B & C).

After you have selected a room, the calendar will refresh with the selected filter criteria (e.g.
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FASThook {Event Software Development] - [Calendar]
File WView Settings Windows Help -8 X

I::l Manth |\v\-"eek I Monday, August 01, 2005
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2 311}

. 1
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o

-

FASThooking

Ly 7 8 g

10 {1}
Reports B2 T & B Medical e

%

Setuy
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17 {1}
B B2 T & B Medical Me
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Iessages 21 22 23 24 {1} 25 26 27
@ 68 T & B Medical Me
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Titmelines B2 T & B Medical Me
A
Expited Items
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| Start | Name | End | Name | Stark |

[
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7 Event Detail

7.1 Overview

&)
Event Detai Event Detail

The Event Detail screen is the entry form which allows you to book single events and enter all
associated pertinent data.

After the input is processed, the system creates a master record that is unique to all other records.
Depending on the number of rooms and the length of time they are booked for, FASTbook also
creates a variety of records that are associated with the master record.

Example: Ten (10) rooms are combined into a group called the "West Wing Conference Center".
This group of rooms is then booked for a period of three (3) days. FASTbook will create a
master record with a system generated Event # as a unique identifier. When the event is
processed, FASTbook, at your option, breaks down the group into the individual rooms and
generates 30 records associated with the master record. This allows you to edit and delete single
components while keeping the master record intact.

7.2  Components of the Event Detail

Components of the Event Detail Screen

The entry form consists of a variety of fields which enable you to enter information about the
event. Most fields are optional, but some fields have to be entered in order to complete the
booking. These required fields are: Event Name, Event Status, Client Name, Event Type, etc.

The entry form is divided into several sections:

e The upper section contains the main information about the event, such as Event Name,
Status, Client Name, and dates that are generated by the system once you have rooms
booked.

e In the lower right corner you are able to define certain choices for the event. Select as many
check boxes as you like. If you have our optional web calendar or computerized displays by
checking the boxes, the event will be posted, and if the event is a private or a public event,
you can check the box you want. If you select private, your event will show on the calendar
with the event type, not the event name; this is for security purposes.
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[ Jo e [ - |+ IS [@FSE T I £ TR R Event# [E572 ]
General | Eventinfo | Ticket Totaks | Web | Addiional Cients | Audts | [] Ticklers [_] Nates [] Lahar
Opti
NamelT&El Medical Mews pp":?élmet
Client - ~| | Displays
|Th0mas Bollan J ContactlTthas Ballan J I Public
Ewvent TypelCanerence j Location k)onv Cir «| [T Private

Statuleirm .l Coordinatorl ,l Event Start & End Times
Start: 074202005 6:00 Aw
Expiresl vl Contractl End: 0873152005 11:59 P

M R [ = [ e | # Q Auto Explode Groups [~
R ooms | Equipmentl Mealsl Labor I Dutlinel Financiall Eustoml Ticklersl Presenterl Attachmentsl Ticketsl

—Suhevent Room {7}

E ML |LB[NT [start Date Day [tetTime  [setup  [Showstat  |showEnd  [TearDn [End Time Subevert Type |zetup Stylﬁ

»| WWM B:00 AM B:00 AM 1169 PM 11.58PM  Conference

[#107/27/2005  Wed B:00 AM £:00 AM 11:59 P 11:58PM | Conference
i [£108/03/2005  wed B:00 AM £:00 AM 11:59 M 11:56PM | Conference

[£10810/2005  wed B:00 AM B:00 AM 11:59 PM 11:59PM | Conference
i [£10817/2005  wed B:00 AM £:00 AM 11:59 M 11:56PM | Conference
i [£08/24/2005  wed £:00 AM £:00 AM 11:59 M 11:56FPM | Conference
| [£108/31/2005  wed B:00 AM £:00 AM 11:59 M 11:56PM | Conference

1 o

By ERBELY O

e The bottom part, graphically separated from the Event Detail part by a Sub Event toolbar,
contains all Sub Event and additional event information. This form has several tabs on the
bottom to book resources and enter other event information.

_f‘_-_—i_l_l, f" Ao Explode Groups [ |

ﬂ NOTE: The bottom part of the Event Detail screen has 11 tabs; Rooms, Equipment,

Meals, Labor, Outline, Financial, Custom, Ticklers, Presenter, Attachments and Tickets. The
TABS allow for easy navigation between resources, and because the tab you are working on is
always highlighted in the screen color, there will never be a doubt about what resource you are
working on.

The Buttons in the Event Toolbar
The Event Detail and the Resource sections have their own navigational toolbar. The top tool
bar only works with the Event Detail screen, the bottom part only works with the tab screens.
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7.2.1 Navigator Buttons

The Navigator Buttons

Use these buttons as tools to move forward and backward within individual databases. Fach one
of the top row buttons operates on the field in the main screen where the cursor is located. Each
one of the bottom row buttons operates on the fields in the tab forms. The top buttons will not
work for the fields and tables in the tab section, and the bottom row buttons will not operate in
the Main Event Detail screen.

T . ; i
The "First Record" button takes you to the first record in the database, and makes it the
current record. It has an arrow pointing to a solid vertical bar on the left side. When inside a
table in one of the tab forms, the cursor will be moved onto the first line.

& The "Previous Record" button takes you to the record immediately before the record
shown on screen, and makes it your current record. This button has an arrow pointing to the left.

9 The "Next Record" button takes you to the record after the record is displayed on the
screen. It moves you forward one record in the database. This button has an arrow pointing to
the right.

C . .

The "Last Record" button takes you to the last record in the database, and makes it your
current record. It has an arrow pointing to a solid vertical bar on the right side. When in a tab
form, the cursor will be moved to the last row in the grid.

The "Delete Record" button will delete the information currently on the screen. In Event
Detail, the entire event, including Event Number and the Sub Event(s) with all be attached and

Resources will be deleted. In any of the Sub Event resource tabs, the currently highlighted row
will be deleted.

The "New Record" or "Insert Record " button saves the information currently on the
screen and then clears the screen, or, in any of the tabs in a table, inserts an empty line so you can
attach a new record.

i The "SAVE" icon is used whenever you have completed a record and wish to save it to the
database. When the cursor is located inside a table in the meals or equipment tab, you only need
to enter the quantities required and then press the Save button to post your record. FASTbook
calculates all charges and moves the cursor onto the next empty line.

' The "Cancel Changes" button will undo all changes you made to a record. But, once you
click into a table, all entries made into fields in the main screen are automatically saved, so the
'Cancel Changes' button will not work.
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7.3

9 The "Refresh" button refreshes event information with the latest changes for that specific
event.

A The "Zoom" button is used to bring up the Insert Client Information, or to Zoom in on a
Subevent to see the details.

o . . . .
Z9 Click on the "Search" button if you need to find an event or information for an event. The
list of items you are able to search in Event Detail is large. (To find out how to use the search
pop-up, look up the Introduction section in this manual.)

1 The "Notes" button allows you to add comments about the event and any of the rooms,
equipment, meals and labor.

¥
{r.4 The "Word Processor' button opens the Word Templates folder where the merged
documents are stored.

B The "Copy event" button will copy a complete event, room, equipment, meal, and labor
information to a new event record.

The "Lock" button lock/unlocks an event.

%= Click on the "Printer Button" to print an Event Information report.

&l

Event Information Report

Print \Workorder For Event

Cutline Repaork

Profit & Loss Report

Event Information Report Settkings. ..

Workorder Report Settings. ..

Scheduling an Event

Scheduling An Event
The Event Scheduling and Editing screen is accessible from the Calendar by clicking on the
Events Detail icon in the main toolbar.
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To go to a particular event, first highlight the day it's on, and then locate it in the grid below the
calendar. Click on the event or use your mouse to click on the Event Detail button at the left side
of the calendar.
The Event Detail window opens. The cursor is located on the Event Name field.

Click on the INSERT button to clear the screen to add a new event.

Type in the Event Name and press <TAB>.

e From the drop down list, select the previously setup client. Press <TAB> or <ENTER>.

ﬂ NOTE: When the cursor is on the client field, the ZOOM button in the tool bar is
highlighted and active.

The Client setup screen pops up if you click on the ZOOM.

ﬂ If you already had a client name highlighted when pressing the ZOOM button, you will be
able to edit this client. You will not be able to add a new client.

e If the Client Name field was empty when you pressed the ZOOM button, you will be able to
add a new client. You will not be able to edit other clients.
e Select the appropriate Client Contact from the pick list. Press <TAB>.

From the drop down list, select a previously defined status for the event and press <TAB>.

If you know the statuses by heart, you can type in the first letter of the one you need to book. If
you have several statuses starting with the same letter, add additional letters until the appropriate
status appears.

If the event is not a FIRM one and you entered a tentative expiration date in status setup,
FASTbook will calculate the expiration date and enter it automatically. In a Firm event, the
expiration date field will be blank. Press <TAB>.

e From the drop down list, select a previously defined Event Type and press <TAB>.
If you know the event types, you can type in the first letter of the one you need to book. If you
have several event types starting with the same letter, add additional letters until the appropriate

status appears.

e Enter the Coordinator's Name and press <TAB>.
e Enter a Contract Number for the Event. Press <TAB>.
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7.4

e If your center has multiple sites, enter the Location for the Event. Press <TAB>.

e FASTbook will put the initials of the person who first created the event in the Booked By
field on the Event Info tab. Press <TAB>.

e Decide whether or not you want the event to be broadcasted to FASTbook Online or to a
Computerized Display; if it is a Public or a Private event, click on the appropriate check
boxes. (If applicable).

ﬂ NOTE: If the event is marked "Private,' you will not see any detailed information about the

event. Only the Supervisor will be able to see details.

FASTbook will now stamp this record with the date and time created and updated for easy
tracking and later reference.

Scheduling a Room for an Event

Scheduling a Room for an Event

Using the Room Scheduler located at the bottom of the Event Detail screen allows you to
quickly book a room or a group of rooms. You are also able to edit already booked rooms, by
changing dates, times, setup styles, and rates. You may even change the room to a different one

in case you discover that the room you initially booked is too small, or is needed for another
event, etc. Follow the described steps for easy scheduling or editing.

e Enter the Start Date for the first Sub Event. Click pointer into Sub Event start date, then
click the down arrow; a calendar will appear, select start date with pointer.

FASTbook will fill in the name of the weekday for easier reference. Press <TAB>.

e FEnter the Start Time for the first Sub Event. Press <TAB>.

ﬂ NOTE: Times need to be entered as follows: 9:00AM or 11:30PM.

e From the drop down list, pick the required Setup time by clicking on the appropriate number
(Optional). You can also type in a number, for example '3'

e FASTbook will pick the first setup time starting with the number 3, which is 30. The time
you allow for setup is now 30 minutes. If you type '3' again, FASTbook will schedule a '300'
minute setup. Press <TAB>.

ﬂ NOTE: Sctup times and tear down times are booked in 15 minutes increments. If you
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allow at least 30 minutes for setup, it will be displayed on the timeline preceding the
status color of the room as a shaded version of the color.

e Enter the Show Start Time for the first Sub Event. Press <TAB>.

e Enter the Show End Time for the first Sub Event. Press <TAB>.

e From the drop down list, pick the required Tear down time by clicking on the appropriate
number. (Optional). You can also type in a number, for example '1'. FASTbook will pick the
first tear down time starting with the number 1, which is 15. The time you allow for a tear
down is now 15 minutes. If you type '1' again FASTbook, will schedule a '105"' minute tear
down. Press <TAB>.

e Enter the End Time for the first Sub Event. Press <TAB>.

From the drop down list, pick the Event Type for that Sub Event by clicking on it. Press
<TAB>.

If you know the event types, you may type the first letter of the ones you need to book.
If you have several event types starting with the same letter, add additional letters until the
appropriate event type appears in the field.

e From the drop down list, pick the Setup Style for the room by clicking on it. Press <TAB>.

Again, if you know the setup styles, type the first letters of the one you need to book. If you have
several setup styles starting with the same letter, add additional letters until the appropriate setup

style appears.

e From the drop down list, pick the most suitable room by clicking on the room name. Press
<TAB>.

If you know the room you want to book, enter the first letter of the room name. If the room is
not available, the field will either stay empty, or FASTbook will find the next room starting with
the letter you typed.

ﬂ NOTE: FASTbook has already narrowed the number of rooms and groups down to the

ones that are visible in the list. You will only see rooms that are available for the status,
location, and setup style you have selected.

e From the drop down list, select the Rate that you want to charge for the room. Press <TAB>.

© 2005 Event Software



167

FASTbook Application Manual

ﬂ NOTE: FASTbook has already narrowed down the selection list of rates to the ones that
specifically apply to the client.

FASTbook will now book the room and apply the appropriate rate. The Date and Time field in
the upper left corner will be updated for record tracking purposes. If the Rate is left blank, the
user can advance to the next field and manually enter room charge.

After FASTbook has placed an amount into the room charge field, the cursor will be in the Start
Date field of a new line in the table, and then additional rooms can be added. If the cursor is not
on an empty line, press the INSERT button located in the bottom part of the navigational
toolbox to add a new line to the table.

e  C(lick on the INSERT button located in the upper part of the navigational toolbox to clear
the screen and get ready to enter the next event.

ﬂ NOTE: If you have entered a date that is set up as a Holiday, FASTbook will notify you

as soon as you are finished entering the date. If booking is allowed on that holiday, you can enter
the start time for the Sub Event. If booking is not allowed, or only the Supervisor is able to book,
a pop up message will tell you.

ﬂ NOTE: If you have scheduled Room Groups and need to explode them, place the cursor

on the Start Date for the Room Group you want to explode and click your right mouse
button to pop up a menu. Select explode group to explode all the rooms in the group you
selected.

- If you need to make comments about any of the rooms you have scheduled, highlight the
room and then press the NOTEPAD button. A screen will pop up, leaving you sufficient room
to add comments. (To find out how to use the notepad, look up the Introduction section in this
manual.)

To show you that there are notes for a room, FASTbook will place a small Notepad inside the
Room tab.

e Click on the Search button if you need to find an event or information for an event. The list
of items you are able to search in Event Detail is large. (To find out how to use the search
pop-up, look up the Introduction section in this manual.)
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7.5 Scheduling Equipment for aroom

Scheduling Equipment for a Room

The Equipment Scheduling tab allows for the easy and fast assigning of equipment and
equipment packages to one room at a time. You can edit and add items.

e Place the cursor on the Start Date for the room you want to book Equipment for and click
once, so that the date is highlighted.

e C(lick on the Equipment tab located on the bottom part of the Event Detail screen right next
to the Rooms tab. The equipment page opens.

e From the drop down list, select a previously setup piece of equipment. Press <TAB>.

e Enter the number required for that piece of equipment. Press <TAB>.

e Press <TAB> to skip the Quantity received field.

DO00RQa0e, »»IE S~ Event # [60 i
General | Ewvent Infu:ul TicketTotaI&l Wieh | Additional I:Iient$| Audits | |:| Ticklers |:| Motes |:| Labar

Cptions—
Name |T & B Medical Mews |7p|nternet
C"EMIThnmas Bollan j CuntactITUm Bollon j F Eisbp?.lavs
ublic

Event TypelCanerence

j anatinnlCactus Convention Cj [ Private

Statusl "I Cnurdinaturl

Start: 0772072005 6:00 AR

E}{piresl 'l Cnmractl

j "E\rent Start & End Times

End: 08/31/2005 11:59 PM

i [ = 1 & i e,

Rooms  Equipment I Mealsl Labor | Dutlinel Financiall Eu&tnml Tiu:klersl Pre&enterl Attachmentsl Tiu:ket&l

—Subevent Equipment for Room Roorm D 072002005 (3)

SubeventAmtI $1,004.00 @Eackages Multi Assign |
Description |Qiy Ord |Qt\,f Rewd |Un'rt Charge |Tc|ta| |C0mmerrts | ﬂ
L LcD Projectar 1 1 $150.00  $150.00
| Mike Clip-on 4 4 $150.00  %600.00
| Fodium 2 2 $127.00  %254.00

*BydBRE=P @

ﬂ NOTE: If the quantity you requested is not available, FASTbook will tell you that your

order is only partially filled and will then display how many are received in the Quantity received
tield. If the number in the Quantity received field is less than the number in the Quantity ordered
field, then you do not have enough of the equipment on hand to cover the request.

© 2005 Event Software



169

FASTbook Application Manual

7.5.1

e Press <TAB> to skip the Quantity not returned field. This field becomes important after the
event, when you are able to go back into the equipment tab and enter the numbers for
equipment pieces that were broken or were not returned for other reasons.

FASTbook will automatically place the unit cost that was setup in the equipment master
database, in the next field.

e To allow for more flexibility, you are able to edit the cost for equipment.
e Press <TAB> so that you can enter any equipment specific comments in the comment field.

e Press <TAB> so that the system can calculate the total cost for the piece of equipment you
booked.

FASTbook will now book the piece of equipment and reflect the total cost in the Sub Event
Total and the Event Total field. The Date and Time field in the upper left corner of Event Detail
will be updated for record tracking purposes.

After FASTbook has placed an amount into the equipment total field, the cursor will move to
the Description field of a new line in the table where you can add additional equipment.

ﬂ NOTE: FASTbook allows you to add additional equipment of the same type, at a

different price. Just add the same equipment twice and edit the cost of the second selection.

Scheduling Equipment Packages for a room

Scheduling Equipment Packages for a Room

e Place the cursor on the Start Date for the room you want to book Equipment for and click
once so that the date is highlighted.

e C(lick on the Equipment tab located on the bottom part of the Event Detail screen right next
to the Rooms tab. The equipment page opens.

Click on the Packages button to open a pop up window.
In the table on the left you will see all your center's equipment packages listed.

e Use the arrow buttons between the two tables to move the packages into the table to the
right.

B11f you have an equipment package selected in the left table and then click on the button that
has one arrow pointing to the right, the package will be moved into the right table.

If you click on the button that has two arrows pointing to the right, all equipment packages
will be moved into the right table.
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[T 1f you select a package in the right table and you don't want to book it, simply press on the
button with the arrow pointing to the left to return the package into the inventory table.

If you want to return all packages in the right table into the inventory table to the left, press
the button with two arrows pointing to the left.

S |
Selecied Prckoges
15K & D Floanr
18118 Dance Floor
HuX Dance Floor
ZAn2d [ance Floor

Shd. Booth Sx10 0r 1021

Brlect Package duantiy- (1
@ 0k | % cancal |

e Once you select all packages you wish to book into the right table, select the number of
packages you need by either typing it in the Quantity field, or use the spin buttons on the
right side of the field for your convenience.

e Press the OK button if your selection is correct.

FASTbook will now book the Equipment Package. Every single piece of Equipment will be
listed in the Equipment table, and quantities and amounts will be calculated. The total cost will
be reflected in the Sub Event Total and the Event Total field. The Date and Time field in the
upper left corner of Event Detail will be updated for record tracking purposes.

e Press Cancel to cancel your entries.

hulti Assign | . . . :
Click on the Multi Assign button to open a pop-up window.

In the table on the left, you will see all your centet's equipment resources listed.
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=
[ Foark: lift

[] LCD Projectar
[] Mike Clip-on
[ Mike- hand
[] Phone

[] Padium

Initial Qluantity I 1 ﬁ"é"dd |

e Once you have check-marked all resources you need to book, select the number of
equipment you need by typing it in the Quantity field, and click on the "Add" button.

FASTbook will now book the Equipment. Equipment will be listed in the Equipment table, and
quantities and amounts will be calculated. The total cost will be reflected in the Sub Event
Total and the Event Total fields. The Date and Time field in the upper left corner of Event
Detail will be updated for record tracking purposes

™ 1 you need to make comments about the Equipment you have scheduled, press the Notepad
button. A screen will pop up, leaving you sufficient room to add comments. (To find out how to
use the notepad look up the Introduction section in this manual.)

To show you that there are notes for equipment, FASTbook will place a small Notepad inside
the Equipment tab.
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7.6  Scheduling Meals for aroom

Scheduling Meals for a Room

172

The Meal Scheduler allows you to schedule catering items for meal functions during an event
whether the catering is done in-house or supplied by an outside vendor. Additionally, the
Meal Manager enables you to keep track of associated charges, the start and end times for

each meal function, and whether or not to defer billing.

e DPlace the cursor on the Start Date for the room you want to book meals for and click once,

so that the date is highlighted.

e C(lick on the Meals tab located on the bottom part of the Event Detail screen right next to

the Equipment tab.
The meals page opens.

e From the drop down list, select a previously setup meal. Press <TAB>.

e Type in the Quantity ordered. Press <TAB>.

R I - [+ SIS TORSET PG hy

Event # [55

- Cptions—
Name |T & B Medical Mews v Internet
Client | Thormas Bollon ~ | Cantact|Torm Bollan +| | Displays
I J I J ™ Public
Event TypelCanerence j anatinnlCactus Canvention Cj [” Private

StatusIFirm 'I Cnurdinaturl j Event Start & End Times
Start: 07/20/2005  6:00 AR
E}{piresl 'l Cnmractl End: 08/31r2005 11:59 PM

General | Ewent Infu:ul TicketTotaI&l Wieh | Additional I:Iient$| Audits | |:| Ticklers |:| Motes |:| Labar

(Julvr v ]- 1+ ISR

Hoom&l Equipment teals | Labar | Dutlinel Financiall Eu&tnml Tiu:klersl Pre&enterl Attachmentsl Tickets

—Subevent Meals for Room Room D 0752072005 (3)

Subevent Amt I $867.36 Multi Azsign |

4] |

Description |S‘lar1 Time |End Time Gty Crdlered |Oty Received |Llnit ChargelTn‘cal |Commerrts ;l
_|Coffee, Tea & Juce far 12 B:00 AR 11:599 PM a L] $11.90 §459.40
P|T-Bone Steak Dinner jB:DEI Ahi 11:59 P a7 57 $11.98 §682.86
| |Soda &\Water for 12 G:00 Aht 11:59 Pht g B $25.00  $125.00 _I

5

*BydBRE=P @

FASTbook will place the cost for a single meal into the unit cost field. The Sub Event Start and

End Times are also defaulted into the appropriate fields.
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e Change the cost for a single meal in the Unit Cost field (if necessary). Press <TAB>.
e Change the start and end time for the meal . Press <TAB>.

FASTbook will calculate the total for the meal, and then update the cost in the Sub Event meal
total, and the event total field. The Date and Time field in the upper left corner of Event Detail
will be updated for record tracking purposes.

After FASTbook has placed an amount into the meals total field, the cursor will be in the
Description field of a new line in the table where you can add additional meals for a Sub Event.

If the cursor is not on an empty line, press the INSERT button located in the bottom part of
the navigational toolbar to add a new line to the table.

Multi Assign | . . . .
Click on the Multi Assign button to open a pop up window.

In the table on the left, you will see all your centers' meals resources listed.
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Multi Assign Resources [Meals] |
[iSoda & whater for 12

[[] Coffee, Tea & Juce far 12

[[] T-Bone Steak Dinner

[] Courtry Brunch

Initial Guantity | 1 M Add | @can.:e||

e Once you've check marked all resources you need to book, select the number of meals you
need by typing it in the Quantity field and click on the "Add" button.

FASTbook will now book the Meals. Meals will be listed in the Meals table, and quantities and
amounts will be calculated. The total cost will be reflected in the Sub Event Total and the
Event Total field. The Date and Time field in the upper left corner of Event Detail will be
updated for record tracking purposes

L 0; you need to make comments about any of the meals you have scheduled, press the
Notepad button. A screen will pop up, leaving you sufficient room to add comments. (To find
out how to use the notepad, look up the Introduction section in this manual.)

To show you that there are notes for a room, FASTbook will place a small Notepad inside the
Room tab.
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7.7

Scheduling Labor for an Event

Scheduling Labor for an Event

The Labor Scheduler allows you to assign personnel required for operations relating to an event.
The Labor Manager uses the data previously saved in the Labor, and Labor Positions & Rates
database, located in the setup section of FASTbook.

e DPlace the cursor on the Start Date for the room you want to book labor for and click once so
that the date is highlighted.

e C(lick on the Labor tab located on the bottom part of the Event Detail screen, right next to
the Meals tab. The labor page opens.

D - RO - Tk Event # |65 Jim
General | Event Infu:ul TicketTotaI&l ‘Web | Additional I:Iient$| Audits | |:| Ticklers |:| Motes |:| Lahar
Cptions—
Name |T & B Medical Mews Pplnternet
Client | Thomas Ballan ~| contact|Tom Ballon | | Displays
I J I J ™ Public
Event TypelCanerence j anatinnlCactus Canvention Cj [” Private

StatusIFirm 'I Cnurdinaturl j Event Start & End Times
Start: 07/20/2005  6:00 AR
E}{piresl 'l Cnmractl End: 08/31r2005 11:59 PM

W11+ IS =P

Hoom&l Equipmentl Mealz  |Labor |I:Iutline| Financiall Eu&tnml Tiu:klersl Pre&enterl Attachmentsl Tiu:ket&l

g —Bubevent Labor for Room Room D 07202004 (4]
= I8 Schedule Labor | Multi Assign |
||
= Position |start Enel oty |Rovet |Hrst |Hrs2 |Hrs3 |HrsOT |Fist Rete|Total  |comments ]
— _ASSt Electrician B.00 AWM 11:59 P 4 4| B.00 000 000 0.00 §0.00 §349.68
_Electrician B:00 AWM 11:59 P 2 2/ B.00 000 Q.00 000 %000 $284.04 _I
_Carpenters B:00 AW 11:559 P 2 2/ 8.00 000 Q.00 Q.00 §0.00 $288.00
LEVEHISUDEI’ GO0 AW 11:55 P 1 1 m 0.00 0,00 000 000 §180.00
KI| _'l_I
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Select Room or Event Labor from the two tabs on the left side of the screen. Press <TAB>.
From the drop down list, select a previously set up position. Press <TAB>.

Enter the number required for that position. Press <TAB>.

Click on the Labor Icon at the right side of your screen (optional) and select the Employees
that you wish to schedule for this Event and click on OK; this will fill in the quantity
received. You may now <TAB> to the next line and enter the next position. If you are not
using the optional Employee scheduler, simply enter the quantity received and the Number
of hours worked. You may now <TAB> to the next line and add your next position.

e Click on Post Edit after entering all of the Labor.
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Multi Assign | . . . ;
Click on the Multi Assign button to open a pop up window.

In the table on the left you will see all of your centers' labor resources listed.

=
[ liSecurty
[ Ticket seller super
[] Ticket Sellers

[] Ticket takers

[] Usher super

[ Ushers

[ Palice

[] First aid

[] Peer group

[] Event super

[] Guest relations
[ Parters & Matrons
[] Housze managers
[ Floor managers
[] Hozp.managers
[] Carpenters

[] Riggers/up

[] Riggers/down

[ Electrician

[ Sound

[ Loaders

[] wWardrabe

[ Hair

[] Asst Elechician

Initial Guantity | 1 # Add | @can.:e||

e Once you have check marked all of the resources you need to book, select the number of
meals you need by typing it in the Quantity field, and click on the "Add" button.

FASTbook will now book the Labor. Labor will be listed in the Labor table, and quantities and
amounts will be calculated. The total cost will be reflected in the Sub Event Total and the
Event Total field. The Date and Time field in the upper left corner of Event Detail will be
updated for record tracking purposes

FASTbook will now book the Labor. Labor will be listed in the Labor table, and quantities and
amounts will be calculated. The total cost will be reflected in the Sub Event Total and the Event
Total fields. The Date and Time fields in the upper left corner of Event Detail will be updated
for record tracking purposes.
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- If you need to make comments about the Labor you have scheduled, press the Notepad
button. A screen will pop up, leaving you sufficient room to add comments. (To find out how to
use the notepad look up the Introduction section in this manual.)
To show you that there are notes for Labor, FASTbook will place a small Notepad inside the
Labort tab.
Labor Scheduling
Labor Requested Show All Bequests for thiz Event.
Room Position Date Start Time|End Time
| AIRoom D Azst Electrician OF 20,2005 (6:00 &k 11:59 Phi
Room D Electrician 072002005 600 Ak 11:59 PM 2
Room D Carperters OF 2002005 |6:00 A 11:59 PM 2
Room D Ewvent super 072002005 600 Ak 11:59 PM 1
Employees Scheduled Requested: 4 Azzigned: 4 Meeded: O
Employee Date |Btart |End |F'|:|5iti|:|n
tEIiIIJau:ksnn Q72002005  B:00AM (1159 PM Azt Electrician
_|Matt Downer Q72002005  B:00AM (1159 PM Azt Electrician
_BEIm Smith 07i20i2008 6:00AM 11:59 PM Asst Electrician
_RandyTim Q72002005 |6:00 AM 11:599 PM Asst Electrician
- - | | 5
Lol mle] =] ] ]
7.8 Entering Financial Information for an Event

Entering Financial Information for an Event

e Click on the Financial tab located on the bottom part of the Event Detail screen right next to

the Outline tab.

The financial information page opens.

In the Resource Charges section, the charges for booked resources are already forwarded from
the Sub Event total field in each resource screen. The total already paid will be displayed.
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FASTbook also displays the sum of all event charges. You will not be able to edit those fields.

(Optional). Press <TAB>.

If the Client Category is changed for this event, you can make a temporary change

Q0082 IJIG, e fE o~

Event TypelCanerence

j anatinnloactus Convention Cj [~ Private

StatusIFirm 'l Cnurdinaturl

Start: 07/20¢2005  6:00 Ahd

E}{piresl vl Cnntractl

End: 0873172005 11:59 FM

j ’*Event Start & End Times

Event # [58 [
General | EventInfo | Ticket Totaks | web | Addiional Clients | Audits | [] Ticklers [] Notes [] Labor
Options—
Hame IT & B Medical Mews Fplnternet
Client | Thomas Bollon - | contact|Tom Ballan -] | Displays
I J I J [~ Public

Hoomsl Equipmentl Mealsl Labor I Outhne

Ewent Financial Information / Charge

| Cuztom I Ticklers I F'resenterl Attachments I Ticketsl

| Invoices | Paymentsl General Info

Client Categnryanr—Prnﬂt j PO Mumber: I
Room Charge  Equipment Labor keal Resource Total
§12688.33 | §1004.00 | §75204 | §8BT36 | §15211.73

Other Costs IW
Event Total I $15211.73
Total Received IW
Femaining Im

*

BEvEaRE® N

To set payment or deposit ticklers or enter payments, click on the Payments tab on the left side

of the screen. In the payments table you can set payments or deposit ticklers or enter all deposits
and payments made. They will be carried over to the invoice module.

Enter the Payment type (Optional). Press <TAB>.
Enter the Date payment is due (Optional). Press <TAB>.
Enter the Amount due (Optional). Press <TAB>.

From the Assigned to drop down box, select the person you want to receive the tickler

notification. (Optional). Press <TAB>.
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Fh:n:nmsl Equipmentl Mealsl Labor | Outline  Financial |Eust0m| Ticklersl F'resenterl Attachmentsl Ticketsl

Payments [ Payment Tickler:
Payment Type |Paymerrt Due |.='-“.m0urrt Due |Assigned To |Date Paid |Amaunt Paid |Pa3-'mer|t Method |Reference ﬂ
Payment 0472612005 $4,000.00 ALICE 04/27r2005 $4,000.00 Checld

[ *

m o

|I|W|:|i|:es| FPayments  General Info

ﬂ NOTE: If you don't enter any payments into the table, you need to press the SAVE

button to save the record.

e If you are entering the Payments or Deposits, the Payment or Deposit amount will be carried
over to the Invoice module.

Enter the Date you received the Payment or Deposit (Optional). Press <TAB>.

Enter the Payment or Deposit Amount (Optional). Press <TAB>.

Enter the Type of Payment that was made (Optional). Press <TAB>.

Enter a reference or description for the payment (Optional). Press <TAB>.

7.9  Entering Information in User Definable Fields

Entering Information In User Definable Fields

e C(lick on the Custom tab located on the bottom part of the Event Detail screen right next to
the Financial tab.

Fh:u:nmsl Equipmentl Mealsl Labar | Elutlinel Financial | Customn ; Ticklersl F'resenterl Attachmentsl Ticketsl

Ceal I
Splitl
Bar Splits I

Total Met |F

E—
Novelyspit[
——

Parking split
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e C(lick in the first User Definable field and enter your customized item. The field is labeled
with the item you have previously setup in the 'User Definable' screen in Setup's Center
Profile (These fields are User Defined 1 thru 24). Press <TAB>.

e Enter the second User Defined item. Press <TAB>.

e Press the "Save" or Post edit button to save changes.

7.10 Assigning ticklers to Events

Assigning Ticklers To Events

Ticklers are meant as reminders of the tasks associated with a particular event.
e C(lick on the Ticklers tab located on the bottom part of the Event Detail screen right next to
the Custom tab.

Fh:u:nmsl Equipmentl Mealsl Labor | Elutlinel Financiall Cusztom i F'resenterl Attachmentsl Ticketsl

—Tickler Actions for Events 68 (1)

Deszcription ﬂ Action |Due Date |Assigned T ﬂ

lE\rentTickIer LSend Thank ou Mote 07i252008  MARY

Matify Catering OBr29r20048 |KEITH

: Recieve Cantract Back 0B/0Ar2005 |ALICE

N Maotify Operations Q7I0e2005 Opps

_|SheckInsurance 07i0&r2005 ALICE

|_|Send Contract 05521720048 |ALICE
fod | KN I _'l_l

e Pick the first Tickler you want to assign to the event from the drop down list in the left table.
Press <TAB>.

e Press <TAB> if you want to assign additional Ticklers, otherwise click on the SAVE button.

e The Tickler Actions will be immediately displayed in the table to the right.

e The name of the person responsible for the tickler is shown in the second column, the Due
Date in the third one.

NOTE: FASTbook has automatically converted the days before and after the event into proper
dates. The Days Away were previously defined in the Ticklers database in Setup.

Once Ticklers are assigned to an event, you can come back to this screen anytime and fill in the
Date a Tickler Action was completed and by whom.

e Enter the Date the Action was completed. Press <TAB>.
e Pick the person who completed the task from the drop down list. Press <TAB> or click on
the SAVE button.
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7.11 Scheduling a Presenter for a Room
Scheduling A Presenter For A Room

e Place the cursor on the Start Date for the room you want to book a presenter for and click
once, so that the date is highlighted.

e C(lick on the Presenter tab located at the bottom part of the Event Detail screen right next to
the Ticklers tab. The presenter page opens.

Fh:u:nmsl Equipmentl Mealsl Labor | Elutlinel Financiall Eustnml Ticklers  Presenter |Attachments| Ticketsl
~Subevent Presenter for Room Room D 07/20/2005—— [ Audin/Vizual Need
Mama IT,:,m Bollon j [ Slide Projectar
Motes |Set Podiurm 5 feet out from Norhwest corner - Dve_mead Projector
I+ Podium
v ne
[ Easel
™ MoritorVCR
I~ 3/4"WCR
~Catering Need z
stetng Hes v BREAKFAST [~ LUNCH F 1F;Q E\;CT
[ AM BREAK I PM BREAK b
| I Staging
ﬂ NOTE: There can be only one presenter per Sub Event.

e Enter the presenter's name. Press <TAB>.

e Mark all check boxes in the audio/visual needs section that apply.

ﬂ NOTE: The Check boxes in the Audio/Visual section are user definable.

To customize the wording, you have to open Setup and make your changes in the Center

Profile's 'User Defined II' screen.

e Mark all check boxes in the catering needs section that apply.

e C(lick on the SAVE button in the bottom part of the navigational toolbox. The Date and
Time field in the upper left corner of Event Detail will be updated for record tracking
purposes.

7.12 Attaching and sending Files

Attaching and sending files

FASTbook's attachment function will allow you to attach any file to the event or email any of
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the templates that you created in your word processor. Click on the Attachments tab located at
the bottom part of the Event Detail screen right next to the Presenter tab.

Hoomsl Equipmentl Mealsl Labar I Dutlinel Financiall Eustoml Ticklersl Frezenter : Ticketsl
AtachFie [|JAoded  [Addedby [File Name [File Type[Email_| il
_ AtechFie |1y
Femave File
Open File

Save bz, |

Wword Merge

‘B @BRE=® @

e Click on the attach file button to pop-up a menu. You are given three choices, the first allows
you to attach any file to the event. The second choice is to attach a merged word template to
the document, make changes, save it and then right mouse click on it to email it to a client. The
third choice is to email a merged word template to the client and attach a copy of it to the
event.

7.13 Entering Tickets Information

Entering Tickets Information for an Event

e Click on the Tickets tab located on the bottom part of the Event Detail screen right next to
the Attachments tab.

The tickets information page opens.
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7.14

Fh:uomsl Equipmentl Mealsl Labor | Dutlinel Financiall Eustoml Tiu:klersl Pre&enterl Attachments  Tickets

||]t_p Available| Price ||]t_I.J Sold | =
i} $17.50 an

From the drop down list select a previously setup ticket type. Press <TAB>.
Click the Date drop down list select correct date. Press <TAB>.

Click on the Qty Available and enter available quantity of tickets. <TAB>.
Click on the Price and enter price per ticket. <TAB>.

e C(Click on the Qty Sold and enter total number of tickets sold.

After FASTbook has placed a number into the quantity sold, use the <TAB> key to insert a
new line in the table and you can add additional tickets.

Entering Additional Event Information

Entering Additional Event Information

e Click on the Event Info located on the top part of Event Detail screen next to General.

General  Ewvent Info | Ticket Totalsl Web I Additional Elientsl Audits I I:‘ Ticklers I:‘ Maotes I:‘ Lahbor

Insurance Carrierl CreatedIDSISHNDE
Insurance Cnveragel UpdatedIDeUESIEDDS
Insurance Fee I Sales Rep_l vl

Netsqﬂ.l Booked ElyIKGE
Gross Sqﬂ.l pdated ByISUP

The top left part is the record tracking section. The date when the event was first created and the
date and time the event was last updated are captured here.
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7.15

Enter the Name of the Insurance Carrier. (Optional). Press <TAB>.
Enter the Insurance Coverage Amount. (Optional). Press <TAB>.
Enter the Insurance Fee. (Optional). Press <TAB>.

Enter the Net Square Feet of the room needed. Press <TAB>.
Enter the Gross Square Feet of the room. Press <TAB>.

FASTbook will now calculate the Total Square Feet rate.
The Created date is the date the Event was created, the Updated date is the last date that the
event changed. The Booked By is the person who booked the event and the Updated By is the

last person to make a change to the event.

e Use the Sales Rep drop down box to select a Sales Rep for the event (Optional). Press the
"Save" or Post edit button to save changes.

Printing Event Information

%= ™ After Scheduling an event you can print an Event Information report that gives you all
of the information that you need for the event.

e Click onthe printer icon in the Navigational bar, or if you open up Reports you will also
find the same report under the heading "Management". Thiswill open the Information
Report setup screen.

|
11| Oiptions | Field Choices |

[+ Onily far the following event

Event Number. |68 | Event Name: [T & B Medical News |
[ For the following date rangs
Start Date: [07./20/2005 | ErdDate: |08/31/2005 =]

Include Statuzes  Select All Statu&esl Include Event Types Select All Event Types |

v Fim v Ballet [v Football firena

[¥ Tentative 1 ¥ Banquet W Hockey

V¥ Tentative 2 [+ B azkethall ¥ lce Show

v Hold 1 [V Broadway V' Mesting

W Hold 2 v Clazz v Move-in

[+ Hold 3 v Concer W Morve-out

[V Deleted W Concert Country ¥ Riehearsal

v Request v Concert Flap

¥ Estimate v Conference

¥ Cancel v Ex=hibits

[v Farnily 5 how

Fiun Repart

Cloze
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e Select or deselect the items that you want to include in your Event Information report. Y ou
can aso change the name of the report by highlighting the current name and then typing the

new name or you can select one from the drop down list.

¢ Click on Run Report at the bottom of the setup screen. Y ou have a choice of printing or e-

mailing the report.

7.16 Copy Entire Event to new date

Using the Copy Entire Event to new date function

i

= FASTbook's copy event function will copy a complete event, room, equipment, meal, and

labor information to a new event record.

e Choose the event you wish to copy.

e Click with the right mouse button anywhere to pop up a menu.

e Sclect the choice 'Copy Entire Event to new date'.

Copy Entire Event to new dake

2 Refresh Events Data
Make a copy of the selected Room
tup apply these values to the other room(s)

Move Subevent to another Event
Delete mulitiple Room Bookings,
Explode selected Room Group.
Room Properties

Clear Shaw Times

Hide/Show Columns

d Time:
0P
0P
0P
0P
0FmM

Lo Explode Grow

Sul
cc
Cc
e
Cc
cc

The copy event screen will pop up.
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Copy Event El

—Copy From
Event Mbr 63 Status  Firm
Evert Mame T & B Medical News
From:  #/20/2005 Too 84312005 Spanning 43 dayz.
rCopy To

Statuz

Firrn j

Ewent Hame IT & B Medical Mews

Fromm: ID?N 9,/2008 vI at B:00 &k

LI ratil:

tethod of Copy

% Only copy if entire event will copy

" Copy all subevents that will copy

05/30/2006 at  11:53 PM

Copy Additional Information———

v Motes v Ticklers
v Meals [v Labor

[+ Equipment [+

# 0K

€3 Cancel |

186

The top half of the copy event screen is the information you want to copy and the bottom half is
the new event information that you are copying to.

e Enter a new event name if it is different than the old one. Type in the new start date and start

time, <TAB> to status and select the status you want.
e If you have resources assigned to the event that need to be copied, click on the appropriate

check box(es).

e C(Click on the OK button after you reviewed the information you have entered and
FASTbook will copy the information from the old event to the new event and assign it a
new event number. The system will notify you of any room or equipment conflicts during the

COpY process.

7.17

Apply these values to the other room(s)

FASTbook's copy Sub Event edit function will allow you to copy room, equipment, meal,
and labor information to other selected rooms of the same event.

e Choose the Sub Event you wish to copy from by clicking on it. The cursor will move to the

selected row.

e Click with the right mouse button anywhere in that row to pop up a menu.
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— Copy Entire Event to new date

showy Start Lk -~
00 AN Refresh Events Data ‘o
200 A Make a copy of the selected Room o
2:00 Ahd apply these values to the ather roommis) |_D
800 AM Maove Subevent to anather Event -
2:00 Ahd [0

Delete mulikiple Room Bookings,
Explode selecked Room Group.
Foom Properties

Clear Show Times

HideShaw Calurins

-

A screen will pop up.

4

Select the Forth choice 'Apply these values to other room(s)".

| 87

If your cursor was in the Start Date field when you made the right mouse click, the Check box
for the Start Date will have an 'x' in it already. If you do not wish to copy the Start Date of the
Sub Event, click on the check box to take the 'x' off.

[ Fic vew Semings Wrdaes Help - A X
:, B D00 E) o e F s - Ewent # [EAIE o]
Calendar Ganera ]qul |rfg| il C opy Sub-Event Information ﬂ

Bz |peie  |Aocm Start Time  |End Time | Select Infiormeticn b Copy
Marre | Sond Gy
Eveat bt < EMEH B4 Tesl Roam g0lAM  Ge0Pw [ SeaiDale  [IS/20008
FasThooting CHIENE|Con Jone -1 1a,20/06/4 Test Aoom B S0PW [ StatTme [2O0AM
N Euenit Type [C0ATE 20« 10001 /06 & Texl Aoom BOLSM  SOOFM [ ShawSeal [5002H
Reports s [Firm AIWRIEE Telfoom — E00AM SOOPM [T ShawEed  [SOPM
‘:ﬁ 1 |
Sebup Expires [~ End Time I5.|I|PM
E] ™ Fioom [aTesRoom |
LI R 1= | I [~ EvantTwoe IEun‘erenna '__
= Aoome |E=|"'F"='t| L I Sk |7
Meszages Subevent FRoom (5] I Capacty [0
=
S EﬁluLlLEll.NIlSiad I Rats [
*=p Bl | !:i.]ﬂﬂﬂ M SewpTime [T
Tirelres — I:‘.].IDBH [~ Te=i Darn II]—
a: | [ uehs
Expred tems | || !E:.i_nur: ¥ Copp Equipmert Selectal
| | [+t W Coppid el e —
[ Copp Labor Urzslect Al |
o] W Conp Dulie -
- W CoppRoom Holey  =———— |
b= = &3 Lance |
| Curerk Clert: | x| Cunert Conlact & <] =l

[ 55.1.1162 SPERNISCA. 0 re NBSSE0R05] | BVENEsEreroey
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All rooms used for the event (except the currently selected one) are listed in the table on the left
side.

The pertinent Event and Sub Event Information is displayed in the fields on the left side.

e Sclect all the information you want to copy by clicking on the appropriate check boxes.
e Double click on the rooms where you want the selected information to go to.

FASTbook will put a red check mark in front of every selected room.
Example: You have changed the End Time and the Rate for the first Room in the Sub Event tab
and you have assigned Equipment, Meals, and Labor to it.

Once you have opened the Copy screen, click on the check boxes for End Time, Rate, Copy
Equipment, Copy Meals, and Copy Labor. Then double click on the Rooms you want to copy
the new information to. The rooms are listed in the table on the left side. Check the choices you

have made carefully before you press the OK button.

Click on the OK button after you reviewed the information you have entered and FASTbook
will copy all selected information to the appropriate rooms.

ﬂ NOTE: If you checked one or more of the first four check boxes (Start Date, Start Time,
End Time, Room, etc..), FASTbook will check for conflicts and the room.

To quickly select several rooms without double clicking the mouse on each room, use the
SELECT ALL button. A red check mark will be placed in front of each room name in the list.

Use the UNSELECT ALL button to take the red check mark off all selected rooms.

7.18 Make a Copy of Selected Room
=)

Using the Copy Selected Room function

FASTbook's duplicate Selected Room Record will allow you to reproduce room, equipment,
meal and labor information to other Sub Events of the same event.

e Remain with the cursor in the Sub Event you wish to duplicate to other Sub Events.
e Click with the right mouse button anywhere in that row to pop up a menu.

© 2005 Event Software



189

FASTbook Application Manual

itra ctl

—— |STAIT UMLAELAUUE UL AN
‘End:'IEIIEIEIEEIDE 5:00 PM

EI Financiall C

Copy Enkire Event to new dake

Refresh Events Data

Awito Explode Groups [

1

Start Time

2:00 AM
2:00 Ahd
3:00 AM
2:00 AM
3:00 AmM

Make a copy of the selected Room

Apply these values to the other room(s)
Mowve Subevent to another Event
Delete mulitiple Room Bookings,

Explode selected Room Group.

Room Properties

Clear Show Times

Hideshow Columns

' r |End Time

5:00 P
5:00 P
5:00 P
5:00 P
5:00 P

|Suki|
Co
Co
Co

o
o

.

e Seclect 'Make Copy of Selected Room'.

e A screen will pop up.

e The date of the selected Sub Event is highlighted on the calendar.

R TT-T- N =Pe! T
F oo IEquipmentl Mealsl L EN May, 2005 L (a1 [Dafies
—cubevent Room Sun Mon Tue Wed Thu Fri Sat gggggggg Resources to Cop B
05/27/2005 IV Notes
Ec|ML |LB |WT | Start Date 1223 4 &5 6 7 ¥ Equipment ]
» [Eosiz42000 8 9 10 11 12 13 14 ¥ Meals
| (108252000 15 16 17 18 19 20 21 I Labor
B [£os2ei00: 22 23 24 25 26 5K 28 [ Outline
a [£070s2000 29 30 3
a [+ 07/200200¢ R |
B [£107/26/200¢
y I I @ LCancel | f* LCopy J

*BYyESEBE-L M

If you want to duplicate a Sub Event for several days, simply point and click on the days you

want to book. If you make a mistake, highlight the wrong date and select 'Remove Date'.

appropriate check box(es) in the resource section.

If you have resources assigned to the Subevent that need to be duplicated. click on the
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e C(lick on the OK button after you have reviewed the information you have entered and
FASTbook will duplicate the information for the appropriate rooms for the indicated
number of days and attach the resources you have checked.

If you wanted the Sub Event notes to be copied, mark the appropriate check box; there will be
notes for every resource after FASTbook has processed the booking.

ﬂ NOTE: If there are any conflicts, like a room is already booked for another event,

FASTbook will let you know by popping up a message. If a message was sent by FASTbook,
you will have to check the Sub Events, because some rooms might not have been booked since
they were already in use for other events.

Example: You have entered all required information for a Sub Event in the Rooms tab and you
have assigned Equipment, Meals, and Labor. There are also notes for several resources. Since the
event is taking place for five days in the same room with the same equipment and meals,
FASTbook's duplicate function allows you to duplicate the already entered information for four
more days without entering the Sub Events line by line.

Once you open the Duplicating screen, click on the check boxes for Notes, Rooms, Equipment,

and Meals. Select the dates desired for the remaining four days. Check the choices you have made
carefully before you press the OK button.

7.19 Delete mulitiple Room Bookings

Using Delete mulitiple Room Bookings function

FASTbook's multiple delete Sub Event will allow you to quickly remove room, equipment, meal,
and labor information from an event.

e Move the cursor into the Sub Event rooms tab.

e Click with the right mouse button anywhere in that row to pop up a menu.
e Sclect 'Multi Sub Event Delete'.
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UL L APIDUE W

iall Eustnml Ticklersl Prezerter .ﬁ.ttachmentsl Ticketsl

] Copy Entire Event to new date
S Refresh Events Data |End Titne £

Make a copw of the selected Room 5.00 PM ¢
Apply Ehese values ko the other roomis) :EE Eﬂ E
Move Subevent ko another Event 5;I:IEI PM C
Delete mulitiple Room Bookings, | S0 P M Iy
Explode selecked Room Group.
Room Properties
Clear Show Times -

= Hideshow Columns

A screen will pop up. All the Sub Event rooms are listed in the table on the left side of the
screen. On the right side you will see check boxes for the other resources.

1= dl I
e |Fh:u:um Mame |Date IStart Time |En|:| Time I]_
Clie [ aranadl 11:55:00 FM _DEI'E_t?E.T.'P . ..............
E quiprnenk
Event Ty Hrﬁna Al e . - M ....... | ..............
atay | ArEnadl 11:59:00 PM Eal
Arena Al 07 A05/2005 | £:00:00 AM | 11:59:00 P I™ Labor
Bt o arena Al 07/20/2005 6:00:00 A0 11:59:00 PM [T Dutline
—_.J_J[JI ¥ Arena Al O7/26/2005 | £:00:00 &M | 11:59:00 P Ao
Fioomsz | |
—Subeve ——
Eaw End Ti
Id 11:59
i Select All 1150
| 11:59
Unzelect Al 11:59
| 11:59
|| @ 0K 11:59
4 I I
@ LCancel A
XER w
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e If you want to delete Sub Events with all attached resources, do not click on any of the check
boxes. Double click on the room(s) you want to delete to select it (them).

e Once the red check mark is placed in front of the room name, click the OK button.
The room is now being deleted, including the resources that were attached.

e If you want to remove equipment, meals, or labor from Sub Events, click on the appropriate
check box(es). Double click on the room(s) you want to remove the resources from.

e Once the red check mark(s) is (are) placed in front of the room name(s), click the OK button.

The appropriate resource is now being deleted from the room(s) you had selected.

To quickly select several rooms without double clicking the mouse on each room, use the
SELECT ALL button. A red check mark will be placed in front of each room name in the list.

Use the UNSELECT ALL button to take the red check mark off all selected rooms.

Example: You have booked a room for one week. All Equipment is already attached when the
client decides to rent the equipment from another company.

Instead of highlighting each room separately to then delete each individual piece of equipment,
you can just open the multiple delete screen, select the room for each day (SELECT ALL

button), and then click on the equipment check box.

Press on the OK button to delete all equipment from all rooms booked.

7.20 Event Outline

Event Outline

The Event Outline can be accessed from Event Detail. This module is used to create a detailed
outline of everything that is to take place for an event. The Event Outline can be printed out by
itself or may be attached to the Event Information printout.
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FRooms Equipmentl Mealsl Labor  Outline IFinanciaII Eustoml Ticklersl F'resenterl .-’-'«ttac:hmentsl Ticketsl
rOutline Description for Arena All 05,/24,/2005 [0}
Description |Date |Start Tirne |End Tirmne |Nntes ;I
_|Check HYAC contral: 05/24/2005 &:00 A 11:59 PM
__|Parking ot opens 05/24/2005  3:30 P 11:59 PM
_|Open box office 05/24/2005 4:00 Ph 11:59 PM
| Lobby opens 05/24/2005 5:00 P 11:59 PM J
L Ushers in place 05/24,/2005 {agEiiay] 11:59 PM
| |Housze opens 05/24/2005 5:30 P 11:59 PM
I ;I_I
By ABRE=® W
e Press the Event Outline button in Event Detail. The button is located on the left side of the
screen.
e The Event Outline Module opens showing all of the Sub Events for the event that you are
working on.
e C(lick on the first Sub Event you want to outline.
e C(lick in the description area and pick a predefined outline description from the drop down
list. Press <TAB>.
e [Enter the start time. (Optional). Press <TAB>.
e [Enter the end time. (Optional). Press <TAB>.
e Type in any comments you have in the notes area. Press <TAB>.
Continue the above process until the outline is complete. The system will sort by start time, then
end time, for a given Sub Event. This allows inclusion of additional items.
e C(lick on Print. FASTbook then gives you the choice of previewing or printing your Event
Outline.
e C(lick on close to return to Event Detail.
7.21 Word Processor

Word Processor

The Word Processor can be accessed from the Event Detail tab in the Main Toolbar on the left
side of FASTbook. This module uses the functionality of Mail Merge and MS query word
processor, and can be used to type up a simple letter or can be utilized to set up all the
documents that will be needed for the various events. A key feature of FASTbook's Word
Processor is that you can setup Templates with form fields and then merge the information from
the Event to the template and print it or E-Mail it in seconds. If you have currently utilized
documents saved in your word processor, you can open them into FASTbook's word processor,
add the fields you require, and then save them as templates.
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e Press the Word Processor button in Event Detail.

The Word Processor Module opens with the Word Processor screen active. You can begin typing
just as you would in any other word processor.

e To add Form fields to your document follow the directions below.
Creating a Main Document for a Form Letter

The first step in creating a form letter in FASTbook's word processor is to open the document
you will use as the wain document. The main document contains the text, punctuation, spaces,
graphics, and other information you want to be the same in each form letter.

To set up a form letter main document

Open the document you want to use as the main document.

You can open an existing letter, or you can begin a new letter based on a template you select.
From the Tools menu, choose Mail Merge.

Under Main Document, choose the Create button, and then choose Form Lettets.

ol TMEC Contract - Miciozolt Word

|Headngz = aria ru-lpru|=EEEIEEEEO-2-A-.
| Bie Edt Wiew Insert Format Took Table Window Hel Aoobs . |
Eﬁﬂ&|§[&? LB o @ PO E AR 00 - B achege A

III=- - CELE e T

‘hhdﬂcﬁhsﬁmanﬂw.&ﬁh‘rdﬂqhﬁm

]EMM
| freate - |

DTMC 28 e

(5 i

N Contract

: Date: 3@ Merge thes data wikh the document
Billing Addr R

i Contact: Cancel
" Telephone: Q

Dear
l'ﬂ.:l-h
[ovaw - [x @ | soshopes- . O CEAE d-Z-A-=EFERBE .
| Page 1 LT 114 a 1% Ine ool i |[REG [iRE B EER RS

o Choose the Active Window Button.
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o TMEC Contract - Miciosolt Word

|peadngz = s ru-lpru|==EEE|IEEEEO-2-A-.
| Bt gt wew mneert Fomat Took Tabk Window Heb Acobs . |
D@2 SERY PR o @BEOEE AR T 00 - B achsege s ,

—

S o v veper ——— — ——  — GIEI]

‘hhdﬂcﬁhsﬁmanﬂw.&ﬁh‘rdﬂqhﬁm

]EMM

Miciosoit Word

z ThC [ @) T crske th Form lters, you cen ues the active documert. window THE Conkract
. O & N COCLIENT yindor.

:_ T | B Misin Croerment
) Contrac
N Date: 3@ Merge thes data wikh the document

Billing Addr |

i Contact: Cancel
N Telephone: Q

Diear
l'ﬂ.:l-h
[ovaw - [x @ | soshopes- . s OCEAE d-Z-A-=E= 20 E .
| Page 1 e L 114 a 1% Ine ool 1 |[REG [iRE B EER RS

Under the Create button, Word displays the type of merge it will perform and the name of
the main document.

Specifying the Data Source

To indicate which information you want to merge with the main document for the form letter,
you must specify the data source. The data source contains the information that can vary in each
version of a form letter, such as names and addresses. You can open an existing data source
created in Word, or you can create a new data source and fill in the addressee information.

Opening an Existing Data Source

If addressee information has already been set up in a Word document, you can open that
document and use it as your data source. If the data records are not set up in a Work table, they
must be organized in separate paragraphs with tab characters or commas separating the data

To open an existing data source
In the Mail Merge Helper dialog box, choose the Get Data button under Data Source
Choose Open Data Source.
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e TFrom the list of files in the dialog box, select the data source you want to use, and then

Eﬂ :ﬁl Al 17 ACTE Mengs Fislds
=]

choose the open button. For example: F:\FBWin50\programs\ templates

196
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o} TME Contract - Micioeolt W

= arial

JHe-a.ctngz

~u- Bz U|[EEEE[(ISE®EEO-2-A.

| Bk Edt Wew Insert Fomat Took Tabke Window Help Acrobet

DeE=(8Ry

| Ir=et

Favorkes

Contact
Telephane:

R EEE e

Rt e | @aBEOEE AR T 0w

] Beta

] Desthon
5 ry Compater
2B e Felders
= 3 Floppy (A1)
=
& o
a Publ: on Urresereer' L1
‘S Public on Eventsarser’ (H:)
] Software
1 FASThosk

5 Data on Everkserver {51
Tab Mabweork Medghinoebaood
2 iy Dooumnents
2 My Srisfoase
=] 8Titten
1 Audobe Aerobst 5.0
Y FTPLocations

Fax:

2 system drve on Eventsery, .

= [E) activengs Felds

| @& @ % CLEE e Tk -

=] Msguer.. |

& oen |

85 iuiodfy FI? Locebors - EE

|l='r.m-~ &

aposhapes -, x JCEH AR »-L-4A-=F =20 @ .

[Page 1 Seet 14

AL 15 Ln & ol 10

If the data source is not listed, select the appropriate drive and directory or volume and
folder. Then select the appropriate option in the List Files of Type box (MS Query Files).
In your Open Data Source, Look In: should say Templates and your Files of type box should

have (MS Query Files)

e Seclect the "Main" Document folder and choose the open button.

Open Data Sous

History

My Documants

(&)

Cesliop

Farsortes

Tl =@ @ - k-

File: pmmes: |

:

Pz of bypet [ M5 Query Fies

L1
%
|

i
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e Seclect the "Yes" button to connect your template to your FASTbook data each time it
opens.

et Wl

9 Do woid ek to heve Weord raopssn main evsty s 'Word ressds bo op=sn vour data

SOUFOET
_te |

e Next Select Edit Main Document

Micixsnll Wiad

‘Word found no mergs I FoLr main et Eck Main Dooument:
rd Found ficlds docLm Choose the Eci
Bustbon Eo irssrt smenga Fislds inko your main document,

e Click on the pull down menu under Insert Merge Field. Select the fields you need for your
document by clicking on them to place them in your document.

NOTE: Be sure to save your document as a template before merging it with an Event. After
saving, you can select the Merge button to complete the template.

7.22 Entering Ticket Totals Information

Entering Ticket Totals

e C(lick on the Ticket Totals located on the top part of the Event Detail screen next to Event
Info.

e Enter the Announce Date. Press <TAB>.

Generall EventInfo  Ticket Totals | Web I Additional Elientsl Audits I I:‘ Ticklers I:‘ Maotes I:‘ Lahbor

Announce Date hd Froj. Attendance

Ticket Sale Date I 'l Current Attendance

Ticket Sale Time Total Attendance

1]

Ticket Totals

e [Enter the date the Tickets go on Sale (Optional). Press <TAB>.
e [Enter the Projected Attendance. Press <TAB>.
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e Enter the Current Attendance. Press <TAB>.
e Enter the Total Attendance. Press <TAB>.
e Enter the Total from the Ticket sales. Press <TAB>.

7.23 Closing Event Detail

Closing Event Detail

e C(lick on the Calendar icon on the tool bar to return to the Calendar;it is not necessary to
close Event Detail when returning to Calendar.

If you forgot to save any of your entries in one or more of the 10 tabs, FASTbook will inform
you of any unsaved changes before closing.

e (lick on File on the menu bar located above the toolbar, then select Exit to exit FASTbook.
e Choose Minimize from the title bar to minimize FASTbook for later use. Selecting Minimize
will display two icons at the bottom of the screen: FASTbook and Event Detail.
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8.1

8.2

Invoicing

Overview

FASTbook 5.5 Invoice

The FASTbook Invoice allows you to easily control the many aspects of client billing. You are able to
set up payment terms, design custom line items, track payments made, and adjust the final total.
FASTbook Invoicing also delivers the ability to produce one or more invoices per event with financial
accounting controls. These controls include Draft, Final and Void status,

adding and manipulating additional charges, and accounts receivable transactions.

FASTbook also allows you to not only print your invoices, but email them or save them to a file in
formats such as PDF, HTML, and others. Several invoice features are also available in the
financial tab of Event Detail for easier and faster access.

You can access the invoice module from the main button bar by clicking on the button labeled Invoicing

[trwoicity . L . L I .
= or by double clicking on an invoice in the Invoice Grid in the Event Detail financial tab's
Invoices tab. You can access the Invoices tab on the right side of the Financial tab as seen below.

Fh:uomsl Equipmentl Mealsl Labar | Outline

| Eustoml Tiu:klersl Pre&enterl Attachment&l Ticketsl

—Ewent Financial Infarmation / Charge:

Client CategorylF'ranter j PO Murnber: |
Fioom Charge  Equipment Labor tdeal Resource Total
$370.00 | §150.00 | $0.00 | $0.00 | §$520.00

Other Cozts I §0.00
Event Total I 52000

Invoices a
Tab Total Received | $0.00
R emaining I $520.00

| Invoices | F'a\,rmentsl General Info

Invoicing Form

The main Invoice Form allows you to get to the different areas of an invoice as well as the
Invoice setup.
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o x)

e B B Curren: Invoice: 6427
S e Ceraze] [ currcnt Evont: 6427
Invoices | Invoice I-ea-:lerl Ivaice Detailz I Treview I Irroice Setup I
vl Cieate |v| o | Edit | Eralize |v|
Show Only lneoices Far: I j Shoa &l |
Invoice Mumbar | Slatement D ate| Cliert Statuz ;I
[ |e0s1 08032004 Bed, Breakfasi & Beyond - Mational Aszec Veid
[ |s261 08032004 Downtown Visalians Drafi
I_ 116 DED3 2004 Touth Pastors Metwork Drrafi
T |s051_1 0£/03/2004 | Bed, Breakfast & Beyand - National Assec Vaid
I_ i 1ET WEARiZUU4 Hed, Hreaktarst & Heyond - Matonal Assec Veid
" |s051_1 0£/03/2004 | Bed, Breakfast & Beyand - National Assec Vaid
[ |e417 0£/03/2004 | Xochipilli Organization Drafi
[ |6410 08032004 Youth Pastors Network Drafi J
[ 5564 0e02r2004 Tulare Co T Ed - Head Start Final
l- Sds Q022 C0d T emath IMastors Heterook Drrafl
[ |sa2s Oenzr2cog ¥ outh Pastors Netarark Final
[ |&330 Oenzr2cog 4 Lifz Rally Diraft
[ |&331 0202204 4 Lifz Rally Dizaft
[ |Bazs 02202004 Wonth Pastors Hetarork Woid
[ |gazs 0en2r2C0g ¥ outh Pastors Hetarark Woid
B (Ba2e Oenzr2Cog ¥ outh Pastors Hetarark Woid J

Across the top are buttons to save, cancel or print the invoice you are currently working on. There are
also two labels. Current Invoice and Current Event. These tell you what invoice is currently active and
what event is associated with that invoice.

When the Save button is enabled, you can save any changes you have made, thus making them
permanent. Similarly, when the Cancel button is enabled, you may cancel any changes you have
made since the last save. The Print button will print the invoice you are currently working on.

-0l x|

o 5 el Current Invcice: G427

S LCancel Friat Current Event: 6427

Inwoices | lreeaice Header I |Fvoice Detals I Prewview I Invoice Setup I

Below the buttons are five tabs that will take you to different areas of the invoice. Not all tabs are
always available as some require you to have a current invoice to work with. When no invoices have
been created, no invoice has been selected, or you are working with multiple invoices (for instance to
print), you will not be permitted to enter the middle three tabs. These tabs are only used to

edit or view a single invoice.

The Invoices tab is a general overview of the invoices you have in the system.

The Invoice Header tab is the main header information for a single invoice, such as who the client is,
when its due, etc.
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The Invoice Details tab is a list of charges that will be applied to that invoice.

The Preview tab is an on-screen printout of what your invoice will look like when it is printed (or
emailed or saved to file.)

The Invoice Setup tab allows you to view and change your FASTbook Invoicing setup.
The Invoice Form is a child form of the main FASTbook window. This means that once in the Invoice
Form you can press CTRL-TAB to switch between other child forms, meaning the Event Detail form

and the Calendar Form. This may expedite switching from the Invoice Tab to Event Detail / Calendar
when information is sought.

8.2.1 Invoices Tab

The Invoices tab allows you to do general tasks with invoicing or work with multiple invoices at one
time.

From this tab you can print multiple invoices, void or finalize multiple invoices, create invoices by batch,
or work with a single invoice.

Irvedices | Irvice Headerl Irnvaice Detailsl :'reviewl Irvaice Selupl

Bylo| coste [o]  ver | Ed | i |4
Show Only Invoices For: I j Show All |
Imvoice Mumber | Statement Date| Client Statuz ;I
[~ |a051 DEAI2004 Bed, Brealfast & Beyond - National Aszoc Yoid
[ |e261 Dg02004 Dl s Vivo lians Dwali
[ |a416 0032004 Youth Pastors Network Lraft
["|60s 11 DEMDI2004 Bed, Brealifast & Beyond - Mational Assoc Yoid
[oeus1 E AU Bed, Hreakfast & Heyond - Matonal Assoc void
[T |6051_1 DEAI2004 Bed, Brealfast & Beyond - National Aszoc Yoid
[ |g417 DEA32004 Xochipilli Organization Lraft
[a419 DE032004 Youth Pastors Network Lraft _I
[T |5584 JEM252002 Talare Co OfF Ed - Head Sart Final
[M|s423 52200 Tomth Pastors Fetaork Craft
[M|sa28 1522002 Tomth Pastors Febaork Final
[T |&330 JIEM2r2002 4 Lif: Rally Craft
M3 18252002 4 Lafz Rally Craft
[ |g42s JEM252002 Fomth Pastors Febaor)k Waid
[M|s423 52200 Tomth Pastors Fetaork Woid
b rana WNWNNE | Frmth Pastors Kabaeol Vrid .
-

E1 |-
The top left button with the print icon can be used to either print the current invoice in the grid
(designated by the black arrow pointing at the row) or all invoices that are checked in the grid. By
pressing the drop down portion of the button you can print multiple invoices at once. The following
menu will appear.
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F Create |v| L]
Print &l Unprinted

Print &ll Created Today
Print all Maodified Today

With this menu you can print all the invoices that have yet to be printed, all the invoices that were
created today, or all the invoices that have been modified today. Use this with care as the system will

indeed print all invoices that fall into its category. As a precaution, you will be prompted as to whether
or not you really want to do this.

contirm M coniem

@ Print all unprinked items? @ Print all items created today?

o

@ Prink all items updated today?

Answering "No" to any of the confirmations will cancel printing.

Create |- . . . . .
The next button, Create ﬂLl will take you into the Invoice Header tab to begin the creation of a
new invoice. You can alternatively use the drop down on the Create button to get the following menu.

Create F Wiaid Edit

| Far all Events By Date Range
Faor all Events By Mumber Range

With this menu you can create multiple invoices at the same time based on criteria you select. You
can do this based on an event number range or a date range. After you select one of these options you
will be taken to the Batch Invoice Form.

Wioid
The Void button 4| will allow you to void all invoices that are checked. You will be prompted
as to whether or not you really want to void the invoices and the number of items you have selected.

x

Are you sure vou want bo void these
1 itemsy

Choosing "Yes" will proceed with the void. Choosing "No" returns you to the Invoices Tab. When

© 2005 Event Software



205

FASTbook Application Manual

voiding, you are always prompted for a reason why. This is saved in the invoice and can be reported
on at a later time. The input screen looks like this.

x

“Why are these itemz being voided?

F. I Cancel

If you decide to cancel the void reason, your void is also canceled and you are presented with the
following message.

Eror x|

Q & void reason is required to continue,

Upon successfully entering in a void reason, your invoice will be voided. All payments that were
assigned to that invoice item will be set as unassigned (meaning not assigned to any invoice) and all
items that were on that invoice will be available for any new invoices created for the event. Void
invoices will have a watermark that reads "Voided Invoice Do Not Pay" unless this feature has been

disabled in Invoice Setup.

Edit

The next button, Edit 4| will take you to the Invoice Header tab and allow you to start editing
the currently selected invoice. Clicking this will mark the invoice you have selected as the current
working invoice and take you to the Invoice Header tab.

C Finali . S N .
The next is Finalize ﬂl:l. This button will Finalize all checked invoices. You will be prompted
as to whether or not you really want to finalize the invoices and the number of items you have selected.

Choosing "Yes" will proceed with the finalizing; choosing "No" will return you to the Invoices Tab.

Once an invoice is finalized it enters a read-only state and charges may not be added, changed or
removed from the invoice. Final invoices have no watermark on their printouts.
If you click the drop down on the Finalize button, you will see the Return to Draft option.

Finalize -

Return To Draft | This lets you return an invoice to its Draft state to allow editing again.
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x

Are wou sure you wish ko return the skatus of these ikems
ko Draft? This may affect items already sent out and financial
aspects of certain events,

Zancel |

Choosing "Yes" will proceed with the action. Choosing "No" will return you to the Invoices Tab.

Below the buttons is the client filter for the invoices grid. If you wish to only see the invoices that
pertain to a certain client, you can select the client in the drop down list and the grid will refresh
accordingly. To show all clients again simply click the Show All button or click in the client name box
and delete the name.

Show Ony lnvoices Far; j Sov Al |

The bottom portion and the majority of the tab is the invoices grid. This grid allows you to select an
active invoice by clicking on the row and pressing the Edit button or by double clicking the row you wish
to work with. When multiple invoices are selected (checked), this features is disabled.

Invaoice Mumber | Statement D ate| Client Statuz ;I
I |6365 08032004 4 Life Rally Drrafit
[ |gaz7 08032004 Bed, Breakfast & Beyond - National Assoc Final
[ |sa27 08032004 Bed, Breakfast & Beyond - National Assoc Void
™ |a427 08032004 Bed, Breakfast & Beyond - National Assoc Void
6427 08/03/2004 Bed, Brealfast & Beyond - National Assoc Void
" |6058 08032004 HF 5 Food Safety Council Drafit
[~ |s057 08032004 HF 5 Food Safety Council Drafi
[T |s051 08032004 Bed, Breakfast & Beyond - National Assoc Drafi _I
[~ |6051 08/03/2004 Bed, Brealfast & Beyond - National Assoc Void
[~ |5950 08032004 C A CP A Eduration Foundation Drafit
[ |s066 08032004 HF 5 Food Safety Council Drafi
6081 D8007004 | Bed, Breakfust& Beyond- Notionaldssoe  [Feid |
[ |ezol UEAEZOU4 Douwnisuwn Viralians Drati
" |6416 08032004 Youth Pastors Network Drrafit
["|s051_1 08032004 Bed, Breakfast & Beyond - National Assoc Void
[T |s051 08032004 Bed, Breakfast & Beyond - National Assoc Void _I
-

Invoices created today are blue bolded for easy visibility.

© 2005 Event Software



207 FASTbook Application Manual

8.2.1.1 Batch Invoice by Date Range

Invoices can be generated in batches based on specified criteria. The Batch Invoice Form can be
accessed by clicking either of the two menu items in the Create button's drop down list. To create
invoices based on a date range, click the first item labeled "For All Events By Date Range"

Create F Yiaid Edit

| Far &l Events By Date Range
For all Events By Mumber Range

After clicking the menu item, you will be taken to the Batch Invoice Form for date range.

E Batch Invoice M= E3

[Fvoice All Events By Date:
Fram: 02/04/2004 Toar IDBHDE;"EDD# j

IJzing These Additional Criteria

Status: I Al

Ewvert Type: I Al

ENREN KN

Location: I Al

Cliert; I All

L

s | 0K |‘

The first two input boxes will ask for the date from which you want to start your search until the date
you wish to end your search. The search will include both the From and To dates that were specified.
For example if you searched from July 1st to July 15th, any events on the 1st and the 15th would be
included as well. When entering in dates you can either type in the date you wish or select the drop
down button which will present you with a date picking calendar.
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Frarm: 08/04./2004 j To: [08/05/2004 j

[ 4 | August, 2004 [ > |

Sun Mon Tue “Wed Thu Fn Sat

: " 1 2 3 @&@Wm5 6 7
Ilzing These Additiona g 9 10 11 12 13 14

15 16 17 18 13 20 21
Statusi| 22 23 24 25 26 27 28 =
29 30 @

Event 1 == Today: 8/4/2004 :I'

You can also narrow your search by specifying any of the following criteria.

I1zing Thesze Additional Criteria

Status: IE j

Al
Ewent Tope: I Firmn
Tentative
Location: I 2nd Tent
3id Tent
EIiEﬂt I |E|:'T ent
Halds

Once all your criteria has been entered you can press the OK button to start your batch invoice
generation. If you decide to not create a batch at this time you can also click on the Close button.

Cloze ]

After you have started the batch, an hourglass icon will appear while the information is processed. If
items matching your criteria were found, invoices will be made for each of them. A dialog box will
appear and inform you of how many items were created. Clicking OK on this will take you back to the
Invoices Tab. Remember items created today are blue bolded to make them easier to find.

FASThook

24 itemz created.

If nothing was available based on your criteria, the following screen will display.

FASThook

There were no available charges to be billed bazed on this critena.

© 2005 Event Software



209 FASTbook Application Manual

This means no invoices were created. You can try again if you would like by selecting different criteria
and running a batch again.

8.2.1.2 Batch Invoice by Event Number Range

Invoices can be generated in batches based on specified criteria. The Batch Invoice Form can be
accessed by clicking either of the two menu items in the Create button's drop down list. To create
invoices based on an event number range, click the second item labeled "For All Events By Number
Range"

Create F Wiaid Edit

| Far all Events By Date Range
Faor all Events By Mumber Range

After clicking the menu item, you will be taken to the Batch Invoice Form for a number range.

EX Batch Invoice _ O =]

[rvoice All Events By Number:
Frarm; I E426 j To I E427 j

[~ Only far subevents that fall within this range
|EIE;"EI4;"2EID¢1 j to |EIEa"IZIaL"2EIEIA1 j

IJzing These Additional Criteria

status: AN |

Event Tupe: I Al

L Lo

Locatian; I Al

Client: I Al

L

Ml | oK |‘

The first two input boxes will ask for the event number from which you want to start your search to the
event number you wish to end your search. The search will include both the From and To event
numbers that were specified. For example if you searched from event number 10 to event number 20,
then events 10 and 20 will be included in your search. You can select the event numbers by using the
drop down in the event number fields.
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Frorm
hily fiar subs G421 I
IEIE.-"EIME B2 I
E423
. B424
2 Additional E475
Statuz: Ed427 =

You can also choose to only search for subevents that start and end within a time range specified. So
even though you want to make items for all events that fall into your event number range, you may only
want to look for subevents that have a certain start date. To use this feature first click the check box
labeled "Only for subevents that fall within this range," then select your date range using the input
boxes. The search will include both dates that were specified. For example if you searched from July
1st to July 15th, any events that fall into your event number range and are on the 1st and the 15th
would be included as well. When entering in dates you can either type in the date you wish or select
the drop down button which will present you with a date picking calendar.

v Orily for subevents that Fall within this range
03/04/2004 j bo  [03/04/2004 j

[ 4 | August, 2004 [ » |

Sun Mon Tue “Wed Thu Fri Sat

g Theze

1 2 3 @Wm5 6 7 .

2 9 10 11 12 13 14 ]
15 16 17 12 19 20 A —~
22023 24 2\ X%k 27 oA .
23 30 A -

= 3 Today: 8/4/2004
— TEFT T =

You can also narrow your search by specifying any of the following criteria.

I1zing Thesze Additional Criteria

Status: IE j

Al
Event Type: I Firmn
Tentative
Location: I 2nd Tent
3id Tent
I IBC-Tent
Halds

Clignt:

Once all your criteria has been entered you can press the OK button to start your batch invoice
generation. If you decide to not create a batch at this time, you can also click on the Close button.

Cloze ]

After you have started the batch an hourglass icon will appear while the information is processed. If
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items matching your criteria were found, invoices will be made for each of them. A dialog box will
appear and inform you of how many items were created. Clicking OK on this will take you back to the
Invoices Tab. Remember items created today are blue bolded to make them easier to find.

FASThook

24 itemz created.

If nothing was available based on your criteria, the following screen will display.

FASThook

There were no available charges to be billed bazed on this critena.

This means no invoices were created. You can try again if you would like by selecting different criteria
and running a batch again.

8.2.2 Invoice Header Tab

The Invoice Header tab allows you to specify top-level information about the invoice. Here you will
specify which event you are working with, which client, the start and end dates of the invoice, how you

want the invoice to print, and other common values.
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Invoices  |nwvoice Header | Invoice Detailsl Pleviewl Irrvenice Setupl

Cliert: IDDHJDHB j Event Number:lEEDE j [Ereate |
Start  [09/13/2005 =l Ena J03n13/2005 =]
Title:llnvuice d m:;ﬁ:r: IEEDE Irwoice Status: IDlaft j
[Remit To =] [Event Software [Bil Te: -]
ccounts Payahle Dept.
40 W Iron Avenue
Suite 204
M atify I j Aty |Elaing Martel j
Statemert D ate Iugn 2/2005 j Special Terms / Custom lmvaice Mote
Payment Due Date |1IJ£1 3/2005 j
Fayment Terms |2°/=’ net j
PO Number: I Contract:
W Print Payment Information Foater:  |Don't forget to pay us promptly.
W Print Section Breakout
I¥ Pritit Dietail
W Frint Event Information Fiebuild Thiz Invoice

The first pieces of information needed for creating any invoice are the client and which event of that
client you wish to bill for. The top most section of this form lets us choose these. First select a client
from the drop down list. Then select an event number from the drop down list. If you wish to only
create items for a certain date range of that event, click the "Only Subevents in this range" option and
select a start and an end date. This will restrict the billing for only subevents that fall into that range. It
will include the start and end dates as well. For example, if you select event number 50, check the
"Only Subevents in this range" option, and then select a start date of 1/1/2004 and an end date of
1/10/2004, FASTbook would create an invoice with items that were on the first (1/1/2004) and items
that were on the 10th (1/10/2004) and any items in between. Once you have selected the criteria you
wish to use, press the Create button. This will assign the event number to the invoice and begin
invoice creation. During invoice creation the following happens:

e All unbilled items, in your selected range, are assigned to this invoice.

e All unassigned payments are assigned to this invoice.

e If this is the first invoice for this event, all the charges you have set as default will be created

for this invoice.

M T 5 Trade Shows j Event I‘\uml:uer:l j Create
I~ Only Subevents in this range. Start: [05/14/2004 [ End: f0s/04/2004 ¥

If nothing was available to be assigned to a new invoice, you will see this dialog box.

© 2005 Event Software



213

FASTbook Application Manual

Information |

@ Mo itemz were available for billing

If an invoice was created, FASTbook will enable the rest of the window for you to further edit the
invoice if necessary.

Irvoi . e
Title:|Imvoice - r?:r?g:r: 5520 Irvoice Status: (RECHRRG__—_—— -

Every invoice by default is labeled as "Invoice." This can be changed to say "Credit Memao",
"Settlement”, "Pro Forma Invoice", or whatever you desire. This is on a per invoice basis. If you
change the title for this invoice, the next invoice you create will again be titled "Invoice" and will need to
be changed again if needed.

There are three options for invoice numbers.
1. You can use the event number as the invoice number.
2. You can use a system generated invoice number.
3. You can type in your own invoice number for every invoice.

If you elected to use the first choice, remember that this will limit the number of invoices per event to
one, unless you implement using a hyphen and a revision number or sequence number, after the event
number. For instance, event number 50 will have its first invoice with the number 50 and its second
invoice with 50-1 or 50_1 to prevent having two invoices with the same number in the system. Caution
must be taken when using this method.

If you elect to use the second option, then a system generated number will be used for each new
invoice. System generated numbers start at a base number and increment one number for every new
invoice. System generated invoice numbers are the most ideal solution as they assure traceability for
every invoice.

If you elect to use the third option, typing in your own invoice number, then FASTbook will use your
number as the invoice number. If you are managing your own number list, make sure you have a
method of keeping track of what has been used and for what, so as to not use the wrong invoice
number on the wrong event or any similar issues.

The invoice status follows the Invoice number. Invoice status specifies how an invoice should be
treated. All new invoices are first created with a status of Draft. Draft invoices are still in a working
mode and can have charges assigned, charges removed, be recalculated, and have values changed.
Once a draft invoice will need no more changes made and is ready to be released to a client, it is
marked Final. Final invoices cannot be edited. They have no watermark on their printout as well. This
will prevent any accidental changes to an invoice that has been sent to a client. When an invoice is
finalized and if the option is selected in setup, a payment record will be generated of the type "Invoice."
It will be created for the balance due of the invoice. The charges of final invoices will show up in the
invoice totals section of the Event Detail form. Final Invoices are generally never edited again. This is
due to the fact that once an invoice is Final, it has most likely been sent to a client. If a finalized
Invoice must be edited again, you can do so with the Return To Draft feature on the Invoices Tab, or by
simply selecting Draft from the Invoice Status drop down. The last status is Void. Void means the
invoice has been nullified. All payments assigned to that invoice go back into the general pool of
available payments and all items are again available for new invoice creation. Void invoices bear a
watermark stating their status. Void invoices can only be unvoided by the system Supervisor. This is
NOT recommended as the items that were assigned to it have been disassociated and returned to the
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general pool of available items. If you must unvoid an invoice, do so only to change header information
and then revoid the invoice.

The remainder of the screen contains general information about the Invoice. Here you can enter the
following information:
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e Remit To Address - This is the address you wish
your client to reply to when inquiring or paying this
item. This will default to the facility's address.
You can use preset addresses by clicking on the
drop down next to the edit box.

o Notify Person - This is the user in FASTbook you i = .
wish them to direct their inquiries to. This defaults IHemlt fo J Mesa Centennial Center
to the event's coordinator. Accounts Payable Dept.
o Statement Date - This is the date the invoice was 540 W Iron Avenue
created. This defaults to today's date. Suite 204
e Payment Due Date - This is the date that payment n x Arrosa1a
on the invoice is due. This is calculated based on _
the payment terms. Notity [ESM =l
o Payment Terms - These are the terms for this Statement D ate ||:|a;|:|4;2|:||:|4 j
invoice. This is defaulted based on the payment
terms assigned to the client you selected for the Papment Due Date |09/03/2004 =
invoice. j

o FPayment Terms |'|
e The PO Number - This is the PO number

associated with this invoice. This is defaulted to .
. . . PO Mumber: I
the PO Number designated in Event Detail.

e Print Payment Information - This indicates ' Frint Payment Information
whether or not you want to print payment I Print Section Breakout
information, if available, for this invoice. ¥ Frint Detail

¢ Print Section Breakout - This indicates whether ¥ Print Evert Information

or not you want to print a section breakout after
each resource section on the invoice printout.

o Print Detail - This indicates whether or not you
want to print a detail list of each item for every
resource on the invoice printout.

¢ Print Event Information - This indicates whether
or not you want to print basic event information at
the top of the invoice printout.

o Bill To Address - This is the address of your IE”" Tor ﬂ
client to which you will be sending this invoice. It :
defaults to either the contact or client address
depending on which option you have set in
Invoice Setup.

¢ Attention - This is the person at the Bill To
address to whom's attention it will be made.

e Special Terms / Custom Invoice Note - This is a l Atr;|Phil Mines
custom note for this invoice that will print at the l Special Terms / Custom Invoice Note

top of the invoice printout.

e Contract Number - This is the contract number I
associated with this event. It will default to the
contract number that was entered in Event Detail.

e Footer - This is the invoice footer for this invoice. -

It will appear at the bottom of every page of the Lol

invoice printout. It defaults to the default invoice Footer:  [Don't forget to pay us praniptiy.
footer you have selected in Invoice Setup.

Febuild Thiz lnvoice
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Once all information has been entered as you would like it, you can save your changes by pressing the
check mark button at the top of the form. If you attempt to leave the tab before you have saved your
changes, you will be prompted as to whether or not you wish to do so.

x

Invoice has been changed.
Wauld yaou like to save it?

At the bottom of this form is a button labeled "Rebuild This Invoice". This can be used on Draft
Invoices to remove all items (payment records, resource charges, and additional charges / discounts /
taxes) and then add everything available onto the invoice. This may be necessary to show charges
that have been added or changed since you first created the invoice.

R ebuild Thiz Invoice

Note:
When editing the Remit To, Bill To, Special Terms, and Footer fields, you can right click in the
edit box and access the following menu.

T |

[t
Bee]f

Pazte

Font
Bullet Skyle
Paragraph
Tab=

Find
Feplace

Inzert Object. ..

These options will assist you in editing Rich Text fields. The Edit option will bring you into a Rich Text
editor that will look like the following image.
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8.2.3

Edit Rich Text i [=]
[il= Cdit “imw  lnset Cormat

NS # 0 2B

ITirresNewHu:urran j I'IE j E[ u ||§
Z---|---‘|---|---2---|---3--|---a---|
tEventSufmfare

540 W Iron Avenue

Suite 204

MMesa, AZ 85210

Kol

IC+

NUM

After you are satisfied with what you have written you can close out and save your changes. This is
included to add some ease of use and familiarity when entering information in Rich Text Format (RTF.)

Invoice Details Tab

The Invoice Detalils tab is used to assign and unassign charges to an invoice. Here all available

charges for this invoice are listed in a tree format with a check box in front of each. You can check or
uncheck those charges you wish to bill or not bill.

Invnicesl Invoice Header  |nvoice Details | Fresview I Invoice Setupl

[tem Total Charge
- Event 235 {Traffic Safety Taught With Humor} $80.00
1' |i Room Charges $80.00
Wl Kaweah A 117471998 $80.00

- 5 Taxes $0.00

& County Services Tax $0.00

When you first enter the Invoice Details tab you will see all charges available for this invoice. If you
have not selected the option to initially collapse the tree, you will see a list of all items for the invoice. If

you have chosen the option to initially collapse the tree, you will only see the sum of the various type of
charges, such as the picture below.
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[temn T atal Charge
- Event 5920 {Henry Ford} $19142.00
»-[¥] i Room Charges $4650.00
b [¥] e Equipment Charges $£913.50
b [¥] g§ Meal Charges $9150.00
»- [¥] & Labor Charges $4428.50

Deferring billing is very simple with this invoice. To defer an item you simply uncheck it. If, for
instance, you wanted to defer billing of room and equipment charges you would simply uncheck both
Room Charges and Equipment Charges and then save. Your Invoice would look similar to the

following.
[tem T atal Charge
- Event 5920 {Henry Ford} $13578.50
* (1 Room Charges Check the charges vou want to bill. You can also |
- []Ew Equipment Charges $0.00
»- [/] g@§ Meal Charges $£9150.00
»- [¥] & Labor Charges $4428.50

In the image below, some rooms have been checked and some rooms have been unchecked. Only
checked items will be billed on this invoice. The right column labeled Total Charge will show the
effective charge for that item on this invoice. Unchecked items will have an effective charge of zero
since they will not be billed. In the Total Charge column, bold indicates a strictly summation field, and
blue indicates the effective Event Total Charge for this invoice. Unchecking an item will uncheck any
"child" items under it on the tree. Alternately, checking an item will check all its "child" items in the tree.
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[tem T atal Charge
- Event 5920 {Henry Ford} $19142.00
- . |__ Room Charges $4650_00

- vl RM A Bf2652002 £310.00

~[#]|] RMW B 8726/2002 $1860.00
~[JI} RM D 822872002 ST
~[JIl RMH A 8730/2002 BT ERT
-]l RMW B 8/27/2002 ST T
~[JI/ RH B 8730/2002 ST

- [+ BMA11/20/2002 $310.00

~[#] 1l RM A 1211842002 $310.00

-~ |¥| |l # Room Character Nm 82742002 $1260.00

b . [Ew Equipment Charges $913.50
b [v] g Meal Charges $9150.00
¥ |¥| €2 Labor Charges $4428.50

For easy viewing an item that has "child" items can be collapsed by clicking the triangle button in front
of the item. This will effectively hide all its children until you wish to display them by clicking the triangle
button again. You can also hide and unhide "child" items by double clicking the line.

The controls on the bottom are used for adding and removing charges from the invoice. Select the
Charge / Discount / Tax you wish to add from the drop down list and press the Add Charge / Discount /
Tax button. To remove a charge, highlight the charge by clicking it in the tree view and press the
Remove Charge / Discount / Tax button.

E arly Arrival Setup j Add Charge / Discount # T ax

Recalzulate All lkems | Femove Charge ¢ Dizcount # T a

Also, at the bottom of the form is a "Recalculate All Items" button. This can be used on Draft Invoices
to remove all items (payment records, resource charges, and additional charges / discounts / taxes)
and then add everything available back onto the invoice. This will be necessary to show charges that
have been added or changed since you first created the invoice.

R ecalculate All [tems

8.2.3.1 Adding and Removing Charges

At the bottom of the screen are some controls you can use to add or remove charges, discounts and
taxes to the items on the tree.

E arly Arrival Setup j Add Charge ¢ Dizcount £ Tax

Recalzulate All lberms | Remove Charge / Dizcount / T ax

You can add a charge / discount / tax at any level of the event. You may add it the to entire event by
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first selecting the event item designated with the star icon, and then clicking the Add Charge /
Discount / Tax button. You may add it to a group of resources, such as all Room Charges by selecting
the Room Charges item and then adding the charge. You can also add a charge to only a single
resource such as one room by selecting that room and then adding a charge. When adding a charge,
simply select the charge from the drop down and then click "Add Charge / Discount / Tax."

j A Ehange M izcaunt ey

Early Arrival Setup $200 E arly Arrival Setup Charge Charge -
{Inzurance Fee Inzurance Charge Charge
Genernc Fee Generc Fee for random charges Charge
JCopies Copies Charge
heal Gratuity 15% Gratuity Charged on Meals Charge
Repeat Customer 2% Return Cugtamer Digcount Digount
Free Give it all away Digcount
i Fchoal Discount 10% Dizcount applies to all school rentals Digoount | ™

Charges can be removed by selecting the charge you wish to remove and clicking the "Remove
Charge / Discount / Tax" button.

Remowve Charge / Dizcount / Tax

The following images depict charges added at the different levels of the event.

Here is a charge added to the top most level, the Event level. Event level charges are put under
header items that declare the type of charge. This charge was a tax and is added to the Taxes item.

[temn T atal Charge
k Evont 5920 Gemy Ford)
: [':ZJEH E:Ei':rf:r:i:;ges Check the charges you want o bill. *fou can alzo kighlight an‘i.tfl:nfﬁiadd ache
b [“] g Meal Charges $9150.00
l €. Labor Charges $£4428 50
- § Tazxes $1339.94
& County Services Tax $1339.94

The next charge was added to only Room Charges. There is no Taxes item on anything other than the
event level item. All charges that appear on any other level will not have a header category such as
Taxes. They will just be put under the item. This is to save screen space and reduce on screen
clutter.
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[ term Total Charge
w- <7 Event 5920 {Henry Ford} $20830.22 r
¥ |¥| || Room Charges $4975.50
~ W) RM A 8/26/2002 +310.00
- [l RM B 8/26/2002 pr
-~ RM D 8/28/2002 o
~[Ji RM A 8/30/2002 o
~[J|} RM B 8/27/2002 T
~[] RM B 8/30/2002 s
~[“114 RM A 1172072002 $310.00
~ [0 RM A 1271872002 pEsrr
-~ i # Room Character Nm 8/27/2002 $1850.00
§ County Services Tax $375.50
b [¥|Ew Equipment Charges $913.50 |
»- [v] @ Meal Charges $9150.00
b [v] €& Labor Charges $4428 50 -

This last image is a charge that was added only to a specific item. In this case, the item is a room.

[tem T atal Charge
- Event 5920 {Henry Ford} $20855.07 (=
- |/ Room Charges $4998.72
w. |v| || RMA BF2652002 £331.70
& County Services Tax $21.70
- [+ || RMB 872642002 $1960.00
-] RH D 872872002 TR
-~ RMW A 8/30/2002 ST R
~[Ji) RH B 8227/2002 HEF R
~[]il RMH B 8730/2002 SR
- [+ I HM A 1152042002 $310.00
- (v ] RM A 1271852002 £310.00
- [+ || # Aoom Character Nm 8/27/2002 $1860.00
& Countp Services Tax $327.02 b
b [v| [Ew Equipment Charges $£313.50
k- [+ @§ Meal Charges $£3150.00 LI

Some charges are not always the same for every invoice and may need to be edited. Rather than
forcing you to create a new charge for each invoice, FASTbook allows you to edit the charge for only
that invoice. This will leave your default charge's value to the value you have in setup and assign a
new charge for only this invoice. Also, you can rename a charge for only this invoice as well. For
example, there is a charge in setup called "Generic Fee." Itis used as a catch-all fee to be added to
events. The name and amount of this fee changes for nearly every event. For this event, we will
change it to reflect a "Renamed Fee for this event" and change its default charge from 25 dollars to 55
dollars.

First we add the "Generic Fee" charge.
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[term Tatal Charge
. Event 5920 {Henry Ford} $£19167.00
»-[¥] i Room Charges $4650.00

l [Ew Equipment Charges £913.50

l ‘ Meal Charges £9150.00

l € Labor Charges $£4428 50
v a Additional Charges/Discounts $£25.00

- [¥] ## Gereric Fee $28.00

Then, clicking in the name field will highlight that field. Clicking once more, we are taken into an edit
box for that charge name. "Renamed Fee for this event" is typed over "Generic Fee."

[tem

T atal Charge

- Event 5920 {Henry Ford} £19157.00
F |i Room Charges $£4650.00

h— [Ew Equipment Charges £913.50

b [#] g Meal Charges £9150.00

h— €. Labor Charges $£4478 R0
. 3 Additional Charges/Discounts $£25.00

. [ 5 | Renarned Fee for this even“ $25.00

Check the ckarges you want ta bill. vou can alzo highlight an

Then, the same is done for the Total Charge field. Click in once to highlight, then a second time to
indicate we wish to change that field.
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[temn T atal Charge
- Event 5920 {Henry Ford} $19167.00
»-[¥] i Room Charges $4650.00

b [¥] lgw Equipment Charges $£913.50

b [“] g§ Meal Charges $9150.00

l € Labor Charges $£4428 50
w- [#] 8 Additional Charges/Discounts $25.00
a Renamed Fee faor this event RE.00

After we have the new values we want, we can save or simply click out of the field to make our
changes permanent. While editing you can press ENTER to keep your changes or ESCAPE to cancel

them. Charges for rooms, equipment, meals, and labor may not be changed here. Those must be
changed in Event Detail.

8.2.4 Preview Tab

The Preview Tab is used to view the Invoice printout before you decide to print or email it. This form

works like most other preview screens you have used. You can scroll through the various pages of the
printout, zoom in or out of the printout, and print or email the printout.
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: : : — = :
Inv:m:esl [nvoice Headerl Invoice Detalls  —TevIR | Ivoice Selup

B 4] » M OEE = -

«1 . Event Software Developmznt Invaice Page 1 of 2
A atad " Murrber|5920
s Statement Date|0G/0H2004
Bill To: I F§ FOODSAFETY COTACIL Frermit To Mesa Corermial C.
17 Wirmnar A
Tanford, CAHI0 Accountz Payahle Deyt.
A £40 W Iron Avenus

Suiie 204

Aitn: Heather Schmitt Motify ki
PO Mumber Contract Mumber Term: Payment Oue Amount Due
2% net Q2004 $19.142.00
Ewert Indormmation
\Event Hame Ev&mﬂumhﬂﬁnﬁmuﬂ_lﬂmmlml_rams_ﬂmxmm_'
(Henry Ford [5020
Roorn Charges
Date Day  Foom Mame Foit Code Start End ATount
262008 pbon | Fhd A .00 A [11:00 Ao F:10.00
80262008 hdon |Fhi B B:00 & [5:00 P F1 260.00
GLTE00E  [Tue |# Room Chaacter Mmiitd G:00 A [5:00 Phe F1 A60.00
112002002 ed | Rl A - 200 A 00 S F210.00
1202002 ad il o0 11:00 &4 T310.00
CVICW —
r oz ] F4 545000 |
| Roorm Sectidh Totwkd® F4 550,001 ll

The tool bar at the top allows you to interact with the on-screen printout. From the left the controls are
Print, First Page, Prior Page, Current Page Number, Next Page, Last Page. The zoom buttons are
then Fit to Whole Page, Fit to Page Width, and Fit to 100%.

I 1] » » O @ B

The last button is used to email the printout.
E -

When you click the email button you can, instead of printing the invoice, send it electronically to its
recipient.

8.2.4.1 Emailing an Invoice

You may wish to electronically transfer your invoice rather than printing a copy and sending it through
the post.

By clicking the Email button = you are presented with a small dialog window. This allows you to
select which of the contacts associated with your client you want to send the email to. Only those
contacts with email addresses will appear in the list. You can also type into the list any email address
you want, if you need something other than what the list provides.
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E% send Invoice =]

Contact;

keith. enlowieeyventzaft, com j
Subject;

IIrw-:uin:e

Body:

Isee attached document

Cancel Send

The subject and body fields will default to what you have set in Invoice Setup. The subject will go in
the subject line of the email and the body will appear in the body line. In addition, your invoice will be
attached to the email in PDF format. Make sure you have all your email settings set in FASTbook
Setup before attempting to use this feature.

To improve efficiency, FASTbook provides a quick method to email the invoice. If the client contact of
the event you are working with has an email address assigned and the default subject and body are
acceptable, you can click the drop down on the email button and select the menu item starting with
"Send to" and then the contact's name and email address. Using this option it will not prompt you for
an email address, subject or body for your email. Once clicked it will just send the PDF.

=]

| Sendto Andrew Rogers <keith enlow@eventzaft coms I

If there is no email address assigned to the client contact for the event you are working with, then this
option will not be available. Clicking the drop down on the Email button will result in a disabled menu
item labeled "Send to <no email assigned>".

=]

| Serdiahmemai assianeds I

8.2.5 Invoice Setup Tab

Invoice Setup is the first area of Invoicing that should be visited. This is where all the default values
and options are set that will allow the invoice to function in the desired manner.
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Invoices | Invoice Headerl Invoice Detailsl Freviem  |mvoice Setup

Charges / Discounts / Taxes | Payment Terms | Irvaice |

I - > »l + -— D 5
Created: 02/07 /2005 10:29:49 Akd Lazt Updated:
Created By: SUPERWISOR Lazt Updated By
Rate Type: ITar: J I Inactive [ Amount
v Taxabl o ]
Mame: |EquipmentTa>: WV Taxsble & Percent Rate I 0.06%

Deszcription: |EquipmentTaH ‘ ¢ Flat Bate I $0.00

Accounting Code: I

Sort Order: I a Default for all new invoice

™ Apply ta Rooms [T Applytoteal: [ Apply to Entire Event
™ Apply to Equipment T &pply to Labar

Mame |F|ate Type |Desu:ripti0n | =l
Equipment Setup Feez  Charge 20% Early Equipment Setup
» Tax Equipment T ax
_|Generic Fee Tax Generic Fee for random charges —I
| Meal Gratuity Charge 15% Gratuty Charged on Meals
| [Monrefun Deposit Charge MHanrefundable Deposit =l

Invoice Setup has three sections: Charges / Discounts / Taxes, Payment Terms, and Invoice.

Charges / Discounts / Taxes are the charges that may be added to an invoice. Miscellaneous fees,
state taxes and return customer discounts are all examples that would fit into this category.

Payment Terms are the rules by which you expect those you bill to return payment to you. Net 30 or
Pay-on-delivery would fall into this category.

The last tab in Invoice Setup is simply labeled Invoice. This holds all the options for Invoicing. From
this tab, the invoice creation process and invoice printout can be tailored to achieve a number of
desired results.

8.2.5.1 Charges /Discounts / Taxes

In addition to regular resource charges (room, equipment, meals and labor), fees and discounts may
need to be applied during billing. This tab is for those fees. Charges increase the amount of the
invoice, while discounts decrease it. Taxes, though a subset of charges, are specified separately due
to their nature. Taxes usually require special reporting and are generally calculated last.
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Charges ¢ Discounts 4 Taxes | Papment Terms | Invaice |

14 - - > + -_ o 24
Created: 02/07/2005 10:29:49 A Lazt pdated:
Created Ey:  SUPERWISOR Lazt Updated By
Rete Type: [FETRNRNNN -] I~ Insctive [Amourt
v Taxabl . ]
M ame: IEquipmentTax W Tasable & percent Rate I 0.085

Description: |EquipmentTaH ‘ = Flat Flate I $0.00

Accounting Code: I

Sart Order: I 0 Default for all new invoice:

I Apply to Rooms I Applytobeats [~ Apply to Entire Event
™ &pply to Equipment T Apply to Labaor

Mame Fate Type |Desc:ri|:|tion | =l
_|Equipment Setup Fees | Charge 20% Early Equipment Setup
L Equipment T ax Tax E quipment Tax
| Generic Fes Tan Generic Fee for random charges i
_ | Meal Gratuity Charge 15% Gratuity Charged on Meals
| [Monrefun Deposit Charge MHorrefundable Depozit &l

At the top of the tab is a navigator. This allows you to scroll forward and backward through the records.
You can also insert, delete, save changes, or cancel changes. The buttons from left to right are:

First Record, Prior Record, Next Record, Last Record, Insert Record, Delete Record, Save Changes,
Cancel Changes

I - (= (3] & -— B ol

Buttons on the navigator will become disabled (grayed out) when they are not available for use.

The next section will indicate the creation and last updated time and date of the current item. Also, you
can see who performed the creation or updating.

Created: 02/07/2005 10:23:49 Abd Last Updated:
Created By: SUPERMWISOR Lazt Updated By

The body of the tab contains general information about the charge / discount / or tax.
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Accounting Code: I

Rate Type: I -I [ Inactive [Amount
Mame: IEquipmentTa:-: W' Taxable & Peicent Rate I 0.085

Drescription: |EquipmentTaH ‘ £ Flat Rate I $0.00

[™ &pply to Fooms [ ApplytoMeal: [ Apply to Entire Event
[ &pply to Equipment [~ Apply to Labor

Sort Order: I a |’Default for all new invoice

[

M ame Rate Type |Descri|:utinn | =
Equipment Setup Fees | Charge 25% Early Equipment Setup
Equiprment T ax Tax Equiprment T ax
Generic Fee Tax Generic Fee for random charges -
| |Meal Gratuity Charge 15% Gratuity Charged on Meals
|| Monrefun Deposit Charge Monrefundable D eposit =

The information collected here is:

Rate Type - This is the type of rate. Charges will increase the amount of the invoice. Discounts will
decrease the amount of the invoice. Taxes will also increase the amount of the invoice, but are
categorized separately then charges.

Name - This the unique name of this item.

Description - This is a more detailed description of the item.

Accounting Code - This optional field holds the accounting code of the item.

Sort Order - This is the sort order of the item. All charges are calculated from the smallest sort

order to the largest. Charges before Discounts which are before Taxes. For instance, a charge with

a sort order of 1 will calculate before a charge with a sort order of 3. A discount with a sort order of 1

will calculate after a charge with a sort order of 5, but before a tax with a sort order of 1.  This

should allow for precise ordering of calculations.

Inactive - When checked, this item becomes inactive. This will prevent it from showing in drop

down lists.

Taxable - This marks this item as taxable. Some items are exempt from tax. If an item is exempt

from tax simply uncheck this box.

Amount - This is the amount of the item.

e Percent Rate - A percent rate is the decimal equivalent of the rate. For example 25 percent is
.25. If 25 was entered in the field then the charge would be 2500% of the original cost. Take care
when assigning these. The percent is based on the net total up to the point the percent rate is
applied.

e Flat Rate - A flat rate is a rate that does not depend on any other calculations. These rates are
static. A flat rate of $25.00 will always be $25.00 on any invoice (unless of course it is overridden
for that invoice).

Defaults - Charges / Discounts / Taxes can be automatically added to an invoice at creation time.

This can ease data entry for frequently used items. Default charges are added to the first, and only

the first invoice created for an event. At that time, the event is marked as having already received

automatic charges and any invoice after that will need to have charges manually added.

Default for all new invaice

[ Apply to Rooms [~ ApplvtoMeals [ Apply to Entire Event
[ Applyto Equipment [~ Apply to Labar
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e Apply To Rooms - These items will automatically add to the Room Charges section of the invoice.
e Apply To Equipment - These items will automatically add to the Equipment Charges section of the

invoice.

e Apply To Meals - These items will automatically add to the Meal Charges section of the invoice.

e Apply To Labor - These items will automatically add to the Labor Charges section of the invoice.

e Apply To Entire Event - These items will automatically add to the Event section of the invoice. If
Apply to Entire Event is checked, all other defaults will deselect. This is to avoid double charging.

Once a Charge / Discount / Tax has been used on an Invoice, they can not be deleted from the
system. If they will no longer be used they can be marked as inactive to prevent them from appearing
in drop down boxes. This is done to preserve system integrity for Charges / Discounts / Taxes that are

currently being referenced.

At the bottom of the tab is a grid that shows all Charges / Discounts / Taxes in the system. This is
used to easily move from one item to another. If you click on the item in the grid you wish to work with,
the fields in the body of the tab will switch to the values for that item and are ready to be modified.

M ame |F|ate Type |Desu:riptiu:un |
l By one get one free Digcaunt 20% off
_|Copies Charge Copies
_|County Serdces Tax Tax test
_|Eaily Arival Setup Charge $200 Early Arrival Setup Charge
_|Equipment Setup Fees | Charge 25% Early Equipment Setup
_|Free Digoount Give it all aveay
_ | Generic Fee Charge Generc Fee for random charges
_|Insurance Fee Charge |nzurance Charge
| Meal Gratuity Charge 15% Gratuity Charged on Meals
_|Repeat Custarmer Dizcount 2% Return Customer Dizcount
| Return Custorner Dizcount 5% Return Customer Dizcount
_|School Discount Dizcount 10% Digcount applies to all school rentals
_|State Sales Tax Tax
| |teat Discount test

Creating settlement sheets

Creating settlement sheet charges is done the same way as other charges and discounts.
Click on the invoice button, then click on Charges/discounts/Taxes. Select Rate Type as
Charge. Type in name and then description, click on the check mark on the navigational bar to save

changes.

© 2005 Event Software



Chapter 8: Invoicing 230

Charges ¢ Discounts / Tazes | Payment Tems | Invaice |

] - - - + - i 5
Created: 02/07/2005 10:29:49 A Lazt pdated:
Created Ey:  SUPERWISOR Lazt Updated By
Fiate Type: |Eharge J [ Inactive [~Amaunt

v T axabl
Name: |3EI°/0 of Gross Sales W Tarable ¢~ percent Rate I

Description: |3EIZ of Gross ‘ b 1 S

Accounting Code: I

Sart Order: I 0 Default for all new invoice:

I Apply to Rooms I Applytobeats [~ Apply to Entire Event
™ &pply to Equipment T Apply to Labaor

Fate Type |Desc:ri|:|tion | ﬂ
Charge 0% of Gross
Attraction Discount Dizcount Attraction Discount
Attraction Percent Charge Attraction Percent
By one get one fres Dizcount 25% off
City Tax City &l

Then go to the invoice detail tab, highlight the event name. Click on the drop down box at the bottom of
the screen select the description you wish to use. It will appear on the list, then click on the description
to highlight the description it's self.

B

Add the formula you wish to use, then click on the charge so you can add the total dollar amount

(JRIFx]= [+ IS TP P CEToty Event # |68 il

After adding the additional charges, click on the invoices tab, then click on preview, to check your work.
If you're ready to finalize the invoice, click on the finalize button.

8.2.5.2 Payment Terms

Payment Terms, the rules by which you expect payment for your invoices, are easily setup in this tab.
An example of a standard term is "Net 30". "Net 30" indicates there will be no discounts for early
payment and payment is due in 30 days.

At the top of the tab is the Payment Terms navigator. This allows you to scroll forward and backward
through the records. You can also insert, delete, save changes or cancel changes. The buttons from
left to right are:

First Record, Prior Record, Next Record, Last Record, Insert Record, Delete Record, Save Changes,
Cancel Changes

I - - (= L ] — v x
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Buttons on the navigator will become disabled (grayed out) when they are not available for use.

Near the top of the tab are the creation and last updated date of the term, along with which user
performed the creation or updating. The body of the tab contains the general information for the term.

Charges / Discounts /£ Takes  Papment Temns | [rvaice |

= - - - + - T 5
Created: 04401 /2003 Last Updated:  09/15/2003 12:30:34 Prd
Created Ey:  SUPERWISOR Lazt Updated By:  SUPERWVISOR
™ InActive
[ Default

Description: |2Z Dizcount if paid within 10 days: Full payment due no later than 30 dags from Invoice Statement D ate

Paprent is dus I 30 days I.t'-\fter J the Ilnvoice Statement D ate j
Terms Dezcription ﬂ
L 2% net 2% Dizcount if paid within 10 days: Full pagment due na later than 30 days frc
_ | Due On Event Close Due on last day of Event
_|Due On Recsipt
| [Met 30 Met 30

The fields here are as follows:

e Name - This is the unique name of the Payment Term, such as "Net 30."

e Description - This is a more detailed description of the Payment Term.

o Number of Days - This is the number of days before or after the Base Date that you want this to
take effect.

o Before or After - This indicates whether you will count your number of days before or after the Base
Date.

e Base Date - This is the date you want to base the calculation on. Available choices are Invoice
Statement Date, Event Start Date, or Event End Date.

Once a Payment Term has been used on a Client Category, Client, or Invoice they can not be deleted
from the system. If they will no longer be used they can be marked as inactive to prevent them from
appearing in drop down boxes. This is done to preserve system integrity for Payment Terms that are
currently being referenced.

At the bottom of the tab is a grid that shows all Payment Terms in the system. This is used to easily
move from one item to another. If you click on the item in the grid you wish to work with, the fields in
the body of the tab will switch to the values of that item and are ready to be modified.
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Terms Description |
t 2% net 2% Dizcount if paid within 10 dayz; Full payment due no later than 30 dayps fro
_|Ewent Deposit 15% Deposit required 10 days prior to Event Start Date
_|Due On Event Close Dhae on lazt day of Event
_|FOD [ ath
_|Due On Receipt
__|new payment term

8.2.5.3 Invoice

The Invoice tab holds all the general settings for the Invoice system. Here options can be selected or
deselected to tailor the Invoice system to function as desired. These settings work for all of FASTbook
and should be considered global options.

Below is an image of the tab. Next to each option is a number and each number is explained below.

1

g
=]

10 [ Default ta Contact Bill Ta
Invoice Footer: 14

[ Shaow Event Information an lnvoice 12 & tllow Values of Zero Start Mest Invcnzi;e at: ||:I
¥ Shaw Frint Count on | nvoice 13 [ Use Overlay for Yaid and Draft Invoices Apply

¥ 5how Accounting Codes 14 [ Use System Generated Invoice Mumber

: 15 [ Use Event Humber as lnvoice Mumber
[+ Show Footer on Invoice
ig I Collapze Resource Charges by Default

[+ Show User Motification on lnvoice

17 [+ Autocreate Payment Becords Far Invoices

¥ Show Contact on Invoice 17.6[+ Create Mew Payment for Bemainder 'when Mot Paid in Full

[ Default ta Taotals Breakout 12 Invaice Center Marme: |Event Software Development

19 Bill To Wertical Offzet | 0 lnvaice Tile Font Size | 12

20 Invoice mail subject |Ir‘n-'|:|i|:e

[v Drefault to Show Papment Histary
[+ Default to Dietail Print

£l Invoice Mail Body |see attached document

Dron't forget to pay us promptly.

Show Event Information on Invoice - This designates whether or not to show general event
information on the event, such as Event Name, Attendance, Sales Person, and Ticket Totals.
Show Print Count On Invoice - When enabled, this will tell the invoice to write the number of times
the invoice has been printed at the top of the invoice. This only prints for the second and greater
printings. The first printout will not show the number printed. This is only for printings subsequent
to the first.

Show Accounting Codes - This tells the invoice to print account codes next to item names. For
Equipment , Meals, and Labor, the account code will take the place of the room name field on the
invoice printout.

Show Footer on Invoice - This designates whether or not the footer will print on the bottom of each
invoice.

Show User Notification on Invoice - This tells the invoice to print the notification person at the
Remit To address on the invoice. The notification person is defaulted to the Event Coordinator.
Show Contact on Invoice - This tells the invoice to print the contact name on the invoice below the
Bill To. Itis labeled as "Attention."

Default to Totals Breakout - When this is checked, all new invoices will be defaulted to show a
section breakout. This can be disabled on individual invoices.

Default to Show Payment History - When this is checked, all new invoices will be defaulted to
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8.3

show payment history for the invoice. This can be disabled on individual invoices.

9. Default to Detail Print - When this is checked, all new invoices will be defaulted to show resource
details. This can be disabled on individual invoices.

10. Default to Contact Bill To - When this is checked, all new invoices will be defaulted to the Contact
Bill To rather than the Client's. This can be overridden on individual invoices.

11. Invoice Footer - This is the default Invoice footer for new invoices. Once a new invoice has been
created, the footer can be edited for that invoice.

12. Allow Values of Zero - When this is checked, charges with a value of $0.00 (zero dollars) will be
added to new invoices as line items.

13. Use Overlay for Void and Draft Invoices - (Recommended Option) When this is checked, all Void
and Draft invoice will bear a watermark on their printout and print preview. This can prevent the
accidental sending of invalid invoices. Draft invoices will state "Review Copy Do Not Pay", while
Void invoices will state "Voided Invoice Do Not Pay."

14. Use System Generated Invoice Number - The tells new invoices to use a system generated
invoice number by default. This option can not be used in conjunction with "Use Event Number as
Invoice Number". One or the other or neither must be used.

15. Use Event Number as Invoice Number - This tells new invoices to use the event number that the
invoice is referencing as the invoice number by default. This option can not be used in conjunction
with "Use System Generated Invoice Number". One or the other or neither must be used.

16. Collapse Resource Charges by Default - This will collapse all nodes of the Invoice Details tree by
default. The nodes can still be expanded by clicking on their triangle button. This is used when a
facility generally only works with resource charges as a whole, rather than individual resource
charges.

17. Autocreate Payment Records For Invoices - With this enabled, a payment record for the balance
due of the invoice is autocreated for the invoice upon finalization. 17.b When this is selected, If the
autocreated payment is not paid in full, a new payment record will be created for the amount still
owed for the invoice.

18. Invoice Center Name - This is where you can choose a different name to appear on invoice.

19. Invoice Mail Subject - This is the default email subject used when sending invoices through email.

20. Invoice Mail Body - This is the default email body used when sending invoices through email.

21. Bill To Vertical Offset - This is used to adjust the spacing of the Bill To address to assist it
positioning correctly for windowed envelopes.

22. Start Next Invoice At - In order to start invoices at a certain number, the desired number must be
specified here. The apply button is then pressed to make the change. Starting invoice numbers
must be greater than the last number used for an invoice. If an invalid number is specified and
Apply is pressed, the box will fill with the last number in the system. If the new number was
accepted it will show you the next number available for creation, which would be the number that
was just entered.

Start Mext [rvoice at; _

[

Once all the desired options have been set, changes can be saved by pressing the check mark button
_¥_ at the top of the window.

If it is desired to abort any new changes, the cancel button
pressed to revert back to the original values.

, at the top of the window, can be

Event Detail Invoices Tab

In the financial tab of Event Detail on the left side are three tabs. The bottom most tab, labeled
"Invoices", will take you to the invoice section of Event Detail. In this section, simple quick invoice
operations can be performed. If a detailed heavily modified invoice is desired, then use the Invoicing
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8.3.1

Form available from the main button bar; however, if a simple invoice using default charges is what is
needed, this is the fastest place to create it. Invoices can also be finalized, voided, recalculated and
printed from this tab.

Fh:uomsl Equipmentl Mealsl Labar | Outline  Financial | Eustoml Tiu:klersl Prezenter Attachment&l Ticketsl

Invaice
Room Equipment  Labor LEE] Resource Total
| $370.00 | §150.00 | $0.00 | $0.00 | §520.00

Cther Charges I $0.00
Total Billed I $520.00
Taotal Paid I §0.00

i Create Mew Invoice For This Event I Balance Due I $520.00

Invoices  Payments |Genera| Info

Inwoice Mumber |S‘tatement DatelTntaI |S‘latus |Finalize VoileecaIc|Prirrt| _“l
P|eoss 08042005 | 352000 Void Sl EIETEA
_EEI 08452004 $520.00 Final 3 .EJ ] I_gﬂ [
_69_1 08/0452005 $11.98 | Draft 3 _EJ = _gd -
Billing Totals

The top section of this tab displays the totals for what has already been billed. Only the totals of
finalized invoices will show here. If a Draft invoice has been created, its totals will not be reflected here
until it has been finalized.

Resource Total
$0.00 | $520.00

Other Charges IW

Total Billed [ $520.00

TotalPaid [ $0.00

i Create Mew Invoice For This Event I Balance Due Im

Labor meal
000

Foaom
F370.00

Egquipment
$150.00

Room - Shows the total room charges that have been billed.

Equipment - Shows the total equipment charges that have been billed.

Labor - Shows the total labor charges that have been billed.

Meal - Shows the total meal charges that have been billed.

Resource Total - This is the sum of Room, Equipment, Labor, and Meal charges.

Other Charges - This shows any other amount that is not a Room, Equipment, Labor, or Meal
charge.

o Total Billed - This is the sum of Resource Total and Other Charges.
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e Total Paid - This is the sum of all payments received on this event.
e Balance Due - This is the difference between Total Billed and Total Paid.

Remember, only Final invoices' amounts will reflect in these totals.

Below the Billing Totals and above the Invoice Grid is the Create New Invoice For This Event button.
This button can be used to create an invoice for this event using all the default values and not
prompting for any other information. The invoice can then be used as is or edited further in the

Invoicing Form. All new invoices are created with a Draft status. Before attempting to create an
invoice, FASTbook will show a dialog asking if this is what is desired to be done.

Information |

@ Do you want ko create a new invoice for thiz event’?

Selecting "No" will cancel the invoice creation process. Selecting "Yes" will instruct FASTbook to
investigate the event for any unbilled items, items that have had their charges changed, and/or items
that were on previous invoices that have been voided and are not ready to be invoiced again. If
nothing was found to place onto an invoice, the following dialog will appear indicating that no items
were available for billing.

Information |

@ Mo items were available for billing

If items were found, a Draft invoice is created and it is reflected in the Invoice Grid.

8.3.2 Invoice Grid

The Invoice Grid allows quick access to frequently used invoice functions and displays a list of invoices
for the event that is currently displayed in Event Detail. On this grid, invoice status is not only displayed
under the "Status" column, but also by the coloring of the line. Void invoices appear red and with a
strike-out font. Draft invoices are green. Finalized invoices show in black. Double clicking on any
invoice in this grid will bring up the Invoice Form with that invoice selected, and ready for editing.

Invoice Mumkber |Statement Date |T|:|ta| |Status |Finalize Woid |Recalc |F‘rir|t| ;l
LaE==s ospqoos | ds2ocoved |0 | BIIEE |2

B om04zons | gszoo0 Final | ] | -
| |po_1 08/04/2005 s119s ot |0 |ID)] B

The buttons on the right of each line allow quick actions to be performed on the invoice.
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|Finalize |vaid [Recale [Print |

G = T =

The first button, displayed with the lock, will finalize a Draft invoice. Finalizing an invoice locks in its
current values and prevents it from being changed. If the Finalize button is pressed on an invoice that
is in Draft status, a dialog box will appear asking whether or not this action is to be performed.

Information |

@ Finalize Irnvoice: B427_172

Selecting "No" will cancel the finalization. Selecting "Yes" will finalize the invoice. The Invoice Grid will
then be refreshed to show the change in status.

The next button is the void button, displayed with a slashed red circle. This will void a Draft or

Finalized invoice. If the Void button is pressed on a Draft or Finalized invoice, a dialog box will appear
asking whether or not this action is to be performed.

Information |

@ Woid |nvoice: B4277

Selecting "No" will cancel the void. Selecting "Yes" will proceed with voiding the invoice. A dialog box
will then appear prompting for a reason for the void.

x
“Why are these itemz being voided?

(] 4 I Cancel

Selecting "Cancel" will abort the void and present a dialog informing that void reasons are required
when voiding an invoice.
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Eror x|

Q & void reason is required to continue,

Entering a valid void reason, will enable FASTbook to proceed with the void. All the invoices charges
will be again available for any new invoices. The Invoice Grid will then be refreshed to show the
change in status.

The next button, displayed with the calculator, is the Recalculate button. This button can be used on
Draft Invoices to remove all items (payment records, resource charges, and additional charges /
discounts / taxes) and then add everything available back onto the invoice. This may be necessary to
show charges that have been added or changed since you first made the invoice. Pressing the
Recalculate button, will display a confirmation dialog asking whether the recalculation is to take place.

Information |

@ Recalculate items for Invoice: B427_17

Selecting "No" will cancel the recalculation. Selecting "Yes" will proceed with recalculating the invoice.
The Invoice Grid will then be refreshed to show the change in total, if any.

The last button is the print button, with the printer icon. This will print the invoice to the default printer.

To print to a different printer, or to email the invoice, the print features on the Invoicing Form must be
used. Pressing print will display a print dialog and the invoice will be printed.

Frinting page 1 of 1 for report Report on
the WWEVEMTSERWVERYHP Lazerlet
44

8.4 Invoice Report

The invoice printout is the final product of invoice creation. This printout can be printed, saved to a file,
emailed, or any combination of these.
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In the picture below, the different parts of the printout are numbered. Following the picture are

238

_ Ewent Software Development nvoice Page 171
KT e (T T
ER Ty -
et LA EREmEn fak 00+
Bl To: REMI| To: Tarant § o ftws rs
540 WIren Awmnus
SBu fte 204
Mo, AT E5210
Alin; LELL
P Number Jonims1 Number frems Paymenl bue [ Ameart me
| [F el WL+ | FErs

Ernl Mumber Alerdance  TidelToll  Saies Aepesenbie
[Gezr I

Lot Cravepady

Accl Code S| Erd Aol
om o
Tohic
REgU Crages T
om Heodon
[Tahor eharge &
Dae [Esaip lon Accl Code Hous @ Rak Aol
T T Ty I I S
Takor Totl] ¥
Totalc
Reguar Chages T3]
aoor deoion R
[her EUBnTCHarge s Dimnunte | 1aan s
DE=ciplon
Ircuaree Fee | AN m
Bubal: §an.m
Involoe Tobalc
Reom Ghages T2
Equipmen] Ghames T
Tea Crages §0.0
L=her Crames
Oher Benlchages anm
Trand ToBl: oG |
[ Pawment: Pooslued: T
[ PEolnos fue:| —— Were.m|

descriptions of each part.
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9.

10.

11.

E?‘EH’C Software Development | Invoice Page 1 af 1
CRERRL; LiaAal St ) NumberE427 1

Avpeta, LTA EEH SAabérmss IDabe [DEA04,2004

Bill Ta - Remt To Event Software
240 W Iron Avenue
3 ! Suite 204
Misa, AZ B5210
L L — 5 & = baaif
B Mumber Contract Number Tarmé Paymert Dug Arnount Dug

2% nel EaLT04 ¥575.00

A
A Tesl Hoom ACT-1504 ] Ab | 3100 PM $i5.00

Toome Tolal] 515,001
9 1 1
Reqular Changs] §15.00]
Room 5 ection Total 1500
abor Charges
2gcl Code fh.uLl.m_'_Em_l_ﬁmud.
B/ | Medicsl Tech - Standby I I 1 T §%0 0 §500.0)
— Lahar Total{ $E000
11 TNE
Reqular Charges | 350,00
FECN]

Company Logo, Title, and Address - This displays the logo, company name and physical address.
When a logo is not used the address and company name will shift to the left to take up the logo's
space.

Invoice Header Information, Printout Title, Page Number Set, Invoice Number, Statement Date -
This shows general information about the printout. The printout's title, such as Invoice or Credit
Memo, the number of the printout, Statement Date, and Page Set. The Company Logo, Address,
and Name, as well as the Invoice Header Information, print at the top of every page of the printout.
Bill To Address - This is the address the invoice is going to. This can be offset using

Bill To Vertical Offset in Invoice Setup.

Remit To Address - This is the address that remittance to the invoice should be addressed.
Attention Line - This is the person at the Bill To address that this printout is marked attention to.
This field is optional and can be disabled in Invoice Setup.

Notify Line - This is the person at the Remit To address who should be contacted for inquiries.
This field is optional and can be disabled in Invoice Setup.

Event Information - This is general information about the event the invoice pertains to. This can
be disabled in the Invoice Header tab.

Resource Charges - This is a section header describing the type of charges that are about to
follow.

Accounting Codes - This is the accounting code for the line item. These can be enabled in
Invoice Setup.

Section Breakout - This shows the sums of the different types of charges in the section. This can
be disabled in the Invoice Header tab.

Section Total - This is the total of all charges for this section.

The next picture is also labeled with numbers and a description of each follows.
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Totals
Regular Charges:| $360.00
_ uw.inmmu $350.00
Other Event Charges [ Discounts / Taxes
Description
Insurance Fee | $200.00
N Subtotal: $200.00
Invoice Totals
Room Changes: $15.00
Equipment Charges: 30,00
1 Meal Charges: 0.00
2 — Labor Charges: $360.00
Other Event Charges: £200.00
E $575.00
$0.00
$575.00

i

~

Dronil forget Lo pay ws peomnpil.

1. Other Event Charges / Discounts / Taxes - Other charges at the event level will be displayed in
this section near the bottom of the invoice.

2. Invoice Totals - These are the cumulative totals for the entire event. Payments received are
shown as well as the current balance due.

3. Invoice Footer - The Invoice Footer will display at the bottom of every page of the printout.

Additionally, Payment history can be enabled in the Invoice Header tab. This will show a history of all
payments that apply to this invoice. This will print just below the Additional Invoice Information fields
and before the Event Information section.

Aftr: Motify:
PO Mumber Contract Mumber Terms Payment Due Amount Due
2% net Brar20o4 $1,678.00
Payment History
Due Date  Amount Due  Type Amount Paid Date Paid Method  Reference
080372004 412,00 Payment $12.00{ 08/03,2004
08272004 | $300.00 | Payment $300.00] 08/03/2004
Total Payments| $312.00
[Event Information
|[Event Name Mumber Ticket Total _ Sales Representathve |
test (6426 | [

When a simple billing is required, all options can be disabled allowing for a simplistic printout.

Below is a picture of an invoice in, almost, its simplest form.
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_ Event Software Development Invoice Page 1 0f 1
#@:;ﬁdms&m! Number|{6426
Anywhem, USA 85000 Statement Date|08/02/2004
Eill To: YOUTH PASTORS NETWORK Remit To: Mesa Centennial Center
1317 W. Main St. Accounts Payable Dept.
Visalia, CA 95291 540 W Iron Avenue
Suite 204
Aftric Matify,
PO Number contract Number Terms Payment Due Amount Due
2% net 8/2/2004 $1,990.00
Inveoice Totals
IRoom Charges: $1,790.00
Equipment Charges $0.00
heal Charges: $0.00
lLabor Charges: $0.00
(Other Event Charges: $200.00
rand Tetal: $1,990.00
ayments Received: £0.00
Due: $1,990.00
8.5 How-to

Here are some quick How-To's for commonly used features.

How do | create an invoice?

How do | finalize an invoice?

How do | void an invoice?

How do | recalculate an invoice?

How do | print an invoice?

How can | save an invoice to PDF format?

How do | edit an existing Invoice?

How do | email an invoice?

How can | establish default charges for my invoices?
How can | defer charges on an invoice?

How can | create batches of invoices?

How can | print multiple invoices at the same time?
How can | edit my additional invoice charges on-the-fly?

8.5.1 Create an Invoice

How do | create an invoice?

Invoices can be created in three places: in Event Detail in the Invoices Grid, on the Invoices Tab of the
Invoicing Form, and in the Batch Invoices Form.

If you wish to create an invoice on the Invoicing form, click here.
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8.5.1.1

8.5.1.2

8.5.2

8.5.21

8.5.2.2

8.5.2.3

8.5.3

If you wish to create an invoice on the Event Detail form, click here.

If you wish to create an invoice in Batch Invoicing, click here.

From Within Invoicing

To create an invoice in the Invoicing form, go to the Invoices tab and click the create button. You will
then be prompted to select a client and an event number of that client. If you wish to specify a date
range, you can do so; then click the create button to start the process. For more information, see the
Invoices Tab section.

From Within Event Detail

To create an invoice from within Event Detail, go to the financial tab, and then to the invoices tab within
the financial tab and click the create button. Answer "Yes" to the dialog asking if you wish to create an
invoice. For more information, go to the Event Detail: Billing Totals section.

Finalize An Invoice

How do | finalize an invoice?

You can finalize an invoice in three places. In the Event Detail tab, on the Invoices Tab in the Invoicing
Form, and on the Invoice Header Tab of the Invoicing Form.

To finalize an invoice in Event Detail, click here.

To finalize an invoice on the Invoices Tab in the Invoicing Form, click here.

To finalize an invoice on the Invoice Header Tab in the Invoice Form, click here.

From Within Event Detail

To finalize an invoice from Event Detail click on the Finalize button associated with the line of the
invoice you wish to finalize. Answer "Yes" when prompted if you wish to finalize. For more information,
see the Event Detail Invoice Grid section.

From the Invoices Tab

To finalize an invoice or invoices on the Invoices tab, click the check box in front of each item you wish
to finalize and click the Finalize button. Answer "Yes" when prompted. For more information, see the
Invoices Tab section.

From the Invoice Header Tab

To finalize an invoice in the Invoice Header tab, click your invoice in the invoice grid. Click the edit
button which will take you into the Invoice Header tab. Click the Invoice Status drop down and select
Final. Click on the check mark at the top of the screen to save the change. For more information, see
the Invoice Header tab section.

Void an Invoice

How do | void an invoice?

You can void an invoice in three places. In the Event Detail tab, on the Invoices Tab in the Invoicing
Form, and on the Invoice Header Tab of the Invoicing Form.

To void an invoice in Event Detail, click here.

To void an invoice on the Invoices Tab in the Invoicing Form, click here.
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8.5.3.1

8.5.3.2

8.5.3.3

8.5.4

8.54.1

8.5.4.2

8.5.4.3

8.5.5

To void an invoice on the Invoice Header Tab in the Invoice Form, click here.

From Within Event Detail

To void an invoice from Event Detail click on the Void button associated with the line of the invoice you
wish to void. Answer "Yes" when prompted if you wish to void. For more information, see the
Event Detail Invoice Grid section.

From the Invoices Tab

To void an invoice or invoices on the Invoices tab, click the check box in front of each item you wish to
void and click the Void button. Answer "Yes" when prompted. For more information, see the
Invoices Tab section.

From the Invoice Header Tab

To void an invoice in the Invoice Header tab, click your invoice in the invoice grid. Click the edit button
which will take you into the Invoice Header tab. Click the Invoice Status drop down and select Void.
Click on the check mark at the top of the screen to save the change. For more information, see the
Invoice Header tab section.

Recalculate an Invoice

How do | recalculate an invoice?

You can recalculate an invoice in three places. In the Event Detail tab, on the Invoices Details tab in
the Invoicing Form, and on the Invoice Header Tab of the Invoicing Form.

To recalculate an invoice in Event Detail, click here.

To recalculate an invoice on the Invoice Details Tab in the Invoicing Form, click here.

To recalculate an invoice on the Invoice Header Tab in the Invoice Form, click here.

From Within Event Detail

To recalculate an invoice from Event Detail click on the Recalculate button associated with the line of
the invoice you wish to recalculate. Answer "Yes" when prompted if you wish to recalculate the item.
For more information, see the Event Detail Invoice Grid section.

From the Invoice Details Tab

To recalculate an invoice in the Invoice Details tab, click your invoice in the invoice grid. Click the edit
button which will take you into the Invoice Header tab. Click the Invoice Details tab at the top of the
form. Click the Recalculate All Items button at the bottom of the form. For more information, see the
Invoice Details tab section.

From the Invoice Header Tab

To recalculate an invoice in the Invoice Header tab, click your invoice in the invoice grid. Click the edit
button which will take you into the Invoice Header tab. Click the Recalculate All ltems button at the
bottom of the form. For more information, see the Invoice Header tab section.

Print an Invoice

How do | print an invoice?

You can print an invoice in three places. In the Event Detail tab, on the Invoicing Form, and on the
Preview Tab of the Invoicing Form.

To print an invoice in Event Detail, click here.
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8.55.1

8.5.5.2

8.5.5.3

8.5.6

8.5.7

8.5.7.1

8.5.7.2

8.5.8

To print an invoice on the Invoicing Form, click here.

To print an invoice on the Preview Tab in the Invoice Form, click here.

From Event Detail

To print an invoice from Event Detall, click on the Print button associated with the line of the invoice
you wish to print. For more information, see the Event Detail Invoice Grid section.

From the Invoicing Form

To print an invoice in the Invoicing Form, click your invoice in the invoice grid. Click the edit button
which will take you into the Invoice Header tab and make this invoice your current working invoice.
Click the print button at the top of the screen. For more information, see the Invoicing Form section.

From the Preview Tab

To print an invoice in the Preview Tab, click your invoice in the invoice grid on the Invoices Tab. Click
the edit button which will take you into the Invoice Header tab and make this invoice your current
working invoice. Click the Preview tab at the top of the window. Click the print button at the top left of
the preview tab. For more information, see the Preview Tab section.

Save an Invoice to PDF

How can | save an invoice to PDF format?

You can save an invoice in PDF format just like any other report in FASTbook. Simply start to print the
report, and in the dialog box select "Print to File" near the bottom of the form. You can then select PDF
from the drop down and type in a file name. Press Print and the file will be created.

Edit An Existing Invoice

How do | edit an existing Invoice?

You can edit an invoice already in the system in one of two ways.

To edit an invoice while in Event Detail, click here.

To edit an invoice while in the Invoicing Form, click here.

From Event Detail

To edit an invoice from Event Detail, double-click on the line of the invoice you wish to edit. This will
take you into the Invoicing form with that invoice currently ready for changes. For more information,
see the Event Detail Invoice Grid section.

From the Invoicing Tab

To edit an invoice in the Invoicing tab, click your invoice in the invoice grid. Click the edit button which
will take you into the Invoice Header tab. You can also double click the invoice in the grid. For more
information, see the Invoice Tab section.

Email an Invoice

How do | email an invoice?

To email an invoice, open the invoice you wish to email in the Invoicing Form. Go to the Preview tab
and click the email button. You will then be prompted for an email address and permitted to send the
email. For more information, see Preview Tab Emailing an Invoice.
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8.5.9 Establish Default Charges

How can | establish default charges for my invoices?

Default charges can be established in Invoice Setup. Simply check all the defaults that apply to each
charge and save your changes. For more information, see the
Invoice Setup Charges / Discounts / Taxes section.

8.5.10 Defer Charges

How can | defer charges on an invoice?

Charges are deferred by simply unchecking them in the Invoice Details tab on the Invoicing Form. For
more information, see Invoice Details Tab section.

8.5.11 Batch Invoice Creation

How can | create batches of invoices?

In the Invoices tab, on the Invoicing Form, select the drop down on the Create button. Choose a
method of batch invoice creations from the list. For more information, see the Invoices Tab
(Batch Invoice by Date Range or Batch Invoice by Event Number) section.

8.5.12 Print Multiple Invoices

How can | print multiple invoices at the same time?

Multiple invoices can only be printed from the Invoices Tab of the Invoicing Form. While on that tab,
check each invoice you want to print and then either click the print button, or select a menu item from
the drop down on the print button. For more information, see the Invoices Tab.

8.5.13 Edit Charges On-The-Fly
How can | edit my additional invoice charges on-the-fly?

Charges / Discounts / Taxes can have their charges overridden on the Invoice Details tab of the
Invoice Form. Simply click in the charge field twice to enter edit mode. Type in the new charge and
press enter. For more information, see Invoice Details Adding and Removing Charges.
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9 FASTbooking
9.1 Overview
FASTbooking
The FASTbooking module can be accessed from either the Calendar, Event Detail window, or
the menu bar under 'View'".
This module contains various sophisticated innovations:
1) A room search feature, where you enter criteria and FASTbook will find the best
available room(s) for you.
2) Itallows for quick scheduling of repetitive bookings. It is very advantageous in
entering essential event information and booking clients who meet on a regular basis.
3) Interactive and optional hints help walk you through the steps in FASTbooking.
4) A grid display of the rooms providing important room information at the time of
booking.
There are two booking views in FASTbooking. The simple booking view allows for a quick book
of a single room, making it an easy step process to enter a booking. The advance booking view
allows for the advanced features of multiple room bookings: entering events that may have a
pattern occurring for a duration, complex searches, room information and attributes, creating and
saving booking templates, and having a report for conflicts in desired scheduling which allows
the user to address.
The default view is the simple Booking. Choose the 'Hint Help' option under the ~ Help menu
to have dialogue boxes guide you through the booking process.
File View | Settings | Windows Help
m Shiows E-Mail Motices May
Calendar | ¥ | Show Expired Items Notices )
& Show Hint Help I
Event Cretai =
Personal Preferences. ., ratiyd”
A - g [
9.2  Simple Booking

Simple Booking
e Click on the "FASTbooking" icon in the FASTbook toolbar on the left side of the screen. A
window should appear displaying options for making a booking.
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e Create a new event in FASTbooking by entering a new 'Event Name,' or use the drop down
menu to choose a pre-existing 'Event Name'. If you choose an event name from the drop
down, all of the following fields should be populated automatically. If the user is not using
the drop down window, the following fields will need to be populated manually: Status,
Event Type, Client Name, Contact and Location.

Event Mame I

Status I

Ewvent Type ICanerence

Client M arme ICi‘-.fiu: Center

Contact I

Ll Ll Led Lo e e

Location ICactus Convention Cir.

e Use the mouse and/or the tab key to enter information in the following drop down menu
fields and time masked fields in the "Time/Duration" section: Start Date, End Date, Start
Time, End Time, Show Start, Show End. You may use either the drop down arrows and
controls in the fields or type in the information in the given format.
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Time/Duration I Day of Month | Day of ‘wieek | Wwesks | Montr < |

Start Date
End Drate
Start Time
End Tirne

Showe Start
Show End

afn200s -

SH22005 -

il

11:39 PM

;‘

11:39 PM

o

="
=

="
=

—Additional D ay

For o fpavis) <]

= One Event

i~ One per Day

—Murmber of Events to Generate—

" One per Month

e Enter a name in the "Room Name" drop down field. There is no filtering on availability from
the drop down list in simple booking. It will attempt to book the event based on the give
information. If there is a conflict, it will be reported.

FRoom Mame IEIaIIru:u:-m il

Sdvanced = I (2 Mew Bocking

=l

# FiiichBocking| [} Clcse |

e Click on the "Finish booking" button.

A pop box will appear showing the status of the booking. If it is a short duration booking like a
single day, your screen may barely register the image.
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v Booking Log =[O =l
Event Mumber, =
7a
Event Mame:

“idid Towm St ne”

Hai the fallowing resufts:

Room: Ballraom A

Status: Temstive 1

Drate: DEA25/2005

Start Time: 500 AM

Eni Tima: 11:55 Prd

Room wes available far boaking.

e Prini I Close

The "Booking Log" window will appear displaying the event number in the top left corner of the
screen, the name of the event, and the room where the event was booked with the date(s) and
time(s) of the event. The user should also be given the option of printing the booking from the
"Booking Log" pop up window. This is an informational report for the booking agent for
confirmation.

ﬂ NOTE: If there is a scheduling conflict, this report will show the conflict by printing out

the Event number, room, and date of the event already booked. This allows the user to make
changes to accommodate both bookings.

e Click on the "New Booking" button to clear the data from the text fields and begin booking a
new event.

e In the "Booking Log" pop up menu click the "Print" button (This should give the user a
screen that displays options for previewing, printing, or saving the event, along with a display
of what printer the document will print to).

© 2005 Event Software



251

FASTbook Application Manual

9.3
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Click in the "Preview" radio button and then click "OK" (This should give the user a print
preview of the booking confirmation).

Click the "Ok" button to close the preview and then click on the "Print" radio button and
print out the document. Make sure the document prints clearly and that the information is
formatted correctly.

Click the "File" radio button option and then specify the location for storage by clicking on
the browse button in the report destination section. A pop up window should appear
defaulting to the "Templates" folder. Name the booking and click the save button. The
template is now saved and can be retrieved for use in the future.

Close the print pop up window.

Click on the "Booking Log" window close button and test the advanced booking section.

Advanced Booking

Advanced Booking

Click on the "FASTbooking" icon in the FASTbook toolbar on the left side of the screen.
A window should appear displaying options for making a booking.
Click on the "Advanced" booking button after entering the FASTbooking.
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A window appears with additional FASTbooking features that allow the user to set up date
patterns for events, book more than one room at a time, and allow for more access to room
features to allow your facility's clients better choices for choosing which rooms to book. You can
create a new event in FASTbooking or append to an existing event.

Creating a new event

To create a new event, manually enter information in all of the applicable fields. You may
navigate from field to field by pressing the "Tab' key on the keyboard to move to the next logical
tield or use your mouse;

e  Enter an Event Name, Status, Event Type, Client Name, Contact, and if needed, Location.

e  Specify the duration of the Event in the "Start Date" and "End Date" fields in the
"Time/Duration" section NOTE: You must specify a date range in the "Time/Duration" in
order for the date patterns to function correctly).

e Click on the "Day of Month", "Day of Week", "Weeks" and "Months" tabs, dates to include
and exclude tabs and then click on the appropriate check boxes to book rooms of your event
between the "Start Date" and "End Date" entered.

ﬂ NOTE: If you need to do a more restrictive search for a room that needs to support a

specific room style and capacity, you may enter in those values prior to clicking on the "Search"
button.
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e Click on the search button; it will automatically list all the rooms that meet the entered
requirements.

e Sclect a room from the Room sub grid by clicking on it. A check box should appear in the
leftmost column.

e Click the "Finish Booking" button.

=T

Event Mumber: ;l
7

Event Mame:
"Tad Afton Show

Had 1he fallowing resuis:

Room: Gillersst Hall

Status: Firn

Diate: DR2572005

Start Time: 500 Ak

Enid Tima: 11:50 PR

Room wes available far boaking,

vz Print I Close

If another event with a different status is booked earlier, a popup window will appear with
information about the conflict: date, event name, event number, status, and time.

If you wish to continue booking the event, click the yes button to complete the booking.

A "Booking Log" popup window should appear confirming the booking and displaying the event
number in the top left corner of the screen, the name of the event, and the room where the event
was booked with the date(s) and time(s) of the event. The user should also be given the option
of printing the booking from the "Booking Log" pop up window.

Click on the "Close" button in the "Booking Log" pop up window.

You may now click on the "New Booking" button to add another Event.

Create an entry using each of the date pattern options, "Day of Month", "Day of Week",
"Weeks", "Months" and with dates to include and exclude.

Check the calendar after each pattern has been entered to make sure that the information is
appearing in the appropriate dates. Save the entries.

In the "Booking Log" pop up menu, click the "Print" button (This should give the user a screen
that displays options for previewing, printing or saving the event, along with a display of what

printer the document will print to).

Make sure the "Preview" radio button is selected and then click "OK" (This should give the user
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a print preview of the booking log screen).

e Click the "Ok" button to close the preview and then click on the "Print" radio button and
print out the document. Make sure the document prints clearly and that the information is
formatted correctly.

e Click the "File" radio button option and then specify the location for storage by clicking on
the browse button in the report destination section. A pop up window should appear
defaulting to the "Templates" folder. Name the booking and click the save button. The
template is now saved and can be retrieved for use in the future.

Close the print pop up window.

Save one of your date pattern bookings using the "Save Template" button. A pop up window
should appear asking you what you want to name the template being saved. Give it a name and
click okay.

Click on the "Open Template" button at the bottom of the screen.

Re-open the template that you just saved. The event should appear in the FASTbooking screen.
Make sure all date (Including the rooms) was saved accurately.

Close the FASTbooking section.

9.4  Setting up the Time/Duration section for an event

Setting up the Time/Duration section for an event

When booking a multiple day event that has unbooked days in between non-consecutive booking
days, we can use the Time/Duration tabs (Day of Month, Day of Week, Weeks and Months) and
dates to include and exclude to indicate a desired pattern.

TimeDuaion | Do of woreh | Dap of ek | ks | Montk 4]

Stait Dale |5.I‘12|‘21]Dﬁ | Thodiond Daps

Far [0 [paz =]
EndDiate |5ﬁ2mtﬁ -

Mumbsi af E verts Lo Gensiale
StatTe [G0AN = e Evertt
EndTime [1152 =
Shows Stert |EIII.E|M :L

(il Markh
ShowErd [1958 F = e e

™ Orna per Day

For example, if booking a class starting in January and ending in February that occurs only on
Tuesday and Thursday, Time/Duration options would be setup like so:
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9.5

95.1
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Note that the dates and times are set on the "Time/Duration' tab. Then on the 'Day of Week' tab,
Tuesday and Thursday are selected. This will book all Tuesdays and Thursdays from January 1,
2005 until February 28, 2005.

Time/Duration tab

Time/Duration tab

Start Date- The first date of an event or the date of the first sub event.

End Date- The last date of an event or the date of the last sub event.

Start Time- The time of the first sub event booked.

End Time- The end time of the last sub event booked.

Show Start- Informational time of when an activity will start within the booked time.

Show End- Informational time of when an activity will end within the booked time.
Additional Days- The number of days beyond Start Date to End Date, indicating the range of
days effected by the pattern being booked.

Number of Events to Generate- (This indicates how the event and event number(s) will be
generated and how sub events will be distributed across events. This is important to note since it
will determine number of invoices is created.

One Event- This will book all sub events under a single event number and one invoice for the
entire event.

One per Day- This will set one event per day and one invoice per day.

One per Month- This will set one event number per month and one invoice per month.

Other Fields to search by
Other Fields to search by...
When looking for a room that will need a specific room style or a room to hold a specific

number for attendance, or even both a room style and an associated number for attendance, the
information may be optionally entered to limit a search for room availability.

Fioonm Sipke j[l-:s‘.l-:-m j
Aftendancs |30
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For example, if looking for a room that can be setup with a classroom style for 30 students, fill in
the fields like so. When you press the 'Search' button, only available rooms that were noted in
setup to be able to hold a classroom configuration for a capacity of 30 or more people will show
up in the '/Room Name' list.

If only a room style is entered, than a capacity of zero is assumed. If only the attendance is
entered, then the rooms will be filtered out by 'Maximum Allowable Occupancy' for each room.

9.6 Creating a New Event

To create a new event, enter information in all of the applicable fields. You may navigate from
field to field by pressing the "Tab' key on the keyboard to move to the next logical field, or you
can use your mouse.

e Enter an Event Name, Status, Event Type, Client Name, Contact, and if needed, Location.

e  Specify the duration of the Event in the "Start Date" and "End Date" fields in the
"Time/Duration" section (NOTE: You must specify a date range in the "Time/Duration" in
order for the date patterns to function correctly).

e Click on the "Day of Month", "Day of Week", "Weeks" and "Months" tabs, choose dates to
include and exclude, and then click on the appropriate check boxes to book rooms of your
event between the "Start Date" and "End Date" entered.

ﬂ NOTE: If you need to do a more restrictive search for a room that needs to support a

specific room style and capacity, you may enter in those values prior to clicking on the "Search"
button.

e C(lick on the search button and it will automatically list all the rooms that meet the entered
requirements.

e Sclect a room from the Room sub grid by clicking on it. A check box should appear in the
leftmost column.

e Click the "Finish Booking" button.

If another event with a different status is booked earlier, a popup window will appear with
information about the conflict: date, event name, event number, status and time.

If you wish to continue booking the event, click the yes button to complete the booking.
A "Booking Log" pop up window should appear confirming the booking and displaying the

event number in the top left corner of the screen, the name of the event, and the room where the
event was booked with the date(s) and time(s) of the event. The user should also be given the
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option of printing the booking from the "Booking Log" pop up window.
Click on the "Close" button in the "Booking Log" pop up window.
You may now click on the "New Booking" button to add another Event.

Create an entry using each of the date pattern options, "Day of Month", "Day of Week",
"Weeks", and "Months". Check the calendar after each pattern has been entered to make sure
that the information is appearing in the appropriate dates. Save the entries.

In the "Booking Log" pop up menu click, the "Print" button (This should give the user a screen
that displays options for previewing, printing or saving the event, along with a display of what
printer the document will print to).

Make sure the "Preview" radio button is selected and then click "OK" (This should give the user
a print preview of the booking log screen).

e Click the "Ok" button to close the preview and then click on the "Print" radio button and
print out the document. Make sure the document prints clearly and that the information is
formatted correctly.

e Click the "File" radio button option and then specify the location for storage by clicking on
the browse button in the report destination section. A pop up window should appear
defaulting to the "Templates" folder. Name the booking and click the save button. The
template is now saved and can be retrieved for use in the future.

Close the print pop up window.

Save one of your date pattern bookings using the "Save Template" button. A pop up window
should appear asking you what you want to name the template being saved. Give it a name and
click okay.

Click on the "Open Template" button at the bottom of the screen.

Reopen the template that you just saved. The event should appear in the FASTbooking screen.
Make sure all dates (Including the rooms) were saved accurately.

Close the FASTbooking section.
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9.7 Weeks of Month Tab

Day u:ufM-:unthI Day of Wweel, ‘wWeeks | Mnnthsl M ever [nclud A4 I 'I

[~ First 7 Days [~ Fourth 7 Days
[ Second 7 Days [ Fifth 7 Dayz
[T Third 7 Days [T Last 7 Days

SElect.-'i‘-.Ill Clear |

9.8 Dates to Include & Exclude

Do o wesek | Wimeka | Monthe Mot Inciude | s ren 4 |+
: TEREETY
[ 4 | March, 2004 X |[evEt
Gun Mon Tus Wwed Thu Fi Sat ggg;%a
1 2 31 4 5§ &
Fom om0 1 g2 g |
14 15 15 17 12 <4E» 20
N ;@XM B/ E T
T

= Todap: 5A 252005 Ramove Dzte

Weeksl Mnnthsl Mever Include  Alwaps Include | 1 I FI
024212005
M July. 2005 > B o5 2072005
Sun Mon Tue wed Thu Fri Sat |07/04/2005
1 2

3 #® 5 5 7 & 9
m 11 12 12 14 15 16
17 18 18 20 21 22 23
M 25 26 ZF 28 28 30
A

Ty Today: 571272005 Remawe Date
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10 Timelines

10.1 Overview

E 1
Timelines How to use the Timelines

Filz ‘iew | Settings | Windows Help

m Shiows E-Mail Motices May
5 —
Calendar v | Show Expired Ikems Mokices
ﬁ Shiowe Hink Help I 7
Event Detail -
Personal Preferences, .. Eratifd”
- ,,.f .. I'8 5 10

ﬂ NOTE: You can view any one of the time lines by highlighting a day cell in the Calendar

and then right-clicking with your mouse. The menu will appear and display an option for each
one of the time lines. Click on the one you want to view and it will take you directly to it.

To get more detailed information about your center's room status for a month, open the
monthly Room Timeline by pressing on its button.

To get more detailed information about your centet's event bookings for a month, open the
month you want to view in the calendar and then open the monthly Event Timeline by
pressing on its button.

To get more detailed information about your centet's resource bookings (like Equipment and
Meals) for a day, make that day your current one and then open the Resource Timelines by
pressing on the button.

To exit, choose Close at the bottom of the pop up window.

To Exit FASTbook go to file on the menubar, choose Exit from the menu that drops down.
Choose Minimize from the title bar to minimize FASTbook for later use.

10.2 Daily Timelines

Daily Time Lines

The Daily Timeline is a graphical display of your centet's bookings for one day.
24 hours are displayed at the top of the window next to the room count area. All the facilities'
rooms and room groups are listed in alphabetical order on the left side.

To get more detailed information about your centet's status for a given day. click on the day
in the calendar that you would like to view and then click the Timelines button on the side
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toolbar. To view information about a day's events, click on the daily timeline button.

Roomel2?) AM

ﬂ show Room Timeline for 05,25/ 2005

o1 25436783
[ T T T T T

EX

w2l 284 67 8 32101 12
I N Y A I o A L

Arena, ll

Arena Dowl

Arena Lobby
Arena | pper Deck
Eallroom &
Eallroom & 2 B
Eallroom A-B-C

Eallroom B
Eallroom
Czn's Boom
East Loblsr
Gillre st all
Gillcre =t Hall
GreenHoom
Fehearsal Hall
Fooma
Foom&a & B
FoomaAaB&C
Fooma-D
FoomB
FoomC
FoomD

RAHEEHARAERARRERARARAA

—___[T[IT

Daily Room Timeline Tor: May 25, 2006
—Jptions
 Rooms © Grougps & Both

e
i Page Down

"
A
=
2
|
2
(u]
ol
i

Use the Page Up and Page Down buttons to scroll within the room name table if the facility has
more rooms than can be displayed in one screen.

The timelines are displayed in a grid that shows every hour in the day. The morning hours (AM)
are yellow, the evening hours (PM) are light blue.

Timelines can appear in 6 different colors, if your center uses 6 statuses. The colors are user
defined and you can look up their meaning in the setup module under Center Profile in the
Status tab.

If you allowed time for setup and tear down of a room, you will see those times displayed at the
beginning and end of each timeline as a shaded area.
| == ——==HEEEEEN

Bubble Help appears when the mouse pointer passes over a timeline. It contains the Event
Name, and its Start and End Time.

e Double click on the room name you want to examine closer.
A Timeline zoom screen pops up showing you all timelines for the room you double clicked on.
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10.3

x

I' 012344586 30M121 2 34 5§67 8 8101112
Eucalyptus Court
I AM bbbl |

IRnnnEnnnnnnEnE
Firm

Tentative [ —
2nd Tent [ ' ' ' '
3rd Tent S
IBC-Tent
Holds

The room name is displayed in the left top part of the screen followed by the 24hour timeline. All
statuses are listed in the table along the left side, and the appropriate timelines are shown in the
grid. This zoom screen is necessary to display all overlapping timelines.

e Click on the Close button to return to the daily timeline for rooms.

To exit choose Close at the bottom of the pop up window.

e To Exit FASTbook, go to file on the menubar, choose Exit from the menu that drops down.
e Choose Minimize from the title bar to minimize FASTbook for later use.

Monthly Timelines for Rooms

Monthly Timeline for Rooms

The Monthly Time line for Rooms is a graphical display of your center's bookings for one entire
month.
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;-]M-:-nthlf Timehne for: May, 2005

evarsqig) | |5 Mlx|urle] s|s|m] vlulr| el ||| vlun 7| 5] <loa] vl el ] s 5| v

Arenz Bowl

Arena Lokbby
Arenallpper Dack
Ballroom &
EBellroom AL B
Bellroom A5-C
Eellroom B
Ballroom =
Gitllorasi Al [
GillerasiHell

Foom A :
FoomA&H

FoomAB & C :
Foom A-D ™
Foom B
Foom C — —

Foom D —

{1

Page Up Mornthly Timeling for: May, 2005
Dphong

" Hooms @ Groups & Both ‘ 1l v Erint | [H Cloz= | Ih-|

The days of the month are displayed at the top next to the room count area. All rooms for the
facility are listed in alphabetical order on the left side.

Use the Page Up and Page Down buttons to scroll within the room name table if the facility has
more rooms than can be displayed in one screen.

The timelines are displayed in a grid that shows every day in the month. Saturday and Sunday are
always displayed with a red color, while the weekdays are black.

=age Do

Just like in the daily timeline screen, the monthly timelines can appear in 6 different colors, if
your center uses all 6 statuses. The colors are user defined and you can look up their meaning in
the setup module under Center Profile in the Status tab.

Because all statuses are always visible (they don't overlap) you get an instant overview of your
centet's availability.

If you wish to see a complete overview for specific rooms and days you need to:
e C(lick on the day you wish to examine closer. I chose Saturday May 28, 2005
e Double click on the room name you want to inspect.
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aMnmmrmeheﬁr May, Z00%
Evants{1E) |smrwrrssmrwrfssmrwrrssmrwrflssmrE

1234567831011121314151617 18192021 222324 252627 2829 031
A [aranaz Al 111 1 1| —1 1 1|
—

Arena Bowl
g [Arena Lobby

srana Uppareck [ || ==

—

—
—

111

x|
I— o1 2406878 910 123486878 32101112
Hallroom A |
AM|||| A A U R
Firm —
Tentative 1
Tentative 2 —
Hald 1 —
Haold 2
Haold 3
- [ Clase |
e
E]
I 2]
. T
=apa D Hpbars
Jo " Hooms  Groups % Both ‘ 4l | = Frirt | [H Cloz= (3 | L
= =l

A Timeline zoom screen pops up showing you all timelines for the room on the day you clicked
on.

The room name is displayed in the left top part of the screen followed by the 24 hour timeline.
All statuses are listed in the table along the left side, and the appropriate timelines are shown in
the grid. Since the monthly timeline can become quite overwhelming, the zoom gives you a much
more calm overview.

e Click on the Close button to return to the monthly timeline for rooms.

10.4 Monthly Event Timeline

Monthly Event Timeline

The Event Monthly Timeline is a graphical display of your center's bookings for one entire
month. Displayed are all events happening throughout a month. You can easily observe the
duration of an event and its status.
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The days of the month are displayed at the top, next to the event count area. All event bookings
for the month active in the calendar are listed in alphabetical order on the left side.

Use the Page Up and Page Down buttons to scroll within the room name table if the facility has
more rooms than can be displayed in one screen.

The timelines are displayed in a grid that shows every day in the month. Saturday and Sunday are
always displayed with a red color, the weekdays are black.

The timelines can appear in 6 different colors, if your center uses all 6 statuses. The colors are
user defined and you can look up their meaning in the setup module under Center Profile in the
Status tab.

Because each event status is visible, you get an instant overview of your centet's availability.
If you wish to see a complete overview for a specific event, you need to:

e (lick once on the number for the day you wish to examine closer.
e C(lick twice on the event name you want to inspect.
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A Timeline zoom screen pops up showing you all different rooms for the event you selected.

e Click on the Close button to return to the monthly timeline for rooms.

10.5 Room Event Monthly

Room Event Monthly

The Room Event Monthly Timeline is a graphical display of your centet's bookings for one entire

month. Displayed are all events happening throughout a month. You can easily observe the
duration of an event and its status.
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The days of the month are displayed at the top, next to the event count area. All event bookings
for the month active in the calendar are listed in alphabetical order on the left side.
Use the Page Up and Page Down buttons to scroll within the room name table if the facility has
more rooms than can be displayed in one screen.
The timelines are displayed in a grid that shows every day in the month. Saturday and Sunday are
always displayed with a red color, the weekdays are black.
The timelines can appear in 6 different colors, if your center uses all 6 statuses. The colors are
user defined and you can look up their meaning in the setup module under Center Profile in the
Status tab.
Because each event status is visible, you get an instant overview of your centet's availability.
If you wish to see a complete overview for a specific event you need to mouse over one of the
events.
10.6 Daily Timeline for Resources

Daily Timelines for Resources
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The Timelines are a graphical display of your centet's resource bookings for one day.
e C(lick on the day cell you want to lookup a resource for.

e C(lick on the Resource button in the Time Lines pop up window .

e Resources are Equipment, Meals, and Labor. Each one has their own Timeline.

Draily

M onthly

Ewent M onthly
Room Event IWonthly

Resource 3

Equiptment
Mleals
Labor

Working With The Equipment Timeline

If you want to look up all equipment booked for one day, highlight the day you want to look at
on the Calendar, click the Time Lines Icon in the right tool bar and then click on the Resource
Timeline. From there click on the Equipment button in the pop up window.

The equipment timeline will pop up.
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Equipment timeline for 09,28, 2005 ﬂ
IEquimem Ll 01234567839 10M1M121 2 34867 89101112
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If you want to look up all equipment booked for one day, highlight that day and right mouse
click on the calendar and choose the Resource timelines option from the menu. A resource
window will appear displaying your three resource options. Select the equipment button. You
can also get to the equipment timeline by clicking on the Time Lines button on the right toolbar,
then selecting the Resource timelines and the equipment button.

The room names are listed in a table on the left side. If there are more rooms than lines in the
table, use the Page Up and Page Down buttons to scroll.

The timelines in the grid show the 24 hours of the day you selected. If you move with your
mouse directly over a timeline, the bubble help will tell you what event is scheduled in the room.

To see a single piece of equipment listed, FASTbook has an equipment zoom screen.
e Double click on an event name to look up more detailed information about the equipment
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Equipment For Room: Executive Lobby El

R oo Marme |Descriptin:|n |I]t_l,l Ordered |I]t_l,l Flec:eived| [ it Ciazt ﬂ
117 E xecutive Lobby Baby Grand Piano 1 1 $160.00

A screen will pop up showing you the Description of the equipment, the Date it is in use, the
Room Name, the Quantity ordered and received, the Unit Cost, and the Total Cost.

e To close the Equipment pop up, click on the Close button.

e To close the Equipment Timeline, click on the Close button.

Working With The Meals Timeline

e If you want to look up all meals booked for one day, highlight that day and right mouse click
on the calendar and choose the Resource timelines option from the menu. A resource
window will appear displaying your three resource options. Select the meals button. You can
also get to the meals timeline by clicking on the Time Lines button on the right toolbar, select
the Resource timelines and the meals button.
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The room names are listed in a table on the left side. If there are more rooms than lines in the
table, use the Page Up and Page Down buttons to scroll. The timelines in the grid show the 24
hours of the day you selected at the top.

e If you move with your mouse directly over a timeline, a HINT will tell you the event that is
scheduled in the room.

e Double click on a meal to view it in more detail. A screen will pop up showing you the
Description of the meal, the date, the Room Name, the Quantity, the Cost for one meal, and
the Total Cost.

o To close the Meal pop up, click on the Close button.

o To close the Meal Timeline, click on the Close button.
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Meals For Room: McEwen 24 El
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10.7 Working With The Labor Timeline

Working With The Labor Timeline

e If you want to look up all labor booked for one day, highlight that day and right mouse-click
on the calendar and choose the Resource time lines option from the menu. A resource
window will appear displaying your three resource options. Select the labor button. You can
also get to the labortime line by clicking on the Time Lines button on the right toolbar, select
the Resource timelines and the labor button.

The labor timeline will pop up.
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The room names are listed in a table on the left side.
If there are more rooms than lines in the table, use the Page Up and Page Down buttons to
scroll.

The timelines at the top show the 24 hours in the day.

e If you move with your mouse directly over a timeline, the bubble help will tell you what
event is scheduled in the room.

To see all labor listed, FASTbook has an labor zoom screen.

e Double click on an event name to look up more detailed information about the labor.

A screen will pop up showing you the Description of the labor, the Date, the Room Name, the

Quantity, the Unit Cost, and the Total Cost.
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Labor For Room: McEwen 24 El
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e To close the Labor pop up click on the Close button.
o To close the Labor Timeline click on the Close button.
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11  Expired Items

11.1 Overview

-1
Exqiredltens Expired ltems

e The Expired Items window consist of three components: Events, Payments, and
Ticklers.

e The Events Tab - shows events whose statuses are pending approval and are
about to expire.

—ipix
 Events (23] | Payments | Ticklers (138) | [
Event # Event Mame Status Expire Date ﬂ !
» 2| Cher One More time Tentative 1 041242005
18| The Meville Erothers Tentative 1 041242005
¥|"anni Tentative 1 041242005 .
37| Anne's Quiling Tentative 1 04142005
36| Anne's Quilling Tentative 1 04142005
35| &nne's Quilting Tentative 1 04/14/2005
24| Anne's Quilting Tentative 1 04/14/2005
33| Anne's Quilting Tentative 1 04142005
32| Anne'z Quilting Tentative 1 04/142005
BE| Chamber of Commerce Lunch Tentative 1 04/14/2005
A1 | Travel & BY show Tentative 1 04142005
B0| Trawvel & BY zhow Tentative 1 04142005
49| Trawvel & BY show Tentative 1 04142005 LI |
I
Open in Broveser Copy To Clipboard Frint Cloze

e The Payments Tab - shows events and due dates of payments that are about to
expire.
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Expiring Ikems

Events (23]  Payments [4] |Ti|:klers [136] |

=10l x|

Event Mame

Event #|Client Hame Due Date | AmaoLnt
E AECS Inc 04/27 /2005 | 4,195 25

Al Brand Computer Sale L

Auto Shows I 04./239/2005 (9,700.00

M ational Auta Show

Phoerix Univ, Inc. | 05,/0242005 | 1,000.00

FPhoenix Universtip

Harry AW kMaotars Inc| 05/02/2005 | 2,350.00

Travel & BY show

Cpen in Broveser Copy To Clipboard

Print |

e The Ticklers Tab - shows events that have been assigned to specific users and

functions.

Expiring Items

Ewvents [23) | Payments (4] Ticklers [128) |

=101 x|

Event# |Acton

E Send Contract

02/05/2005 |ALICE

Due Date  |Aszzigned To ﬂ

Send Contract

02/08/2005 |ALICE

Send Cantract

024112008 |ALICE

Recieve Contract Back

0241242008 |ALICE

LT P | D | —

Send Contract

024142005 |ALICE

28| Send Contract

02/14/2005 |ALICE

27 |Recieve Contract Back

02415/2005 |ALICE

29|Recieve Contract Back

02418/2005 |ALICE

4|5end Contract

02418/2005 |ALICE

41 |Recieve Contract Back

024202005 |ALICE

—_

Recieve Caontract Back

0242342008 |ALICE

(8]

Recieve Contract Back

02/26/2005 |ALICE

Open in Browser Copy To Clipboard

Print |
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12 FASTbook Messaging

12.1 Overview

=
| Messaees . Mlessages

Sending Messages (FASThook Internal Messages System)

The Fastbook Internal Messages System allows the users of Fastbook to send internal messages
to each other or to a group.

e Click on the Messages Icon on the left side of the toolbar. The Messages window will appear.

¥ Messages Mi=1 E3

Subject Sent By SentOn =

=
| | 3

i Fricrity
||

= [ew

“ = Dpened
Friarity: 0| Mew: 0 |Fead: 0| Total: 0 | User: SUIFERYISOR

3Bead 2 Trash | [L—l Close

Creating a new message:

e Click "Create" and the Send Message window appears.

e Type in Subject and press <TAB>.

¢ Type in the message you want to send and press <TAB>.

e Click on the person or group you want to send the message to and press <TAB>.
e Select Priority if you want the message sent ASAP.

e Select Return Receipt if you want to verify that message was received.
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e (Click on Send and then Close.

~Message

—Send To

Subject [v"Weekend Coverage

TTHRUZD =
1TTHRLO
21 THRUZE

Bill

Anthary,

Thanks,

¥ Friority

Justan Fvl - remember that all security guards and
parking lot helpers need to be 15-minutes early for
Saturday's opening.

W Return Feceipt

A_NEW_GROUP {Group}
A_NEW_GUY
ABCDEFGHIJKLMNOPQRS
ACCESTOALL_LvL_9{Grov
ANASTACIO

AN THONY

BILL

BURKE

CHRIS =l

—] Send ﬂ;l Close

Reading a new message:

e Click "Read" and the Read Message window appears.

?. Messages

& Feturn Receipt

09/08,2005 4:08:56 Phy

il

1| I

f Friority .

=" ey | Create | 2 Trash | [} Close
<~ Dpened

Friority: 0| MNew: 1 |Fead: 0| Total: 1 | User: SUPERVISOR
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Fead Message |

—Sent

By [BILL

On IEIEIHEIEHEEIDE 4:08:56 PM

Subject IHeturn Receipt

—Head

On IEIEIHEIEHEEIDE 4:16:36 M

[~ Reply

BILL Read the message about: "“weekend Coverage” |
Mezzage was read at 09/08/2005 4:03:56 PM

= Print

[ﬂ Cloze

o At the "Read Message" window you can either Reply to the sender or Print message.

e To reply - click on "Reply"

¢ Type in the message you want to send and press <TAB>.
e Click on Send and then Close

Send Message

~Messzage

Subject IReturn Feceipt

™ Priority

Thanks for the info - will pass it on to my staff.

[T Return Receipt

—Send To

11 THRUZ0 -
1THRU10

21 THRUZE

A_NEW_GROUP {Group}
A_NEW_GUY
ABCDEFGHIJKLMNOPGRS
ACCESTOALL_LVL_ 9 {Grov
ANASTACIO

ANTHONY

BURKE

CHRIS =

(~) Send [ Close

Deleting messages:
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e From the "Messages" window highlight which message you want to delete.
e Click on "Trash".
e Click on "Close".

?. Messages

= Feturn Beceipt SUPERYISOR 09/08/2005 4:50:50 Fhy
£ Weekend Coverage SUPERYISOR 09208,/2005 4:03:55 PM
&3 FE: companion KEITH 04/08,/200511:23:23 Al
£ BE web server KEITH 0408,/2005 10:39:44 At
=] SUPERYISOR 04/08,/2005 3:04:06 A
= SUPERYISOR 0408,/2005 3:02:44 AM
&3 BE: RE: Companian KEITH 04/07,/2005 3:01:47 P
3 Companion KEITH 0407/2005 2:58:48 P
&3 RE: RE: RE: RE: RE: RE: yesKEITH 04/07,/2005 2:53:23 P
&3 RE: RE: yes KEITH 0407/2005 2:50:28 PM
o1 of
f Friority

s =1 _L] Create @Bead 2 Trash | E[l Cloge
“ = Dpened

Friority: 0| MNew: 1

Fead: 45

Total: 46 |Llser: BILL
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13 Email

13.1 Overview
@ -
L Emal ] E-mail

Sending E-mail (FASTbook External E-Mail System)

e (lick on the E-mail button from the toolbar on the left side of the screen. The E-mail
window will appear.

— Meszzage
Mail To: | R = B
Subject: I
Attachrments: _l
Meszage:
(=
-

Clear Fields | Load Template Sawve Template Send Mail Cloze

e Enter the e-mail address of the person you would like to send the message to, or click on the
ellipses at the end of the 'Mail To' field to access your list of contacts. Press <TAB>.

Enter the subject of the e-mail in the subject field. Press <TAB>.

Enter the message you want to send. Press <TAB>.

Click on the Send button to send the e-mail.

When you are finished, click the Close button to exit the e-mail section.

13.2 Creating an E-mail Template

Creating an E-mail Template

Templates allow you to save and re-use messages that you need on a regular basis.
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b il | Templates |

— Meszzage

b ail Tar IDfreeder@aztec.net j ;ID:;I j _I

Subject: IEDntract

Attachrments: |

Meszage:

Dan, |

Here is the license contract for your reviem,

Clear Fields | Load Template Sawve Template Send Mail Cloze

e To design a template, click on the Mail <Tab>.
e Enter the name or from the drop down window and select the name from the list.

e Enter a subject line for the template. The subject you enter will appear in the subject column
of the table under the message text area in the e-mail window.

e Enter the body of the e-mail in the message text area.

e When you are finished, click on the Save Template button. You will be prompted to give
your template a name. After naming the template click "OK" button. The subject and body
of the e-mail will be saved in the template for easy access and future use.

Template Title E3 |

Wehat fitle do you want to give to thiz template:
Il:cuntract for Do

] I Cancel |

FASThook E

Templated Saved.
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13.3 Opening an existing Template

Opening an Existing E-mail Template

e C(lick on the E-mail button from the toolbar on the left side of the screen. The E-mail
window will appear.

| Templates |

— Meszage
Mail To: | R 3 =
Subject; I
Attachrents: _l
Mezzane:
-
I

Clear Figlds | Load Template Save Template Send kail Cloze

e Click on the Templates button from the Email window. The Templates Selection window will
appear.

e Sclect from the list which Template you wish to use and press "Select” or double click the line.

—Template Selection

Select the temlate pou wizh bo use and prezs "'Select’ or double click the line. Select |

[ =] - el -—

Title Subject | =
| Contract Contract o
: Contract for Dan Contract

|Enter the necessary information and press send.
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e The E-mail window will appear with "saved" template information - you are ready to create a

new email.

Email
b il | Templates |

— Meszage

Mail To: | o [ o= B

Subject: IE:::ntrau:t

Attachrments: |

hezzage:

Here iz the infarmation re; Contract (=]

-
Clear Fields | Load Template Sawve Template Send Mail Cloze
|Enter the necessary information and press send. S
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14

14.1

Overview

Contact Management

E Contact Manager

The Contact Manager is a plug-in program that runs with Fastbook to facilitate the lookup of client/contact

information while using Fastbook. The Contact Manager is found on the bottom of the Calendar. Within Contact
Manager, you are able to add tasks and notes and look up events pertaining to a specific client and/or contact

information.

The main Contract Manager view bar.

Current Client:l j Current Contact:l j (_37'&”5"
The current client view with current contact information.
Curient Clenl: |ABES lmc ;l Eulthmla:tlEI Muoiis ﬂ Eul
Fwert Humber |Evem Heame B Fuem Trpe R [a]|
L 3T Al Brand Compiner Sale n4mianns Eaibins Terative J
=
To add Tasks - click on "Add Task Button."
Curverd Cler: | =] Cumere Canct | | < &|
= =~ = M e | g
E =
Emsi: | ] %5
ol |
b #: | et | r a
Mokl | Fe: | ’E E Z
At the Add/Edit Task screen - enter task relating to client/contact.
Cuarenl Clieri. [ABCS Tnc =] Curenl Carczct[GiN Manis =] |

2 Task B Tack
Due Dtz |Priocty | Aamm [Task Type [2=stimrea T | sepect e £10
B0t 2and 1F Callask L] Canirae L1

5172008 1F Callcank pop Feady tar cantre H2

e
P bR

LI+
oju] 1=

=

K
sHem

Task screen after assigned task.
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Curenl Clieri: [ABCS Inc x| Cumeni Carzct: il Monis =] 3| %l @J]
siiTask | EnTak | =
Due Dtz |Priocty | Aamm [Task Type [2=stimrea T | sepect Tesan | = E E %
B0t 2and 1F Callask L] Canirae L1 g - g
5172008 1F Callcank pop Feady tar cantre H2 g2
—F 4
=l &

Task Alarms screen after assigning an alarm to specific task.

I’ Task Alarms o w5
Tazk | Information :
Friority 3 Client ABCS Inc
P Date 05/11/2005 Contact Gill Moz Reschedule |
| | Task Type Callback. Subject Ready for contract
Detailz... |
Complete |
=l
Events Tab - list all events associated to the current client.

v o) - [t Dctal ) 1415
Elthsrl'-llllmﬂb -
F . T TP Cams 7 _m

Cazwla ﬂnu|m-n|'r‘|.-'.u-| | Ak ks | st | 1 noaaers [ moeea 7] cocen
B P
.w::w‘ [ .} ey =] cmagnfir Fae =l p ::‘:"
Lip P T e j mf:-: AR :I I~ Friemii
A e e Ll I i |
- cpecfuitsien =] cosvee] [
muiu ) ) P i 2D B |
= mlu—lll._ IN_IF—ILM-I “Ip--h‘ ﬁl-d--ul-l'l'-Ld-.I
e
=) wled  [Towle [Entw  Pimwed Trm  rm— [ ektmatr Eg
- T VPN Demand po—
II:!:l
Pardest Thorm
a10 all
T S
fcrien [ b = mmm - i :
o Hdnrlh— =Ty |remt v B | =l I!
H o s 2
PLNE
(5 L% SoEvE [ e ———— S

To add Notes - click on "Notes Tab."
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Curenl Clisnt: |.15.BES Inc: :l Curenl Durta:l:ll'z‘il Mosis j -c3.|| ) I‘jl
T L I L I L= o
crenied [usestinne Gwbathame  |Hoee | |=] £ g £
i
..IZG.HIH:IIGHIH okl BEOE - Gilliz na with AECE e ha ks axll eaining fwe rope:. Tink in znathar g g
o munthar o = g2
& |a I
= B[

Contact Info Tab - list all demographic information pertaining to the specific contact.

Curent Clizni: [ABCS Inc: = Cumeni Cancoct: |6l Moms = : Qﬂ
H oA F K o = Tei: [Diestar .
emar. [Ghtoviz@abos net i
Prana o: Fﬁﬁﬁﬁ?ﬂi?ﬁ En: |11:|4 E
bthia: |m ROZ ER9R Fa Paa AT SATD =

E Find Contacts

RT=TES

Cheat Mame: | Creafet:  hebames [13401)2005 -]
Confact Mame: | ard [13431)2008 -]
Dierk Categorr | | Chent Greups | |

Cip | Stale: -] Cowin | =l
Emat | Tile: |
Lepeode | Fiozpeci? |
Cieate Clerk G ioup lom Hml:| £idd Hesuks fa Chent Group | .3-;.; Cleer

Cliert | ame | Tite
[ Gl Motz Dire:char
_|#uio Shaws Inc Tew Hnes
| [natec Plomaticns: Do Faeder Presidert
|| Civic Center Figith Enlom
_|Ed Srith Inc Ed Smich
| Filnare Fromotors Fhl Min=t
|_|Gibait Fhilharmori: Eeily.lones Diirectar
| [Gimesa CC Fim G ooding
[« | LlJ

Gelect | Clis= ]

§ Link Contact Manager with Events
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L2 It bk (et Sobwme it Oovelomran ) (Bl Detal | L EE
Mrn s ot Mriee P S
. III - = B. Ses b ol
Cdzwk amd |Ewunn|Tll:1l-| Wl | e ks | it | ] s [ rooesa 7] Looen
]
St oy a1 = b
Es " (= | PR T T j::"nulllr-nﬂ :l ":::r
™ e T s j m-':-u-a A j I Frissti
";:“ BotafTorstrat -] Doamdacin| | -z:'lm&:u‘:‘rﬂ
i L T TR (R | Eal BOAIMIS 18200
a
[ o ST T - T S Poid 0 s B |
= Boms Binak || D.l.-'r.—lih-n-. b F--b‘ u.d.-a.l Tukasbs
bl TS
= g T E [Gwl Enie  [umedien [rbwmmrus [hmriion [kt woior Eam ]
N VPP Comant [
|IE!H
a-
Pt Therms
iy iy
- - 0-Eis
Fuscri T E'H—h- Eard Gl 1 T e besekn ¥ T H i
romt Besa{ s b T o | [ | =l i
R Ll mm— Ui
i e — = = A
PHNE
|5 b210% EUEEE [V e remmmlel [mae C i P P e  iFbvareirutF Dot Pl m o

e Select the Chain Link button and this will allow you to link the events associated with the client in
Event Detail.

For example, looking at Event #17 and having the linked selected will list all events in Contact Manager

associated with that Client.
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15 Reports

15.1 Overview of Reports

rY
Fepotts — Qverview

FASTbook Reports has over 2000 report combinations to help the FASTbook User easily and
quickly print precisely the report desired. In this way, FASTbook Reports helps the FASTbook
User communicate more effectively than ever before to customers, prospects, vendors and
facility staff.

Providing a reporting system that is easy to use, highly flexible, and powerful has been achieved
through a standard set of over 2-dozen (and constantly growing) highly customizable standard
report templates. The main features of the highly customizable standard report templates are:

Functional Groupings of Report Templates
Selectable Field Column

Levels of Row Sort Order Control

Single and Multiple Value Filtering Criteria

FASTbook Reports makes finding the right report template quick and easy. The standard report
templates are organized by business function and grouped under the following common
daily work activities of:

Calendar
Operations
Management
Financial

Custom

Once selected, each standard report template allows the FASTbook User to control report
information content by providing from one to three selectable field columns on each report
template. All selectable field columns allow FASTbook Users to choose from a subset of
standard FASTbook data fields. But even more, each report template provides the FASTbook
User an option to choose from all User Defined data fields on one and often two of the
"selectable field" columns.

After the standard report template's information content has been defined, each standard report
template also gives the FASTbook User control over the sort order of the report. Each
standard report template provides for User Control over the 2™, 3™ and 4™ sort levels. Where
appropriate, the FASTbook User may also have control over the 1% sort level that determines the
highest level report grouping of the report information. With control over sort order, the
FASTbook User can display the report information in the most meaningful order possible to fit
virtually any reporting needs.
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15.2

In addition to control over row sort order, each standard report template provides the
FASTbook User with a variety of single and multiple value filtering criteria. The option to
select from a variety of filtering criteria allows the FASTbook User to generate a report with
precisely the information content required, with no more and no less than is necessary.
FASTbook 5.5 Reports provide the FASTbook User with exceptional and previously unavailable
reporting power. The Selectable Field Columns feature alone delivers over 2,000 distinctly
customized report variations. When combined with the sort order and filtering options, the
FASTbook User literally has over 100,000 different FASTbook report variations at their
fingertips.

Finally, Event Software is always willing to explore development of a Custom Report whenever
a Standard Report Template cannot meet a Customet's reporting requirements.

Selecting a Report

Selecting a report

FASTbook 5.5 Reports can be started one of two ways. Either click-on the Reports Button on
the left side of the screen or go to the file menu and select "Reports" under the view section.

Setkings  Windows Help -8 X

= CALENDAR FASThook Reports =
- Weelly Calendar i}

- Monthly Calendsr

|»

o Classie Style FASTbook Reports makes available over a
o Hew Style 100,000 fand grosring) distinct report
- OPERATIONS variations. The FASTbook User can quickly
EI Booking Scheduls Reports print precisely the report desired through our
i i Foom Booking Schedule

\hiohly customifzable Standard Repore

+~ Room Booking Schedule with Client Information Templates, the main features of which are:

E| R!ascru.r\ce Schedul: Reports

- Equipment Usage Schedile ¥ Funcdonal Groupings of Repors
- Meal Serving Schednle Templates
o Room Labor Requirement Schedule 2 Selectable Field Columns
e ok e e et ekl 3. F-Levels of Row Sart Order Control
E-MANAGEMENT 4. Single and Muligple Value Filtering
=8 Eivent Coordm.atmn-RepDrts Criteria
o Event Information
Event Information for Multipls Events Getﬁng Started
[=} Expired Events & Event Ticklers Reports | [Clicking each Report Selection TFree node

- Events About To Expire displays the report description. fmpartans:

only the lowest level nodes of the Report
Selection Tree are executable reports.

- Expired Events
- Ticklers Comung Che
- Ticklers Past The

- Ticklers Completed “When the Sefup Reporfbutton is black, then
[=]- Hew, Updated & Cancelled Events Reports proceed to the Report Template Setup by
PR ST I Double click on a selected Repore
- Becently Updated Events Selection Tree node
oy f:a.r-meuﬂ Frents i 2. Lok the “Serup Report” button r
| Setup Feport I m Exit Reparts | the highliphted report to be run. LI

Once the Reports has been selected, FASTbook 5.5 Reports will open with the Report
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Selection Tree on the left side and a Report Description & Use Specification on the right.

Notice that on initial entry into FASTbook Reportts, the Setup Report button in the lower right
hand corner is grayed out or unavailable, i.e., the grayed out status indicates that clicking the
button will have no effect. Also, notice by clicking on each Report Selection Tree node that
every node has a unique description on the right hand side. Note that only the lowest level
nodes of the Report Selection tree are executable reports. Therefore, selecting one of the
lowest level nodes of the Report Selection Tree is the only way to change the Setup Report
button text to black.

When the Setup Report button text is black, then an executable report has been selected
and the FASTbook User may proceed to the Standard Report Template Setup screen by
one of two methods. To proceed to the Standard Report Template Setup screen by one of
two methods that is highlighted, the FASTbook User may either:

e Click on the report you want to run then Click the "Setup Report" button

15.3 Report Setup

Report Setup
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Paper Informnation | FReport O ptions |
Faper Siz

f* Letter

nientation
£ Portrait

(v Landscape

i~ Legal

Fieport Colurmn Layout & Sort Order

Columns:

[~ Manusl Feed

FASTbook 5.5 Report Setup for "'Booked Revenue By Client Mame™ Standard Repork Te

Eoom Booking Dat(j |Roum MName |E1.re:|1t MName IEArent Type

j |R‘_nnm Charges |Fqu.ipme]lt Charges |I\.'Iea.l Charges

Sort Order: |C1i.ent MName

Fieport Filtering & Selection Criteria

Start Date: I 512005 'I

IRunm Booking D ate

Erd Drate: I 632005 vl

j IRn-omNa.me

j Status IAl.lTenhﬁue

Location: I ATl

Event Exclude:
Type:

Client: Exclude:

Select =
Bemaove =
Select Al ==
Rermoe L]l <=

Select Al == |

Remire P:.]l¢<|

-~

Irchude:

All

Ballet
Banguet
Baskeiball
Broadway

Izl ude:

Anne's Quilting
Aute Shows Ine
Artec Promuotons
Civrie Center
Disney inc

Ed Smuith Ine
Filmore Promwtons
Harry BE¥ Motors Inc
Pacific Fromotions
Phoeenix Undv. Inc.
Sam Claix

[

j IRn-nm Charges LI

f” Fun Fieportl @ Cal

Once the FASTbook User has selected a Standard Report Template, then the Report Setup for

"selected report'" Standard Report screen will appear.

The Report Setup for a Standard Report screen is the engine that allows the FASTbook User to
define almost unlimited variations of a Standard Report template and generate exactly the report
they want. Each Report Setup section supports the major ways that we at Event Software, have
learned that FASTbook Users want to customize the presentation of report content and layout.

The Report Setup screen is organized into 3 main sections.

Report Orientation & Paper Size
Report Column Layout & Sort Order
Report Filtering & Selection Criteria

15.3.1 Report Orientation & Page Size

Report Orientation & Page Size

© 2005 Event Software



Chapter 15: Reports 298

The Report Orientation & Page Size is the topmost and first major section of the Report
Setup for a Standard Report screen.

W Hanual Fesd

The Report Orientation & Page Size section allows the FASTbook User to select the following:
e Print Orientation -  Portrait and Landscape are generally available options. A few
report templates limit Print Orientation to one or the other. Default Print Orientation is
specific to each Report.

e Paper Size - Letter and Legal Size are available options for both Print Orientations

e Manual Feed - Useful when the default Printer has no Legal Size Paper bin and Manual
Feed is the only option for printing on Legal Size Paper. Defaults to "unchecked".

15.3.2 Report Column Layout & Sort Order

Report Column Layout & Sort Order

The Report Column Layout & Sort Order is the second major section of the Report Setup for
a Standard Report screen.

Fiepoel Cakimin Lapou & Soel Ondes

Ci £
Room Booling Dat »

LT s one s s~ eom Bwingve -

The Columns area of the Report Column Layout & Sort Order section presents the columns
of information that are available for printing on the Report. The Columns area of each Report
Column Layout & Sort Order section of the standard Report Template has the following
characteristics:
e Left to right order of column names - Match the order that the columns will actually
appear on the report.
e  Gray background boxes - Represent static or constant columns that will always appear.
e Seclectable Columns - Represent User modifiable columns with at least 2, and often up to
a dozen, selectable columns available. (Note: If the selectable column you want does not
appear in the drop down list, please call us. We are always willing to consider adding
additional selectable columns that are useful to our customers.)
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15.3.3

O e time B[ Ruom Booing e[ Boom e = Baom Chrges—~]

The Sort Otrder area of the Report Column Layout & Sort Order section presents the columns

that FASTbook Users may select in order to alter the sequence order of row information that will
print on the final report.

Quite often the default values will satisfy most reporting requirements. In those cases where a
different sort order will present the information in a more meaningful way, click on a selectable
field to view the sort options available to you. Select the sort order from each one of the
selectable fields that you want for the report.

Report Column Filtering & Selection Criteria

Report Column Filtering & Selection Criteria

The Report Column Filtering & Selection Criteria is the third and last major section of the
Report Setup for a Standard Report screen.

il Fi
Evert Bumber

Il

Enchude:

The Report Column Filtering & Selection Criteria section of the report setup screen will allow
you to filter on different criteria and has the following characteristics:

e Single Value Filters - Provides the ability to filter report information content with 3 to 6-
major columns. (Note: If the single value filter you want does not appear, please call us.
We are always willing to consider adding additional filters that are useful to our customers.)

e Date or Date Range - Filtering by a specific date or a Date Range, i.e., start and end dates,
which are included in the selection. All of the date ranges in the reports section can be
changed to meet your needs. Default ranges are set, but the report setup screen for every
report gives you the option to change the dates the report will use.
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e Multiple Value Filters - Provides the ability to filter report information content with 1 or 2
multiple value filters that allow the selection of one or more and any combination of
values.

Once all the Report Setup for a Standard Report has been completed, then clicking the Run

Report button in the lower right hand corner of the ReportSetup for a Standard Report screen
will execute the Report.

15.3.4 Report Preview

Report Preview

R Print Preview [ | =101 2]
4 4|1 P& B2 Cluul

BNt Event Soffware Development (o
d Eooked Revenue By Event Number
Angust I, 2004 through August 20 M4
S AiT Locamions ead A Soeeases
Fovaed by EvearFene ok Eveath, Rovm Moy, Room Chareer, Room Fookies D
Rezource Charges
Bookdng Date Boom Nase Client Name Client Calepory Bosm Eyuiprent Meals Labar
Foan Test o 8422
02-2ng002 A Ter Room Vo Patoes Eetvork Stardnd
Puont Subioh Chaxpes: 00 000 400 000
Buend Total Chacge: o
flum fiaveer wrrat - G425
20-fas 004 A Test Toom Fiuth Partors Hetmvork: Herdird F1E500
03 fung 2004 F21000
05- Ang- 2004 $31000
Fuont Subiohl Chazpes: FH08 00 000 4000 4000
Puei Total Chacgs: $0500
premel 3 - 6430
04-fas 004 AL Lokhies Fiuth Partors Hetmvork: Herdird F11000.00 2125
Puent Subtoisd Charges: 41000000 4000 24 000
Bvend Total Charge:: 101021 35
premels - 6429
4Bz 2004 Booe Oifice i Bartors Hetmoor Stamdrd
Puent Subtolal Chaxges: $000 $000 k1 E- T
Fuent Total Charges: oo
rest - 28
4Bz 2004 Ealkoem i Bartors Hetmoor Stamdrd
Pueni Sabtedal Charges: 000 000 00 £y
Buent Total Charge: 00
Foepmt Suliotal [Tharges: fALE05 00 $000 125 E- T
Beport Tetal Charges: $11,826.25
P Peee 1 of 1 o
[Fage 108 1 P

The Report will always appear in Print Preview mode.
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154

R Prind Praview

EEE FEE w4 v m B & & Ciose

In Print Preview mode, several options are available to the FASTbook User. Buttons for these
options are provided at the top of the preview page.

€ Click on the whole page button (located farthest to the left) on the Report Preview Toolbar
to view the entire report page.

@ Click on the page width button on the Report Preview Toolbar to view the report at page
width (this is the default selection).

@ Click on the 100% button to show the report at the percentage value specified in the
percentage field.

ﬂ NOTE: The arrows allow for navigation between pages of the report. The arrow pointing

to the left with a bar in front of it will take you to the first page of the report while the arrow
pointing to the right with the bar in front of it will take you to the last page of the report. The
arrow pointing to the left without a bar will take you to the previous page of the report. The
arrow pointing to the right without a bar will take you to the next page in the report.

@ Click on the "Report Setup" button to return to the report setup screen if you want to make
any changes to the content of the report.

€ Click on the print button to print the report.

@ Click on the e-mail button if you would like to e-mail the report.

E-mailing a Report
E-mailing a Report
To e-mail a report click on the Envelope icon in the Report Preview Toolbar at the top of the

report preview screen. The E-mail window will open with the report name in the subject line
and directions about viewing the report in the email body.

e [nter the e-mail address for the person(s) you would like to send the report to. You can
enter the address manually or you can click on the "To..." button to open an address book
and select the e-mail address(es) from a predefined list.

e  Enter any additional comments in the e-mail body.
e  Click the "Send" button to send the report.

e  Click the "Cancel" button if you want to abort the e-mail and return to the report preview
screef.
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|
b ail I Templates |
— Meszage
Mail To: IBigBDss@yDurmmpany.cDm j |I:E: ILittIeBDss@yDurcDmpany.u:-:um j |
Subject: INE:-:t mohths trade show schedule
Attachments: | C-SDocuments and Settingshkeith EVENTSOFTWARE fastbook \R eport. pdf _l
Mezzage:
Pleasze check dates and charges for each trade show. Pleasze let me know if they are what you expected ;I
Regards,
John Sith

Clear Fields | Load Template Save Template Send kail Cloze |

|Enter the necessary information and press send,
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16  Utilities
Utilities

The Utilities is part of FASTbook's file system within the Help menu and is comprised of three
components: Show Logons, Send Data to Event Software, and Force Error Message.

ﬂ NOTE: To be able to access the Utilities, you must use the Supervisor sign-on and
Supervisor's Password.

The Show Logons - allows the Supetvisor of Fastbook to see all active/inactive users
logged into Fastbook and gives the Supervisor the ability to force any hung sessions to be

cleared.

e From the Help window - select Utilities; a second drop-down window will appear.

Contents

& Ahout
Tip of the Day...
Whats Hew?

) FASThook Direct (Support Options)...

TTtilities »

Zhow Logons
1 Send Data To Event Software

Force Error Ilessage
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FASTBook Logins ]|
Start Time |Frocess Last Updated |DB Connection |0 =

[
Fluzh table will atternpt to remove any
“Inactive’ uzers fram the list. [nactive Flush T able Fefresh Cloze
means no activity for B minutes.
e From the Fastbook Logins window - select the User that needs to be cleared and click "Flush Table"
<TAB>.
e After the User had been Cleared, click on "Close" <TAB> to exit.

Refrezh Ewvery
r 5 Seconds

The Send Data To Event Software - allows the Supervisor of Fastbook to electronically
send his/her database to Event Software for technical support issues and/or database
upgrades.

Zhow Logons
|[h Send Data To Esrent Softwrare
Force Error Ilessage

¢ Click on the Send Data To Event Software window.
o A window will appear - asking "Would you like to send a copy of your database to Event Software
click on "Yes" to send.

e, - |

@ Wl oald srow like to send a copy of your database to Event Softurare?

1w |
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The Force Error Message - Will force the creation of an error message for testing
purposes.

Show Logons
1 Aend Data To Event Boftvrare

Force Errot Message

e Click on the Force Error Message.

o A window will appear asking "This will force the creation of an error message." This is for testing
purposes. Click on "Yes" to proceed.

‘Warning E3 |

Thiz will force the creation of a etror tmessage.
Thiz is for testing putposes

Caticel |

¢ Click on the "mail bug report."”

Fasthook.exe X |

An emar occurred in the application. continue application
reztart application

___] mail buig repart ‘,J show bugreporit 3] clogze application

mail bu x|

@ The mail was sent successflly.
5] |
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17 Appendix B: Troubleshooting

17.1 Overview

1. When | sign on to Fastbook, | receive the following message: Unknown or unavailable data base.
2. What is the BDE used for in Fastbook?

3. How do you install Fastbook on a work station?

4. | click on the email icon and get the following message: You do not have a SMTP Host name set in
setup. What does this mean?

5. Why do | get prompted to enter a location when trying to book an event using Fastbooking?

6. Can | create a report in Fastbook and save it in Excel Spreadsheet format?

7. Why are my calendar colors different from another Fastbook users'?

8. Why do | get no available licenses when trying to sign on to Fastbook?

9. Where is the Calendar Filter option found in Fastbook 5.5?

10.How can | turn off the Hint Help when using Fastbooking?

1. When I sign on to Fastbook, | receive the following message: Unknown or unavailable data
base.

Check the number of available licenses to make sure there is at least one license available. Do the
users have proper permissions to access Fastbook and have rights been established? Has the BDE
(Borland Data Engine) interface been installed properly and is it pointing to the correct data path? And
finally, check and see that Firebird Services are up and running.

2. What is the BDE used for in Fastbook?
The BDE (Borland Data Engine) is a tool that runs on the client workstation and allows the Fastbook
application to communicate with the data base via a data path link.

3. How do you install Fastbook on a work station?

From the work station that needs Fastbook installed, the user must be logged in as Administrator.
After the user is logged in, he/she needs to go to :\FBWIN50\BIN folder and run WSsetup50.exe. This
will launch the work station install program - follow the prompts to successfully install the work station.
If you still need further assistance, refer to the Fastbook 5.5 Help manual - workstation install.

4. | click on the email icon and get the following message: You do not have a SMTP Host name
set in setup.

This is due to the fact that there are no SMTP (Simple Mail Transfer Protocol) parameters defined in
Fastbook's Setup under the Center Profile, Internet Settings.

5. Why do | get prompted to enter a location when trying to book an event using Fastbooking?
The Fastbook Administrator and/or Supervisor has required, for booking purposes, that locations be
utilized when booking an event to be associated with a particular building or physical location.

6. Can I create areport in Fastbook and save it in Excel Spreadsheet format?

Most definitely so - after you run the report and the results are on the screen, click on the printer icon,
locate the Print to File, checkmark the box, under Type click on drop down, and select Excel File. Next,
click on the elipisis button and the Save in the window should appear type in name of report. Click the
save button. That's all there is to it!

7. Why are my calendar colors different from another Fastbook users'?

This is usually associated with the customization of the calendar at setup time when Fastbook was
initially installed. To customize the calendar - from calendar view click on Settings, Personal
Prefences,Calendar - you should now be able to change colors for background and font colors to better
fit your daily needs when viewing the calendar.
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8. Why do | get no available licenses when trying to sign on to Fastbook?

The Fastbook user is either already signed on at another work station or the work station could be

frozen and Fastbook needs to be shut down and restarted. Check available number of licenses to
make sure there is at least one license available. Make sure the users have proper permissions to
access Fastbook and that rights have been established.

9. Where is the Calendar Filter option found in Fastbook 5.5?

The calendar filter options are now located on the calendar main view in the box that says <not
filtered>. To create a new calendar filter, click on the green syphon and then click on Filters <tab>
and choose which type of filter you now want to create.

10. How can | turn off the Hint Help when using Fastbooking?
This can be accomplished by clicking on Settings and unchecking Show Hint Help. It's that easy!
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18

18.1

18.2

Support Options

Customer Support

Customer Support

When Purchasing Fastbook - Unlimited technical support and enhancements are
covered for one full year. Beginning year two, you will be charged an annual
maintenance fee to continue unlimited technical support and free upgrades.
Beginning year two, if you decide not to pay the annual maintenance, you may pay
an hourly rate for support.

New Releases - We are constantly improving FASTbook. Two to three times a year
we release a new version with enhancements based on feedback from our
customers. The new features we add reflect the changing needs and increasing
complexity of facilities and their task of scheduling events.

Phone Support — Our regular business hours are from 7:30 AM to 5:00 PM MST.
Call 480-517-9990. Whether you're having a problem or just have a "how to"
guestion--we're here to help.

Response Time — Our average response time weekdays 7:30 to 5:00 MST. is 10
minutes, and average resolution time is 30 minutes

'‘Ask a Tech'- if you have a question to ask a tech but don't need an immediate
answer, use our online form and we promise to have a written response to you
within 24 hours.

Client Page — Clients can enter Release Update to get information on our latest
software releases and keep up with the latest happenings at Event Software.

Virtual Network Computing

Virtual Network Computing (VNC) — Have you ever had trouble communicating
with your technical support person and thought if he could just see my screen, he
would understand? Now he can see your screen. Call and ask us about setting up
VNC with us. VNC is a remote connectivity option (developed by AT&T
Laboratories) that allows us to view your FASTbook Users desktop from our location.
VNC is completely secure because your users initiate the connectivity to us.

We recommend VNC for training and technical support. VNC increases our
technical support and customer service staff effectiveness by allowing us to see
directly in real-time what is happening on your machine. VNC works over the
Internet and can be accessed from virtually anywhere by any type of computer.
Once you have installed VNC, you can grant our technical support access to the
desktop of your computer to watch or fine tune your application. NOTE: In some
cases (though not all) you may need to contact your Network Administrator to
configure the Internet firewall to open up the VNC access ports.
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19

19.1

Improving FASTbook

Input from our customers

FASTbook Direct - Your direct connection to Event Software. Need to send a
message or get an answer 24-7. It's like having a direct line to Event Software or
other facilities that use FASTbook. When you have a question or a problem, want to
make a comment, a suggestion or ask another facility how they use Fastbook; it's
now one mouse click away.

From the Main Interface in FASTbook's file system click:

File WView Settings Windows -8 X
Contents
& Ahout
Tip of the Day...
Whats M ew?

|L‘..1 FA3Thook Direct (Support Options)... |

Ttilities »

Wweb Pages

iy Home Page

feils FASThook Online Home Page

=% Manuals

feils FASThook 5.0 Manual

=% Community Support

- it EASThook Commrmunity Site

=% Contact Information

...... i Sales Departrient [zalesiE@eventzaft oo
...... i) Technical Support [support(Eeyventzoft com)
~i0 Phone Nurbers

Listening to our Customers

Our Customers needs determine our implementation schedule for product
enhancement. At Event Software we take great pride in listening to and responding
to our Customers current and future needs. We generally respond to our customers'
enhancement requests within 5 business days. Even though each enhancement
request is considered on its individual merits, arenas and convention centers
represent the largest segment of our Customer base and are given priority service.

'Have an ldea'- if you have an idea or something you would like to see changed or
added to Fastbook, let us know, call us or use our online form and we promise to
have a written response to you within 24 hours.
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20

20.1

Uninstall Fastbook

Uninstall

How do | uninstall FASTbook?

The following will instruct you how to uninstall FASTBook 5.5 from a local workstation.

e Click on M_tartl

o Click on Settings
e Click on Control Panel

Progratms r

@ Documents r

Wy Settings

CE_J Seatch r

@ Help
Bl Control Panel

Funi... -

: Customizes the appearance of your desktor
configures your computer

‘] Sl D L a Taskbar & Start Memma. .

e The Control Panel window appears
e Click on Add/Remove Programs
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El Control Panel

File Edit WView Favortes Tools Help

316

dm Back v =y w |@Search LY Folders @“ﬁ 0 x I:ﬁl|

Addrezss =) Control Panel

o), U]

Click on Add/Remove
Programs

Jaio

S -

Accessibilty  Add/Remove Add/Remove s gministrative Automatic
Control Panel Options Hardware Programs Taols Ipdates
" @ G
Usze the settings in Contral Patel % ;‘1 @
0 [PCIRERE! = T BT BDE D ate/Time Dizplay E"Eb"dh]lﬁ Firebird Server
] o Administrator Brver ... M anager
Select an item to view ita
description. ; :
W @ A D L
Windows Updat _ -
1.11 S e Folder Options Fonts Fame [mterret Java Plug-in
Windows 2000 Supp ot Controllers Optiong
{@jm b
=
K.eyboard Livellpdate b ail i ouze Metwork, and
Dial-up Co...
S VW (@ A A =l
|3EI ohbject(s) | |E—EJ, My Computer i

e The Add/Remove Programs window a appears
¢ Scroll down thru window until locate Fastbook 5.5
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B Add/Remove Programs Mi=] E3
Currenthy installed programs: Sork I:uy:l Marme j
i FaSTbook 5.5 =l
& Fastbook Online 5.0 Size 6.42MB
bl FASThook Online For FASThook 5.5 Size 8.84MB
f FileZilla {remove only) Size 3.23ME
Add Mew @ Firebird 1,5.2,4731 Size 9.66ME
Programs Firebird ODBC Driver 1,2.0,69
] r-@ Google Toolbar For Internet Explorer Size &E0KE
.'\: . Help & Manual 3.60 Size 47.0ME
F"j'jl:'f" WA B 1co Size 15.6MB
Compaonents @ Internet Explorer QEzZ2925 Size 15.7ME
ﬁ! Java 2 Runkire Environment, SE w1.4.2_05 Size 108mME
% ﬁ! Jawa & Runtime Environment, SE w1.4.2_06 Size 108ME
“ Learn ReportBuilder Size 10, 1ME
% LiveReq {Symantec Corporation) Size 1.79MB
{g) Livelpdate 2.5 (Symantec Corpaoration) Size 1.36ME
Mcafee SecurityCenter
Mcafes Virusscan Size 41.6MEB ;'

e Click on Fastbook 5.5 - Change/Remove box appears
e Click on Change/Remove
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B8 Add/Remove Programs
Click on Change/F emove

Currently installed programs:

fl FASTbook 5.5

To change this pro .r'arn or rerove it From wour computer, . e —

& Fastbook Online 5.0

Size 6.42MEB

B FasThook Online For FASThook 5.5 Size 8.84MB
f FileZilla (remove anly) Size 3.23MB
@ Firebird 1.5.2.4731 Size 9.66MB
Firebird CDBC Driver 1.2,0,69

+& Google Toolbar For Internet Explorer Size AE0KE
b Help & Manual 3.60 Size 47.0ME
§co Size 15, 6ME
@ Internet Explorer QE22925 Size 15.7ME
ﬁ! Java 2 Runkime Environment, SE w1.4.2_05 Size 108ME
ﬁ! Java 2 Runkime Environment, SE w1.4.2_06 Size 108ME
* Learn ReportBuilder Size 10, 1ME
ﬁ LiveReq {Symantec Corporakion) Size 1.79ME

The Fastbook 5.5 Select Uninstall Method window appears
The radio button should be on Automatic

e Click "Next" to start uninstall of Fastbook 5.5
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FASThook 5.5

Select Uninstall Method

YWelcaome ta the FASThook 5.5 uninzstall program.

Y'ou can chooze to automatically uninstall this software or to chooze exactly which changes are
made to your system.

Select the Custom button to choose which modifications to make during the uninstall. Select the
Autarnatic buthan far the default uninzstall optionz. Select Bepair ta reingtall changed filesdregisty
kevz [requires inztallabon medial.

Select the Autamatic
I:uuttqn far the !:Iefault
& Automatic uninztall optionz.
" Custom

{ ' Repar

YWize [nstallation Wizard®

| P et > | Cancel |

The Perform Uninstall window appears
e Click "Finish" to uninstall Fastbook 5.5

FASThook 5.5

Perform Uninstall

Y'ou are now ready bo uninstall the FASThook 5.5 fram wour system.

Prezs the Finish buttan to perform the uninstall. Preszs the Back button to change any of the uninstall
options. Prezs the Cancel button to exit the uninstall.

Wwize [nstallation YWizard®

< Back | Firigh | Cancel
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e To uninstall Fastbook 5.5 on another local workstation - repeat the same process.
20.2 Firebird ODBC

e How do | uninstall Firebird ODBC Driver?

The following will instruct you how to uninstall Firebird ODBC from a local workstation.

e Click on Ml

e Click on Settings
e Click on Control Panel

FPrograms r
@ Documents »

.4

Settings

Hearch »

Help

Control Panel

& '@ &

Fua. . Hetwork atnd Dial-up Connections
Frinters
Shut Do,

iﬂ Taskhar & Start Memu...

e The Control Panel window appears
e Click on Add/Remove Programs
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Control Panel

e  Edit Wiew Favorites Tools Help

" Eack v =g - | @Search L Falders @|% q; oy | EE
ddress | Contral Panel {

0

Click on Add/Remove
Programs

Accessibiity  Add/Remove  Add/Remove  aqministrative  Sutomatic Firehir
“ontrol Fanel Options Hardware Programs Toalks Updates Serve
Jse the settings itn Control Panel % @
0 personalize your computer. BDE DatedTime Dizplay Firebird Server
Adrninistrator ki anager

Jelect an item to view its

lescription. Eﬁr @ % :!- :g?

Aindows Update

] Faolder Optionz Fonts 3 ame Internet Java Plug-in

Mindows 2000 Support Controllers Optionz (.
(@i
Gy F

¥.eyboard Livellpdate bd il Mouze Metwork, and

Dial-up Co...
S = —, N ks - _I_*I

4 [

ohject(s) |E-':'_J, Ly Computer o

e The Add/Remove Programs window appears
e Scroll down thru window until locate Firebird ODBC Driver 1.2.0.69
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Progranms

B8 Add/Remove Programs

Currenthy installed programs:

§ FasTbook 3.2

i™ FASThook 5.5

&4 Fastbook Cnline 5.0

& FaSThook Cnline For FASThook 5.5

g FileZila (remove only)

(@) Firebird 1.5.2,4731

Firebird ODEC Driver 1.2.0.69

é} Google Toolbar For Inkernet Explorer

‘J Help & Manual 3.60

g cq

@ Internet Explorer QEZ2925

ﬁ! Java 2 Runkire Environment, SE w1.4.2_05
ﬁl Java Z Runkime Environment, SE v1.4.2_06
“ Learn ReportBuilder

ﬂ LiveReq {Symantec Corporakion)

g} Livelpdate 2.5 (Symantec Corporation;
McaFee SecurityCenter

=1 E3

Sort by | Mame j

=l
Size 6.4ZME
Size g.54MB
Size g.23MB
Size 9.41MB
Size &S0KE
Size 47.0ME
Size 15.6MEB
Size 15.7MB
Size 108ME
Size 108ME
Size 10.1MEB
Size 1.79ME
Size 1.38MEB

=

o Click on Firebird ODBC Driver 1.2.0.69 - Change/Remove box appears
e Click on Change/Remove
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B8 Add/Remove Programs

Currently installed programs: Click on Change/Femove )

Firebird ODBC Driver 1.2.0.69

Click here for suppork information,

Change/Remove

Programs h@ Google Toolbar for Inkernet Explorer Size BE0KE
K. Help & Manual 3.60 Size 47, 0MB
$co Size 15.6ME
@ Internet Explorer QE22925 Size 15.7ME
ﬁ! Java Z Runkime Environment, SE v1.4.2_05% Size 108ME
ﬁ Java 2 Runkime Environment, SE v1.4.2_06& Size 108ME
* Learn ReportBuilder Size 10, 1MB
% LiveReq (Symantec Corporakion) Size 1.79ME
fg) Livellpdate 2.5 (Symantec Corporation) Size 1.38ME
McAfes SecuribyCenter
Mcifee YirusScan Size 41.6MB
q Microsoft Office 2000 SR-1 Professional Size 167MB
I_ﬂl i emenFE Wimd e Teaemal Wisiaar Sima C A2ME ;I

The Firebird ODBC Driver Uninstall window appears
e Click "Yes" to continue with the uninstall of Firebird ODBC Driver

Firehird ODBC Driver Uninstall B |

@ Are ywou sure you want to completely remove Firebird ODBEC Driver atid all of its components?

¥es Mo

The Firebird ODBC Driver Uninstall window appears
e Click "OK" to uninstall Fastbook 5.5

Firehird ODBC Driver Uninstall ]|

@ Fitehird ODBC Diiver was successfully removed from ywour computer.

O

e To uninstall Firebird ODBC Driver on another local workstation - repeat the same process.
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21  Final Thoughts

21.1 No such thing as a perfect manual

We at Event Software hope that you will find the new manual and help file useful. Please
forgive usif the manual is not perfect; as you know, manuals are usually out-of-date by the
time you receive them. However, if you do find a problem, please let us know and we will fix
it.

Event Softwareisin its 21st year; seven different versions of FASTbook and 6 manuals later,
we are still producing awinner.

We have only our loyal customersto thank for our great success.

Event Software, the management, and the staff wish to thank you for your continued support.
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