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The Pathway Bookings Management module allows the entry and control of details relating to the
hiring of council venues. In addition, tracking of street closures and park usage is available so that
council can control the events that are being hosted.

The Bookings Management System allows the recording of bookings for venues that a council may
manage e.g. Halls, Parks etc. In addition it enables a council to book streets and parks with events
that are being held, e.g. the filming of a film or commercial requires a number of streets to be blocked
to the public for a certain amount of time.

It allows a council to record each booking, including the appropriate contacts and resources that are
required.

There are two types of bookings that can be created, a “Facility” booking and an “Event” booking.

A Facility booking is one that books either an existing facility that council owns and runs, e.g.
community hall or a non-Council Facility.

An Event booking is one that books an open space of some kind that can be used by the general
public, e.g. a park, roads etc, where these require notification to the public, warning of closures etc.
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The Bookings Management Parameters allow the user to define a number of Classes. This is a menu
option available in the menu structure. Users assigned this menu option are able to create and
maintain the classes defined by a council. This would be defined by a System Administrator who
controls the number of classes that are defined and who is able to access the Class.

The following parameter categories apply to the Bookings Management module.

= System
= Area
= C(Class

= Fee Code

= Discount Reasons
= Note Types

=  Workflow

= Extract Types

= Merge Types

= Responses

= Resources

=  Attributes

= Customer Type

= Paper Clip

= Conditions

= Request Status

= Cancelled/Declined Reasons
= Facility Types

= Facilities

= Activity Types

Bookings Management Parameters are defined per “Class”. This allows Facilities and Events to be
defined and use their own parameters.

The following topics are included in this section:

Bookings Management Classes
Booking Areas

Booking Number Maintenance
Booking Class Parameters
Activity Types

Attributes

Conditions

Customer Type
Decline/Cancel Reason
Discount reason

Facility Types

Facilities

Sub-Facilities

Booking Availability

Resource Types

Resources

Mobile Resources

Fee Codes

Note Types

Booking Status
Workflow

Word Processing
Paperclip Attachments
Memos

Customer Profile
External Activities
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Bookings Management Classes

A Class is the high level grouping that is used to encompass a work unit within a council. For example,
a council may have two classes defined, e.g., “Event & Film Facilitation Bookings” and “Facilities
Bookings”.

This allows a council to define parameters and create bookings in each Class and provide appropriate
security, fee structure and processing.

Booking Class Selection Form

The Booking Class Selection form allows the setup and maintenance of Bookings Classes. Select the
New button to create a new class, or select the Modify button to maintain an existing class.

% Booking Class Selection !El m
— Class Code —— Description Active —
BOOKINGS Bookings by Council
FIMCTIONS Functions Booking Class
MNew Modify Close

Booking Class Selection form

Class Code
This is the code for the class, e.g. EVENTS or FUNCTIONS. This field is display only.

Class Description
This is the description of the class, e.g. Event and Film Facilitation or Functions Booking Class. This
field is display only.

Active Flag
This flag indicates whether the class is active and available for use. The flag is not maintainable from
this form. Clicking on this field will display the Booking Class Maintenance form.

Booking Class Maintenance Form

The Booking Class Maintenance form allows the setup of Booking Classes with the ability to specify
whether fees are to be allowed as well as secured User access.
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- =

_1 Booking Class Maintenance = ||==] @

Clazs Code Active |
Description  Fvent Class
Alloyy Fees an Faciities
Aoy Fees an Activity! Type
Bondz on Separate Invoice |
Accourting Method  Pathway Debtors
Accounting Method Override  (none) -
Showy Morthly Calendar as
default from Booking Entry
Defautt Calendsr  COUHCIL ﬂ [Council Calendar
Facilty Calendar Defautt

Applicable to Smart Client Onhe

Exclude Bookings from Calendar | Cancelled Show Related Bookings on Calendar
writh Status | Conflicting Parent Faciltiez  Auto Book
Declined Sub-Facilties Mo  «

Sikling Facilties Yes

Options
| Secured User Access

(0] 4 Cancel

Booking Class Maintenance form

Class Code
This is the code for identification of the class, e.g. EVENT or FACILITY. This field is mandatory and
has a maximum length of 10 characters.

Class Description
This is the description of the class, e.g. Event and Film Facilitation or Facility Bookings. This field is
mandatory and has a maximum length of 50 characters.

Allow Fees on Facilities

This is an ON/OFF flag and allows the user to indicate whether fees will be added against the Facility.
If this is set to OFF then the option to define Fee Costs against a Facility will not be available. If this is
set to ON then the user will be able to create Fee Costs against the Facility.

Allow Fees on Activity Type

This is an ON/OFF flag and allows the user to indicate whether fees will be added against an Activity
Type. If this is set to OFF then the option to define fees against an Activity Type will not be available.
If this is set to ON then the user will be able to create Fee Costs against the Activity Type.

In most cases the user will only nominate Fees for one of these options and not the other.

Bonds on Separate Invoice

This indicator determines whether Bonds can be extracted onto a standard Invoice or whether a
specific Invoice for Bonds only is required. This is an On/Off flag and defaults to ON. When this
setting is ON the user will not be able to select Bonds Fees and Standard Fees together and generate
Debtor Transactions. The user will be presented with an Error message and they will be required to
select only Bond Fees and generate the Debtor Transactions.

Infor Public Sector July 17 Page 6



Bookings Management User Guide Parameters

Accounting Method
This field allows council to nominate the Accounting Method to use for the Booking Class. The
available options are:

= Pathway Debtors

= Cash

The default setting of this field will be ‘Pathway Debtors’. It is a mandatory field and requires that the
user select a value from the dropdown.

Accounting Method Override
This field allows the user to nominate whether the charging method can be overridden. This allows the
user to set up the class default as ‘Cash’ but allow some Bookings to be charged via Pathway Debtors.
This field has the following options which can be selected from the dropdown list:

= None

= Cash

= Pathway Debtors

This field is able to be set to (None) or the opposing value contained in the Accounting Method, i.e. if
Accounting Method is set to Cash, then Accounting Method Override can be set to (None) or Pathway
Debtors. If Accounting Method is set to Pathway Debtors then Accounting Method Override can be set
to (None) or Cash.

If (None) is selected, then an override accounting method will not be able to be selected at the Booking
Request level. If Pathway Debtors or Cash is selected, then the user will be able to override the setting
of the Accounting Method at the Booking Request level.

Show Monthly Calendar as default from Booking Entry

Checking on the “Show Monthly Calendar as Default from Booking Entry” indicator will cause Booking
Entry and Enquiry to display the Monthly Calendar view rather than the weekly Calendar view when the
‘Display Calendar’ button is used on a Booking Line.

The default value is ‘OFF’, i.e. the Weekly Calendar view will be shown by default.

Note: Where the Weekly Calendar is not available, this field will not be shown. In this situation the
only available Calendar will be the Monthly view.

Default Calendar

A default Calendar may be set up here to be used at the Class level by the Bookings module. If a
default calendar has been set, then all class related booking date/time calculations (including Workflow
Task date/time calculations, the Weekly and Monthly Facility Calendars and the Weekly Resources
Calendar) will be based on the Class level calendar. If no default class calendar is set, the System
default calendar will be used.

Facility Calendar Default

The availability of the new Facility Weekly Calendar, Facility Monthly Calendar and Resource Calendar
is determined by this flag. If it is checked ON then the new calendars will be available from Booking
Entry/Maintenance. If this flag is checked OFF, then only the original Calendars (Monthly and Weekly)
will be available.

Active Flag

The Active flag signifies whether the Class is an Active class and can be accessed to create new
Bookings. This field defaults to ON. If a Class has been made inactive then the Class will only be
available through Bookings Enquiry to allow the user to search for Bookings within the class.

Options — Secured User Access

This option allows a council to determine the access to classes and the level of authority that is
applicable for each user. Individual Users will be assigned to each option to determine the authority
that each will have. Selecting this option displays the Booking Class User Access Maintenance form.

Exclude Bookings from Calendar with Status
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This option allows users to elect to hide or display Cancelled, Conflicting or Declined Bookings on the
Calendar, i.e. it enables the exclusion of items from displaying in the Calendar for Booking Requests
which have a Status of ‘Cancelled’, ‘Conflicting’ or ‘Declined’.

Show Related Bookings on Calendar
Show Parent Bookings - This controls whether bookings for Parent Facilities are also shown when one
of their Sub-Facilities is selected:
e Yes - Related Parent Facility bookings are shown.
¢ No - Related Parent Facility bookings are not shown.
e Auto-Book - Related Parent Facility bookings are shown only if the Sub-Facility has ‘Auto-
Book’ turned on. This is the default value because it matches the pre-existing functionality.

Show Sub-Facility Bookings - This controls whether bookings for Sub-Facilities are also shown when
their Parent Facility is selected:
e Yes — Related Sub-Facility bookings are shown.
e No - Related Sub-Facility bookings are not shown. This is the default value because it
matches the pre-existing functionality.

Show Sibling Sub-Facility Bookings - This controls whether bookings for sibling Sub-Facilities are also
shown when one of their sibling Sub-Facilities is selected:
e Yes - Related Sibling Sub-Facility bookings are shown. This is the default value because it
matches the pre-existing functionality.
¢ No - Related Sibling Sub-Facility bookings are not shown.

As described above, the new parameters can be used to control whether related Primary Facility
bookings, Sub-Facility bookings and Sibling Sub-Facility bookings are also shown on the calendar.
This applies only in the situation where one or more Facilities are nominated using the Selected
Facilities section at the top of the form, as shown below.

Booking Class User Access Maintenance form

This form allows an administrator to determine which users have access to a class. The level of
authority to the class can then also be defined. The options available are Maintenance or Enquiry. If
the user has Maintenance access then they will be able to maintain (this involves adding and updating)
Bookings within the class. If the user has Enquiry access then they will only be able to enquire on the
Bookings within the class.

This authority will take effect when the user accesses either Bookings Maintenance or Bookings
Enquiry from the menu.

An option called “Secure Maintenance” is available in Booking Class User Access Maintenance to
provide security over Booking Request Maintenance. If a user is granted “Maintenance” authority
(User Access) and the ‘Secure Maintenance’ flag is checked ON then this user has the ability to
change/maintain other user Bookings and will be able to access all Booking Requests in maintenance
mode. If the checkbox is OFF, the user will only be able to maintain Booking Requests for which
he/she is the Responsible Officer.

Note: The Administrator (SCASYS) can always access all Booking Requests in maintenance mode.

Accessing the Bookings Maintenance menu option will present the user with a selection form listing the
Classes for which they have maintenance authority. If only a single class is allocated with
maintenance authority then the selection of the class will not be required. Once the class has been
selected the user will be presented with the Booking Search Profile screen from which searches can
be performed, existing bookings maintained or new bookings added.

Accessing the Bookings Enquiry menu option will present the user with a list of Classes for which they
have maintenance and enquiry access. If the user has access to only a single class then the class will
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automatically be selected without the user requiring to select the class. If the user has access to
many classes then they will be required to select the class that enquiries are to be made upon. Note
that if the Bookings Enquiry menu option is selected then no maintenance can be performed against
Bookings, regardless of the authority setting.

=

Bookng Clsas |FNCTIONS | Functons Bookirg Onss |

Fes oerned Secuy  Sgnficwt
Availahte Users Asaigned Users Uaer ACCors Mactarance  Booongs  Matenance Bockngs
2000 nspacior 2000 -] = I CHCCOE Chicco Mamtenance .| v i v o .
AMANDA, Anyarisa Mot = NOwP Pt Cook Mawitonance « | ¥ v ™~ v
AMORR amarca networs sgnont] DHAYD Darvid Haydon Matenance | ~ - v
A TES] stet profie = I DRENERS Sh.srt Dreswer Badtenance . | v v | v
BARLOWA | fwren Balow = FUREERS Susa FLrbee Mamtenance -] ~ r v
BARRYD IDave Barry OAESN Pich Gakls Manitorance . | v v . v
BARTELG Geshan Barel -2 I HELLI Hater Lis Maanenanvce «| V » v
AT Chiis Bath HOGGN el Hoog Mastenance | v v I v
BERAT v by Evani HOSHINT Trish Haskin Mamtenance . | v 1 I v
EJT A CC Test hspector &1 = | WLETH \a50n Letheby Mawitonance «| & i~ » I~
| =T Snaize -l = KTAVL Joaren Tayior Manenance - | v i n Vio-l

Search Profile

Ussr idartiler I
User Nane

Booking Class User Access Maintenance form

0
-
i
i

If a user is allocated Maintenance Access to the Class, then they will have the ability to be assigned to
the following set of authorities.

Fee Maintenance — This allows the user to maintain Fee details against the Booking. By default the
user will be assigned this authority if they have been allocated with Maintenance access to the Class.
This allows the user to maintain Fee details against a Booking. If the user is not assigned Fee
Maintenance, then the user will only be provided with enquiry access to the Fee details against a
Booking.

Internal Bookings — This option determines whether the user has the authority to create Internal
Bookings. By default the user will be assigned this authority if they have been allocated with
Maintenance access to the Class. An Internal Booking will be one that is added for council use only.
This would be used where a booking is added to record maintenance against a Facility. Fees will not
be added for Internal Bookings but all other functionality will be the same.

Secure Maintenance — This option provides security over Booking Maintenance. When ‘User Access’
is set to ‘Maintenance’ this checkbox will be set ON (by default) and users will have maintenance
authority over all Booking Requests. The checkbox may be turned OFF if required. If the checkbox is
OFF, the user will only be able to maintain Booking Requests for which he/she is the Responsible
Officer. All other Booking Requests will be accessed in Enquiry mode.

Note: The above option is available at Release 2.20.

Significant Bookings — This option determines which users can set on the “Significant Booking”
indicator against Bookings. Users will need to be assigned to this option to be able to set on the
“Significant Booking” Indicator.

The assignment of these security options is also be available through User Maintenance in System
Parameter Maintenance>>Menu Maintenance. This allows the assignment of the appropriate
authorities when a new user is added. (See form below)
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-loix]
— Uszer Identifier Lser Matmne
[EcHic | [Eddi Chiceo |

GIS Security

| Document Maragement
| Conditions Security

| Memo Security
| Booking Class Security

Copy Security Close

User Security form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.qg.
Event Bookings or Facility Bookings.

Available Users

These fields display the Users and Descriptions available to be assigned. Use the Select and Remove
buttons to make any selections.

Assigned Users

These fields display the Users that have been assigned. Once users are assigned they can be given
Enquiry or Maintenance access.

User Access
The options available can be selected from the dropdown list. The available options for User Access
are as follows:
= Enquiry
= Maintenance
If the Maintenance option is selected the following flags become available:
= Fee Maintenance
= Internal Bookings
=  Significant Bookings

Fee Maintenance flag
If the Maintenance User Access option is selected in the User Access field, then this flag becomes
available for selection.

This allows the user to maintain Fee details against the Booking. By default the user will be assigned
this authority if they have been allocated with Maintenance access to the Class. This allows the user to
maintain Fee details against a Booking. If the user is not assigned Fee Maintenance, then the user will
only be provided with enquiry access to the Fee details against a Booking.

The assignment of this security option is also available through User Maintenance in System
Parameter Maintenance, Menu Maintenance. This allows the assignment of the appropriate authorities
when a new user is added.

Internal Bookings flag
If the Maintenance User Access option is selected in the User Access field, then this flag becomes
available for selection.
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This option determines whether the user has the authority to create Internal Bookings. By default the
user will be assigned this authority if they have been allocated with Maintenance access to the Class.
An Internal Booking will be one that is added for council use only. This would be used where a booking
is added to record maintenance against a Facility. Fees will not be added for Internal Bookings but all
other functionality will be the same.

The assignment of this security option is also available through User Maintenance in System
Parameter Maintenance, Menu Maintenance. This allows the assignment of the appropriate authorities
when a new user is added.

Secure Maintenance flag

If the Maintenance User Access option is selected in the User Access field, then this flag becomes
available for selection.

This option provides security over Booking Maintenance. When ‘User Access’ is set to ‘Maintenance’
this checkbox will be set ON (by default) and users will have maintenance authority over all Booking
Requests. The checkbox may be turned OFF if required. If the checkbox is OFF, the user will only be
able to maintain Booking Requests for which he/she is the Responsible Officer. All other Booking
Requests will be accessed in Enquiry mode.

Significant Bookings flag

If the Maintenance User Access option is selected in the User Access field, then this flag becomes
available for selection.

This option determines which users can set on the “Significant Booking” indicator against Bookings.
Users will need to be assigned to this option to be able to set on the “Significant Booking” Indicator.

The assignment of this security option is also available through User Maintenance in System
Parameter Maintenance, Menu Maintenance. This allows the assignment of the appropriate authorities
when a new user is added.

Search Profile — User Identifier/User Name

These fields allow a User Identifier and/or User Name to be entered as a search profile. This becomes
useful when there are more than 9 Available Users to search through.
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Booking Areas

One or more Areas are able to be defined for the Bookings Management module. Booking Areas is an
option separate from Class parameters. An Area can be linked to Facilities to allow searching and
reporting. Areas represent community reporting areas within the council area. One Area may be
linked to each Facility. ‘Area’ will be available on the Booking Search Profile screen to allow users to
search for Facilities or Bookings in a specific Area.

Areas are automatically linked to a Booking Request once the Facilities have been added against the
Booking Request. Areas are an option against the Booking Request.

The following fields are available against an Area:
= Area Code

= Area Description
= Ward

Booking Area Maintenance Form

The Booking Area Maintenance form allows the user to establish Booking Areas for use within the
Bookings Management module. Areas represent community reporting areas within the council area.
One area is able to be linked to each Facility. Area is available on the Booking Search Profile screen
to allow users to search for Facilities or Requests in an Area.

i

— Area Code Description Wyiard ‘Ward Description Active =
CAHTEBURY Carr:tehury Plains 04 L)I Dot ard v«
CHARLESS Charles Sturt WEST il st Ward I’
FRAHZ JOSP Franz Joseph Glacier L)I v
HAASTPASS Haast Pass 2| v
HALLSGAP Halls Gap | v
HOLDFAST Holdfast Bay SwW il South Western Wiard v
LIHDASPASS Lindas Pass L)I o
LOBETHAL Valley of Praise il v
MILFORD Milford Sound | Iv _vrl

Insert | [0 4 I Zancel |

Booking Area Maintenance form

Area Code
This is the code of the area and is a 10 character, mandatory field. Users may choose to set this up
with a specified meaning within the code.

Area Description
This allows the entry of the description of the area and is a 50 character mandatory field.

Ward / Ward Description

Where a Street/Suburb is linked directly to the Booking Request then the Ward details will be
determined by the Ward linked to the Street\Suburb in Property. If no Ward is linked to the
Street/Suburb then the user is required to manually add the Area details against the Booking.

Active Flag
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This is an On/Off type field (set to ON by default) to determine whether the Area can be used.
Standard Pathway functionality allows any Active Areas to be associated with a Facility, but not allow
any Inactive Areas to be associated. If an Area was previously associated with a Facility and then
subsequently made inactive, the area will still be listed against the Facility, however, it will not be
available to be linked to any new facilities that are created.
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Booking Number Maintenance

A Booking Request is a request from a Customer to book and use Facilities or apply to council to hold
an Event. Booking Requests are created within each class.

Booking Numbers are numbers allocated to each Booking Request. Booking Numbers are not unique
within each class, i.e. The Facility Class could have Booking Request 1 and the Event Class the next
Booking Request Number of 2. This approach has been taken so that documents generated from the
Bookings Management Module will be able to have the same Booking and Payment Reference. A
Payment Reference must be unique for the Bookings Management module, and to avoid having two
numbers, a single number is utilised. This will be the Booking Request Number. The Booking
Request Number is allocated when the Booking Entry is accessed. This means that if the user enters
Booking Entry, and then does not save the request, the Booking Number will have been used and will
not be used again.

Booking Number Maintenance Form

This form displays the next Booking Number. It allows the user to change the number to another
number that has not already been used and is higher than the last number saved on this form.

B Booking Number Maintenance O] x|

Mext Booking Mumber IE ‘

o Cancel |

Booking Number Maintenance form

Next Booking Number

Booking Numbers are sequentially allocated to Booking Requests irrespective of the Class of the
Request. Booking Numbers are not unique within each class, e.g.. The Facility Class could have
Booking Request 1 and the Event Class the next Booking Request Number of 2
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Booking Class Parameters

The Class Parameters menu option is available under the Bookings Management Parameters menu
option. When this option is accessed, the list of Classes presented will be filtered by the Classes to
which the user has been assigned access.

Booking Class Selection Form

The Booking Class Selection form displays for selection a list of Classes to which the user has been
assigned access.

B Booking Class Selection M=lE
— Class Code —— Description Active
BOOKINGS Bookings by Council
FIIMCTIONS Functions Booking Class

— Search Profile
Class Code
Dezcription

Search Select Close

Booking Class Selection form

Class Code / Description

The Class Code and Description fields display details of the Classes to which the User has been
assigned access.

These fields display details of the available Booking Class consisting of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings.

Active

The Active flag is not maintainable from this form. It is display only and indicates whether or not the
Booking Class displayed is available for use. Clicking on this field will activate the Booking Class
Parameter Maintenance form.

Search Profile — Class Code/Description

These fields allow a search profile to be entered to facilitate a search. This facility is useful when there
are more than 9 Classes to search through.

Booking Class Parameter Maintenance Form
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The Booking Class Parameter Maintenance form enables the user to set up all parameters against a
Booking Class. The following fields need to be defined by the user against the class.

= Debt Category Code

= Invoice Transaction Type
= Credit Transaction Type
= Batch Description

B Booking Class Parameter Maintenance i [m] P

Booking Class [FUMCTIONES | |[Functions Booking Class (Debtors with Override) |
Cebt Category JAPPDEBT ;)I & pplication Dektors
Defautt Debtor Type [DEFAULT 2| [pefaut
Invoice Transaction Type  [INY ;)l Invoice - Acc Rec
Credit Transaction Type |CR HOTE il Credit Mote
Batch Description  |Bookings Processing
Mext Caszh Invaoice |6

- Cash Account Details

Ledger QL—|
Refund Account |ABK - REVEHUE {GiL) ;}I Bookings Revenues Account (L Ledger)
Owverpayment Accourt JABK - DEBT {GiL} ;}I Bookings Debt Control Accourt (3L Ledger)
CverpayiRefund Bank Accourt |ABK - BAHK (GL) ;}I Bookings Bank Accaount (GL Ledger)
— Options
_| Activity Types _| Decline/Cancel Reasons _| Mobile Resources
_| Attributes _| Discount Reasons _| Hote Types
_| Booking Statuses _| Extract Types _| Feference Types
Cashier Warning Codes _I Facilities _I Resource Types
_I Condition Groups _I Facility Types _I Response Types
_I Condition Types _I Fee Codes _I Workflow
_I Customer Types _I Merge Types

(a4 Cancel

Booking Class Parameter Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FUNCTIONS and a Description of up to 50 characters
e.g. Event Bookings or Facility Bookings.

Debt Category

The Debt Category Code that applies to the Class needs to be selected. A selection is required to be
made from the Rate Category Pop Up which contains codes defined within the Debtors Module. This
will assume that any specific Debt Category Codes required for Bookings have already been created
within Debtors. The Debt Category Code is used to create Debt Types in Debtors for Fee Codes. This
field is mandatory.

Default Debtor Type

The Default Debtor Type field is an optional field which may be selected from existing Debtor Types as
defined within the Debtors Module. The Debtor Type controls various parameters about the Debtor,
e.g. the Default Tern period, Statement Type and Default Credit Limit etc. Instead of being restricted
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to using the Default Debtor Type as defined within Debtors, this field allows the user to select an
alternate Default Debtor Type appropriate for the Booking Class.

If a Debtor Type is chosen for a Booking Class then Debtors will create and allocate a Debtor Number
for use by the Customer Profile through a relatively simple process involving no more than a few steps.
Whilst the Default Debtor Type is optional, if no Default Debtor Type is specified for the Booking Class,
the Customer Profile and Debtor creation process uses a more complex method of Debtor creation
requiring several additional steps.

Note: It is recommended, therefore that every Booking Class should have a Default Debtor Type
assigned, even if it is the same Debtor Type that Debtors has as its default value. Doing so will ensure
that Debtor Creation utilises the simple process.

See further details on Creation of a Debtor via Customer Profile Maintenance.

Invoice Transaction Type

The Invoice Transaction Type is selected from the list of available Transaction Types within the
Debtors Module. A selection is required to be made from the Transaction Type Pop Up which contains
codes defined within the Debtors Module. This field is mandatory. The Invoice Transaction Type is
used in the production of Invoices in Debtors for a Booking.

Credit Transaction Type

The Credit Transaction Type is selected from the list of available Transaction Types within the Debtors
Module. A selection is required to be made from the Transaction Type Pop Up which contains codes
defined within the Debtors Module. This field is mandatory. The Credit Transaction Type is used when
credit transactions are generated in Debtors for a Booking.

Batch Description

The Batch Description is a free format 50-character text field. This field is mandatory and is used
when Invoice or Credit Note transactions are created in Debtors. The Debtors Module generates a
batch of invoice or credit note transactions and each batch will have this description applied.

Next Cash Invoice
This numeric field allows the entry of an Invoice Number. The number is not able to be set to a value
less than it currently contains. It is only able to be set to a number greater than its current value.

This field is only available if the user is able to Invoice a Booking Request using the Cash method. If
the Cash Method is unavailable then this field will be hidden.

Cash Account Details

The Cash Account Details fields allow accounts to be set up to handle Cash Invoicing. The fields
available are:

= Ledger

= Refund Account

= Overpayment Account

=  Overpay/Refund Bank Account

These accounts are mandatory if the Accounting Method has been set to Cash. The Overpayment
Account is used if an amount greater than the outstanding amount is paid against a Booking. The
Refund Account is used if money is to be refunded to the customer. This may be a Bond Refund, or
the reduction of a charged amount.

Options - Activity Types
Selection of the Activity Types button will display the Activity Type Search Profile which allows the user
to create a new Activity Type or search for an existing one.

Options - Attributes
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Selection of the Attributes button will display the Attribute Maintenance form which allows the user to
define Attributes for a Booking Class which can be assigned to a Facility or an Activity Type.

Options - Booking Statuses

Selection of the Booking Statuses button will display the Booking Status Maintenance form to allow the
user to establish Status Codes based on the various System Statuses available. These may be applied
to a Booking Request or a Booking Line.

Cashier Warning Codes

Selection of the Cashier Warning Codes option button displays the Warning Code Maintenance form
(a Receipting form). This option allows users to create Cashier Warning Codes for any Booking
Requests that are being processed in Cash mode but should not be processed. (The standard
interface to Receipting Cashier Warning Codes has been provided).

Options - Condition Groups
Selection of the Condition Groups button will display the Condition Group Maintenance form to enable
the categorisation of Condition Type details, within each module.

Options - Condition Types
Selection of the Condition Types button will display the Condition Types Maintenance form to allow the
user to create or maintain Condition Type details.

Options - Customer Types

Selection of the Customer Types button will display the Customer Type Maintenance form to allow the
user to define a list of options that classifies the customer making the Booking. Details that may be
recorded for this parameter are “Religious”, “Community”, “Business”, and “Commercial” etc.

Options - Decline/Cancel Reasons

Selection of the Decline/Cancel Reasons button will display the Decline/Cancel Reason Maintenance
form which allows the user to establish Reasons which can be recorded for the Cancellation of a
Booking Request.

Options - Discount Reasons
Selection of the Discount Reasons button will display the Discount Reason Maintenance form.

Options - Extract Types

Selection of the Extract Types button will display the Extract Type Search Profile where the user may
create new Extract Types or search for existing ones. See Word Processing details.

Options - Facilities
Selection of the Facilities button will display the Facility Search Profile to allow the user to create new
Facilities or, alternatively, to search for existing ones.

Options - Facility Types
Selection of the Facility Types button will display the Facility Type Search Profile to allow the user to
create new Facility Types or, alternatively, to search for existing ones.

Options - Fee Codes

Selection of the Fee Codes button will display the Fee Code Search Profile to allow the user to create
new Fee Codes or search for existing ones.

Options - Merge Types
Selection of the Merge Types button will display the Merge Type Maintenance form where the user
may create new Merge Types or search for existing ones. See Word Processing details.

Options — Mobile Resources

Selection of the Mobile Resources button will display the Mobile Resource Search Profile form where
the user may create new Mobile Resources or search for existing ones.

Options - Note Types

Selection of the Note Types button will display the Note Type Search Profile to allow the user to add a
new Note Type or search for an existing one.
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Options — Reference Types

Selection of the Reference Types option button displays the Reference Type Maintenance form where
Reference Types may be defined and maintained. Three new Role Types have been defined in
References to allow three new Reference Classes to be linked to a Booking class. This allows councils
to define 3 Reference Types against a Booking Class (e.g. Email, Name and Phone). These
Reference Types are useful within Booking Maintenance and especially required by ePathway —
Bookings as a means of storing the Name, Email and Phone number details of a web user.

See further details in section on Reference Types

B Role Type Selection =10 x|
—Role Type ———— Description Local Ertity Cther Entity ——— Active —
ABH 0 Booking Reference CRFREFR ABKRGEHD v
ABK 1 Booking Class CRFCLAS ABKCLAS v
LB 2 Booking Clazs MName Reference CRFTYPE ABRKCLAS v
LK 3 Booking Clazs Email Reference CRFTYPE ABKCLAS v
LB 4| |Booking Class Contact Mumber Refel  [CRFTYPE LABKCLAS v
MEw Modify Close

References — Role Type Selection form showing the new Reference Classes available to a Booking
Class

=

— Class Details
Description  [Functions Booking Class (Dektors - override) |

— Reference Description Sharing Active
Email Address |Many I [
HAME Contact Hame Many -] W
|PHIII.II'||| Phone Humber |Many I [
]
Wove
l

Alpha Sort Insert | [8]4 I Cancel

Reference Type Maintenance form displays when the Reference Types Option button is selected in
Booking Class Parameter Maintenance

Options - Resource Types

Selection of the Resource Types button will display the Resource Type Maintenance form where
Resource Types may be defined for the Booking Class. Examples of Resource Types could be Staff,
Equipment etc.

Options - Response Types
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Selection of the Response Types button will display the Response Types Maintenance form where the
user may set up Response Types for a Booking Class. Responses are utilised within the Word
Processing link to Bookings. A response is a text base informational message, recorded against a
Word Processing document. It may be used to record phone calls or objections to documentation
received.

Options - Workflow
Selection of the Workflow button will display the Workflow Application Maintenance form. Refer to the
section on Workflow for further details.
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Activity Types

An Activity Type is a type of event e.g. a Food and Wine Festival, or a Street Parade. A council is able
to record any number of different Activity Types which are likely to occur and will require managing.

The following forms allow Activity Types to be recorded and maintained.

Activity Type Search Profile form

The Activity Type Search Profile allows the user to create a new Activity Type or search for an existing
one.

B Activity Type Search Profile - |E||i|
Booking Class  [EVENT | [Event Class |

Activity Type Code

Descrigtion

Activity Type Search Profile

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Activity Type Code/Description

Enter an Activity Type Code and/or Description on which to base your search and then select the
Search button.

Activity Type Selection form

The Activity Type Selection form displays when the Search button is selected on the Activity Type
Search Profile form if more than one Activity Type exists. It allows the user to select from a
hierarchical tree-type list. Clicking on the + or — boxes will expand and collapse the branches of the
tree.
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A=1E]
Biooking Class  [EvENT | [Evert Class |

------ (7} FESTIVAL - Street Festival

[ERE P ARADE - Street Parade

... [7] ANZAC - AHZAC Parade

b E:‘] POLITICAL - Political Parade

L. [ %MAS - Xmas Parade

Tt | Todify I Close

Activity Type Selection form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Activity Type
This field displays the Activity Types which are available for selection. The tree structure allows the
expansion of parent Types to display child Types.

Activity Type Maintenance Form

The Activity Type Maintenance form allows parameters to be set up for each Activity Type, e.g.
Parade, Film, Concert etc.
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=

Booking Class  [FUNCTIONS | [Functions Booking Class (Debtors - override) |

Activity Type Code IDAHCE

Description  |Dance
Capacity  [500

Active v
Wiorkflowy Procedure ;}I
Responsible Officer Im 2| [chris Bath
— Options
_I Activity Sub-Types _I Charges _I Hames
__| Attributes __| conditions

()4 Cancel

Activity Type Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Activity Type Code

This field contains the Activity Type Code, which is a character field (of a maximum of 10 characters)
representing the Code of the Activity Type. This field is mandatory. E.g. FILMCOM — This could be
the code for a Film Commercial.

Activity Type Description
This field allows a maximum of 50 characters to be entered to describe the Activity Type. This is a
mandatory field. E.g. ‘Film Commercial’ could be entered as the description.

Capacity
This field is an optional numeric field and allows the user to enter the maximum number or persons
relating to the type of event.

Active Indicator

This will be an On\Off type field that will determine whether the Activity Type can be selected when a
Booking is being made. This will default to ON. If the Active Indicator is set OFF then new Booking
Requests of the Activity Type will not be able to be created.

Workflow Procedure

A Workflow Procedure is able to be linked against an Activity Type. The Workflow Procedure will be
executed when the Activity Type is used to create a Booking Request. This allows the user to follow
the workflow and complete any required actions.

Responsible Officer

The Responsible Officer field allows Council to allocate a Responsible Officer who is to be nominated
for a Booking. This is used for Bookings made via ePathway where a specific person within Council
needs to be allocated responsibility. If a Responsible Officer is set up at the Activity Sub-Type level,
then it will override a Responsible Officer which has been set up at the Activity Type level. If a Facility
nominated for the ‘first’ Booking Line has a default Responsible Officer, then this Officer will override
any that already exist on a Booking. Additionally, the Responsible Officer set up at the Sub-Facility
level will override one set up at the Facility level. If no Responsible Officer has been set up as a
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default at any of these levels then the Responsible Officer for the Booking will be set to the currently
logged on user.

Note: The above functionality only applies to Booking Requests lodged via ePathway. In Pathway, the
Responsible Officer is always the Receiving Officer (i.e. the Officer taking the Booking) unless
manually changed. When changes are made on a Booking Line or to the Activity Type by a different
officer from the one who originally took the booking, the Responsible Officer does not get automatically
changed. The original Officer remains with the booking unless manually overridden in the case where
reassignment of the booking becomes necessary.

Options — Attribute

Selection of this button displays the Activity Type Attribute Maintenance form where Attributes may be
assigned to an Activity Type. Attributes need to have already been set up in Parameters in order to be
available for selection on this form.

Options — Charge

Charges are able to be recorded against Activity Types where “Allow Fees against Activity Types” has
been set ON at the Class parameter. Multiple charges will be created using Fee Codes defined at the
Class level. Activity Type Charges function in the same way as Facility Charges.

Selection of the Charge button displays the Activity Type Search Profile and subsequently the Activity
Type Charge Maintenance form where Charges may be set up.

Options — Conditions
Selection of this button displays the Activity Type Conditions Maintenance form where Conditions may
be set up to apply to an Activity Type.

Options — Names
Selection of the Names button displays the Activity Type Name Role Maintenance form where ‘Name
Roles’ are able to be associated with an Activity Type. The Name Roles available for Activity Types
are:

= Stakeholder

= Affected Party

Options — Activity Sub-Type
Selection of this button displays the Activity Sub-Type Maintenance form where an Activity Type may
be further classified into sub-groups. These Sub-Types will then be available against a Booking.

Activity Type Attribute Maintenance form

The Activity Type Attribute Maintenance form allows existing available Attributes to be assigned to an
Activity Type, e.g. Wheelchair Access, Disabled Toilets etc. These Attributes need to have been set
up under Attribute Maintenance for the Booking Class.
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% Activity Type Attribute Maintenance — IEI Iil
Booking Class  [EVENT Evert Class
Activity Type  |PARADE Street Parade
— Available Attributes — Assigned Attributes
[wica | [Amesichair Access wE et | [#mesichair Toilets
-
~E
«g
— Search Profile
Aftribute Code
Description
Search | OF I Cancel

Activity Type Attribute Maintenance Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Activity Type
These fields display the selected Activity Type. These fields are display only.

Available Attributes

These fields list the Attribute Code and Description of all the available Attributes which have been set
up against the Booking Class. To assign an Attribute to the Activity Type, the Select Button or Select
All Button should be used.

Assigned Attributes

These fields list the Attribute Code and Description of all the Attributes which have been assigned to
the Activity Type. To un-assign an Attribute or all attributes, focus on the specified Attribute and select
the Remove button or alternatively, the Remove All button.

Search Profile — Attribute Code/Description

These fields allow a search profile to be entered to facilitate a search. This is useful when there are
more than 9 Attribute Codes to search through.

Enter an Attribute Code and/or Description on which to base your search and then select the Search
button.

Charge Search Profile Form

This form allows the user to create a new Activity Type (or Facility) Charge or search for an existing
one.
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% Activity Type Charge Search Profile - |EI |£|

Booking Class  |EWEMT Evert Clazs
Activity Type  |PARADE Street Parade
Fee Code | 2]

Fee Type [(none) - I
Auto Load  [(none) -~ I
Applicable to Recurring  [(none) - I

Bond  |[(none) -~

Tt | Search I Close

Activity Type (or Facility) Charge Search Profile form

B Mobile Resource Charge Search Profile - 10| x|

Booking Class |FLINCTIONS | |Funu:1i-:uns Booking Class (Dektors with Override) |

Resource |M_PHOME | [Maobile Phane |

Fee Code | ;}I [ |

Fee Type [(none) -

Ao Load  [(none) -

Applicable to Recurring  [{none) -
Bond |(none) -

Tt Search Close

Mobile Resource Charge search Profile

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Activity Type
These fields display details of the selected Activity Type, e.g. PARADE, Street Parade. (These fields
do not display on the Mobile Resource Search Profile form).

Resource

The Resource field only displays on the Mobile Resource Charge Search Profile form. It allows
identification of the Mobile Resource to which the Charge is attached.

Fee Code
This field allows the user to key in a Fee Code on which to conduct a search, or alternatively, select
one from the Pop Up. The selected Fee Code details will then display in these fields.

Fee Type
Select a Fee Type from the drop-down list on which to base your search. The available options are:
= (None)
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Parameters

= Fixed

= Daily

= Hourly
Auto Load

Select an Auto-load criteria from the drop-down list, on which to base your search. The available

options are the following, with (None) being the default:

= (None)
= No
= Yes

Applicable to Recurring

Select an ‘Applicable to Recurring’ criteria from the drop-down list, on which to base your search. The

available options are the following, with (None) being the default:

= (None)

= No

= Yes
Bond

Select a ‘Bond’ criteria from the drop-down list, on which to base your search. The available options
are the following, with (None) being the default:

= (None)
= No
" Yes

Charge Selection Form

The Charge Selection form displays when a search is conducted from the Charge Search Profile. It
allows a Charge to be selected for maintenance or a new Charge to be entered. It will display if more

than one Charge exists.

% Activity Type Charge Selection

=lox|

Booking Class  [EVENT | [Event Class
Activity Type [PARADE | [treet Parade
Applicable to
—Fee Code Fee Code Description harge Description Fee Type — Auto Load — Allow Discount —  Recuring
:—'EE1 Fee Code 1 (GST Free) Standard Charge Daily
FEEZ Fee Code 2 (Taxahle) Public Holiday Charge Hourly | |
FEE3 Fee Type 3 (GST Exempt) Evening Charge Fixed | |
ew Modify Close

Activity Type (or Facility, Resource etc) Charge Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.

Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Activity Type

These fields display details of the selected Activity Type, e.g. PARADE, Street Parade.
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Fee Code/Description

These fields display the Fee Code and Description applicable to the Charge, e.g. HIREFEE, Hiring
Fee.

Charge Description
This field displays the Description of the Charge e.g. Standard Charge.

Fee Type
This field displays the Fee Type applicable to the Charge e.g. Daily, Hourly or Fixed.

Auto Load/Allow Discount/Applicable to Recurring
These fields display the settings of the Auto Load, Allow Discount and Applicable to Recurring flags
applicable to the Charge. These flags are not maintainable from this form.

Charge Maintenance Form

Charges are able to be recorded against Activity Types, Facilities and Resources where “Allow Fees
against Activity Types” and/or “Allow Fees against Facilities” has been set ON at the Class parameter.
Multiple charges can be created using Fee Codes defined at the Class level.

Activity Type charges may be defined for each Booking Line. If a Daily Fee Type is selected, then the
daily charge rate (based on the parameters) is applied for the Booking Request. (Facility Charges will
incur a Daily Charge on each Booking Line unless the ‘Charge Fee Only Once’ flag has been set on.)
The Charge Rate is applied for each Day that the Activity is held. No further editing is allowed. If an
Activity Type Fixed Charge is applied then it too will be applied to the Booking Request. (A Facility
Fixed Charge will be applied to each Booking Line unless the ‘Charge Fee Only Once’ flag is set on.)
The Daily Charge rate is more flexible than the Fixed Charge as it allows half day rates and rates for
different days of the week. The Charge Rates detail button becomes available where daily charges
may be set up.

Note: The Fee Code accounts and the Charge Override account must be in the default Debtors
Ledger.
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B Facility Charge Maintenance

Booking Class  [FUNCTIONS Functionz Booking Class (Dektors with Override)
Facilty [FCC Fullarton Community Centre

Charge Description | Daily
Fee Code |GSTINC | »| [Fesincluding GST
Fee Type Charge Rates ﬂ
Fixed Amaount
Allowy Edlit
Auto Load
Applicable to Recurring
Charge Fee Only Once
Allowy Discount
Bond
Active

CICICICE]E]

Override Account Details

Revenue Account |ABK - REVEHUE (GL)
Project Code | OUTDOOR

Bookings Revenue Account (GQL Ledger)
Outdoor Services

(5] 4 Cancel

Activity Type Charge Maintenance form showing Daily charge

If a Fixed Fee Type is applied to the Activity Type Charge, then an amount needs to be entered in the
Fixed Amount field. This Charge will be applied to the Booking Request. The ‘Allow Edit’ flag
becomes available to determine whether access is going to be given to any user (regardless of the Fee
Summary authority setting) to change the Fixed Amount of the fee when a Booking is made.

If a Fixed Fee Type is applied to a Facility Charge, then you can defined the time periods for the
nominated Facility based Fixed Charges.
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8| Facility Charge Maintenance g@@

Booking Class  [FUNCTIONS Functionz Booking Class (Dektors with Override)
Facilty [FCC Fullarton Community Centre

Charge Description  Bond Charge
Fee Code |GSTEX | »| [Fee excluding GST
Fee Type |Fixed Vv
Fixed Amount | 300,00
Allowy Edlit
Auto Load
Applicable to Recurring
Charge Fee Only Once
Allowy Discount
Bond
Active

LI ][<][<]

Override Account Details
Ledger
Revenue Account |ABK - REVEHUE (GL)
Project Code | IHDOOR

Bookings Revenue Account (GQL Ledger)
Indoor Services

(5] 4 Cancel

Activity Type Charge Maintenance showing Fixed charge

For Facilities and Resources, Daily, Facility and/or Hourly Charge Rates are available and are can be
set up, if applicable. The flag ‘Charge Fee Only Once’ ensures that the Fee is charged only once per
Booking Request.
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Event Class
AAMI Stadium

Hourly charge |
Fee Type 3 (GST Exempt)

I <IN == i

II

Facility Charge Maintenance form showing Hourly charge

Event Class
AAMI Stadium
(OHP1 Overhead Projector 1

Podium Hire {Daily Charge)
p>2 Fee Code 2 (Taxable)

Wimimum Change Metnod _

5 EESEE R
4

Resource Charge Maintenance form showing Daily charge
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8| Mobile Resource Charge Maintenance g@@
Booking Class  [FUNCTIONS | [Functions Booking Class (Debtors with Overrids) |
Resource [M_COPLAY | [Mobile CO Player |

Charge Description
Fee Code |MOBILE ﬂ |M0bi|e Resource Charge
Fee Type |Fixed Vv
Fixed Amount | 30,00

Allowy Eclit

Auto Load

Applicable to Recurring
Charge Fee Only Once
Allawy Digcournt

(I ]

Active

[<]

Override Account Details

Rewvenue Account ﬂ
Project Code ﬂ

(5] 4 Cancel

Mobile Resource Charge Maintenance form showing Fixed Charge

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Activity Type/Facility
These fields display details of the selected Activity Type/Facility, depending on the type of charge being
created or maintained. These fields are display only.

Resource

These fields display details of the Resource to which the Charge is applicable. This field only displays
when the Charge is being applied to a Resource.

Charge Description
The Charge Description is a free format text field, with a maximum of 50 characters that allows the
user to enter a description of the charge.

Fee Code

The Fee Code may be keyed in or selected from the Fee Codes defined at the Class level. Note that
selecting the Fee Code, also determines the Debt Type that is used as this has been set against the
Fee Code parameter.

Fee Type
The Fee Type relates to the type of charge. The available options are Fixed, Daily and Hourly. This
field is mandatory and defaults to ‘Fixed’.

If Fixed is selected (for Activity Types, Facilities and Resources) then the user must enter a value in
the “Fixed Amount” field.

When a Fee is a “Fixed Fee” an additional field, “Allow Edit” is made available. If this is set on then
any user (regardless of the Fee Summary authority setting) is able to change the Fixed Amount of the
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fee. This is used where a “Damage” fee is applied to a Booking and the user is required to enter the
amount of Damages that the customer will be charged. By default, this value is OFF and the user will
be required to set it ON.

If Daily is selected for Activity Types, a Daily Fee Type will allow the user to enter an amount in the
Charge Rate field, and this amount will apply for the entire duration of the booking, i.e. If a Charge Rate
of $100 is specified and the Fee Type is Daily, then for each day on which the Activity is booked a
charge of $100 will apply.)

If Daily is selected for Activity Types, Facilities and Resources then the Charge Rates button becomes
available where other details may be maintained.

The field, “Maximum Hours for Half Day Rate”, is available. This allows the user to define the
maximum number of hours that can elapse to receive the half day rate charge. Once the number of
hours has been exceeded then a full day rate will be applied. This field is optional, and will only be
used in processing if the user has entered a value. If “Maximum Hours for Half Day Rate” is entered
then the user must enter a value in the “Minimum Charge” field. This is used when the number of
hours on the booking is less than the Maximum Hours for Half Day Rate.

The calculation of the number of days is calculated based on a 24 hour clock. The user is able to
nominate a different daily rate for each day in the week. This allows a different fee to be charged
Monday-Friday as opposed to Saturday and Sunday.

E.g. If a Customer has booked a Hall from Monday 9 am till Tuesday 4 pm, then the number
of days will be calculated as 1 day and 7 hours (Monday 9 am till Tuesday 9 am and then the
remaining hours). If the maximum number of hours per half day was set at 4 hours then the
Customer would be charged for 2 days.

If a Customer has booked a Hall from Monday 9 am till Monday 12 pm, then they will be
charged the minimum rate as the number of hours is less than the half day rate.

If a Customer has booked a Hall from Monday 9 am till Monday 8 pm then they will be charged
the full daily rate.

If Hourly is selected for Facilities and Resources (it does not apply to Activity Types), then each day
and time range that has been entered in the Hourly Charge Maintenance form will be defaulted as the
dates and times that Hourly charges apply.

Any new Hourly Rates entered by the user will assume that the rate is for 24 hours per day. Users are
required to amend the rates as required.

E.g. The user may set an Hourly Fee Code for hall usage between Monday to Friday 9 am
and 5 pm and then assign a different rate for Monday to Friday 5.01 pm till 11:59pm, and a
different rate from Saturday 12:00 am till 9 am. In this way the user is able to charge at
different rates on the booking based on the time that the Facility is being used.

If there is no cost to use the Facility at certain times then the rate entered is zero dollars. The
rate entered is a monetary field. Note that no overlap of hours is allowed when setting these
detalils, i.e. costs will not be able to be defined for 9:00 to 17:00 and then 16:00 to 19:00.

Charge Rates

Selection of the Charge Rates Detail Button will display one of two forms dependent on the Fee Type.
If the Fee Type is Daily, then the Daily Charge Maintenance form displays. If the Fee Type is Hourly,
then the Hourly Charge Maintenance form will display. If the Fee Type is Fixed, then the Fixed Charge
Maintenance form displays. [See Charge Details — Fee Type ]

Minimum Charge Method
This flag is only applicable for Facility and Resource based Hourly Fees:

“All” - the minimum charge for each period will be applied separately.
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“Lowest” — the lowest minimum charge where multiple periods are involved will be applied.

Fixed Amount
If a Fixed Fee Type is selected then the user must enter a value in the “Fixed Amount” field. The
amount is entered in dollars (and cents) and is formatted to 2 decimal places, e.g. 250.00.

Allow Edit

When a Fee is a “Fixed Fee” an additional field, “Allow Edit” will be made available. If this is set on
then any user (regardless of the Fee Summary authority setting) will be able to change the Fixed
Amount of the fee. This will be used where a “Damage” fee is applied to a Booking and the user is
required to enter the amount of Damages that the customer will be charged. By default, this value will
be OFF and the user will be required to set it ON.

Auto Load

This field is an On/Off flag. If set to ON then the Charge will automatically be loaded against a new
Booking Request. If it is set to OFF then the charge will not be automatically loaded against a Booking
Request. The Charge will be available for loading against a Booking Request at a later time, e.qg. for
late charges, this setting will be OFF and the user will add the charge manually against the Booking
Request if required. The Default for this field is set to ON.

Applicable to Recurring

This is an On/Off flag which indicates whether the Charge can be added against a Recurring Booking.
If set ON then the Charge is able to be applied to Recurring Bookings. If set to OFF then the Charge
will only be able to be added to bookings that are non-recurring. If this flag is set to ON then an
additional field, “Charge Fee Only Once” becomes available. By default the value of the Applicable to
Recurring Bookings field will be set to ON.

Charge Fee Only Once

This field is an On/Off flag which is available on Facility and Resource Charges where the Charge is
applicable to Recurring Bookings, and is always available for Activity Charges. If this field is set ON
then the Charge will only be raised once against the Booking Request. Subsequent charges generated
for the Booking will not have this charge applied. This flag can be used to control Fees that are to be
raised only once, e.g. a Bond.

Allow Discount

This field provides the ability to nominate whether discount can be applied to a Fee. This is an On/Off
indicator. When set to ON then discount will be able to be applied against the Fee Code.

Where this field is set OFF then the user will not be able to apply discount to this Fee Code.

Bond
This field is an On/Off indicator. It signifies whether the Fee Cost is a Bond. By default the value of
this field will be set to OFF and the user will be required to set this ON.

Override Account Details — Ledger
This field displays details of the Ledger which is used for the Override Revenue Account.

Note: The Fee Code accounts and the Charge Override account must be in the default Debtors
Ledger.

Override Account Details — Revenue Account/Description
The ability to override the Revenue Account against each Facility will be provided. The Revenue
Account will default from the Fee Code provided, but it allows an override to occur.

Note: The Fee Code accounts and the Charge Override account must be in the default Debtors
Ledger.

Override Account Details — Project Code
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A new Project Code field has been added (in Release 2.21) to allow the assignment of a Project Code
against the Charge of a Facility, Sub-Facility, Activity or Resource. Entry of a Project Code will default
the Ledger Offset Account, or, if no Offset Account, force entry of an Override Revenue Account at the
Charge level. If an Offset Account does exist, the Revenue Account field will then be dimmed,
disallowing the Revenue Account from being changed.

If a Booking is raised to either Pathway Debtors or as a Cash Invoice, and there is an Override Project
Code at the Charge level (i.e. Facility, Sub-Facility, Activity or Resource), the Project Code will be
assigned to the Revenue Transaction.

Note: If a Project Code has been entered at the Fee level, and at the Charge level an Override
Revenue Account is nominated but no Project Code at this level, the system will not use the Project
Code at the Fee level. Once an entry has been made at the Override level for either the Revenue
and/or Project Code, the system will retrieve the information from here.

Fee Code Pop Up Form

The Fee Code Pop Up form displays when the Fee Code Pop Up button is selected from the Activity
Type Charge Maintenance form as well as other related forms. It lists the Fee Codes which have been
set up and makes them available for selection.

% Fee Code Pop Up - |EI |£|
—Fee Code Descrigtion Active —
FEE1 Fee Code 1 (GST Free)
FEE2 Fee Code 2 (Taxable)
FEE3 Fee Type 3 (GET Exempt)
— Search Profile
Fee Code
Dezcription
Search Seleck Close

Fee Code Pop Up form

Fee Code/Description

These fields display details of the Fees that have been set up. This consists of a Fee Code and a
Description, e.g. TAXFEE, Fee with Tax.

Active Indicator
The Active flag is not maintainable from this form. It is display only and indicates whether or not the
Fee displayed is available for use. It is not maintainable from this form.

Search Profile — Fee Code/Description

These fields allow a search profile to be entered to facilitate a search. This facility is useful when there
are more than 9 Fee Codes to search through.

Enter a Fee Code and/or Description on which to base your search and then select the Search button.
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Activity Type Daily Charge Maintenance form

The Activity Type Daily Charge Maintenance form displays when the Daily Fee Type is selected on the
Activity Type Charge Maintenance form. It allows Daily Charge parameters to be set up. [See Charge
Details — Fee Type.]

% Activity Type Daily Charge Maintenance

Booking Class  |EWVENT Evert Class
Activity Type  [DANCE Dance

Maimum Hours

—Charge Day for Helf Day Rete — pinimum Charge — Daily Charge
1.00 [s0.00 100.00
Tuesday .| 4.00 |80.00 100.00
Wednesday - | 4.00 [80.00 100.00
Thursday |- | 4.00 80.00 100.00
Friday .| 4.00 90.00 120.00
Saturday - | 4.00 100.00 150.00
Sunday .| 4.00 100.00 150.00

Insert | QK I Cancel

Activity Type Daily Charge Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Activity Type

These fields display details of the selected Activity Type to which the charges apply, e.g. PARADE,
Street Parade.

Charge Day
This field allows a Day of the Week to be selected from the dropdown, during which the Fee Charges
will apply.

Maximum Hours for Half Day Rate

This field allows the user to define the maximum number of hours that can elapse in order to receive
the half day rate charge. Once the number of hours has been exceeded then a full day rate will be
applied.

This is an optional field, and is only used in processing if the user has entered a value. If “Maximum
Hours for Half Day Rate” is entered then the user must enter a value in the “Minimum Charge” field.
This is used when the number of hours on the booking is less than the Maximum Hours for Half Day
Rate value.

The calculation of the number of days is calculated based on a 24 hour clock. The user is able to
nominate a different daily rate for each day in the week. This allows a different fee to be charged
Monday-Friday as opposed to Saturday and Sunday.

E.g. If a Customer has booked a Hall from Monday 9am till Tuesday 4 pm, then the number of
days will be calculated as 1 day and 7 hours (Monday 9 am till Tuesday 9 am and then the
remaining hours). If the maximum number of hours per half day was set at 4 hours then the
Customer would be charged for 2 days.
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If a Customer has booked a Hall from Monday 9am till Monday 12pm, then they will be
charged the minimum rate as the number of hours is less than the half day rate.

If a Customer has booked a Hall from Monday 9am till Monday 8pm then they will be charged
the full dally rate.

Minimum Charge

If “Maximum Hours for Half Day Rate” is entered then the user must enter a value in the “Minimum
Charge’ field. This is used when the number of hours on the booking is less than the Maximum Hours
for Half Day Rate. This is a numeric field which is formatted with 2 decimal places.

Daily Charge
The user will be able to nominate a different daily rate for each day in the week. This is a numeric field
which is formatted with 2 decimal places.

Activity Type Conditions Maintenance Form

The following form displays when the Conditions button is selected on the Activity Type Maintenance
form. It allows Conditions to be associated with an Activity.

B Activity Type Conditions Maintenance I ]

— Activity Type

[PARADE - Parade |

— Condition Description “iewy Document — Edit Documernt ——
| | | | =] =
< |
Moree:
=

— Condition Detailzs
Condition Type ;)I [ |
Owerriding Descrigtion
Condition Group | |

Apply Date |12-May-2004 Lap=ze Date |
Comments =
Matifisble [ Stop Inspection Scheduling [

Sork Insert | [0 4 I Zancel

Activity Type Conditions Maintenance form

Activity Sub-Type Maintenance form

Activity Sub-Types allow an Activity Type to be further classified. Many Sub-Types may be defined
against an Activity Type. These sub-types will be available against a Booking.
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| Note: At least one Sub Type will need to be defined and will be required to be active.
1= b1

Booking Class  [FUNCTIONS Functions Booking Clags (Debtors - override)
Activity Type [DANCE Ciance
— Code Description Respansible Officer Active — Facilties ——
BALL Ball BROOKSD 3] [David Brooks 7 o]
BARH Barn Dance L)I v il
BLUE Blue Light Disco 2| v =
DISCO Discotheque L)I v il

Insert | [0 4 I Zancel

Activity Sub-Type Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Activity Type
These fields display the details of the Parent Activity Type, e.g. PARADE, Street Parade.

Code/Description

The Sub-Type Code and Description fields allow a 10 character Code and a 50 character Description
to be entered to represent the Activity Sub-Type.

Responsible Officer

The Responsible Officer field allows Council to have greater control over which Responsible Officer is
to be nominated for a Booking. This is especially important for Bookings made via ePathway where a
specific person within Council needs to be allocated responsibility. If a Responsible Officer is set up at
the Activity Sub-Type level, then it will override a Responsible Officer which has been set up at the
Activity Type level. If a Facility nominated for the ‘first’ Booking Line has a default Responsible Officer,
then this Officer will override any that already exist on a Booking. Additionally, the Responsible Officer
set up at the Sub-Facility level will override one set up at the Facility level. If no Responsible Officer
has been set up as a default at any of these levels then the Responsible Officer for the Booking will be
set to the currently logged on user.

Active Indicator

This is an On/Off indicator that determines whether the Activity Sub Type can be selected when a
Booking is being made. This defaults to ON. If the Active Indicator is set OFF then new Booking
Requests will not be able to use the Sub Type classification.

At least one Sub Type will need to be defined and will be required to be active.

Facilities Detail Button

Selection of the Facilities detail button displays the Activity Sub-Type Facility Maintenance form. This
form allows Facilities to be associated with Activity Sub-Types to facilitate searching for and selecting
relevant Facilities both in Pathway and ePathway Booking Maintenance.

Activity Sub-Type Facility Maintenance form
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The Activity Sub-Type Facility Maintenance Form is accessed by selecting the Facilities detail button
on the Activity Sub-Type Maintenance form. It allows the user to select (or remove) Facilities to
associate with an Activity Sub-Type.

5 Activity Sub-Type Facility Maintenance - |EI|5|

Booking Clazz  |FUMCTIONS Functions Booking Class (Debtors - override)
Activity Sub-Type  [BALL Eiall
— Facilities — Selected Facilities

----- (5} ADELAIDE - Adelaide Oval - [} AS - AAMI Stadium
@ ... [} BAPTIST - Baptist Church

----- [ﬁ BAPTIST - Baptist Church Ej TH - Town Hall
[#]- Ef[ BP - Bonython Park
- () CH- City Han e

----- ﬁ CRICKET - Cricket Pitch -
..... (%} DANCE - Dance Hall

[ Eﬁ GEAC - Geac Computers Pty Ltd

----- Ef[ KEHSIHGTOH - Kensington Church Hall
..... (£} NORWOOD - lorwood Town Hall L
----- Eﬁ STREET - Street for Use as Facility
[+ ﬁ TH - Town Hall

[#H- ﬁ_ VG - Veale Gardens

— Search Profile
Facility Code

Description
Search | [0]4 I Cancel

Activity Sub-Type Facility Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Activity Sub-Type
These fields display details of the selected Activity Sub-Type e.g. BALL, Formal Ball

Facilities

The Facilities box lists the available Facilities and Sub-Facilities in a tree-like structure. Selection of a
Facility or Sub-Facility may be made by focusing on the required record and using the Select button to
add an occurrence to the right hand side (Selected Facilities). (Note: This action does not remove the
occurrence from the LHS.)

Selected Facilities

The Selected Facilities box lists the Facilities and Sub-Facilities which have been selected from the
Left Hand Side (Facilities) via the Select button. If a Facility is no longer required to be associated with
an Activity Sub-Type then it may be removed to the Left Hand Side using the Remove button. (Note:
This action removes it from the RHS of the form.)

Search Profile

These fields allow a search profile to be entered to facilitate a search. This is useful when there are
more than 9 Facility Codes to search through.

Enter a Facility Code and/or Description on which to base your search and then select the Search
button.
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Name Role Maintenance

A number of “name roles” are able to be associated with an Activity Type, a Facility or a Booking
Request. Different Name Role are provided for Activity Types and Facilities. The user is able to
historicise a Name using the Historic button. Current and Historic Names are able to be displayed
separately or together. The Name Role function uses the standard Name and Address interface to link
names to Activity Types, Facilities and Booking Requests.

Note: Any Names linked to an Activity Type, Facility or Sub-Facility are carried through to the Booking
Request when that Activity Type, Facility or sub-Facility is used in a Booking Line.

Activity Types
The name roles that are provided for Activity Types are Stakeholders and Affected Parties:

Stakeholders

This option allows the selection of one or more persons from the Name and Address Module to be
associated with the Activity Type. Stakeholders will be added against a Request when a booking is
made for the Activity Type. Stakeholders are added where authorisation is required as part of
processing the Activity, e.g. Police approval, liquor license approval etc.

Affected Parties

This option allows the selection of one or more persons from the Name and Address Module to be
associated with the Event Type. Affected Parties will be added against a Booking Request when a
booking is made for the type of event. Affected Parties are added when notification of the Booking
needs to be supplied but authorisation is not required.

8| Activity Type Name Role Maintenance

Name Status

Booking Class [CASHCLASS | [Cash Bookings Class ( Cash - no override) | Current v
Activity Type [CHOR | [Choir Practice |
Role Type Formatted Name and Address
Stakeholder
Affected Party [Dr & Smith - 82335580 (Contact Phone) I -
[16 Claxton ST, Adelaide SA 5000 |  =Jcurrent as of 18-Nov-2010

E B

Historic oK Cancel

Activity Type Name Role Maintenance form
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Facilities

A number of “name roles” are able to be associated with a Facility. The name roles that are provided
for Facilities are Stakeholders, Affected Parties, Facility Owner, Facility Manager and Contractor.
See Activity Type Name Role Types.

The following Name Role Types are provided:

Facility Owner
This Role Type represents the Owner of the Facility. This can be selected from the list of available

users from Pathway or from the Name and Address module if the Owner is a contact outside of
council. If the Name and Address Module is used, then the process to update the Facility Owner to a
new name will involve the user historicizing the Facility Owner and selecting the appropriate name from
the Name and Address module. In this way, users will be able to see the history relating to the Facility
Owner.

Facility Manager
This represents the Manager of the Facility. This can be selected from the list of available users from
Pathway or from the Name and Address module if the Manager is a contact outside of council.

Contractor
This represents the Contractor of the Facility. This can be selected from the list of available users from
Pathway or from the Name and Address module if the Contractor is a contact outside of council.

Stakeholder

This option allows the user to select one or more persons from the Name and Address Module to be
associated with the Facility. A Stakeholder is a person that is required to be notified of the Booking
and provide approval for the Activity to be held.

Affected Parties

This option allows the selection of one or more persons from the Name and Address Module to be
associated with the Facility. Affected Parties are added against a Booking Request when a booking is
made against the Facility if they are not already linked to the Request. For example Police, other
community groups etc. Affected Parties represent people that need to be informed that a particular
type of Activity is being held. They are people who are not required to provide authority of the Activity
to be held.

(See Activity Name Role Types)
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8| Facility Name Role Maintenance g@@
Name Status
Booking Class [CASHCLASS | [Cash Bookings Class ( Cash - no override) | Current v
Faciity [MUSIC | [Music Room |
Role Type Formatted Name and Address
Stakeholder [Miz= A Brown [ ...
[PO BOX 221, Maitland SA 5573 | =lcurrent as of 18-Nov-2010 |
Facility Owner |A R Green - email.emal (e-mail address) | aas
[13 Madison 5t, Kensington SA 5068 | =Jcurrent as of 18-Nov-2010 |

J Facility Manager

Contractor

Affected Party

E B

Historic oK Cancel

Facility Name Role Maintenance form
Booking Requests

When this form is used for a Booking Request, additional Role Types become available. An additional
Name Role Type has been provided called “Contacts”. This is an optional link that allows the recording
of any additional contact names for the Booking. This is useful where the Customer and the Contact
person for the Booking are not the same person.

The following Name Role Types are available to link to a Booking Request:

Customers

The Customer Name will display and the user will be able to add additional Customers if required. For
each Customer, the Debtor details will be able to be displayed. The user is able to change the Debtor
details for each Customer as required.

When the “Customer” Names are displayed, the screen also displays the Debtor linked to the
Customer. The user is able to change the Debtor that is linked to the Customer from this screen. The
user is able to select or create a Debtor by the Debtor Type. The ability to drill out to Debtor Enquiry,
based on appropriate authority, is also available.

Stakeholders

Stakeholders will display on the Names maintenance screen and allow the user to add and remove
Stakeholders as required. Stakeholders will automatically be added based on the Stakeholders
recorded on the Facility or Activity Type for the Request.

Contacts
Contacts will display on the Names Maintenance screen and the user will be able to add additional
contacts as required. .

Affected Parties
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Affected Parties will be added based on the Affected Parties recorded against the Facility or Event
Type that has been added to the Booking Request. The user will have the option of adding additional
Affected Parties using the Name and Address Interface.

Any documents that have been issued against a name link on this screen will be accessible. The user
is also able from this screen to create documents to issue to the names linked to the Request.

8| Booking Name Role Maintenance E@@
Name Status
Booking Class [CASHCLASS | [Cash Bookings Class { Cash - no override) | Current v
Booking [1322 | [choir |
Role Type Formatted Name and Address Responses Letters
Customer |C Chicco - Cash Chicco (e-mail address) | 441
[1 High ST, Kensington NSW 2033 | =I|current as of 18-0ct-2010 |
Contact [ ABlack I ...
[282 Gilbert 5T, Adelaide SA 5000 | =lcurrent as of 18-Nov-2010 |

J Stakeholder

J Facility Owner

Facility Manager
Contractor
Affected Party |A L Smith - asmithi@infor.com (e-mail address) | aas
[109 Stankey ST, North Adelaide SA 5006 | =Jcurrent as of 18-Nov-2010
Send Letter Historic oK Cancel

Booking Name Role Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Name Status
The Name Status field allows the user to select a Status for the display of Names. The available

options are:
=  Current
=  Historic

=  Current & Historic

Activity Type
These fields display details of the selected Activity Type. These fields are display only.
Role Type

The Role Type button enables the user to add a new Name. Clicking the button displays the Name
Search Profile where a name may be searched and selected.

Formatted Name and Address
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These fields display the formatted Name and Address details as well as the Status and Status Dates.
Selection of the Detail Button displays the Name Maintenance form with all the details relating to the
Name. Clicking the ‘envelope’ button displays the Mailing Address Enquiry form.

Debtor ID

When the “Customer” Names are displayed, the screen also displays the Debtor linked to the
Customer. The user is able to change the Debtor that is linked to the Customer from this screen. The
user is able to select or create a Debtor by the Debtor Type. The ability to drill out to Debtor Enquiry,
based on appropriate authority, is also available.

Responses/Letters

Any documents that have been issued against a name link on this screen are accessible. The user is
able to create documents to issue to the names linked to the Request from this screen as well as
record any Responses received.

Customer Profile button
When focus is on a Customer Role Type the Customer Profile Button may be selected to display or
maintain the Customer Profile details for the selected nhame.

Send Letter button

Selection of the Send Letter button displays the Booking Document Generation form where the user
may create a letter to send to any Name Role link on this form. Highlight the required name and then
select the Send Letter button.

The user is able to multi-select a number of names and issue a letter. The option to “concatenate”
names of the same name role type is available and allows the user to determine whether a single letter
should be produced or whether multiple letters will be produced.

Historic Button
The Historic button allows Name links to be made historic. Highlight the required nhame and select the
‘Historic’ button.
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Attributes

Attributes allow the user to define the type of attributes against a Facility. For example attributes could
be Wheelchair Access, Disabled Toilets, Stage, Kitchen, Power etc. Attributes are then able to be
defined against a Facility so that users will be able to search for and detail on Facilities for which the
Attributes are available. One or more Attributes are able to be defined against a Facility or Activity

Type.

Attribute Maintenance Form

The Attribute Maintenance form allows the user to define Attributes for a Booking Class which can be
assigned to a Facility or an Activity Type.

~lolx]

Biooking Class  [EvENT | [Evert Class |

— Aftribute Code — Description Active —
T Disabled Toilets i
KITCHEH Kitchen facilities I’
POWER Power v
WICA, Wheelchair Access I’
wCT Wheelchair Toilets v

Insert | QK I Cancel

Attribute Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Attribute Code/Description

These fields allow a code and a description to be entered for the Attribute. The Code field allows 10
characters to be entered and is a mandatory field. The Description field allows 50 characters and is
also mandatory.

Active Indicator
This flag indicates whether the Attribute is available to be associated against a Facility or Activity Type.
This is an On/Off indicator which defaults to ON.
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Conditions

The Conditions System is a core application that provides the ability to create and modify information
associated with condition documents. Any documents linked to Condition Types may be viewed or
edited. Conditions may be created for a Booking Class and associated with Activity Types and
Facilities within that Class.

Condition Groups and Types

Condition Groups enable the categorisation of Condition Type details, within each module. Condition
Types may be grouped under only one Group heading if required

B condition Group Maintenance = |EI |£|

— Condition Group —— Description Active —
HERITAGE Heritage Listing {Local & State) v
ROADBLOCK Road Blocks v
ENCROACH Encroachments Iv

Insert | ok I Cancel

Condition Group Maintenance Form

Conditions Types may be defined for the Class, e.g. for all Hall Types a condition may be that any
costs related to a Fire Alarm activation is the responsibility of the Customer. This Condition would be
defined once and then be able to be associated to as many Facilities as required. Conditions are
defined using the standard Pathway Conditions module and make use of the functionality currently
provided.

Where Notifiable Conditions exist against a Facility or Activity Type, these will automatically display
when a Booking Request is viewed and the relevant Facility or Activity Type exists against the Booking
Request. Notifiable Conditions will also be displayed when the Facility or Activity Type is added against
a Booking Request.
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% Condition Types Maintenance I_l_ I_

H1 Heritage 1
H2 Heritage 2

ALARM Fire Alarm o]
Hall Canditions
- i

Condition Types Maintenance form

Conditions Maintenance

Conditions may be attached to Activity Types, Facilities and Sub-Facilities. The header details display
the Activity Type, Facility or Booking to which the Condition is attached.
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B Activity Type Conditions Maintenance - |EI Iil

— Activity Type
[PARADE - Street Parade |

— Condition Description “iewy Document — Edit Document ——
[aLaRM | [Fire alarm | e =
< |
[fEwe
>

— Condition Detailzs
Condition Type [ALARM 5] [Fire Alarm |
Owerriding Descrigtion  |Fire Alarm
Condition Group [HALL | [Rall Condtions |
Apply Date [24-May-2003 Lap=ze Date |
Comments =
Matifisble [ Stop Inspection Scheduling [

Sork Insert | [0 4 I Cancel

When an Activity Type and Sub-Type are added to a Booking Request, any Conditions attached to the
Activity Type or Sub-Type will be copied to the Booking Request. The ‘Apply From Date’ on the
Condition will be set to “Today”. If the Activity Type is removed, the Conditions will also be removed
from the Booking Request. The Conditions checkbox will also become unchecked.

If a Condition pertaining to an Activity Type is the same as one pertaining to a Facility on a Booking
Request then it is only added once to the Booking Request.

Additional Notes regarding Conditions

Conditions are not 'linked' to a Facility or Sub-Facility in the same way that Names or Locations are. In
the case of a Condition, the data that defines the Condition is stored on the link itself. So in order to
determine if a Condition is the 'same as' or 'different from' the Parent and Sub-Facility, the process has
to actually compare the data from the Condition. This includes the Description and Comment fields,
but excludes the Apply Date and Lapse Date. This is because the Apply Date is always set to 'Today'
whenever a Condition is added. With this in mind, if we used the Apply date in comparing Conditions,
they would almost always appear to be 'different’. Therefore the Date fields are excluded. If a
Condition is 'copied' from a Parent Facility to a Sub-Facility, and remains unchanged on the Sub-
Facility, any subsequent maintenance of that Condition on the Parent would be copied to Sub-Facility.
However, if the Condition was modified on the Sub-Facility, say the Comment field was changed, then
any subsequent 'Merge' operation would create another Condition using the original data from the
Parent.

Note: If you modify one of the automatically added Conditions, e.g. change the ‘Description’ or
‘Comments’ field, then the Condition will no longer be removed if you change the Activity Type or
Facility from which it came. However, changing the ‘Apply From Date’ or ‘Lapse Date’ will not prevent
the Condition from being removed (as these fields are not used in the comparison when determining if
a Condition on the Booking Header matches a Condition on the Activity Type or Facility because they
will always be different with the ‘Apply From Date’ being set to the Current Date when the Condition is
added.)

Note: When removing a Facility, the Conditions for that Facility will only be removed if the same
Facility does not occur elsewhere on the Booking.
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Customer Type

A Customer Type is used to define the type of Customer making the Booking, e.g. Business,
Community, Religious Group, Charity etc.

Customer Type Maintenance Form

This option allows the user to define a list of options that classifies the customer doing the hiring.
Details that may be recorded for this parameter are “Religious”, “Community”, “Business”, and
“Commercial” etc.

% Customer Type Maintenance - |EI |£|
Booking Class [EVENT | [Evert Class |
— Customer Type —— Description Active —
E Charity v
E Educational Iv
I Inactive I
R Religious v
S Sporting v
5T Standard v
Insert | [0 4 I Zancel

Customer Type Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Customer Type/Description

These fields allow a Code and description to be entered to describe a type of Customer, e.g.
Commercial, Religious etc. The Code field allows 10 characters and the Description field allows 50
characters. Both fields are mandatory.

Active Indicator
This flag is an On/Off indicator which determines whether the Customer Type is available for use.
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Decline/Cancel Reason

Decline/Cancel reasons may be set up per Class in the Bookings Management Module.

When a Request is set to a Status that has the System Status of “Available for Booking” (during
Request Maintenance, or when updated by a Workflow Action) the user will be prompted to select a
Decline/Cancel Reason. The selection of a Decline/Cancel Reason is mandatory and is recorded
against the Booking Request. When a Booking Line is Cancelled or Declined then the user will be
required to select a Decline/Cancel Reason.

Decline/Cancel Reason Maintenance Form

The Decline/Cancel Reason Maintenance form allows the user to establish Reasons which can be
recorded for the Cancellation of a Booking Request.

B pedline/Cancel Reason Maintenance ol x|
Booking Class [EVENT | [Evert Class |
— DeclineiCancel Reason — Description Active —
Cop Change of Plans v
CosT Cost Factors Iv
OTHER Other Reasons v
Insert | | QK I | Cancel ;

Decline/Cancel Reason Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Decline/Cancel Reason / Description

These fields allow a Code and Description to be entered to describe a Decline/Cancel Reason. The
Code field is a 10 character mandatory field, and the description field allows 50 characters. They are
mandatory fields.

Active Indicator
This flag is an ON/Off indicator and will determine whether the Decline/Cancel Reason is available for
selection.
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Discount Reason

This parameter allows the user to define a list of Discount Reasons that can be applied to a Booking
when discounts are applied to charges.

Discount Reason Maintenance Form

The Discount Reason Maintenance form allows the user to establish a list of Reasons that can be
applied to a Booking Request when discounts are applied to charges.

B Discount Reason Maintenance = |EI |£|

Booking Class [EVEMT | [Evert class |
— Discourt Reason —— Description Discourt Percentage — Active —
P Pensioner Discount 15.00 v
C Charity Discount 20.00 v
R Religious Group Discount 15.00 v
3 10% Discount 10.00 ¥

Insert | [0 4 I Cancel

Discount Reason Maintenance Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Discount Reason/Description

These fields allow a Discount Reason Code and Description to be defined to enable discount to be
applied to a Booking. The Code field allows a maximum of 10 characters and is a mandatory field.
The Description field allows a maximum of 100 characters and is also mandatory.

Discount Percentage

This field is the discount percentage that will be applied to a Booking Line (for Facility Charging) or a
Booking Request (for Activity Type charges) when the Discount Reason is selected. This is a
percentage field. When a Discount Reason is selected, then where a Discount Percentage has been
defined, the discount will be calculated and applied to all fees recorded against the Booking Line.

Note: This field will not accept values greater than 100.

Active Indicator

This flag is an On/Off indicator which is set ON by default. It determines whether the Discount Reason
is available for selection. If a Discount Reason is Inactive it will not be able to be selected. If the
Inactive Discount Reason had been used on any previous transactions, then the Discount Reason will
still be displayed against those transactions. The Active Indicator is standard Pathway functionality and
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allows the user to “retire” a parameter setting that has been superseded by a new parameter, but still
allow previous records to refer to the “retired” value. If a Discount Reason has been used on any
transactions, then it will not be able to be deleted.
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Facility Types

Facility Types are able to be defined and may be used to group Facilities, e.g. A Facility Type may be
created called “Halls” and all Facilities that are Halls (Community Halls, Church Hall etc) can be linked
to this Facility Type.

Facility Type Search Profile Form

This form allows the user to create a new Facility Type or search for an existing one.

B Facility Type Search Profile ;IQIEI
Booking Class  [EVENT | [Evert Class |

Facilty Type Code
Descrigtion

Mew | Search I Close

Facility Type Search Profile form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility Type Code/Description

Enter a Facility Type Code and/or Description on which to base your search and then select the Search
button.

Facility Type Selection Form

The Facility Type Selection form displays when the Search button is selected on the Facility Type
Search Profile form if more than one Facility Type exists. It allows the user to select from a
hierarchical tree-type list. Clicking on the + or — boxes will expand and collapse the branches of the
tree.
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_iaix]

Booking Class [EVENT | [Event Class |

- [ OVALS - Ovals
- [} PARKS - Parks

Mew Todify Close

Facility Type Selection Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility Type

This field displays the Facility Types which are available for selection. The tree structure allows the
expansion of parent Types to display child Types.

Facility Type Maintenance Form

Facility Types (e.g. Halls, Parks, Ovals etc) may be defined on this form. A Facility Type may be
further broken down into Facility Sub-Types and linked to the Facility Type.
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A=1E]

Booking Class  [EVENT | [Evert Cla=s |
Facilty Type Code
Description  |Halls
Active [

——Facilty Sub-Type Code —Facilty Sub-Type Descrigtion Active
CHUH Church Hall v
COMH Community Hall v
RSLH RSL Hall v

Insert | QK I Cancel

Facility Type Maintenance Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility Type Code/Description

These fields allow a 10 character Facility Type Code and a 50 character Description to be defined.
Both fields are mandatory.

Active Indicator
This flag is an On/Off indicator which determines whether the Facility Type is active and available for
use.

Facility Sub-Type Code/Description

Once a Facility Type has been defined the user is able to define a number of Sub-Types to the Facility
Type. This provides an additional breakdown of the types of Facilities for council. One or many Sub-
types are able to be defined for each Facility Type. A Sub-type has the same attributes as a Facility
Type, i.e. Code, Description and Active indicator.

Active Indicator
This flag is an On/Off indicator which determines whether the Facility Sub-Type is active and available
for use.
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Facilities

Facilities are the items (Halls, Notice Boards etc) that are able to be selected to be booked against a
Booking. For Facility Bookings this will be halls and notice boards etc, for Event and Film Facilitation
this will be Locations of streets, parks etc.

Facility Search Profile Form

The Facility Search Profile form allows the user to create new Facilities or, alternatively, to search for
existing ones.

E Facility Search Profile ;Iglil

Booking Class  [EVENT | [Evert Cla=s |

Facity code [
Description
Parent Facilty Type ;)I
Facility Sub-Type 2|

Mew | Search I Close

Facility Search Profile Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility Code/Description
Enter a Facility Code and/or Description on which to base your search.

Parent Facility Type
Enter, or select from the Pop Up, a Parent Type Facility on which to base your search.

Facility Sub-Type
Enter, or select from the Pop Up, a Facility Sub-Type on which to base your search.

Facility Selection Form

The Facility Selection form displays when the Search button is selected on the Facility Search Profile
form if more than one Facility exists. It allows the user to select from a hierarchical tree-type list.
Clicking on the + or — boxes will expand and collapse the branches of the tree.
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i
Booking Class  [EVENT | [Evert Class |

EREYAS - AAMI Stadium
b Eﬁ MD - Memorial Drive

Tt | Todify I Close

Facility Selection Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
This field displays the Facilities which are available for selection. The tree structure allows the
expansion of parent Types to display child Types.

Facility Maintenance Form

Facilities are the actual items (Halls, Notice Boards etc) that are able to be selected to be booked
against a Booking. For Facility Bookings this will be actual halls and notice boards etc, for Event and
Film Facilitation this will be Locations of streets, parks etc. This form allows parameters to be set for
Facilities. If a Facility is flagged as a General Purpose Facility, e.g. Street, then the Associated
Facilities Button becomes dimmed and unavailable.
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—iBi x4

Booking Class [FUMCTIONS | [Functions Booking Class (Debtors - override) |

Facilty Code |AS
Description  [AAMI Stadium
Parent Facilty Type |[OVALS COrvals
Facilty Sub-Type |FOOTBALL il Foothall Crval
Area Code  |WAYVILLE ;)I My ville

Responsible Officer |
Detailz |[Football Oval situated at West Lakes ;I

-

Internal Bookings Cnly [ Capacity W
Allowy Multiple Bookings v General Purpose Facilty [~
Active v
— Options
_I Associated Facilities _I Charges _I Hames
_I Attributes _I Conditions _I Resources
__| Available Dates __| Locations __| sub-Facilities

| Activity Sub-Types

QK Cancel

Facility Maintenance form

Link Maintenance in Sub-Facilities

When performing maintenance on Names, Locations or Conditions from Facility Maintenance, the
process will keep track of which links have been added or deleted. Then , when the “OK” button is
pressed to accept the changes to the Facility, a new form will be displayed indicating which link types
have been changed, and offering the user the ability to ‘Merge’ or ‘Copy’ those changes with some or
all of the associated Sub-Facilities.

The Sub-Facility Links Maintenance form gives the user the option of applying changes to Names,
Locations and Conditions to associated Sub-Facilities.

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility Code/Description

This is the code for the Facility. This is a 10 character field which is mandatory. E.g. OCR. The
Description further describes the Facility and allows a 50 character description. These fields are
mandatory.

Parent Facility Type

The Parent Facility Type can be keyed in or selected from the list of available Facility Types. Only
“Active” Facility Types will be presented for selection. The selection of a Facility Type is mandatory
against a Facility.

Facility Sub-Type

The Sub Facility-Type may be keyed in or selected from the list of available Facility Sub-Types sourced
from the Facility Type selected. This field is not maintainable until the user has selected a Facility
Type. The selection of a Facility Sub-Type is optional.

Area Code
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The user may key in a valid Area Code or, alternatively, select one from the Booking Area Pop Up. If
the user enters an Area Code into this field, then the General Purpose Facility flag becomes dimmed
and cannot be selected for this Facility (as a General Purpose Facility cannot have an Area Code
defined). Conversely, if the General Purpose Facility flag is checked ON then the Area Code field does
not display.

Responsible Officer

The Responsible Officer field allows Council to allocate a Responsible Officer who is to be nominated
for a Booking. This is used for Bookings made via ePathway where a specific person within Council
needs to be allocated responsibility. If a Responsible Officer is set up at the Activity Sub-Type level,
then it will override a Responsible Officer which has been set up at the Activity Type level. If a Facility
nominated for the ‘first’ Booking Line has a default Responsible Officer, then this Officer will override
any that already exist on a Booking. Additionally, the Responsible Officer set up at the Sub-Facility
level will override one set up at the Facility level. If no Responsible Officer has been set up as a
default at any of these levels then the Responsible Officer for the Booking will be set to the currently
logged on user.

Note: The above functionality only applies to Booking Requests lodged via ePathway. In Pathway, the
Responsible Officer is always the Receiving Officer (i.e. the Officer taking the Booking) unless
manually changed. When changes are made on a Booking Line or to the Activity Type by a different
officer from the one who originally took the booking, the Responsible Officer does not get automatically
changed. The original Officer remains with the booking unless manually overridden in the case where
reassignment of the booking becomes necessary.

Details
This field is an unlimited text field that allows the user to enter a description of the Facility.

Internal Bookings Only

This flag is an On/Off indicator and will be set Off by default. If this is set On the Facility is available for
booking on Internal Booking Requests only. This is used where Facilities can be booked for council
use, but not by external customers. If this flag is checked ON, then the Charges button becomes
dimmed and Charges will not apply.

See further details: For Internal Bookings

Allow Multiple Bookings

If the Facility has “Allow Multiple Bookings” checked ON, then at the Booking Line level in Booking
Entry/Maintenance, a check is made on the Facility’s ‘Allow Multiple Bookings’ setting. The following
rules will be implemented when determining if a Facility is free for booking:

= Clashes with Resource Bookings are not allowed regardless of the setting of the Allow Multiple

Bookings flag against the relevant Facility, since Resources are not the sorts of things two
groups can share at once.

®= |n Booking Line Street/Suburb Maintenance, adding a Street/Suburb Location for which a
conflicting Booking exists is only allowed if both the current Line's Facility and the conflicting
Line's Facility are "multi-book".

=  |n Booking Maintenance, when maintaining a Line where the relevant Facility is "multi-book™:

o If the Line has Locations, a clashing Street/Suburb Booking is not allowed unless the
relevant Facility is also "multi-book".

o If the Facility is an "Autobook" Sub-Facility, the Line is only allowed to clash with a
Booking at the parent level if the parent Facility is also "multi-book".

o If the Facility is a parent Facility:
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e The Line is only allowed to clash with another Booking for the parent if all of
the "Autobook" Sub-Facilities are also "multi-book™.

e The Line is only allowed to clash with a Booking for an "Autobook" Sub-Facility
if the Sub-Facility is also "multi-book".

o Otherwise, if the Facility is neither a parent nor an "Autobook" Sub-Facility, the Line is
allowed regardless of clashes

A message will display to inform the user of the clash and whether or not the booking can proceed.
The following messages may be displayed:

There is a conflicting Booking for the selected Facility or an 'Autobooked' Sub-Facility.
Another Booking exists from 20:00:00 to 23:00:00 on Booking Number 8.
The requested Booking cannot be accepted.

There is a conflicting Booking for the selected Facility or an 'Autobooked' Sub-Facility.
Another Booking exists from 20:00:00 to 23:00:00 on Booking Number 8.
However the Facility allows 'Multiple Bookings' and therefore this Booking can be accepted.

Active
This flag is an On/Off indicator which determines whether the Facility is active and available for use.

Capacity

This field is an optional numeric field which allows the user to enter the maximum number of persons
that the Facility can accommodate. This is an information only field and is not used to drive any
processing. This will assist Bookings to be made where a Customer wants to find a hall that can
accommodate more than 50 people.

General Purpose Facility Flag

The General Purpose Facility flag determines whether a Facility is treated as a ‘generic’ Facility. This
type of Facility enables the user to specify a Street/Suburb Location at the time of entering the
Booking Request.

If this indicator is checked ON on this form then the Location and Sub-Facilities Option buttons will not
be available on this form, nor will the Area Code field (as a location cannot be specified here).

Conversely, if the Area Code field has data in it, the General Purpose Facility flag becomes
unavailable.

Options — Associated Facilities

Selection of this button displays the Associated Facilities Selection form which allows the selection of
Facilities to be associated with the Facility being entered.

Options — Available Dates

Selection of this button displays the Facility Available Date Maintenance form which allows a council to
set up booking availability dates and date ranges for particular Facilities.

Options — Activity Sub-Types

Selection of this button displays the Facility Activity Sub-Type Maintenance form which allows a council
to select Activity Sub-Types to associate with the selected Facility. Parent Activities are not able to be
selected. The Select button will only become available when an Activity Sub-Type is selected.

Options — Charges

Selection of this button displays the Facility Charge Search Profile form where the user is able to set up
various charges associated with the hiring of a Facility. If the ‘Internal Bookings Only’ flag has been
checked ON, then the Charges button is dimmed and unavailable.

Options — Conditions
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Selection of this button displays the Facilities Conditions Maintenance form where the user may set up
Conditions pertaining to a Facility.

Options — Attributes

Selection of this button displays the Facility Attribute Selection form which allows the user to assign
available Attributes (e.g. Power, Hot Water etc) to a Facility, an Activity Type or a Sub-Facility.

Options — Locations

Selection of this button displays the Location Link Maintenance form. This option is mandatory, i.e.
once a Facility is set up, a location is required to be nominated before exiting the form. The location of
the Facility links directly to the Property module within Pathway. This allows selection of the location of
the Facility.

Options — Names
Selection of this button displays the Facility Name Role Maintenance form. The Name Role function
uses the standard Name and Address interface to link names to Activity Types and Facilities.

Options — Resources
Selection of this button displays the Resource Search Profile form which allows the user to add a new
Resource or search for an existing one.

Options — Sub-Facilities
Selection of this button displays the Sub-Facility Selection form which allows the user to create a new
Sub-Facility or maintain an existing one.

Facility Daily Charge Maintenance Form

This form displays if Daily Fee Type is selected in the Facility charge Maintenance form. This will allow
the user to define charges based on From and To dates, different charges for different days of the
week, the maximum number of hours that can elapse to receive the half day rate charge, as well as
minimum charges and the standard daily charge. Once the Maximum Hours for Half Day Rate have
been exceeded then a full day rate will be applied. This field is optional, and will only be used in
processing if the user has entered a value. If “Maximum Hours for Half Day Rate” is entered then the
user must enter a value in the “Minimum Charge” field. This will be used when the number of hours on
the booking is less than the Maximum Hours for half Day Rate.

The calculation of the number of days is based on a 24 hour clock. The user can nominate a different
daily rate for each day in the week. This allows a different fee to be charged Monday-Friday as
opposed to Saturday and Sunday, e.g. if a Customer has booked a Hall from Monday 9 am till
Tuesday 4 pm, then the number of days will be calculated as 1 day and 7 hours (Monday 9 am till
Tuesday 9 am and then the remaining hours). If the maximum number of hours per half day was set at
4 hours then the Customer would be charged for 2 days.

If a Customer has booked a Hall from Monday 9 am till Monday 12 pm, then they will be charged the
minimum rate as the number of hours is less than the half day rate. If a Customer has booked a Hall
from Monday 9 am till Monday 8 pm then they will be charged the full daily rate.

Warning: Any changes to Available Days or Available Times must be followed by a review of
the Charges related to these Days/Times. These will not be updated automatically.
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B Facility Daily Charge Maintenance ;Iglil
Biooking Class  |EVENT Event Class
Facilty [&5 AW Stadium
faximum Hours
— Date From Date To Charge Day — for Half Day Ratepinimum Charge — Daily Charge
[01-Jan2004 | [31Dec2009 | [Tuesday AW [e00.00 [s00.00
Wiednesday |ll.l]l]
Thursday j0.00
Frictay |0.00
[01-May-2004 | [31-Dec-2099 Saturday j0.00
Sunday |0.00
23-May-2004 30-Mary-2004 Moncay [5.00 300,00 |550.00
01 -Jun-2004 31-Dec-2099 | |Monday | j0.00
[0 4 Zancel

Facility Daily Charge Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the selected Facility, e.g. AS, AAMI Stadium.

Date From/Date To

These fields display a date range during which time the appropriate Fee Charges will apply, e.g. 15-
Jun-2004 to 11-Jul-2004.

Charge Day

These fields display the Charge Day during which the appropriate Fee Charges will apply. The options
are:

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Maximum Hours for Half Day Rate

If “Maximum Hours for Half Day Rate” is entered then the user must enter a value in the “Minimum
Charge” field. This will be used when the number of hours on the booking is less then the Maximum
Hours for half Day Rate. Once the Maximum Hours for Half Day Rate have been exceeded then a full
day rate will be applied. This field is an optional numeric field, and will only be used in processing if the
user has entered a value.

Minimum Charge

If “Maximum Hours for Half Day Rate” is entered then the user must enter a value in the “Minimum
Charge” field. This will be used when the number of hours on the booking is less then the Maximum
Hours for half Day Rate.

Daily Charge

If a customer has booked a Facility for a day then the daily rate will apply. If there is an entry in the
Minimum Charge field then the daily rate will only be charged if the Maximum Hours for Half Day Rate
is exceeded.
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Facility Hourly Charge Maintenance Form

Booking Class
Facility

Charge Description
Fee Code
EEENYpE

Allows Edit

Auto Load

Applicable to Recurring
Charge Fee Only Once
Allow Discount

Bond

Active

Revenue Account
Project Code

Facility Charge Maintenance

EVENT

Event Class

AS

AANI Stadium

Hourly charge
FEE3
Hourly

v

v

v

i

Override Account Details

Letoer [

_» | [Fes Type 3 (GST Exempt)

Charge Rates

Minimum Charge Method  All

oK Cancel

Facility Charge Maintenance form

The Bookings Module has been enhanced to provide the ability to apply only one Minimum Charge for
an Hourly Fee where the Booking Line spans multiple Hourly Charge periods. This has been achieved
by the introduction of a Minimum Charge Method parameter for Facility and Resource based Hourly
charges on the Facility (or Sub-Facility) Charge Maintenance form.

When the Minimum Charge Method has a value of:

= All = The Minimum Charge for each period will be applied separately in exactly the same way
that it was before the Minimum Charge Method was introduced.

= Lowest — Only the lowest Minimum Charge will be applied where a Booking Line spans
multiple Hourly Charge periods.

Example
Time Period Minimum Charge Hourly Charge
00:00 —10:00 400 100
10:00 — 23:99 480 120

If Booking Line is entered for 8:00 to 11:00 and if the Minimum Charge Method is set to “All”:

Time Period

Calculation

Calculated Fee

00:00 —10:00

100 x 2hrs = 200

400
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(less than min. so Minimum
Charge is applied)

10:00 — 23:99 120 x 1hr = 120 480
(less than min. so Minimum
Charge is applied)

Total 880

If Booking Line is entered for 8:00 to 11:00 and if the Minimum Charge Method is set to “Lowest”:

Time Period Calculation Calculated Fee

00:00 — 10:00 100 x 2hrs = 200 280
(included by 80 so that
combined total equal the lowest
Minimum Charge)

10:00 — 23:99 120 x 1hr = 120 120

Total 320 400
(less than the lowest Minimum
Charge so lowest Minimum
Charge is applied i.e. 400. The
calculated fees have to be
increased by the difference)

If Booking Line is entered for 9:00 to 13:00 and if the Minimum Charge Method is set to “Lowest”:

Time Period Calculation Calculated Fee
00:00 —10:00 100 x 1hr =100 100
10:00 — 23:99 120 x 3hrs = 360 360
Total 460 460
(greater than lowest Minimum
Charge i.e. 400)

This form displays if Hourly Fee Type is selected in the Facility Charge Maintenance form. This will
allow the user to define charges based on From and To dates, different charges for different days of
the week, Start and End Times, Pro Rata eligibility as well as minimum charges and the standard
hourly charge. Each day and time range that has been entered in “Facility Available Date/Time
Maintenance” will be defaulted as the dates and times that Hourly charges apply.

Any new Hourly rates entered by the user will assume that the rate is for 24 hours per day. Users will
be required to amend the rates as required, e.g. the user may set an Hourly Fee Code for hall usage
between Monday to Friday 9am and 5pm and then assign a different rate for Monday to Friday 5.01pm
till 11:59pm, and a different rate from Saturday 12:00am till 9am. In this way the user will be able to
charge at different rates on the booking based on the time that the Facility is being used.

If there is no cost to use the Facility at certain times then the rate entered will be zero dollars. The rate
entered will be a monetary field. Note that no overlap of hours is allowed when setting these detalils,
i.e. costs will not be able to be defined for 9:00 to 17:00 and then 16:00 to 19:00.

Warning: Any changes to Available Days or Available Times must be followed by a review of
the Charges related to these Days/Times. These will not be updated automatically.
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B Facility Hourly Charge Maintenance - |EI Iil

Booking Class  |EWEMNT Evert Class
Facilty &3 A AW Stadium
— Date From Date To Charge Day Time From Time Ta Pro Rata — Minimum Charge — Hourly Charge —
[01-Jar-2004 | [31-Dec-2099 | [Tuesday no:00 2359 r 40.00
Wiednesday 0000 2359 I 40.00
Thursday 0000 2359 o <10.00
Friclay 0000 23:59 r 40.00
[01 -May-2004 | [31-Dec-2099 | [Saturday no:00 2359 r 60.00
Sunday 0000 2359 I 60.00
[23-Mlay-2004 30-May-2004 oy 00:00 23:59 I 50.00
01 -Jun-2004 31-Dec-2099 Moy 0000 15.00 r 50.00
[0 4 Zancel

Facility Hourly Charge Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the selected Facility, e.g. AS, AAMI Stadium. They are display only and
cannot be maintained.

Charge Details —Date From/Date To

These fields display a date range during which time the appropriate Fee Charges will apply, e.g. 15-
Jun-2004 to 11-Jul-2004.

Charge Day

These fields display the Charge Day during which the appropriate Fee Charges will apply. The options
are:

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Time From/Time To

These fields display the range of hours that a Facility is available, by day, in 24 hour format e.g. 00:00
— 23:59.

Pro-Rata

A “Pro-Rata” option is available for each Hourly rate entered. This will determine whether the Hourly
cost can be Pro-Rated. If this option is set on, then the user can optionally enter a value in the
“Minimum Charge” field.

When the cost is calculated, if Pro-Rata is in effect, then if the calculated amount is less than the
minimum charge, then the minimum charge will be applied.

Minimum Charge
This field allows the user to enter a Minimum Charge amount. This field becomes available when the
Pro Rata flag is checked ON.
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When the cost is calculated, if Pro-Rata is in effect, and if the calculated amount is less than the
minimum charge, then the minimum charge will be applied.

Note: The amount entered in this field may be any amount, and is not restricted to an amount which is
less than the hourly rate.

Hourly Charge

This field allows an amount to be entered as the hourly charge to apply within the Date/Time range
specified. When a Charge is defined as Hourly then a check will be made against the “Facility
Available Date/Time” settings to ensure that there are charges recorded for all hours. If there are
hours that have not been defined with charges then the user will be required to enter the information
before being able to accept the Charges and the Facility details.

An example to describe how Hourly charges will be applied is provided below.

Example
A booking is made for a hall from Friday 3pm till Sunday 5pm.

The rates are set up as follows:
Friday 9.00 — 17:00 $10

Friday 17:00 — 23:59 $15
Saturday 00:00 — 23:59 $20
Sunday 00:00 — 23:59 $20

The number of hours will be calculated and charged as follows.

Friday 15:00 — 17:00 = 2 hours @ $10 per hour = $20

Friday 17:00 — Friday midnight = 7 hours @ $15 per hour = $105
Saturday 00:00 — Saturday midnight = 24 hours @ $20 per hour = $480
Sunday 00:00 — Sunday 17:00 = 17 hours @ $20 per hour = $340

This provides the total cost for the booking at $945.

Facility Fixed Charge Maintenance Form
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EVENT Event Class
A5 AAMI Stadium

Fixed Charge
FEEZ i Fee Code 2 (Taxable)
‘pe | Fixed E
Imimum Charge Metod _

<O ===

8
g

ABK - REVENUE X Bookings Revenue Account
b
[ o |

The Bookings Module has been enhanced to allow time periods to be nominated for Facility based
Fixed Charges. This has been achieved by the introduction of a Fixed Charge Maintenance form
accessible from the Facility (or Sub-Facility) Charge Maintenance form. Activity Type or Resource
based Fixed Charges are not affected by this enhancement and work as they always have (i.e. one
Fixed Charge).

01-Jan-2012
01-Jan-2013
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Note: the Date From and Date To field are NOT linked to the Facility’s Available Dates and Times. As
such, the “Copy” available days, times and fees function (if authorised to it) will not affect the new
Facility based Fixed Charges.

Example
Based on the above screen shot:
= A Facility Charge for a Booking Line with a date of 28/12/2012 will be $600

= A Facility Charge for a Booking Line with a date of 2/1/2013 will be $700

Facility Sub-Type Pop Up Form

The Facility Sub-Type Pop Up form displays when the Pop Up button is selected on the Facility
Maintenance form on the Facility Sub-Type field. It allows the user to select from a hierarchical tree-
type list. Clicking on the + or — boxes will expand and collapse the branches of the tree.

101X

(5} © - Cricket Oval
... [} F- Football Oval

...... Eﬁ S - Soccer Oval

— Search Profile
Facilty Sub-Type Code
Descrigtion

Search Select Close

Facility Sub-Type Pop Up Form

Facility Sub-Type
This field displays the Facility Sub-Types which are available for selection. The Sub-Types will display
in a tree structure at one level.

Search Profile — Facility Sub-Type Code/Description

Enter a Facility Sub-Type Code and/or Description on which to base your search and then select the
Search button.

Booking Area Pop Up Form
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The Booking Area Pop Up displays when the Area Code Pop Up button is selected on the Facility
Maintenance form. It allows the user to select an existing Booking Area to a Facility.

_lalx|
— Area Code Description Wyigrd ]
CANTEBURY Cantebury Plains Dovyritowen Ward -
CHARLESS Charles Sturt st Ward
FRAMZJOSP Franz Joseph Glacier
HAASTRASE Hazst Pass
HALLSGAP Halls Gap
HOLDFAST Holdfast Bay South Yestern Wiard
LOBETHAL "Valey of Praize
MILF ORD hilford Sound
hORAK] Lake hicraki 1ﬂ
— Search Profile
Area Code
Dezcription
Search Select Close |

Booking Area Pop Up form

Area Code/Description

These fields display details of Booking Areas which have been set up in Parameters. These fields are
display only.

Ward
This field displays the Ward defined for the Booking Area. This field is display only.

Search Profile — Area Code/Description

Enter an Area Code and/or Description on which to base your search and then select the Search
button.

Associated Facility Selection Form

This option allows the selection of Facilities to be associated with the Facility being entered.
Associated Facilities can be sourced from across classes. In this way, users will be notified of any
bookings in Parks that may affect any bookings within a hall. Associated Facilities are displayed under
their appropriate Class Identifier so that users can determine the source of the Facility.

When entering a new Booking Request and the Facility is selected, a search will be performed on
Associated Facilities to determine whether there are any Bookings for the Associated Facilities. The
user will be warned of these bookings so that they can determine whether the booking being entered
should continue.

Note: An Associated Facility must be a Parent Facility. Sub-Facilities cannot be associated in this
way.
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B Associated Facility Selection ol x|
Booking Class  |EWENT Evert Class
Facilty |25 A AW Stadium
— Code ———— Description Active
FACILITY 5 FACILITY 5
FACILITY 11 FACILITY 11
G WHALL Hall in Gym
L hemorial Drive
- Summary
Dretails: -
hemarial Drive Cricket Oval
Booking Class:
EWEMT - Event Class
w
Dissociate Tew TModify Close

Associated Facility Selection form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the Facility, e.g. AS, AAMI Stadium.

Associated Facility Code/Description

These fields list the Facility Code and Description of the Facilities which have been associated with the
selected Facility. There is a Dissociate button which will allow the user to dissociate a Facility. If a
user does not have access to a Facility, then the Modify and Dissociate buttons will not be available
when focus is on these Facilities.

Booking Class

This field displays the Booking Class Code of the Associated Facility. Associated Facilities can be
sourced from across classes. In this way, users will be notified of any bookings in Parks that may
affect any bookings within a hall.

Summary

The Summary field displays summary details of the Associated Facility, e.g.
Details:
Large Notice Board in main street
Booking Class:
FB - Facility Bookings

Dissociate Button
Select this button after focusing on an Associated Facility to dissociate the selected Facility.

Facility Attribute Selection form
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The Attribute Selection form displays when the Attribute Option button is selected on the Maintenance
form. It can be called from a humber of places — Activity Types, Facilities, and Sub-Facilities. It allows
the user to assign available Attributes (e.g. Power, Hot Water etc) to a Facility, an Activity Type or a
Sub-Facility.

B Facility Attribute Selection o) x|
Booking Class  [EVENT Event Class
Facility (&5 A4 Stadium
— Auvailable Attributes — Assigned Aftributes
F‘OWER Powver _“_ DT Dizabled Toilets
ICA Wheelchair Access KITCHER Kitchen facilties
CT Wheelchair Toilets
—E
]
«
— Search Profile
Aftribute Code
Description
Search | [o]4 I Cancel

Facility Attribute Selection form

Booking Class
These fields display details of the Booking Class.

Facility
These fields display details of the selected Facility.

Available Attributes
These fields list the Attributes which are available with the Facility, e.g. Kitchen, Power.

Assigned Attributes

Available Attributes may be moved to the right hand side of the form to indicate they are available with
the selected Facility.

Search Profile — Attribute Code/Description

Enter an Attribute Code and/or Description on which to base your search and then select the Search
button. This function is useful when there are more than 9 Attributes to search through.

Facility Activity Sub-Type Maintenance form

The Facility Activity Sub-Type Maintenance Form is accessed by selecting the Activity Sub-Types
option button on the Facility Maintenance form. It allows the user to select (or remove) Activity Sub-
Types to associate with a Facility.
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5 Facility Activity Sub-Type Maintenance - |EI|5|

Booking Clazz  |FUMCTIONS Functions Booking Class (Debtors - override)
Facility (A% A AN Stadium

— Activity Sub-Types —Selected Activity Sub-Types
- [} BALL - Ball

.. [} BALL - Bal

Ej BARH - Barn Dance

... [} BLUE - Blue Light Disco
Ef] DISCO - Discotheque c 3
- () EXHIBITION - Exhibition —
- Ej FORUM - Forum/Discussion
- (5} MEETING - Meeting
£
£

- (7} PARADE - Street Parade
- ﬁ PKF - Park Function ‘_

— Search Profile
Activity Sub-Type Code

Description
Search | [0]4 I Cancel

Facility Activity Sub-Type Maintenance

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.qg.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the selected Facility to which the Activity Sub-Types are associated, e.g.
AS, AAMI Stadium.

Activity Sub-Types

The Activity Sub-Types box lists the available Activities and Activity Sub-Types in a tree-like structure.
Selection of a parent Activity is not allowed. However, selected of an Activity Sub-Type may be made
by focusing on the required record and using the Select button to add an occurrence to the right hand
side (Selected Activity Sub-Types). (Note: This action does not remove the occurrence from the LHS.)

Selected Activity Sub-Types

The Selected Activity Sub-Types box lists the Activity Sub-Types which have been selected from the
Left Hand Side via the Select button. If an Activity Sub-Type is no longer required to be associated
with a Facility then it may be removed to the Left Hand Side using the Remove button. (Note: This
action removes it from the RHS of the form.)

Search Profile

These fields allow a search profile to be entered to facilitate a search. This is useful when there are
more than 9 Activity Sub-Types to search through.

Enter an Activity Sub-Type Code and/or Description on which to base your search and then select the
Search button.

Location Link Maintenance Form
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The location of the Facility links directly to the Property module within Pathway. This allows selection
of the location of the Facility. This field is mandatory and the location of the Facility must be defined.
The ability to link multiple Property Addresses is available. The ability to link to a Street\Suburb link as
well as a Property is available.

B Facility Location Link Maintenance = |EI |£|
Biooking Class  |EWEMT Event Class
Facilty |&3 AW Stadium
— Property Locations Status
154 King William Road, HYDE PARK, 54 5061 Current |
3 52nd Streete, EASTYWOOD SA 5063 Currenit ...| i |
Mo
+ I
— StreetfSuburh Locations Status
Acacia Avenue EASTANOOD Current ...l
23rd Streete ASCOT WALE Current | i |
Moree:
2
Insert | ok I Cancel |

Location Link Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.qg.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the selected Facility, e.g. AS, AAMI Stadium.

Property Locations

The user is able to insert a Property via the Insert button. When the Insert button is selected the user
is asked to select a Property or a Street/Suburb to add. Subsequently, the appropriate Search Profile
is displayed. This is linked to the Property module. Once a Property has been inserted, the user is
able to focus on an existing Property in the list and click the Insert button to insert a new one.

The Property Status (Current, Historic etc) also displays, as well as a detail button to allow the user to
display the Property Summary form showing the Property details.

Street/Suburb Locations

The user is able to insert a Street/Suburb via the Insert button. When the Insert button is selected the
user is asked to select a Property or a Street/Suburb to add. Subsequently, the appropriate Search
Profile is displayed. This is linked to the Property module. Once a Street/Suburb has been inserted,
the user is able to focus on an existing Street/Suburb in the list and click the Insert button to insert a
new one.

The Street/Suburb Status (Current, Historic etc) also displays, as well as a detail button to allow the
user to display the Street Maintenance form showing the Street/Suburb details.

Sub-Facility Links Maintenance Form
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The Sub-Facility Links Maintenance form displays when changes have been made to Names,
Locations or conditions linked to the Parent Facility. It gives the user the option of applying the
changes to the associated Sub-Facilities as required.

Two options are available for the replication of the link data:

e “Merge” — The user may merge the link changes with the links that already exist on the
Sub-Facilities. In this case, any links deleted from the Parent Facility will also be deleted
from the Sub-Facility. Any links added to the Parent Facility will be added to the Sub-
Facility. Any links that have been specifically created on the Sub-Facility, and did not exist
on the Parent Facility, will be retained.

e “Copy’ — The user may copy the link changes from the Parent Facility. In this case the
links from the Parent will be replicated to the Sub-Facility exactly. Any links that have been
specifically created on the Sub-Facility will not be retained.

Note that if the user presses the “OK” button without having made a choice, they will be prompted to
select if they wish to ‘Merge’ or ‘Copy’ the changes.

It is not mandatory to apply the Parent Facility link changes. If required the user can take the ‘Cancel’
option to ignore this function and leave the Sub-Facilities ‘as is’. Cancelling this function does not
cancel any changes made to the Parent Facility itself.

& Sub-Facility Links Maintenance 10l =l

Parent Faciity [FCC | [Fullarton Commurity Centre |

The followving Link types have heen modified for thiz Facility:
Mame Links Chanoed Location Links Changed [ Conditions Chanaed [

You may replicate these link changes to Sub-Facilties as necessary:

Apply Mame Changes [v Apply Locstion Changes [~ Apply Condition Changes [~
—— Sub-Facility Auto Book — hulti-Boak — Apply Changes —
CR Conference Room | W
R Feception Room ] T4
TR Training Room | T

Select Al | Deselect Al |
Copy | Merge | QK I Cancel |

Sub-Facility Links Maintenance Form

Additional Notes regarding Conditions

Conditions are not 'linked' to a Facility or Sub-Facility in the same way that Names or Locations are. In
the case of a Condition, the data that defines the Condition is stored on the link itself. So in order to
determine if a Condition is the 'same as' or 'different from' the Parent and Sub-Facility, the process has
to actually compare the data from the Condition. This includes the Description and Comment fields,
but excludes the Apply Date and Lapse Date. This is because the Apply Date is always set to 'Today'
whenever a Condition is added. With this in mind, if we used the Apply date in comparing Conditions,
they would almost always appear to be 'different’. Therefore the Date fields are excluded. If a
Condition is 'copied' from a Parent Facility to a Sub-Facility, and remains unchanged on the Sub-
Facility, any subsequent maintenance of that Condition on the Parent would be copied to Sub-Facility.
However, if the Condition was modified on the Sub-Facility, say the Comment field was changed, then

Infor Public Sector July 17 Page 75




Bookings Management User Guide Parameters

any subsequent 'Merge' operation would create another Condition using the original data from the
Parent.

Parent Facility
These fields display details of the Parent Facility. These fields are display only.

Modified Link Types Indicators
These indicators alert the user about any modifications made to the Links pertaining to this Facility.
The Links displayed here are Name, Location and Conditions Links. These indicators are display only
and cannot be maintained. The following options are displayed:

= Name Links Changed

= Location Links Changed

= Conditions Changed

Link Changes to Replicate
These indicators allow the user to nominate which Link changes they wish to copy from the Facility to
the Sub-Facilities. Selection can be made by checking ON the appropriate checkbox. The following
options are available:

=  Apply Name Changes

=  Apply Location Changes

=  Apply Condition Changes

These checkboxes will be dimmed for those Link Types that have not been changed.

Sub-Facility/Auto-Book/Multi-Book/Apply Changes
These fields display all Sub-Facilities attached to the Facility. Adjacent to each Sub-Facility there are
various checkboxes, as follows:
= Auto Book — indicates if the Sub-Facility has been set up to be automatically booked whenever
its parent Facility is booked.
=  Multi-Book — indicates if the Sub-Facility allows multiple Bookings.
= Apply Changes — The user is able to check this flag ON to control which Sub-Facilities are to
have the Link changes applied. By default all these checkboxes are ON.

Select All/Deselect All

These buttons facilitate the selection and deselection of the ‘Apply Changes’ checkboxes. This
becomes useful when there are numerous Sub-Facilities and the checkboxes may all be selected at
once.

Copy button/Merge Button
Two buttons are available to facilitate the replication of the link data, as follows:

= The Merge function allows the changes made on the Parent Facility to be applied to the Sub-
Facilities. Deletions and insertions from the Parent will be ‘merged’ with any existing links
already on the Sub-Facility. This allows the Parent details to be replicated to the Sub-Facility
whilst maintaining any links that are unique to the Sub-Facility.

= The Copy function, on the other hand, will directly ‘copy’ the links from the Parent. Any links on
the Sub-Facility that are not on the Parent will be removed. This allows the Parent details to
be replicated to the Sub-Facility exactly.

Note: If the user selects the OK button without having performed a ‘Merge’ or a ‘Copy’, the form will
prompt the user to choose one or the other. If the user clicks on the ‘Merge’ or ‘Copy button
inadvertently, then selecting ‘Cancel’ on the form will allow any changes to be reversed. It is not
mandatory to apply the link changes; one or more Sub-Facilities may be deselected, or the whole
process cancelled, if desired.
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Sub-Facilities

The Sub-Facility option allows the creation of Sub-Facilities for the Parent Facility. This would occur
when a hall etc may have multiple rooms that can be hired.

A Sub-Facility will have the same attributes as a Facility.

Sub-Facilities can not have their own Resources defined — they can only use Resources defined
against the parent Facility.

Resources from the parent Facility will be available on the left-hand side of the form if:
®= The “Allow Booking” flag is on in (Facility) Resource Maintenance.
=  The “Allow Booking” flag is off AND the Resource has not been assigned to another Sub-
Facility.

Sub-Facility Selection Form

The Sub-Facility Selection form allows the user to create a new Sub-Facility or maintain an existing
one.

& sub-Facility Selection ;Iglil

Booking Class  |EWEMT Evert Clazs
Facilty |o5 A AN Stadium
— Sub-Facility Code —— Description Active ——
31 Foom 1
F2 Foom 2
F3 Room 3
R4 Foom 4

Mew | Todify I Close

Sub-Facility Selection form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the Parent Facility, e.g. AS, AAMI Stadium.

Sub-Facility Code/Description

These fields display details (Code and Description) of the Sub-Facilities available for selection, e.g. R1,
Room1.
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Active Indicator
This flag is an On/Off indicator which displays whether the Sub-Facility is active and available for use.

Sub-Facility Maintenance Form

The Sub-Facility Maintenance form allows the creation of a new Sub-Facility or the maintenance of an
existing one. It also gives the user an indication of when any of the Names, Locations or Conditions on
the Sub-Facility differ from the equivalent links on the Parent Facility, and offers a mechanism for
replicating those differences to the Sub-Facility.

When a new Sub-Facility is created, the following data will be defaulted from the Parent Facility and the
respective Option buttons will become bolded:

= Available Dates

= Conditions

= Locations

= Names
H Sub-Facility Maintenance =lo =]
Booking Class  |[FUNCTIONS Functions Booking Class (Dektors - override)
Facilty |5 AAM Stadium

The fallowing Link types are different between the Parent Facility and this Sub-Facility:
hhame Links [ Location Links [ Conditions [

You may replicate the Parent Facilty links to the Sub-Facilty as necessary:

[Hames El ﬂl Loeations El l::le ooz Mergel CDDVl
Sub-Facility |2
Descrigtion  |Room 1

Faciity Type: [DVELS | Crvals
Facilty Sub-Type [FOOTBALL  » | [Football Oval
Area Code: [WENVIELE ] ivayvile
Responsible Officer 2|
Details |Largest Room ;I
.
Auto Book W Capacity |21m—
Allowy Multiple Bookings v
Active v
— Options
_I Available Dates _I Conditions _I Hames
_I Attributes _I Locations _I Resources
_I Charges _I Activity Sub-Types

[0 4 I Zancel

Sub-Facility Maintenance form

Maintaining Links

This form provides an indication of which link types differ between the Parent and the Sub-Facility. For
each differing link type a pair of option buttons is provided to allow the user to replicate the differences
from the Parent Facility to the Sub-Facility.

Two options are available for the replication of the link data:

Infor Public Sector July 17 Page 78



Bookings Management User Guide Parameters

e “Merge” — The user may merge the Parent Facility links with the links that already exist on
the Sub-Facility. In this case any links that exist on the Parent Facility and not on the Sub-
Facility, will be added to the Sub-Facility. Any links that exist on the Sub-Facility and do not
exist on the Parent Facility will be retained.

e “Copy’ — The user may copy the links from the Parent Facility. In this case the links from
the Parent will be replicated to the Sub-Facility exactly. Any links that have been
specifically created on the Sub-Facility will not be retained.

Note: It is not mandatory to apply any Parent Facility link differences. It is up to the user to determine if
the differences are acceptable.

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the Parent Facility, e.g. AS, AAMI Stadium.

Link Information/Replication

The buttons and indicators in this section of the form provide an indication of which link types differ
between the Parent and the Sub-Facility. For each link type there is a ‘Copy’ and a ‘Merge’ button
provided to allow the user to replicate the differences from the Parent Facility to the Sub-Facility.
These buttons will be dimmed if there are no differences.

The ‘Merge’ function allows differences on the Parent to be applied to the Sub-Facility. Unlike the
Facility Maintenance option, where it is known which individual links have been removed or added to
the Parent, the ‘Merge’ function on this form is only able to ‘Add’ new links to the Sub-Facility that are
on the Parent Facility. This is because the ‘Merge’ function always retains any links that are
specifically defined on the Sub-Facility, so only additional links are created in this case.

The ‘Copy’ function, on the other hand, will directly ‘copy’ the links from the Parent. Any links that are
not on the Parent will be removed. This allows the Parent details to be replicated to the Sub-Facility
exactly.

Note: It is not mandatory to apply the link differences. Also, if specific links have only been added to a
Sub-Facility and do not apply to the Parent, the ‘Difference’ checkboxes will always be shown, but can
be ignored.

Note: The ‘Merge’ and ‘Copy’ buttons are intentionally not included in the normal Tab sequence on the
form. However, if the cursor is specifically positioned in the header frame fields or the buttons, then
the sequence will tab back and forth through the buttons.

Booking Class  [FUMCTIONS Functionz Booking Clazs
Facility |FCC Fullarton Community Centre

The followving Link types are differert between the Parent Facility and this Sub-Facility:
rlame Links Location Links Condition=

You may replicate the Parent Facilty links to the Sub-Facility as necezssary:

Mames  Merge |  Copw | Locations | Merge | Copw | Conitions ~_Merge |

Section of the Sub-Facility Maintenance form showing Link information

See Maintaining Links and Sub-Facility Links Maintenance for further details.
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Sub-Facility Code/Description

The Code field allows a 10 character Facility Code to be entered, e.g. R1 or ROOM1. This field is
mandatory.

The Description field allows a 50 character description to be given to the Sub-Facility, e.g. Room with
Stage. This field is mandatory.

Facility Type
The Parent Facility Type is defaulted into this form from the Parent Facility details and cannot be
maintained, e.g. OVAL

Facility Sub-Type
A Sub-Facility Type Code may be keyed in or, alternatively, selected from the Pop Up, e.g. F, Football
Oval.

Area Code

The Area Code is defaulted into this form from the Parent Facility details and cannot be maintained. If
the Area Code for the Parent Facility is modified, then the Area Code of the Sub-Facility is also
updated.

Responsible Officer

The Responsible Officer field allows Council to allocate a Responsible Officer who is to be nominated
for a Booking. This is used for Bookings made via ePathway where a specific person within Council
needs to be allocated responsibility. If a Responsible Officer is set up at the Activity Sub-Type level,
then it will override a Responsible Officer which has been set up at the Activity Type level. If a Facility
nominated for the ‘first’ Booking Line has a default Responsible Officer, then this Officer will override
any that already exist on a Booking. Additionally, the Responsible Officer set up at the Sub-Facility
level will override one set up at the Facility level. If no Responsible Officer has been set up as a
default at any of these levels then the Responsible Officer for the Booking will be set to the currently
logged on user.

Note: The above functionality only applies to Booking Requests lodged via ePathway. In Pathway, the
Responsible Officer is always the Receiving Officer (i.e. the Officer taking the Booking) unless
manually changed. When changes are made on a Booking Line or to the Activity Type by a different
officer from the one who originally took the booking, the Responsible Officer does not get automatically
changed. The original Officer remains with the booking unless manually overridden in the case where
reassignment of the booking becomes necessary.

Details

This is a free format unlimited size text field that allows the user to enter a description of the Sub-
Facility. These details are not defaulted from the parent Facility details, as it is assumed that the
details required against the Sub-Facility will be different from those of the parent.

Auto Book

This field is used to determine whether the Sub-Facility should automatically be booked if the parent
facility is booked. This will be an On/Off indicator and default to ON.

If a Sub-Facility has ‘Auto Book’ set on, then checks are performed on the availability of the sub-
facilities to ensure that they can be booked along with the Facility. When a Facility is being booked,
bookings will automatically be created for the Sub-Facilities and inherit the same properties as the
booking that is being entered.

If a Parent Facility is being booked and a Sub-Facility is already booked then the booking will not be
allowed and an error message will display.

When a Sub-Facility is being booked, checks are made against the other sub facilities and if bookings
exist in the other sub facilities, then these are displayed to the user

Capacity
This field is an optional numeric field and allow the user to enter the maximum number of persons that
the Sub-Facility can accommodate. This is an information only field and is not used to drive any
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processing. This will enable bookings to be made where a Customer wants to find a hall that can
accommodate more than 50 people.

Allow Multiple Bookings

If there are existing current bookings at the time the Facility is requested then the booking will not be
allowed unless this flag is checked ON. If this flag is OFF, then an error message will display where a
booking is being made and it clashes with another booking. This flag determines whether the Sub-
Facility may be booked multiple times for the same dates and times. If the Facility has “Allow Multiple
Bookings” checked on, then a Warning message will display to the user if a Booking already exists.
The Warning message will read “Bookings already exist for the nominated Date and Time. Continue
with Booking?” The options available are “Ok”, “Cancel” and “View Bookings”. If OK is taken, the
booking is accepted. If Cancel is taken then the Booking will not be made and the user will be returned
to Booking Maintenance to change the Facility. If View Bookings is taken the user will be presented
with the Bookings that have been made for the Date and Time

Active
This flag is an On/Off indicator which determines whether the Sub-Facility is active and available for
use.

Options — Availability Dates

Selection of this button displays the Facility Available Date Maintenance form where the user can
define the days and times that the Sub-Facility is available for hire. This allows the user to nominate
which days, Monday through to Sunday that the Sub-Facility is available. Against each day the
nomination of the times that the Sub-Facility is available may be define, i.e. From Time and To Time
fields may be defined. This operates on 24 hour time and is mandatory if the Facility is available on a
given day. If the Facility is available 24 hours a day, then the user will enter 00:00 to 23:59. For
example, some halls may only be for hire Monday to Friday between the hours of 8am and 6pm.
These details may be recorded so that bookings cannot be made outside these times. By default when
a new Sub-Facility is entered, it will default the dates and times defined at the Parent Facility.

If the Parent Facility Dates and Times are changed, the user needs to manually change the Booking
Availability details against the Sub-Facility by accessing the Sub-Facility and amending the Booking
Availability details.

Options — Charges
Selection of the Charges button displays the Facility Charge Search Profile where the user may set up
and maintain Fees associated with a Sub-Facility.

Note: This button will be hidden if the Parent Facility has been flagged for ‘Internal Bookings Only’,
because Charges will not apply in this situation.

Charges can be defined for each Sub-Facility where the Class Parameter ‘Allow Fees against
Facilities” has been set ON. These will only take effect if the Parent Facility is not linked to a Booking.,
i.e. if the Parent Facility is booked, and the Sub-Facilities are automatically booked then the costs will
be derived from the Parent Facility only.

A Sub-Facility can have many charges. A Charge is created using Fee Codes defined at the Class
level. The processing of Sub-Facility charges is the same as the Charge processing for Facilities.
Bonds can be applied to Sub-Facilities.

Note: Fees at the Parent Facility level should be a total of all the sub-facility charges, where sub-
facilities are automatically booked.

Options — Conditions
Selection of this button displays the Facility Conditions Maintenance form where the user may set up
and maintain Conditions associated with a Sub-Facility.

Options — Facility Attribute
Selection of this button displays the Facility Attribute Selection form where the user may assign
Attributes to the Sub-Facility.
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Options — Location

Selection of this button displays the Location Link Maintenance form where the user may maintain
Property and Street./Suburb Locations associated with the Sub-Facility. Any Properties and
Street/Suburb records already linked to the Parent Facility will default into this form. Conversely, if
new ones are added here they will also apply to the Parent Facility.

Options — Activity Sub-Types
Selection of this button displays the Facility Activity Sub-Type Maintenance form where the user may
select Activity Sub-Types to associate with the Sub-Facility.

Options — Names
Selection of this button displays the Facility Name Role Maintenance form where the user may link
Name Role types to the Sub-Facility.

Options — Resources
Selection of this button displays the Sub-Facility Resource Maintenance form where the user may
assign Resources to the Sub-Facility.

Sub-Facility Resource Maintenance Form

The ability to link one or many Resources to a Sub-Facility is available. The available set of Resources
are sourced from the Resources defined against the Parent Facility where the “Available to Sub-
Facility” option has been checked on.

B Sub-Facility Resource Maintenance = |EI |£|
— Facility Details
Booking Class  |EWEMT Evert Clazs
Sub-Facilty  |R1 Fioom 1
— Auvailable Resources = — Assigned Resources
[=/8] Big Dan the Bouncer = (OHPA (Crverhead Projector 1
CP Chiris Palk OHP2 (Orverhead Projectar 2
TH Tom Brown =
—1=
~E
«F
— Search Profile
Resource Code
Dezcription
Search | i I Zancel

Sub-Facility Resource Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Sub-Facility
These fields display details of the Sub-Facility, e.g. R1, Room 1.

Available Resources

Infor Public Sector July 17 Page 82



Bookings Management User Guide Parameters

These fields list the Available Resources for the Sub-Facility. The Resources available would be those
set up for the Parent Facility. To assign a Resource, focus on the Resource Code and Description and
click the Select button. To unassign a Resource, focus on the Resource Code on the Assigned side
and click the Remove button.

Assigned Resources

These fields list the Resources that have been assigned to the Sub-Facility. To assign a Resource,
focus on the Resource Code and Description on the Available side and click the Select button. To
unassign a Resource, focus on the Resource Code on the Assigned side and click the Remove button.

Search Profile — Resource Code/Description
Enter, or select from the Pop Up, a Resource Code and/or Description on which to base your search
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Booking Availability

An option to define the days and times that the Facility is available for hire is provided. This allows the
user to nominate which days, Monday through to Sunday that the Facility is available. Against each
day the nomination of the times that the Facility is available may be defined, i.e. From Time and To
Time fields may be defined. This is based on 24 hour time and is mandatory if the Facility is available
on a given day. If the Facility is available 24 hours a day, then the user will enter 00:00 to 23:59. For
example, some halls may only be for hire Monday — Friday between the hours of 8am and 6pm. These
details will be able to be recorded so that bookings cannot be made outside these times. By default
when a new Facility is entered, it will be defined as being available Monday through to Sunday, 24
hours per day. Users will be required to amend these dates and times only where these available
times differ. If a day is not available for booking then the time fields will not be available.

Facility Available Date Maintenance Form

This form allows a council to set up booking availability dates and date ranges for particular Facilities.
No overlapping of dates is permitted. Each day and time range that has been entered here will be
defaulted as the dates and times that Hourly charges apply for the Facility.

By default, when a new Facility is entered, it is defined as being available Monday through Sunday, 24
hours per day. Users are then required to amend these dates and times where these available times
differ. If a day is not available for booking the time fields will not be available.

= Facility Available Date Maintenance

Booking Class [CASHCLASS Cazh Bookingz Class ( Cash - no o
Facility |COMCERT Concert Hall
Available Day Date From Date To
w | [15-Sep-2010 3-Dec-2099
Tuesday w 15-5ep-2010 31-Dec-2099 44
Wednesday W 15-5ep-2010 31-Dec-2099 i
Thursday A 15-5ep-2010 31-Dec-2099 i
Friday b 15-Sep-2010 31-Dec-2099 4
Saturday W 15-5ep-2010 31-Dec-2099 asa
Sunday " 15-5ep-2010 31-Dec-2099 asa
Applicable to Smart Client only
[] unavailable on Public Holidays
Insert oK Cancel

Facility Available Date Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
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These fields display details of the Facility, e.g. AS, AAMI Stadium.

Available Day

Select a day of the week from the dropdown. The options available are:
= Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Date From/Date To
These fields allow the user to enter a date range specifying the availability date range for the Facility. .

Detail Button

Availability may be further defined by accessing the detail button and entering details into the Available
Time Maintenance form.

Unavailable on Public Holidays

A new ‘Unavailable on Public Holidays’ checkbox is available (as of Release 3.06). This checkbox is
used for the Facilities Calendar to determine if a Facility is unavailable on a Public Holiday. Whilst the
flag is controlled via the thick client, the effect is only seen in the smart client.

If this parameter is set on for a Booking Facility:
a) Items indicating unavailability of the Facility will be displayed in the Calendar where a Public

Holiday occurs on a day where the Facility would be otherwise available.
b) If the otherwise available Facility is selected/entered against a Booking Line for a date which

is a Public Holiday, a message indicating unavailability will be displayed. The Booking Line
cannot be accepted when this occurs.

Facility Available Time Maintenance Form

The Available Time Maintenance form allows various times to be set up for each specified available
day. Time must be entered in 24 hour format (00:00 — 23:59). No overlap of hours is allowed.
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B Facility Available Time Maintenance o] x|

Booking Class  |EWEMT Evert Clazs
Facilty |85 &AM Stadium
Available Day  |Monday |

— Time From Time To

loo:00) [23:59

Insert | i Cancel

Facility Available Time Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.qg.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the Facility, e.g. AS, AAMI Stadium.

Available Day
This field displays the selected available day to which the Time range will apply.

Time From/Time To

Enter a Time range in these fields in 24 hour format (i.e. 00:00 — 23:59). This Time range will
determine the available booking hours for the Facility. No overlap of hours is permitted. However,
the end time of one available time range can be equal to the start time of the next available time range,

e.g.
08:00 —12:00
12:00 - 17:00
17:00 — 23:59

Note: Because a 24 hour clock is being used, ‘Midnight’ must be indicated by using 23:59. However,
when calculating duration values, the system will assume 23:59 to be midnight and will add an
additional minute to the calculation.

Warning: Any changes to Available Days or Available Times must be followed by a review of
the Charges related to these Days/Times. These will not be updated automatically.
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Resource Types

Resource Types define the category of a Resource which is able to be associated to a Facility. The
Resource Type is added to a Booking Class. Examples of Resource Types could be Staff, Equipment
etc.

Resource Type Maintenance Form

This form allows Resource Types to be set up against a Class. This allows Resources to be added
based on a particular Resource Type, e.g. The Resource Type of ‘Overhead Projector’ would include
Resources such as OHP1, OHP2 etc.

~lolx]

Booking Class [EVENT | [Evert Class |

— Resource Type Code — Descrigption Active —
0 Overhead Projector v
55 Security Staff v

Insert | QK I Cancel

Resource Type Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.qg.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Resource Type Code/Description

These fields allow a Code and Description to be entered to define a Resource Type. The Resource
Type Code field allows up to 10 alphanumeric characters, while the Description field allows up to 50
characters. Both fields are mandatory.

Active Indicator
This flag is an On/Off indicator which determines whether the Resource Type is active and available for
use.
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Resources

One or many Resource Types are able to be added against a Facility. Once a Resource Type is
added, specific details about the Resource are able to be added. A Facility may have more than one
Resource for each Resource Type, e.g. Resource Type is Overhead Projector. There may be 2 or 3
of these available in a specific Facility. Each of these will be able to be defined against the Facility as a
Resource.

Resource Search Profile Form

The Resource Search Profile allows the user to add a new Resource or search for an existing one.

B Resource Search Profile =]
Boaoking Class  |[EVENT Event Clazs
Facilty |5 AAM Stadium
Resource Code
Description
Resource Type Code il [ |
Mew | Search I Close |

Resource Search Profile form

The Mobile Resource Search Profile does not include any Facility Details as a Mobile Resource may
be shared between all Facilities.

B Mobile Resource Search Profile - 10| x|

Booking Class [FUNCTIONS | [Functions Booking Class (Debtors with Override) |

Resource Code
Description
Resource Type Code L}I | |

Mew Search Close |

Mobile Resource Search Profile form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the Facility.
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Resource Code/Description

Enter a Resource Code and/or Description on which to base your search and then select the Search
button.

Resource Type Code
Enter a Resource Type Code and/or Description on which to base your search (or select one from the
Pop Up) and then select the Search button.

Resource Selection Form

The Resource Selection form allows a new Resource to be added or an existing one modified.

_lajx|

Booking Class [EVENT | [Evert Class |
Facity [&5 | [em Stadium |
— Resource Code —— Description Resource Type Code —— Resource Type Description Active —
[=]0] Big Dan the Bouncer SS Security Staff
P Chris Palk 3= Security Staff
| Inactive COHP (Crverhead Projector |
OHP Crverhead Projector 1 COHP (Crverhead Projector
OHP2 Overhead Projector 2 (OHP (Overhead Projector
TB Tom Brawn S5 Security Staff
Useful for the tough jobs. -
v

Mew | Modify I Close

Resource Selection form

[ Mobile Resource Selection o =] B

Booking Class  [BOOKINGS | [Pookings by Council (Cash - overtide) |
— Resource Code —— Description Resource Type Code —— Resource Type Description Active —
:\d_BEIQ hobile Barbecue WMOBILE hMobile Resources
hd_COPLAY hiobile CO Player hOBILE fobile Resources
hi_LAPTOP hiokile Laptop WMOBILE hMobile Resources
hd_LAPTOP2 hobile Laptop2 OBILE Mobile Resources
hi_PHORE hiobile Phone MOBILE hMobile Resources
h_""WHITE hiobile Vihiteboard CBILE Mobile Resources
— Details
Mohile Barbecue on wheels s
-

Tew | Modify I Close

Mobile Resource Selection form

Booking Class
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These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the Facility, e.g. AS, AAMI Stadium.

Resource Code/Description

These fields display the Resource Code and Description of the Resource, e.g. OHP1, Overhead
Projector 1.

Resource Type Code/Description

These fields display the Resource Type Code and description to which the Resource belongs, e.g.
OHP, Overhead Projector.

Active
This flag is an On/Off indicator which indicates whether the Facility Sub-Type is active and available for
use. This flag is not maintainable from this form.

Details
The Details field displays the Details as entered in the Resource Maintenance form, e.g. IBM PC with
monitor, keyboard and mouse. It is display only and cannot be maintained.

Resource Maintenance Form

This form allows the user to create new Resources against a Facility or maintain existing ones. It also
allows Charges to be allocated to each Resource.

_iojx|

Booking Class  |EWENT Evert Class
Facility a5 AAM Stadium
Fesource Code |«
De=scription IOuerhead Projector 1
Resource Type Code |0HP il |Overhead Projector |
Allovy Booking v
Active v

Details |Must be returned to the store room when finished with. = |

— Options

_I Charges

i Cancel

Resource Maintenance Form

The Mobile Resource Maintenance form does not have a Facility details field as Mobile Resources are
available across all Facilities within a Booking Class.

In addition, the ‘Allow Booking’ flag has been removed as it is assumed that the Mobile Resource is
allowed to be booked if it is Active. In the case of a Mobile Resource being unavailable due to
maintenance, then a Facility (e.g. Maintenance) will need to be created and the Resource assigned to
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this Facility for the duration of the maintenance/repair. In this instance the Resource will display on the
Resource Calendar.

& Mobile Resource Maintenance -0 x|

Booking Class |FLINCTIONS | |Funn:tiu:uns Booking Clazs (Debtors with Override) |

Resource Code IM_LAPTDP

Description |I'u'lohile Laptop Computer

Resource Type Code |I'u'IDIBILE E hokile Resources |
Active [v
Details  |Compaq Laptop available for use in all Facilities ;I
w
— Options

_I Charges

QI Cancel

Mobile Resource Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the selected Facility, e.g. AS, AAMI Stadium.

Resource Code/Description

The user may key in a code and description to define the Resource, e.g. OHP1 — Overhead Projector
1.

Resource Type Code
A Resource Type Code may be keyed in or alternatively, selected from the Pop Up (Resource Types
must already be set up in Booking Class Parameters).

Allow Booking
This is an On/Off indicator to indicate whether a Resource is moveable or attached, for example, to a
Sub-Facility.

Note: ‘Allow Booking’ would be set to ON for Resources that can be moved around from Facility to
Facility, e.g. Moveable white board etc. For Resources that are physically attached to the Facility this
option will be set to OFF.

Resources from the parent Facility will be available on the left-hand side of the Sub-Facility Resource
Maintenance form if:
= The “Allow Booking” flag is on for the Facility Resource.
= The “Allow Booking” flag is off AND the Resource has not been assigned to another Sub-
Facility.
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Note: Any Resources which have the ‘Allow Booking’ flag turned OFF will only be available for
selection by the Parent Facility and one (1) Sub-Facility at the Booking Entry level. As such, when
Resources are being allocated on a Booking Line, the Resource will not appear in the Available
Resources list for selection by any of the other Sub-Facilities.

Note: The ‘Allow Booking’ indicator is not included on the Mobile Resource Maintenance form as it is
assumed that a Mobile Resource is available unless it is booked out to a Facility.

Active
This flag is an On/Off indicator which determines whether the Resource is active and available for use.

Details
This field is an unlimited text field which allows details relating to the Resource to be entered.

Options — Charges
Selection of the Charges Option button displays the Resource Charge Search Profile where charges
may be set up and maintained for each Resource.

Facility/Resource Hourly Charge Maintenance form

This form displays if Hourly Fee Type is selected in the Resource Charge Maintenance form. This will
allow the user to define charges based on From and To dates, different charges for different days of
the week, Start and End Times, Pro Rata eligibility as well as minimum charges and the standard
hourly charge.

Users are required to add days and rates as required, e.g. the user may set an Hourly Fee Charge for
usage of an Overhead Projector between Monday to Friday 9am and 5pm and then assign a different
rate for Monday to Friday 5.01pm till 11:59pm, and a different rate from Saturday 12:00am till 9am. In
this way the user will be able to charge at different rates on the booking based on the time that the
Resource is being used.

If there is no cost to use the Resource at certain times then the rate entered will be zero dollars. The
rate entered will be a monetary field. Note that no overlap of hours is allowed when setting these
details, i.e. costs will not be able to be defined for 9:00 to 17:00 and then 16:00 to 19:00. However, a
time range such as 9:00 to 17:00 and then 17:00 to 23:00 is acceptable.

% Facility /Resource Hourly Charge Maintenance
Booking Class FUNCTI',DNS Functions Booking Class
Facity |as £.24M| Stadium
Resource  [PC1 Compter 1
— Charge Day Time From Time Ta Pro Rata — Minimum Charge —— Hourly Charge i
[Monday .| [o0:00 20:00 Iv 40.00 |60.23 -
Monday -] [20:00 23:59 r |65.00
Tuesday .| [00:00 23:59 Iv 40.00 |60.36
Wednesday - | [00:00 23:59 i 40.00 [60.47
Thursday .| |oo:00 23:59 r [60.21
Friday =] |oo:00 23:59 - |60.89
Saturday .| |oo:00 23:59 N [T0.29 :rl
Insert | [0 4 I Zancel |

Facility/Resource Hourly charge Maintenance form
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Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility
These fields display details of the selected Facility, e.g. AS, AAMI Stadium. They are display only and
cannot be maintained.

Resource
These fields display details of the Resource, i.e. Code and Description.

Charge Day

These fields display the Charge Day during which the appropriate Fee Charges will apply. The options
are:

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Time From/Time To

These fields allow a range of hours and minutes to be entered during which a Resource is available for
booking, by day, in 24 hour format e.g. 00:00 — 23:59. (Note that midnight is represented by the value
23:59)

Pro-Rata

A “Pro-Rata” option is available for each Hourly rate entered. This will determine whether the Hourly
cost can be Pro-Rated. If this option is set on, then the user can optionally enter a value in the
“Minimum Charge” field.

When the cost is calculated, if Pro-Rata is in effect, then if the calculated amount is less than the
minimum charge, then the minimum charge will be applied.

Minimum Charge
This field allows the user to enter a Minimum Charge amount. This field becomes available when the
Pro Rata flag is checked ON.

When the cost is calculated, if Pro-Rata is in effect, then if the calculated amount is less than the
minimum charge, then the minimum charge will be applied.

Hourly Charge
This field allows an amount to be entered as the hourly charge to apply within the Date/Time range
specified.

An example to describe how Hourly charges will be applied is provided below.

Example
A booking is made for a resource from Friday 3pm till Sunday 5pm.

The rates are set up as follows:
Friday 9.00 — 17:00 $10

Friday 17:00 — 23:59 $15
Saturday 00:00 — 23:59 $20
Sunday 00:00 — 23:59 $20

The number of hours will be calculated and charged as follows.
Friday 15:00 — 17:00 = 2 hours @ $10 per hour = $20
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Friday 17:00 — Friday midnight = 7 hours @ $15 per hour = $105
Saturday 00:00 — Saturday midnight = 24 hours @ $20 per hour = $480
Sunday 00:00 — Sunday 17:00 = 17 hours @ $20 per hour = $340

This provides the total cost for the booking at $945.
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Mobile Resources

** Note: This is an authorised function. This means that the functionality will only be available if you are
authorised to use it. If customers do not have this option and require the functionality then it is
advisable that they contact their account manager to organise the purchase of this function.

The Mobile Resources function has been developed to allow Resources that are not specifically linked
to a Facility to be created and subsequently booked. These Resources can be moved from Facility to
Facility as required.

Mobile Resource Search Profile Form

The Mobile Resources search Profile form allows new Mobile Resources to be created or existing ones
retrieved.

B Mobile Resource Search Profile o [m] 4|

Booking Class [FUNCTIONS | |[Functions Booking Class (Debtors with Override) |

Resource Code

Deszcription
Rezource Type Code ;)I | |

Ty Search Close |

Mobile Resource Search Profile form
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Fee Codes

Each Class allows the definition of one or many Fee Codes. Fee Codes allow the selection of the
required account details that apply for each fee. Fee Codes can then be associated with the
appropriate Facility or Activity Type, based on the “Allow Fees Against Facilities” or “Allow Fees against
Activity Type” settings.

Note: The creation of a Fee Code in the Bookings Management module will automatically create a
corresponding Fee Code in Debtors. Fee Codes created in Debtors from the Booking Module are not
maintainable from Debtors. The maintenance of the Fee Code must be performed via Bookings
Management.

Note: The Fee Code accounts and the Charge Override account must be in the default Debtors
Ledger.

Discount

To enable Discount to be accounted for separately, via the Debtors Module, an extra Ledger Account
needs to be specified on each Fee Code. This additional account is optional, and if specified will
cause the Invoicing and Credit Note processing to perform special processing for Discounts.

Note: When dealing with multiple Credits against a Fee it is possible for rounding errors to creep in
resulting in a difference over the whole Invoice of one cent. To ensure this does not happen, Pathway
will detect when you are raising a Credit for the entire remaining Invoiced Amount, and will make the
adjustment here. This means that you might get a one cent difference between a manual calculation
and the value calculated by the system on the last Credit. The important thing is that all the Credit
Revenue Amounts and all the Credit Discount Amounts must add up to the original Revenue and
Discount Amounts from the Invoice.

See Account Details.

Fee Code Search Profile

The Fee Code Search Profile allows the user to create a new Fee Code or search for an existing one.

B Fee Code Search Profile = |EI |£|

Biooking Class  [EvENT | [Evert Class |

Fee Code

Dezcription

R | Search I Close

Fee Code Search Profile form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Fee Code/Description
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Enter a Fee Code and/or Description on which to base your search and then select the Search button.

Fee Code Selection Form

The Fee Code Selection form will display if there is more than one Fee Code defined. It allows the
user to create new Fee Codes or maintain existing ones.

B Fee Code Selection ;Iglil
Booking Class [EVENT | [Evert Class |
—Fee Code Descrigtion Active —
:—'EE1 Fee Code 1 (GST Free)
FEE2 Fee Code 2 (Taxable)
FEE3 Fee Type 3 (GET Exempt)
MNew Modify Close

Fee Code Selection Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Fee Code/Description

These fields display details (Code and Description) of any existing Fee Codes. These fields are
display only.

Active
The Active flag indicates whether a Fee Code is active and available for use. This flag is not
maintainable from this form.

Fee Code Maintenance Form

The Fee Code Maintenance form allows a council to define one or many Fee Codes which can be
associated to different accounts. These Fee Codes may then be associated with Facilities or Activity
Types based on the “Allow Fees against Facilities” or “Allow Fees against Activity Type” settings.

Note: The creation of a Fee Code in the Bookings Management module will automatically create a
corresponding Fee Code in Debtors. Fee Codes created in Debtors from the Booking Module are not
maintainable from Debtors. The maintenance of the Fee Code must be performed via Bookings
Management.

The Fee Code accounts and the Charge Override account must be in the default Debtors Ledger.

NEW ZEALAND TAX CHANGES
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Enhancements have been made to the Bookings module to cater for a change in GST scheduled to
occur on the 1st of October 2010.

The Bookings module has been modified to calculate the tax rate applicable to a Booking based on the
earliest transaction date for the booking line. All fees and adjustments for the Booking will have tax
calculated at this tax rate except where the new ‘Tax Override’ flag is turned on for the Fee Code, see
below for details. The earliest transaction date being the date the first fee was added to the booking
line.

Councils are required to ensure the following tasks are performed prior to 01/10/10 in order for
the earliest transaction date to produce the same tax rate as the earlier of payment and invoice
date.
e Councils must ensure that any Fees added to a booking before 01/10/10 are transferred to
Debtors (where applicable) and invoiced before 01/10/10, otherwise the fees must be removed
from the Booking. Fees added before 01/10/10 will initiate a time of supply prior to 01/10/10.
This results in a tax rate of 12.5% being applied to the booking.

Fees added prior to 01/10/10 but invoiced on or after 01/10/10 will NOT be cater for and will
result in a tax rate of 12.5% being applied instead of the 15% required by the time of supply.
Councils must ensure the following business practices are followed in regards to Bookings.
¢ Adjustments to Bookings with an Accounting Method of ‘Pathway Debtors’ must be made from
the Booking then transferred to Debtors. Adjustments must not be made directly to the debtor.

See further details under Tax Override

B Fee Code Maintenance @@@

Booking Class [CASHCLASS | [Cash Bookings Class ( Cash - no override) |
Fee Code (Y3
De=zcription Taxable fee
Taxable
Tax Code |ABK_GST ﬂ |Bookings GST @ 10% | |
Tax Override [ ]
Active
Account Details
Ledger
Revenue Account |ABK - REVENUE ﬂ Bookings Revenue Account
Bank Account | ABK - BANK ﬂ Bookingz Bank Account
Dizcount Account | ABK - DISCOUNT ﬂ Bookings Dizcount Account
Project Code
Diescription ﬂ [ |

oK Cancel

Fee Code Maintenance Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Fee Code/Description
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These fields allow a 6 character Fee Code to be entered along with a description of up to 50
characters, e.g. FEE1, Fee 1 (GST Free). These fields a mandatory.

Taxable Flag
This field is an On/Off flag indicating whether the Fee Code contains Tax. If a Fee code is defined as
taxable, then all amounts are assumed to be tax inclusive.

Non-taxable Type

If the Taxable field has not been flagged on, therefore making it Non Taxable, then a Non-taxable Type
needs to be defined. There are 3 options available in the dropdown list. These are as follows:

GST Free
GST Exempt
Division 81
Input Tax
Out of Scope
Export Sales
Undefined.

It is expected that Australian sites will use GST Free and Division 81 only. Financial systems can use
these values, as the applicable codes, below, are output in the Pathway Financial Transaction File in
place of the previous 'N' value.

N - GST Free

X - GST Exempt

8 - Division 8

| — Input Tax

O — Out of Scope
E — Export Sales

Z - Undefined

Tax Code

This field allows the selection of the applicable Tax Code for the Fee Code. The Tax Code may be
selected from the Tax Codes defined in Pathway. A Tax Code will be mandatory if the Taxable flag is
set ON. Selection of the Detail button displays the Tax Code Enquiry form where further details
relating to the Tax Code may be viewed.

Tax Override Flag

A new parameter called Tax Override has been added to the Booking Fee Code Maintenance form.
Fees with the Tax Override flag turned on will have tax calculated based on the date the fee was added
to the booking instead of the date the first fee was added to the booking.

Tax Calculation
A booking line with fees added before 01/10/10 will be taxed as follows:
e New fees added on or after 01/10/10 that have the Tax Override flag turned OFF will be taxed
at 12.5%.
e New fees added on or after 01/10/10 that have the Tax Override flag turned ON will be taxed
at 15%.
e Adjustments made to fees added before 01/10/10 will be taxed at 12.5%.
e Adjustments made to fees added on or after 01/10/10 will be taxed at the tax rate that was
applicable to the original fee. If the fee has the Tax Override flag turned ON then this would be
15%, if the fee has the Tax Override flag turned OFF then this would be 12.5 %

Booking lines that do NOT have fees added before 01/10/10 will be taxed as follows
¢ New fees that are added on or after 01/10/10 will be taxed at 15% regardless of whether the
Tax Override flag turned on or off.
e All adjustments will be taxed at 15%.
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Receipt Reversals will calculate tax using the tax rate applicable to the fee/debt that the payment was
allocated to.

Receipt Transfers will calculate tax using the tax rate applicable to the fee/debt being transferred
from/to.

Example:

Booking Date Fee Transaction Date  Tax Override Amount Tax Bate %

01-0ct-2010 Fee 1 01-Sep-2010 OFF o0 12.50
Fee 2 01-0ct-2010 OFF 50 12.50
Fee 3 01-0ct-2010 oM 50 15.00

01-NHovw-2010 Fee 1 01-Sep-2010 OFF o0 12.50
Fee 2 01-0ct-2010 OFF 50 12.50
Fee 3 01-0ct-2010 o 50 15.00

01-Dec-2010 Fee 1 01-Novw-2010 OFF 100 15.00
Fee 2 01-Now-2 010 OFF 50 15.00
Fee 3 01-Now-2 010 o 50 15.00

Booking for October and November taken before 01-Oct-2010 and Fee 1 added attracting a tax rate of
12.5%.

Fee 2 and 3 add to each booking after 01-Oct-2010. Fee 2 has the Tax Override off so attracts a tax
rate of 12.5%. Fee 3 has the Tax Override on so attracts a tax rate of 15%.

Additional booking date for December added after 01-Oct-2010. Time of supply is taken from the
transaction date of the first fee on the booking line i.e. 01-Nov-2010. So fees with the Tax Override off
and on are taxed at 15%.

The above occurs whether the fee is a booking or activity fee.

Active Flag

This field is an On/Off type field indicating whether the Fee Code is active and available for use. An
Active Fee Code is one that can be selected to be used against a Facility or Activity Type. If a Fee
Code is Inactive then the Fee Code will not be available for selection against a Facility or Activity Type.
If an inactive Fee Code has already been selected against a Facility or Activity Type, it can still be
applied to any new Bookings that are created. This approach is standard Pathway functionality, i.e.
where a parameter (e.g. Fee Code) has been selected against a record, it will continue to be used. On
any new records, the inactive parameter will not be available for selection.

Account Details — Ledger
The Ledger details will default into this field once the user has selected an account.

Note: The Fee Code accounts and the Charge Override account must be in the default Debtors
Ledger.

Account Details — Account/Description
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Account details may be keyed in or, alternatively, selected from the Account Pop Up. These accounts
will be used as the various Debtor Accounts (Debt Control, Revenue, Bank, Receipt Control, and
Discount) in all financial transactions that are processed through Bookings.

Note: The Fee Code accounts and the Charge Override account must be in the default Debtors
Ledger.

The first four accounts are the mandatory accounts for the Fee Code. These accounts are passed
through to Debtors and are stored on each corresponding Debt Type. The fifth account, Discount, is
an optional account that will only be recorded within the Bookings Management module. If a Discount
Account is specified then additional processing will occur when raising Invoices and Credits. The Nett
discounted amount on a Charge Line will be posted to the nominated Revenue Account and the
Discount Amount will be posted to the nominated Discount Account. See further details on Discount.

Project Code — Description

Project Code processing has been added to Pathway Bookings in Release 2.21. The Project Code
fields allow the assignment of a Project Code against the Fee Code. If a Project Offset Account has
been set up for the Ledger, the Offset Account entered against the Ledger will be retrieved and
updated into the Revenue Account field. The Revenue Account field will then be dimmed, disallowing
the Revenue Account from being changed.

If a Booking is raised to either Pathway Debtors or as a Cash Invoice, and there is no Override Project
Code at the Charge Level (i.e. on the Facility, Sub-Facility, Activity or Resource), the Project Code
(displayed on this form) will be assigned to the Revenue Transaction.
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Note Types

Note Types may be created to be used as a classification against Notes that are added against a
Booking Request. The definition of Note Types allows users to provide templates for certain types of
notes to provide a pro forma for staff to complete the note. It also allows staff to record details that are
specifically required to be extracted onto documents to the customer. For example details relating to
Public Notifications etc.

Note Type Search Profile Form

The Search Profile form allows the user to add a new Note Type or search for an existing one.

_lmixi
Booking Class  [EVENT | [Evert Class |
Mote Type ]—
Descrigtion
Mew | Search I Close

Note Type Search Profile Form

Booking Class
These fields display details of the Booking Class.

Note Type/Description

Enter a Note Type Code and/or Description on which to base your search and then select the Search
button.

Note Type Selection Form

This form displays when more than one Note Type exists. The user is able to select a Note Type from
the list to maintain, or create a new one.
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101X

Booking Class [EVENT | [Evert Class |

— Mote Type Descrigtion Active —
8 [Confirmstion Details
I Initis| Cietails

Mew | Todify I Close

Note Type Selection Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Note Type/Description

These fields display the Note Type Code and the Description, e.g. C, Confirmation Details.. These
fields are not maintainable.

Active Flag

The Active indicator shows whether the Note Type is active and available for use. It is not
maintainable from this form.

Note Type Maintenance Form

This form allows the user to set up and maintain Note Types to be used as a template for creating
Notes that are added against a Booking Request.
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_iojx|

Booking Class  [EVENT | [Evert Class |

Mote Type ||

Descrigtion [Initial Details
Active v

—Template
IHITIAL [IETAIL5| ;I

— Options
| User Access

i Cancel

Note Type Maintenance form

Booking Class
These fields display details of the selected Booking Class. This consists of a Class Code of up to 10

characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.qg.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Note Type/Description

These fields allow a Note Type Code and Description to be entered. The Note type Code field is a 10
character mandatory field. The Description allows 50 characters to be entered to provide a description
for the Note Type, e.g. Public Notification.

Active Indicator
The Active flag is an On/Off indicator which nhominates whether or not a Note Type is available for use.

Template
The Template field is a free-format field of unlimited size which allows the user to set up a template
that will be applied when a new Note is created. This is an optional field.

Options — User Access

Selection of the User Access button displays the Note Type User Access Maintenance form where
access to Note Types may be given to specific users. A Note Type is either available to all users or
restricted to a specific set of users. Where a Note Type is restricted to a specific set of users, then
when a Request is being viewed, the user must be assigned to the Note Type to be able to view the
details. If the user not assigned to the Note Type, then they will be able to see that a Note Entry has
been made on the specified Date and Time, as well as the Note Type. However, the Note details will
be restricted from being viewed.

Note Type User Access Maintenance Form

The Note Type User Access Maintenance form allows Available Users to be Assigned access to a
Note Type. The Select and Remove Buttons may be used for this purpose.
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Note: If no user has been assigned to a Note Type, it means everyone can access the Notes with that
Note Type. If there are users assigned to a Note Type, then only the users assigned can access the
Notes with this Note Type.

% Note Type User Access Maintenance = |EI|5|
Booking Class  |[FUMCTIONS Functions Booking Class
Mote Type | Confirmation Details
— Awvailable Users | — Assigned Users
!ﬂ.MANDA Amanda Morriz ﬂ == CHICCOE Edidi Chicco
AMORR Amands Marris = CREMERS Stuart Dressver
BATHC Chrig Bath EPATHWAY ePathwvay Administrator
BERAZ Bradley Brazil —r- GABBR Mick Gabb
BOMER nichael Bone TYHIT Trewvor White
BRODIE] Jacoui Brodie
BROOKSD Drarvvicl Brooks _‘_
BELITOND Drarvicl Buxton
[=geleln] Belinda \Woods
CHBEAT Chri
ris Bath '“_
CLED Clea Warvounis :!'I
— Search Profile
Us=er Idertifier
Us=er Matme
Search | [0 4 I Zancel

Note Type User Access Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Note Type
These fields display details of the selected Note Type, e.g. C, Confirmation Details.

Available Users

These fields list the Users who are available to be given authority to access Note Types. Focus on a
User and select the ‘Select’ button to move the User to the Assigned area.

Assigned Users

These fields list the Users who have been given authority to access Note Types. To unassign a User,
place focus on the User and select the ‘Remove’ button to move the User back to the Available area.

Search Profile — User Identifier/User Name

Enter a User Identifier and/or User Name on which to base your search and then select the Search
button.
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Reference Types

Reference Classes can be linked to Booking Classes.

Booking Class Parameter Maintenance includes an Option button, “Reference Types”, allowing council
to define a set of Reference Types for a Booking Class.

-l
Booking Class [CCLASS | [chris' Class |
Dekt Categary LI
Drefautt Debtor Type ]
Invvoice Tranzaction Type LI
Credit Transaction Type LI
Batch Description
Mext Cash Invoice |1
~Cash Account Details
Ledger |COST
Refund Account |-2591 L}I Adel City test account
Owerpayment Accourt |1-22-333-444-B ;}I 1-22-333-444-B
Overpay/Refund Bank Account |[1-22-333-444-B il 1-22-333-444-B
— Options
_I Activity Types _I Decline/Cancel Reasons _I Merge Types
_I Attributes _I Discount Reasons Mote Types
__| Booking Statuses | Estract Types
_I Cashier Warning Codes _I Facilities _I Resource Types
_I Condition Groups _I Facility Types _I Response Types
_I Condition Types _I Fee Codes _I wark flose
_I Customer Types
[o]'4 Cancel

Booking Class Parameter Maintenance form showing the ‘Reference Types’ option button

At least three References need to be created for a class, representing Name, Email, and Contact
Number. These three References are required for ePathway Bookings to allow public ePathway users
to be linked to a Booking Request header.

B Reference Type Maintenance -0l x|
— Class Details
Description |Recreati0nal Mctivities Class |
MDH Sharing
Iﬂa ! Hame Many .| [V
EMAIL Email Address Many .| [+
|_|PHONE Phone Humber Many .| i~
|
Move
|
Alpha Sort Insert | (04 I Cancel
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Reference Type Maintenance form showing the three required References for eBookings

Each of these references must have a Sharing relationship of ‘Many’ allowing a public ePathway user
making a booking, to use the same Name, Email Address, and Contact Number for multiple Booking
Requests.

Role Types
Five new Role Types have been defined within the References module allowing for Name, Email

Address, and Contact Number references to be linked to a Booking Request header, when a public
ePathway user makes a Booking.

B Role Type Selection o [m]
— Role Type ———— De=cription Local Entity Cither Entity ——— Active —
AEK 0| [Booking Reference CRFREFR ABKRCHD v
LB 1 Booking Class CRECLAS ABKCLAS v
L= 2| [Booking Class Name Reference CRFTYPE ABEKCLAS v
LBk 3| |Booking Clazs Email Reference CRFTYPE ABKCLAS v
L= 4| [Booking Class Contact Mumber Refe]l  |JCRFTYPE ABKCLAS v
Mew Modify Close

Role Type Selection form showing the five new Role Types

A Booking Reference is created allowing it to be linked to a Booking Request header and a Booking
Class reference is created, allowing for individual Booking Classes to have Reference Types defined
for it, hence, each class should have a Name, Email, and Contact Number Reference Type defined for
it.

These Role Types are created by navigating to the Reference Role Type Search Profile form (System
Administration >> References Parameters >> Reference Role Type Filter) and then clicking the ‘New’
button.

B Reference Role Type Search Profile Y [m]

Application P | | |

Riale Mumber
Local Entity
Cther Entity
De=scription

Active [

WE Search Close

Reference Role Type Search Profile form
This process should be repeated for each ABK role type that is to be created, which is outlined below.

Booking Reference
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The Booking Reference Role Type has the following parameters specified, shown in the figure below:

B Reference Role Type Maintenance =]

ABKHOD21

Reference Role Type Maintenance form showing Booking Reference role type parameters
Booking Class

The Booking Class Role Type has the following parameters specified, shown in the figure below:

B Reference Role Type Maintenance =]

ABKHO110

Reference Role Type Maintenance form showing Booking Class role type parameters
Booking Class Name Reference

The Booking Class Name Reference Role Type has the following parameters specified, shown in the
figure below:
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B Reference Role Type Maintenance =]

ABKHO110

Reference Role Type Maintenance form showing Booking Class Name Reference role type
parameters

Booking Class Email Reference

The Booking Class Email Reference Role Type has the following parameters specified, shown in the
figure below:

B Reference Role Type Maintenance - |O] =]

ABKHO110

Reference Role Type Maintenance form showing Booking Class Email Reference role type parameters
Booking Class Contact Number Reference

The Booking Class Contact Number Reference Role Type has the following parameters specified,
shown in the figure below:
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Parameters

% Reference Role Type Maintenance

— Role Type Details

Rale Mumber

=10l %]

4

Local Ertity |CRFTYPE
Cther Ertity  |ABKCLAS

Application Ig- :!g >>| |Elnnkings MWanagemert

Active v

Deszcription |Booking Clags Contact Humber Reference

—Forms

Dretail

Information  |ABKHO410

Updlate

Delete

Zancel

Reference Role Type Maintenance form showing Booking Class Contact Number Reference role type

parameters

Booking Maintenance

Booking Source

A new field has been added to the Booking Maintenance form, ‘Booking Source’, which contains either
‘ePathway’ or ‘Pathway’, indicating to the user whether this booking was made internally through

Pathway or online via ePathway.

References

The Booking Maintenance form includes the Booking References option. Users are able to manually
update references in Pathway, where the References are automatically created in ePathway Bookings,

linking public users (by name, email and phone number) to a Booking Request.
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AEEREARERUER =

Booking Maintenance form showing the new References option and the Booking Source field
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Booking Status

The ability to define a list of Statuses that can be added against a Booking Request or a Booking Line
is available.

When adding a status against the Request, if the Request Status has a System Status of “Available for
Booking”, and the booking has been invoiced, then a warning message will be displayed to the user.
Once a Request has been set to a Status that has “Available for Booking” as the System Status, the
user will not be able to change the Status again. If the Request needs to be made again, then the user
will be required to enter a new request.

If a Booking Line has been cancelled or declined, then a new Booking Line will need to be entered to
recreate the booking.
Booking Status Maintenance Form

This form allows the user to establish Status Codes based on the various System Statuses available.
These may be applied to a Booking Request or a Booking Line.

_inix

Biooking Class  [EvENT | [Evert Class |
— Status Code Description System Status ———— Default — Active —
E Confirmed Confirmed = [ [
E Entered Tentative N [v
I Inactive [Available for Booking ~| [ [
P |Pencilled in Pencilled =l C I

Insert | [0 4 I Zancel

Booking Status Maintenance form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Status Code/Description

These fields allow a Status Code and Description to be entered to describe a Booking Status. An
example could be: C — Confirmed etc

System Status
This field allows a selection to be made from a dropdown. The available options are:

= Tentative — This indicates a potential booking. A customer has recorded the time but not
provided confirmation.
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= Awaiting Response — The Booking is in progress and details have been sent to the customer
and council is awaiting return of details. This booking is assumed to be occurring.

= Confirmed — Booking is confirmed and locked in.

= Available for Booking — This means that the Booking time is available for another booking.

Default Flag
The flag is an On/Off indicator which allows the user to establish a default Booking Status. Only one
default Status is allowed.

Active Indicator
This flag is an On/Off indicator which determines whether the Booking Status is active and available for
use.
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Workflow

An interface has been provided to the Pathway Workflow module which allows users to create Actions,
Task Types and Procedures. The main Workflow Parameter Access form (shown below) provides
access to this module.

For further details on the operation of the Workflow module please refer to the Workflow User guide or
Help file accessed via the Help Menu>>Contents>>W orkflow.

_ipix

Work Flow Parameters
Work Flow Application Maintenance
_I =er Action Mairtenance

_I Tazk Type Maintenance

_I Procedure Maintenance

Close |

Workflow Parameters form

The System Parameter form (below) allows entry of the Workflow System Parameters for Bookings
Management.
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B wWork Flow Application Maintenance

Event Clazs

Days = Calendar Days -
=

Hours/Minutes [

=ill={==

Booking Module Structure
Biooking Module Structure

Chairman of the Board

Actual Start Date [=

Workflow Application Maintenance form

The User Action Maintenance form (below) allows Actions to be created which may or may not use

System Actions. The Actions are then added to Tasks so that they can be performed when
executed.

% User Action Maintenance I_I_ I_

’7 Event Clazs

HEWHOTE
0TE Create a neww Mote agalns’c the Booking

[ o | g |

User Action Maintenance form

the Task is
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The following System Actions have been made available to the Bookings Management module. Note
that the Workflow is driven by the Activity Type of the Booking Request.

System action Description
Createlett This action allows the user to select the persons to receive a

letter, and then allows the selection and generation of the
required letter. It allows selection of recipients from the role
types currently linked to the request (e.g. Customer, affected
party etc).

Newnote This action allows the user to create a new note against the
booking, where note information is required to be recorded
against the request.

Maintnote This action presents all existing notes against a booking and
allows the user to select a note and perform any maintenance
required.

Uptstatus This action allows the user to optionally nominate the status

to which the request should be set. Note: the new status will
not be evident until the booking request is refreshed.

Wfquestion This action allows questions and a selection of answers to be
defined which will determine the particular workflow action
that will be executed.

A new Workflow System Action has been created called “WFQuestion”. If this System Action is used
against a User Defined Action, then “Action Parameters” are available to define the Question and
available Answers. The user is presented with a form that will allow them to define the Question (250
characters maximum) that may be asked when the Action is executed. The user is then able to define
one or more Answers. An Answer must be added for the Question.

_inix

— Application Details
Description  [Evert Class |

— User Action Details
User Action Code m
U=zer Action Description  [Workflow question
System Action  |WFQUESTION L)I |W’Drk Flowy Guestion

Active v

— Options

Action Parameters

QK Cancel |

User Action Maintenance form showing new User Action “WFQUESTION”

Each Answer allows a text response to be added (250 characters maximum) and allows a Procedure,
Task Type or Action to be associated. There is also an option for associating nothing, i.e. ‘None’. In
this way users are able to define the Question and required Answers, and each Answer will then either
load the Procedure, Task Type, Action or ‘None’ against the Booking.
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If a User Action is associated to an Answer, then the original User Action will be completed and the
attached User Action will be added and executed immediately against the current Task. The user is
also able to enter an Action Hint to explain what action is to take place.

If a Task Type is associated to an Answer then the Task Type is added and the User Action will be
completed. The Task Type is added as a following Task to the Task being executed.

If a Procedure is associated to an Answer then the Task Types associated to the Procedure will be
inserted and the User Action will be completed. The Task Types will be inserted as following Tasks to
the Task being executed.

If ‘None’ is selected, then no User Action, Procedure or Task will be inserted upon answering a
Question. When executing a User Action where such an Answer is selected, the User Action will be
flagged as ‘completed’ and no User Action, Procedure or Task will be inserted, and the next User
Action (if applicable) will be executed.

If no answer at all is selected and the Cancel button is clicked, the User Action will still be pending.

% Question Parameter Maintenance !EI m
— Question
Do you wish to make a Booking? ;I
]
— Answer(s) Associated

Yes ;I f* User &ction Procedure " Task Type " Mone

JEMaAIL 2| [send email
Action Hirt |

Will confirm later

L
-

" User Action % Procedure " Task Type " Mone

|aBK1 _»| [Bookings Procedurs 1

0l &

Cancel

™ User &ction € Procedure (: = Mane

[sTaTUS | [Update Status

I

Insert | (o4 I Cancel |

Question Parameter Maintenance form

The Task Type Maintenance form (below) contains details of the Task which will be executed. A Task
can have many associated Actions, e.g. The Task “Notification of Affected Parties” would involve a
number of Actions, such as ‘Send a Letter’, ‘Add Note to Request’ to record action taken etc.

In Task Type Maintenance the user is able to nominate that a Task needs to occur “X” days before or
after the actual Booking Date. The estimate dates against the Task cannot be changed or altered.
This is useful for tasks that indicate that a Bond is required to be refunded. In these cases, this task
must occur “X” days after the booking and cannot occur before.

In addition there are certain tasks that need to occur before the actual Booking Date, and they must
occur “X” days before the booking date.

The “Booking Date” for the Request is used to determine the workflow estimate dates.

The Booking Date is determined in the following way:
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Where multiple Booking Lines exist against the Booking Request, then the first Booking Line
date will be used to calculate the Estimate Dates for Tasks that need to occur X days before
the start of a Request. The last Booking Line date will be used to calculate the Estimate Dates
for Tasks that need to occur X days after the Booking has occurred.

If a single Booking Line exists against a Request, then the date against the Booking Line will
be used as the Booking Date for those tasks that need to occur before and after the Booking

Date.

If a Booking Date is changed, then the Estimated Dates will be updated against any
uncompleted Tasks. Where Tasks have already been started, the Estimated Completion Date
will be updated only. The Estimated Start Date will not be changed as the Actual Start Date
has been recorded.

E Task Type Maintenance

— Application Details
Description

=10l x|

|Ever|t Class

— Tazk Type Details

Tazk Type

Tazk Type Descrigtion
Estimated Duration
Duration Format
Calendar Farmat

Record &ctual Time
hail all Userz in Group
External Contact Mame

[HOTE

Create a new Hote
1.00

Days -

|Calendar Days - |

v

Estimated Start Day I

Include in Total Actusl Time v

v Approval Time Calculstion  [Include in Approval Time |

-

Mail External Contact [

Y

— Responsibility Details
Structure

ABK_S ;}I Booking Module Structure

CEQ #

Chairman of the Board

2l

b2

— Options

Taszk Type Actions
I Tazk Reminder Parameters

(04 Cancel

Task Type Maintenance form

The Task Type Action Maintenance form (below) allows the user to set up Actions to be associated

with the Task in the order in which they are to be performed.
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% Task Type Action Maintenance

’7 Evert Clazs

NOTE Create a new Mote

I
MEVWMOTE Creste a Mew Mote
LUPTSTATUS Update Booking Status E

i 2 —

Task Type Action Maintenance form

The Task Reminder Parameter Maintenance form (below) allows Reminder processing to be applied to
Tasks. If Reminder Processing is performed then the Responsible Officer of the Task can be
reminded before or after the Task is due that action is required. The Responsible Officer of the
Booking Request is also able to be nhominated in the Reminder Process.
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B Task Reminder Parameter Maintenance

Event Class
MOTE Create a nesw Mote

Task Reminder Parameter Maintenance form

A Procedure is the process that groups together a number of Task Types that need to be performed.
The Task Types included in a Procedure can be linked to each other to indicate that Task A must
occur prior to Task B, for example. The user is also able to nominate whether the Task is to be started
by the system or by the user.
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B Procedure Maintenance

r Evert Class

Bookings Procedure 1

MNOTE hsintain an existing Mate MOTE Creste & new Mote User |
MOTE Create & new Mote MNOTE htsirtain an existing Mote User |
g |

B — o ] e

Procedure Maintenance form
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Word Processing

An outline of the Extract Type functionality for the Bookings Management module is outlined below.
For more details please refer to the Word Processing User Guide.

Extract Types

An interface has been
Extract Types.

provided to the Pathway Word Processing module and allows the creation of

The Extract Lists that have been defined are as follows:

_loix

— Extract Code Description |
!&.CTF‘CONDS Activity Type Conditions e
ALLCLIPS Al Attachments against & Booking and Fa
ALLCOMDS ANl Conditions against & Booking
ATTRIBUTES Attributes against a Facility
BOORCLIPS PaperClip Attachments against a Booking
BOOKCONDE Booking Conditions
BOOKLINES Booking lines against & Booking
CASHPAYTRAN Caszh Payment Transactions
FACILITIES Facilties against & Booking _vrl
— Search Profile
Extract Code
Description
Search Select Close
EXTRACT TYPE DESCRIPTION
ACTPCONDS Extract of all Activity Type Conditions — This extracts all Conditions
against an Activity Type. The following fields are available:
Condition Code
Condition Descr
Condition Type Descr
Condition Apply Date
Condition Lapse Date
Condition Document
Condition Comments
ALLCLIPS Extract of all Attachments — This extracts all Paperclip Attachments

against a Booking and its Facilities. The following fields are
available:

Booking Attachments
Facility Attachments
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ALLCONDS Extract of all Conditions — This extracts all conditions against a
Booking, providing all Conditions against the Facility, Activity Type
and Booking. Any Conditions that are repeated will only be extracted
once. The following fields are available:

Booking Conditions
Activity Type Conditions
Facility Conditions

ATTRIBUTES Extract of Attributes against a Facility — This extract allows the user
to extract all the Attributes for each Facility linked to the Booking.
The following fields are available:

Attribute Code
Attribute Descr

BOOKCLIPS Extract of PaperClip Attachments — This extracts the PaperClip
Attachments against a Booking. The following fields are available:

Attachment File
Attachment Description

BOOKCONDS Extract of Conditions against a Booking — This extract allows the
user to extract any Conditions that have been added against the
Booking. l.e. a user may have chosen to associate a once off
condition to a specified booking. The following fields are available:

Condition Code
Condition Descr
Condition Type Descr
Condition Apply Date
Condition Lapse Date
Condition Document
Condition Comments

BOOKLINES Extract of Booking Lines — This extracts the Booking date and
Facility or Street/Suburb that has been linked. This list allows the
extraction of the Discount Reason and Discount Percentage that has
been applied. For each Line the total cost will also be extracted.
This will be the sum of all the fees against the Facility and any
Resources that have been linked to the Booking Date. The Booking
Line Description and Booking Line Status is also able to be
extracted. The following fields are available:

Booking Date

Booking Start Time

Booking End Time

Facility Code

Facility Descr

Booking Line Descr
Booking Line Status

Cancel Decline Reason Cde
Cancel Decline Reason Dsc
Fees
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Resources
Properties
Street Suburbs

CASHPAYTRAN Extract of Cash Payment Transaction details — This extracts the
following fields relating to a Cash Transaction.:

Fee Transaction Type
Transaction Date
Amount

Tax Amount
Transaction Description

FACILITIES Extract of Facilities — This extract lists all the Facilities that have
been linked to the booking. The following fields are available:

Facility Code
Facility Descr
Parent Facility Code
Parent Facility Descr
Facility Type Code
Facility Type Descr
Capacity

Facility Details
Conditions
Resources
Attributes

Paperclip

FACLCLIPS Extract of Facility PaperClip Attachments — This extracts the
PaperClip Attachments against a Facility. This would be used where
the user is extracting the Facility information for a Booking Request,
and any PaperClip Attachments against the Facility are to be
extracted. E.g. Site map, Photo etc. the following fields are
available:

Attachment File
Attachment Description

FACLCONDS Extract of Conditions against a Facility — This extract allows the user
to extract all the Conditions against a Facility. The following fields
are available:

Condition Code
Condition Descr
Condition Type Descr
Condition Apply Date
Condition Lapse Date
Condition Document
Condition Comments

FEES Extract of Fees on a Booking — This extract may be used on an
Invoice, Estimate or Credit Note to extract the fees associated with
the Booking. The fields extracted are as follows:

Charge Description
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Fee Code

Fee Description
Calculated Amount
Discount Amount
Fee Total Amount
Fee Tax Amount
Originating Invoice
In Relation To Type
In Relation To Descr
Booking Date
Booking Start Time
Booking End Time

Note: If the Fee relates to an Activity, then the Start and End Times
will not be extracted (because an Activity Fee is either Fixed or Daily
and does not inherit the Start and End Times relating to the Booking
Lines.)

LOCATIONS Extract of all Locations — This extracts all Properties and
Street/Suburbs for a Booking. The following fields are available:

Properties
Street Suburbs

NAMES Extract of Names — This extracts the Names that have been
recorded against the Booking request. The Extract Type allows
filtering to be applied so that only Customers or only Affected Parties
will be extracted. The following fields are available:

Name
Mailing Address

NOTES Extract of Notes against a Booking — This extract allows the user to
extract all the Notes against a Booking. A sort option of Descending
or Ascending Date order will be provided so as to allow the user to
determine which order the notes are extracted into the document.
The user is able to filter by the Note Type to determine which notes
to extract. In addition the user is able to define whether the Notes
are extracted in descending or ascending date order. The following
fields are available:

Note Type Code

Note Type Descr

System Entered Date Time
Note Date Time

Officer Code

Officer Descr

Note

PROPERTY Extract of Properties — This extract all Property links against a
Booking. The following fields are available:

Owner

Address

Address Single Line
Property Key
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RESOURCES Extract of Resources against a Facility — This extract allows the user
to extract all the Resources for each Facility linked to each Booking
Line. The following fields are available:

Resource Code
Resource Descr
Resource Type Code
Resource Type Descr
Resource Details

STRTSUBR Extract of Street/Suburb — This lists all Streets/Suburbs linked to a
Booking. This provides the Street Name and Suburb Name as
available fields. The following fields are available:

Street
Suburb
State
Postcode

Extract of Fees — For each Booking Line the user is able extract the Fees that have been calculated
and defined. The Fee Code, Description, Units, Amount, Total Cost are provided. This also includes
the Nett, Gross and Discount Amount that have been applied to the Fee.

Booking Line Extract Filter

The Booking Line Extract Filter form displays when the Additional filter button is selected on the Extract
type Maintenance form when maintaining an Extract type based on the BOOKLINES Extract List. It
allows filtering by Booking Status.

If no Statuses are selected on the Booking Line Extract Filter, all Booking Lines will be included in the
extract.

If specific Statuses have been selected for inclusion, Booking Lines will be included in the extract as
follows:

a) If the Line Status is '(default)’' and the System Status is 'Awaiting Council Approval', the line will
be included only if the '(default)' Status has been selected for inclusion;

b) If the Line Status is '(default)’ and the System Status is 'Awaiting Response’, 'Confirmed' or
‘Tentative', the line will be included only if the relevant Status (i.e. 'Awaiting Response’,
‘Confirmed’ or 'Tentative') has been selected for inclusion;

c) If the Line Status is NOT '(default)’, the line will be included only if the relevant Line Status has
been selected for inclusion.
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B Booking Line Extract Filter

Booking Class [CASHCLASS | |Cash Bookings Class ( Cash - no override) |

Booking Line Extract Order |LEIE= )] w

Statuz || (default)
Confirmed
Declined
Conflicting

Tentative
Awaiting Response
Cancelled

oK Cancel

Booking Line Extract filter

Merge Types

An interface has been provided to the Pathway Word Processing module and allows the creation of
Merge Types. A Merge Type is the template that is created by users to allow the generation of a letter
to a person. Merge Types are also used to define Invoice, Estimate and Credit Note templates. When
an Invoice, Estimate or Credit Note is generated the user selects the appropriate Merge Type to use.

Merge Types may be created and grouped into the following categories:
= Invoices

Credit Notes

Bond Invoices

Bond Credit Notes

Estimates

Letters

The following list of merge fields is provided to extract data.

Activity Sub Type Code
Activity Sub Type Descr
Activity Type Code
Activity Type Descr
Affected Property
Affected Property StAddr
Booking Activity Details
Booking Activity Name
Booking Attendees
Booking Class Code
Booking Class Descr
Booking Number
Booking Status Code
Booking Status Descr
Booking System Status
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Brought Forward

Carried Forward

Customer Type Code

Customer Type Descr

Doc Addressee SalCon

Doc Addressee Salutation

Document Appl DPBARCODE

Document Applicant Addr M

Document Applicant Addres

Document Applicant Comm 1

Document Applicant Comm 2

Document Applicant Comm 3

Document Applicant Comm D

Document Applicant DPID

Document Applicant Info 1

Document Applicant Info 2

Document Applicant Info 3

Document Applicant Info D

Document Applicant Name

Document Completion Date

Document Deflt Comm Descr

Document Deflt Info Descr

Document Expiry Date

Document Fee Amount

Document Issue Date

Document Lodgement Date

Document Name

Document Number

Document Path

Document Receipt Date

Document Receipt Number

Document Reference Date

Document Reference Number

Document Status

Estimate Total Amount (restricted to Estimate documents)
Estimate Total Discount (restricted to Estimate documents)
Estimate Total Tax Amount (restricted to Estimate documents)
Invoice Debtor Name (restricted to Invoice documents)
Invoice Debtor Number (restricted to Invoice documents)
Invoice Number (restricted to Invoice documents)
Invoice Total Amount (restricted to Invoice documents)
Invoice Total Discount (restricted to Invoice documents)
Invoice Total Tax Amount (restricted to Invoice documents)
Merge Class Code

Merge Class Description

Merge Type Code

Merge Type Description

Merge Type Name

Merge Type Path

Receiving Officer Code

Receiving Officer Descr

Responsible Officer Code

Responsible Officer Descr

System Entered Date

System Entered Time

Standard Word Processing fields are available that allow the printing of the Document Addressee (the
person receiving the letter) and the Document Addressee Mailing Address. The Mailing Address is
determined in the following manner: if there is an overriding mailing address for the Document
Addressee for this Booking Request, then the overriding mailing address will be used. If there is no
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overriding mailing address then the default address will be used. Note that this is standard Pathway
functionality.

Merge Type Maintenance Form

The appropriate Merge Class is defaulted into this form depending on which Option button is selected
on the previous form.

The user is able to nominate the fields to be extracted by clicking the ‘Fields’ button. This will present
the user with a form listing all the available fields in the Bookings Management module.

Additionally, the ‘Types’ button may be selected to display a list of Extract Types to be included in the
Merge Type.

_iaix]

Merge Type [BBCH v Active [~ Recurring
Desctiption [Booking Bond Credit Hote v Ao Editing v Retsin After Final Print
Merge Class  |BK_BOMDCRD [Bocking Bond Crecdt Maote | I wyatermark Drafts
— Data Fields I — Extract Types
Activity _Sub_Type_Code - Booking Lines against & Booking
Activity _Sub_Type_Descr j = Mames against & Booking
ields. ..

Activity_Type_Code

Activity _Type_Descr

Atfected_Property
. ftected_Property_Staddr Types...
Biooking_Activity_Details _v|_|

— Template Document Description Created Last Updated ———Edit
[BBCM Templte | |#-dur-2004 111826 | [01-Jun-2004 11:13:21 |

— Options
| Communication Type | Information Type
| User Authorities | Copy Authorities | Barcodes

i Cancel

Merge Type Maintenance Form

Merge Type Maintenance Form

The Merge Type Maintenance form allows the user to define various document templates, e.g. Letter,
Invoice, Estimate, Credit Note, Bond Invoice and Bond Credit Note.
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=lolx|
Booking Class [EVENT | [Evert Class |
— Options
Bond Credit Mates __| Estimates
_I Bond Invaices _I Invoices
_I Credit Motes _I Letters
Close |

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Options
The Options buttons allow the setup and maintenance of various document templates. The following
categories of Merge Types is available:

= Invoices

= Credit Notes

= Bond Invoices

= Bond Credit Notes

= Estimates

= Letters

Responses

The ability to create Response Types is available. This allows users to attach Responses to specific
letters that are issued. This will be used primarily when letters are issued to Stakeholders or where a
response is required in order to allow the event to continue. Responses are available as a separate
option against a Booking Request to allow access to the Responses requested or received.

Response Types Maintenance Form

This form is a standard Word Processing form which is utilised by Bookings Management to create
and maintain Responses for attaching to specific letters issued by the Bookings Management system.
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B Response Types Maintenance

Letter Received

Letter Sent

Email

Response Types Maintenance form
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Paperclip Attachments

Paperclip Attachments are available in the Bookings Management module. This function allows
documents, images and objects to be linked to a Pathway Entity and be viewed from within Pathway.

The attached objects can be readily accessed/viewed from the Booking Maintenance Forms, by

selecting the Paperclip Icon "= that appears at the top of screen.

Attachments may be linked to Facilities and Booking Requests. When a Facility is added to a Booking
Request, any Attachments linked to the Facility are copied to the Booking Request. The Document
Path and Description are used as the ‘key’ values when processing Attachments to avoid having the
same Document or File linked to the Request more than once.

Booking Maintenance form showing Paperclip Icon at the top of the form

In addition, by utilising the Paperclip Attachment function to hold attachments, the ability is available to
include these into Invoices and Letters via Extract and Merge Types as well as have them registered
within Document Management Systems where applicable.
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B attachment Link Maintenance — o] x|

LICEHCE Liquor Licence details Imdeauslgull21Redeu‘.l]ucumemwiscellaneuuslﬁﬁnmcmﬂel

=
=

Paperclip entry screen accessed via Menu Option: Associated>Attachment

For more information on Paperclip Attachments please refer to the Paperclip Userguide (CDC.PDF).
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Memos

The Memo function provides the ability to append additional free format information to a Booking
Request. This feature is useful where no specific field or facility exists to capture the required data.

Memos may contain textual data and be optionally linked to video files, sound files, image files,
documents or spreadsheets.

Certain memo types may be established as “urgent”, in which case the memo record will be displayed
on the screen whenever the record to which it is attached is requested.

S=TEY

— Preciz Detail ——
|Change of Address | |
— Detail
Address changed to 34 High Street, Kensington, 54 5068 a= of 20704, -
w

Close

Urgent Memo Selection form which displays whenever the Booking Request is accessed

Each memo has effective and termination dates associated with it. In this way the system may be
automatically purged of all expired memos.

The existence of Memos on the Booking Request is indicated by the Memo Icon D at the top of the
form. Double-clicking this icon will open the Memo.

To add a Memo to a Booking Request, select the Associated Option from the Menu Bar at the top of
the screen, then select Memo. Alternatively, if Memos already exist, double-clicking the Memo Icon
will allow the addition of new memaos.
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EEEREEs

Booking Request showing the Memo Icon at the top of the form

For more information on Memo functionality please refer to the Memo Userguide. (CMO.PDF)
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Customer Profile

The Customer Profile function is utilised to record the Debtor details for a Customer in the Bookings
Management Module.

The Customer Profile provides a “Customer Function” called Pathway Bookings Management, and the
Debtor along with the appropriate default settings are able to be set. These settings will apply
whenever the “Customer” is linked to a Booking Request.

Customer Profile details will automatically be created for a person/company from the Name and
Address module if they do not exist. This is all performed by the software and does not require any
input from the user.

However, the user is required to create the Debtor details for the person. See further details under
Customer in Booking Entry.

The Debtor Number will be linked via this function, and the user is able to set the Delivery Method for
the invoices and the payment method.

B customer Profile Maintenance _ [O]x]

— Customer Profile
Customer Name [Ws Annette Anderson
Company B2
Customer Addresz 11181 Stanley 5t, NORTH ADELAIDE S& 5008
Customer Type |RESIDEHT il [Residert | active

— Customer Default Attribute Values

Delivery Method [Australia Post 2| &
Etmail Address B
Payment Method b
Drebtor Mumber 2 _vrl
— Customer Functions Active ]
Pathway Applications v e
Pathiwvay Bookings v
ePathweay Application Lodgement v
[ePattvay Customer Request v _vrl
— Pathway Applications Attribute Values
Dehtor Mumber | |i|

Functions Defaulk | ok I Cancel

Customer Profile Maintenance form
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External Activities

External Activities, a function which allows a council to record External Activities, is available via a
separate menu option. A Council is able to record the existence of an External Activity when staff
entering Bookings are required to be notified of activities that are occurring outside of council control.

External Activity notification will be displayed to users when entering a new Booking Request where
External Activities meet the following requirements:

The Booking that is being entered falls into the date range that the Start and End Date of the
External Activity applies to.

The current date falls between the Notification Start and End Dates.
Consider the following External Activity

Start Date\Time — 1\1\2004 11:00:00

End Date\Time — 1\1\2004 17:00:00
Details — New Years Day celebrations
Notification Start Date — 1\12\2003 9:00:00
Notification End Date — 1\1\2004 11:59:00

The above External Activity will be displayed when any new Booking Request is entered between the
first of December 2003 and the first of January 2004. Once the Notification End Date has been passed

then the message will not be displayed, i.e. a New Booking Request entered on the 2™ of January will
not have the External Activity displayed.

External Activities Search Profile Form

The External Activities Search Profile allows the user to create a new External Activity or search for an
existing one.

B External Activity Search Profile = |EI |£|

External Activity Mame || |

R | Search I Close |

External Activities Search Profile form

External Activity Name

Enter an External Activity Name on which to conduct a search and select the search button. Wildcard
(*) searching is available.

External Activity Selection Form

This form allows the user to create a new External Activity or select an existing one. Click the New
button or place focus on the required Activity and select the Modify button.
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B External Activity Selection = |EI |£|

— External Activity Mame Start Date End Date
Clipsal 500 [20-kay-2004 03:00 23-May-2004 17:00
hain Strect Maintenance 23-Mar-2004 10:00 31 -har-2004 16:00
School Holiday 01 -2 por-2004 0000 15-Apr-2004 00:00
—Details
Clip=sal 200 Adelaide s
.

MNew | Modify I Close

External Activity Selection Form

External Activity Name
This field displays the External Activity Name, e.g. Clipsal 500. This field is display only.

Start Date/End Date

These fields display the Start and End Date and Time of the External Activity. These fields are display
only.

Details
This field displays further details of the External Activity, e.g. Clipsal 500 car race held annually in the
East Parklands.

External Activity Maintenance Form

The External Activity Maintenance form allows a council to record any External Activities which need to
be taken into consideration when a booking is to be made. Notification of an External Activity is
automatically displayed to users when entering a new Booking Request where the Booking Request is
scheduled to occur during the same dates as the External Activity.

Infor Public Sector July 17 Page 138



Bookings Management User Guide Parameters

B External Activity Maintenance o] x|

External Activity Mame |Clipsal 500
Start Date  [20-May-2004 09:00
End Date  |23-May-2004 17:00
kictification Start Date  |17-May-2004
Motification End Date  |[24-May-2004
Details |Clipsal 500 Adelaide Car Race through the city streets. -]

— Options
| Affected Classes

i Cancel

External Activity Maintenance Form

External Activity Name
This field allows a Name to be entered to describe the External Activity, e.g. Clipsal 500. This field is a
mandatory text field of up to 50 characters.

Start Date/End Date

These fields record the Start and End Date and Time of the External Activity. They are mandatory
Date/Time fields and may be keyed in or a date and time selected from the Calendar Pop Up by double
clicking or pressing F2 in the field.

Notification Start Date

This date is entered by the user and signifies the Start Date that the notification will be displayed to
users when Bookings are being entered. It is a mandatory Date field and may be keyed in or a date
selected from the Calendar Pop Up by double clicking or pressing F2 in the field..

Notification End Date

This date is entered by the user and signifies the End Date that the notification will be displayed to
users when Bookings are being entered. It is an optional Date field and may be keyed in or a date
selected from the Calendar Pop Up by double clicking or pressing F2 in the field..

Details

The Details field is an unlimited text field that allows the user to enter a description of the External
Activity, e.g. Clipsal 500 car race held annually in the East Parklands.

Options — Affected Classes

Selection of the Affected Classes Option button displays the Affected Class Maintenance form where
Booking Classes may be assigned as potentially affected by the External Activity.

Affected Class Maintenance Form

The Affected Class Maintenance form allows the user to select specific Booking Classes which would
potentially be affected by an External Activity ensuring that the user is notified of any scheduled
External Activities which need to be taken into consideration during a Booking Request.
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% Affected Class Maintenance ;Iglil
External Activity |C|ip3al 200 |
— Awailable CI —As=signed Classes
ATLFA Fees on Activity - Trigona's test class = E*EMT Evert Class
ATLFF Fees on Facilties - Trigona's Class = =] Stuart's Class
ALCH Auckland Test Class TLTEST the st
ALCHCITY Avckland City Council Booking Class _._ HICLAS ¥iang's Booking Class
CE d
CRH David's Class
HLCLAS Heler's Class _‘_
JASCLASS Jazon's Booking Class
«~E
— Search Profile
Clazs Codle
Description
Search | ok I Cancel

Affected Class Maintenance form

External Activity
This field displays the selected External Activity, e.g. Clipsal 500. This field is display only.

Available Classes

These fields display the Booking Classes which are available for the user to assign as Affected
Classes using the ‘Select’ and ‘Select All' buttons.

Assigned Classes

These fields display the Booking Classes which have been assigned as Affected Classes for the
purposes of naotification of clashes with External Activities. The ‘Remove’ and ‘Remove All’ buttons can
be used to unassign one or more Classes or all Classes as required.

Search Profile — Class Code/Description

Enter a Class Code and/or Description on which to base your search and then select the Search
button. This function is useful when there are more than 9 Classes to search through.
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Bookings Entry/Enquiry
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The following topics are covered in this section:

Bookings Entry/Maintenance/Engquiry
Bookings Receipting

Linking to Customer Service

Linking Affected Properties to a Booking
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Bookings Entry/Maintenance/Enquiry

A Booking Request is a request from a Customer to book and use Facilities or apply to council to hold
an Event.

Booking Requests are created within each class. Booking Numbers are not unique within each class,
i.e. The Facility Class will have Booking Request 1 and the Event Class the next Booking Request
Number of 2. This approach is being taken so that documents generated from the Bookings
Management module will be able to have the same Booking and Payment Reference. A Payment
Reference must be unique for the Bookings Management module, and to avoid having two numbers, a
single number has been utilised.

This is the Booking Request Number. The Booking Request Number is allocated when Booking
Request Maintenance is accessed. This means that if the user enters Booking Request Maintenance,
and then does not save the request, the Booking Number will have been used and will not be used
again.

Security assignment will be checked and allow maintenance of Booking Requests to the appropriate
users.

Booking Search Profile Form

The Bookings Search Profile allows for Booking Requests to be searched over using Booking Request
details. This includes searching over booking information. The selection screen will display Booking
Requests found meeting the entered criteria.

Booking Status (System Booking Status) is available for searching, i.e. display all the “tentative”
bookings.

In addition the search profile form allows the user to search over Facility information to find available
Facilities. This is where the user is searching for a venue to book out to someone. The entry of the
number of expected attendees is allowed on the Search Profile so that a user may choose to search
for a Facility that has the capacity to accommodate that number of people. The search will display
Facilities that meet the search criteria.

Once a display of available Facilities is provided the user is able to select the Facility and create a
Booking Request. The selected Facility is automatically linked to the Booking Request.

The ‘New’ button is used to create a new Booking Request.

The Available Facilities button displays the Available Facility Search Profile where a search may be
performed on Facilities available on the required date and time with specific Resources and Attributes
available.

Calendar Views

The Booking Search Profile also allows access to the Weekly and Monthly Calendar views. Search
Profile data entered in the ‘Booking Details’ section of the form will be used to subset the displayed
Bookings on the Calendar.

Note: The Booking Date/Time field is treated in a special way however. Only the ‘From’ value of this
field is used (as shown on the example above), and only the Date portion of the field is referenced.
This date sets the start date for the Weekly Calendar view and the month to be displayed on the
Monthly Calendar view. If no value is entered then the date will default to ‘Today’.

A Facility Code can also be entered to select a specific Facility to display Bookings for.
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NOTE: All other Search Profile criteria are subordinate to these two values. All Bookings displayed will
always be within the Week or Month of the Booking Date entered, including any Booking Numbers.
This differs from the normal search profile behaviour where the entry of a single Booking Number will
go to that particular Booking regardless of the value of any other Search Profile criteria.

NOTE: Where the Weekly Calendar is not available, the “Weekly Calendar” button will not be shown.
In this situation the only available Calendar will be the Monthly view.

NOTE: When Search Profile Data is used, the Weekly Calendar will display a Frame Label at the top
right of the Calendar form and also an ‘info’ message in the Task Bar when the search profile has
resulted in a ‘subset’ of Bookings being displayed. If no message is displayed then all the available
Bookings have matched the search profile.

ol x]
Booking Class |EIOOKINGS | |Elookings by Council (Cash - override) |
— Booking Detail
Booking Mumber || -
Activity Type 2l
Loctivity SUbETYRE i
Facility Code >3
Syzstem Status  [(Hone) =1
Status Code L)I
Receiving Otficar ;)l
Responsible Officer ;)I
Customer Type Il
Area Code ;}I
Booking DatesTime _
System Ertered Date/Time -
Internal Booking  |(Hone) -
Significant Booking  |[{Hone) -
Aftendees - |
Activity Mame

—Search Options

Names | [customer = Property | [an =
Manthly | Resource | A ailable | | | I
Calendar Calendar Eacilitie: MapIrifo (e Search Close

Booking Search Profile form (thick client)

Weekly Calendar |

Infor Public Sector July 17 Page 144




Bookings Management User Guide Booking Maintenance/Enquiry

Home - Cash Bookings Class ( Cash - no override) Search Profile X
() Close |,J5earch L ] Clear |1_1 Mew | = |

i) Ready.

Search Profile

Booking Details | MapInfo

Booking Mumber || = | | b Outstanding Cnly []

Activity Type v |

Fadility

| v

System Status one) b |

Booking Status

Receiving Officer

Responsible Officer

Booking Area

J- | oE
v-| oE
Significant [M] Recurring [H]
- | LX)

Booking Date/Time

System Entered Date/Time

Internal

Attendees

|
|
|
|
|
[T
|
|
|
Customer Type | | w |
|
|
|
[m]
|
|

Activity Mame

Booking Search Profile form (smart client)

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.qg.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Booking Number

Enter a Booking Number range on which to base your search and then select the Search button.
These fields may be used in combination with other fields in the search profile.

Outstanding Only
The Outstanding Only flag (only available in the smart client) can be checked ON to retrieve those
Bookings with an outstanding Total only.

Activity Type
Enter an Activity Type Code on which to base your search, or select one from the Pop Up, and then
select the Search button. This field may be used in combination with other fields in the search profile.

Activity Sub-Type

Once an Activity Type has been selected the Activity Sub-Type fields will become available. Enter an
Activity Sub-Type Code on which to base your search, or select one from the Pop Up, and then select
the Search button. This field may be used in combination with other fields in the search profile.

Facility Code
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Enter a Facility Code on which to base your search, or select one from the Pop Up, and then select the
Search button. This field may be used in combination with other fields in the search profile.

System Status

The system Status field provides a dropdown to allow the user to select a specific System Status to
search on. If a selection is made in this field, then the options available for selection in the Status
Code field will be restricted to those pertaining to that particular System Status. The options available
are as follows, with the default set to (none):

= (nhone)

= Tentative

= Awaiting Response
= Confirmed

Available for Booking

Status Code

The Status Code field allows searching on Booking Requests which have one of the user-defined
Booking Statuses. These statuses are based on the four System Statuses. Enter a Status Code on
which to base your search, or select one from the Pop Up, and then select the Search button. This
field may be used in combination with other fields in the search profile.

Receiving Officer
Enter a Userid on which to base your search, or select one from the Pop Up, and then select the
Search button. This field may be used in combination with other fields in the search profile.

Responsible Officer
Enter a Userid on which to base your search, or select one from the Pop Up, and then select the
Search button. This field may be used in combination with other fields in the search profile.

Customer Type
Enter a Customer Type Code on which to base your search, or select one from the Pop Up, and then
select the Search button. This field may be used in combination with other fields in the search profile.

Area Code

Area is available on the Bookings Search Profile screen to allow users to search for Facilities or
Requests in an Area. Key in an Area Code or select one from the Pop Up, then press the search
button. This field may be used in combination with other fields.

Booking Date/Time

These fields allow the user to search for Bookings Requests which have Booking Lines with a Booking
Date that falls within a specified date range. Enter a Date/Time Range on which to base your search,
or make a selection from the Calendar Pop Up, and then select the Search button. (Pressing F2 or
double-clicking in the fields will display the Calendar Pop Up). This field may be used in combination
with other fields in the search profile.

System Entered Date/Time

These fields allow the user to search for Booking Requests where the Booking Request was created
within a specified date range. Enter a Date/Time Range on which to base your search, or make a
selection from the Calendar Pop Up, and then select the Search button. (Pressing F2 or double-
clicking in the fields will display the Calendar Pop Up). This field may be used in combination with
other fields in the search profile.

Internal Booking

The Internal Booking dropdown list allows the user to specify whether the search should be restricted
to Bookings flagged as Internal (i.e. On), or alternatively, excluding those flagged as Internal (i.e. Off).
To include both settings then the (none) option should be used. The options available from the
dropdown are as follows:

= (none)
= Off
= On
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In the Smart client this button is a tri-state checkbox. It will retrieve all Bookings when the setting
displays as a square; only Internal Bookings when the setting displays as a tick, and only Bookings that
are NOT Internal when the setting displays as a blank.

Significant Booking

The Significant Booking dropdown list allows the user to specify whether the search should be
restricted to Bookings flagged as ‘Significant Bookings’ (i.e. On), or alternatively, excluding those
flagged as ‘Significant Bookings’ (i.e. Off). To include both settings then the (none) option should be
used. The options available from the dropdown are as follows:

= (none)
= Off
= On

In the Smart client this button is a tri-state checkbox. It will retrieve all Bookings when the setting
displays as a square; only Significant Bookings when the setting displays as a tick, and only Bookings
that are NOT Significant when the setting displays as a blank.

Recurring Booking Checkbox

This checkbox is only used in the Smart Client. It is a tri-state checkbox. It will retrieve all Bookings
when the setting displays as a square; only Recurring Bookings when the setting displays as a tick, and
only Bookings that are NOT Recurring when the setting displays as a blank.

Attendees

These fields allow a numeric range to be entered on which to base your search. This search will find
any Bookings with Maximum Attendees set to a number which falls within this range.

Activity Name
This field allows an Activity Description to be entered as part of the search profile. Wildcard characters
are allowed.

Search Options — Names

The Names Search Option allows the user to specify a Name Role Type from the list below and
perform a search for a Booking Request where the selected Name is associated under the appropriate
Role Type for the Booking:

Customer
Contact
Stakeholder
Facility Owner
Contractor
Facility Manager
Contractor
Affected Party

For example:

Selecting the ‘Customer’ Role Type and clicking the option button allows the user to search for a name
and retrieve all occurrences of that name linked as a Customer to a Booking. The Booking Request is
then able to be retrieved.

Search Options — Property

The Property Search Option allows the user to specify a Property Role Type from the list below and
perform a search for a Booking Request where the selected Property is associated under the
appropriate Role Type:

All

Booking Facility Property
Booking Facility Street
Booking Line Street

Weekly / Monthly / Resource Calendar Buttons
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The Weekly and Monthly Calendar Buttons on the Search Profile form allow the user to specify a
Search Profile similar to the standard selection process, but with the following differences:

e The Booking Date/Time profile field allows the user to specify the starting Date for the
Calendar. Only the ‘From’ Date and Time is used, whilst the ‘To’ Date and Time Value will be
ignored. If nothing is entered, then the Calendar assumes ‘Today’ as the starting Date.

e If the user enters a Booking Number, or Booking Number Range, these will be applied to the
Bookings found within a Week from the starting Date. Unlike the normal Search process
where a single Booking Number entry will take the user directly to that Booking regardless of
the other Search Profile values, the Calendar forms will ALWAYS subset any search profile
data within the Week of the starting Date.

e The Weekly Calendar is designed to work with Bookings for a specific Facility. However, it
does allow for the display of ALL Bookings in a Week regardless of Facility. The initial Facility
may be selected if required from the Search Profile screen.

Where the Weekly Calendar is not available, the Weekly Calendar Button will not be shown. In this
situation, the only available Calendar will be the Monthly view.

Facility Weekly and Monthly Calendars will display instead of the normal Bookings Weekly and
Monthly Calendars if the Council is authorised to them and has them turned ON at the class
Parameters level. In addition, the Authorisation Code will give the Council access to the Resource
Calendar.

Note: This is an authorised function. This means that the functionality will only be available if you are
authorised to use it. If customers do not have this option and require the functionality then it is
advisable that they contact their account manager to organise the purchase of this function.

Available Facilities Button
This button displays the Available Facility Search Profile where further search criteria may be entered
to refine the search.

This button is also available in Enquiry mode.

Bookings Weekly Calendar Form

Note: The Weekly Calendar is an authorised function. This means that the Weekly Calendar will only
function if you are authorised to use it. If customers do not have this option and require the ability to
use the Weekly Calendar in Bookings then it is advisable that they contact their account manager to
organise the purchase of this function.

The Weekly Calendar displays when the Weekly Calendar Button is selected on the Search Profile. It
will also display when the Calendar Button

=l is selected on the Booking Maintenance form.

It displays all Bookings within a selected seven day period. This includes any Bookings that have been
‘Cancelled’ or ‘Declined’.

Bookings can be displayed for a specific Facility (as shown below), or all Bookings for all Facilities for
the current Booking Class can be shown.

When Bookings are displayed for a specific Facility, the Booking Numbers are prefixed with a
character to further identify the type of Booking. These characters are:

e ‘F’ — Facility Bookings (this can mean the sub-facility which is being enquired on)
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e ‘S’ —Related ‘sibling’ Sub-Facility Bookings
e ‘P’— Related Parent Facility Bookings (if booking is a result of ‘autobooking’)
When all Bookings are being displayed, only the Booking Number is shown.

Each one hour time block is coloured to indicate the status of the Booking within that time. The
Calendar will also indicate when a Facility is ‘Available’, i.e. its open times. [The Legend of colours is
user modifiable at the system level via the ‘System Administration>>System Parameters>>Video
Attribute Colour Maintenance’ Menu option]

An Information Button 4l will display on each Day where Related Bookings and/or external Activities
that may impact Bookings on that Day exist. It will also display on any day where a Booking exists for
a Facility that allows Multiple Bookings.

The Calendar time blocks can be ‘multi-selected’ using the mouse and keyboard. These selections
can then be passed to Booking Entry by using the ‘Book’ button to create a new Booking. Where the
selections include existing Bookings, the ‘Modify’ button may be used to access those Bookings.

Navigation Buttons and fields allow the Calendar to be repositioned as required. This includes moving
backwards or forwards by one Day or a user —definable number of Days, and repositioning a particular
Day as the first Day on the Calendar display or resetting the Calendar back to its original starting Date.

When the Calendar Button is selected from within a Booking Request the Weekly Calendar will display
starting at the date of the Booking, with focus on the first time block. The Calendar will be in ‘Facility’
mode with the Facility of the Booking Line displayed. The ‘Modify’ button becomes a ‘Display’ button
indicating that the Calendar is not maintainable when called from ‘Booking Entry’. Any Bookings that
exist in the week will be shown on the Calendar with a prefix character in front of the Booking Number,
i.e. ‘F’ for Facility Bookings, ‘S’ for Sub-Facility Bookings and ‘P’ for Parent Facility Bookings, e.g. F29.

The Information Detail button will display for any day where ‘Related Bookings’ exist for the Facility.

B Bookings Weekly Calendar for Baoking Class - Functions Booking Class

Focity [cn ] Eontewes froon 1 Facy Typs [Rall e
Cooacty [0 | Adow Mubigle Bockings [ nternal Bockinge Crey 7] Faclty Sun-Type 1oC Commurty Certre
Pacert Faclity FoC FFullardon Comrwntty Certrs
Thu, 35-Mow-2004 | Fri.26Mee2088 | Set.27-Mov.3008 | Sun,28.Mow2004 |  Mon 20Mow2084 | Tue 3dou20d | Wed, 1-Dcc-2004
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Bookings Weekly Calendar
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Facility Details

The Facility field and pop up in the top frame of the form allow the user to select or change the Facility
for the displayed Week. This may be left blank to show all Facilities. If a Facility is selected, the top
frame of the form will display useful details about the Facility including the following:

Facility Name and Description
Facility Type and Sub-Type
Parent Facility

Capacity

Allow Multiple Booking indicator
Internal Bookings Only indicator

Calendar Time Blocks
The body of the form shows the Calendar itself. This is represented as 7 daily columns divided into 24
one hour time blocks.

Each column (Day) has a heading button that details the Day and Date of that column. Clicking on this
button will move that Day to the beginning of the Calendar.

Each time block will be coloured based on the Status of the Booking(s) within that time block. A
‘Conflicting’ Status will always override any other Status.

Each time block, where there are Bookings, will display a simple list of the Booking Number(s) within
that time block (in descending order). Where there is no specific Facility chosen, this will be just a list
of the Booking Number(s). However, where a Facility has been specified, the Booking Number(s) will
be prefixed with a character to identify the type of Facility Booking. These will be as follows:

e "F"for Facility Bookings

e "P" for Parent Facility Bookings (where the currently displayed Facility is an 'Autobook’ Sub-
Facility)

e "S" for Sub-Facility Booking (where the Booking is for another Sub-Facility of the same Parent
Facility).

Each column (Day) can have a footer button displayed. This is the 'Information’ button, i.e. | and will
be shown if there are any 'Related’ Bookings or Activities occurring throughout that Day (Date).
Clicking on this button will take you to the standard Related Bookings Enquiry form.

Navigating the Calendar Time Blocks is simple. When focus is within the body of the Calendar, the
Up/Down arrow keys will move focus one occurrence up or down the Day column. When the top or
bottom of a column is reached, then focus will move to the bottom or top of the next/previous column.
The TAB key will move focus one occurrence to the right through the Calendar. When the end of the
Calendar is reached, then focus will jump out of the Calendar to the fields at the bottom of the form.

Double-clicking on a Time Block will perform one of the following functions:

e If no Booking exists for that Time Block then a new Booking will be created with details such
as the Date/Time and Facility (if known) already entered in a Booking Line.

e If a Booking exists for that time Block then double-clicking on the Time Block will perform the
‘Modify’ function and display the Booking Request for viewing or modification.

‘Multi-Selection’ of Time Blocks is also available. Because the Calendar is displayed as a grid of
occurrences then selection of Time Blocks works ‘Down’ or ‘Up’ the columns. Using SHIFT+Click will
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select occurrences inclusively from the first click to the occurrence just clicked on. CTRL+Click will
append additional individual selections.

Note: If a Facility has certain unavailable Booking Times and a Booking is made which starts or ends in
an unavailable time slot but most of the Booking occurs in an available time slot, then the Booking will
be valid. However, if an entire Booking is made in an unavailable time slot, then an error message will
display and the Booking will be set to ‘Conflicting’ and will not be able to proceed.

Booking Details

The ‘Booking Details' summary box is an information field which displays summary information about
the Booking(s) in the currently highlighted time block. Double-clicking or pressing F2 in the field will
zoom in to display the full details of the field. If more than one Booking is occupying a time slot, then
details of both Bookings will display in this field, e.g.

% Booking Details M= B3
Booking: 26 - Xmas Patty .

From: 14:00 To: 20:00 —
Type of Booking: Facility Booking (FCC - Fullarton Community Centre]
Activity: PARTY - Party

Sub-Type: XMAS - Xmas Party

Booking Status: E - Entered

Customer Type: RESI - Resident

Customet: Mizs Eddi Chicco

Receiving Officer: CHICCOE - Eddi Chicco

Responszible Officer; CHICCOE - Eddi Chicco

Attendees: 200

Significant Booking: Yes

Applies only to Ward: Mo

Irternal Booking: Mo

Recurring Booking: Mo

Booking Line Status: Tentative

Booking: 24 - Xmas Party
Frotm: 15:00 Tao: 22:00
Type of Booking: Facility Booking (FCC - Fullarton Community Centre)
Activity: PARTY - Party
Sub-Type: XMAS - Xmas Party
Booking Status: E - Entered
Customer Type: RESI - Resident
Customet: Mizs Eddi Chicco
Receiving Officer: CHICCOE - Eddi Chicco
Responszible Officer; CHICCOE - Eddi Chicco
Attendees: 200
Significant Booking: Yes
Applies only to Ward: Mo
Internal Booking: Mo |
Recurring Booking: Mo
Booking Line Status: Conflicting

v X & Ez (3

This field also displays tentative Booking details when a Booking is made through ePathway. Booking
Lines are created by ePathway users and exist from the time an ePathway user selects a Facility they
wish to book up until the time the Booking is confirmed by the user or the timeout period has expired.

Temporary booking lines are colour coded as ‘Tentative’ bookings, and have negative booking
numbers.
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[Broongoetais _lojx

. |Booking: -91 - ePathyweay Bookings Management .
From: 12:00 Tof 1300

Type of Booking: Facilty Booking (ROYAL - Royal Theatre)

Activity: EXPO - Exposition

Sub-Type: EXHIBITION - Exhibition

Booking Status: Tentative

Customer Type: ePathwesy Web Lser

Attendess: O

Booking Line Status: Tentative

Navigation Buttons

A set of navigation buttons and fields have been included to allow the user to move the Calendar
display. This includes moving backwards or forwards by one Day or a user definable number of Days,
repositioning a particular Day as the first Day on the Calendar display or resetting the Calendar back to
its original starting Date.

The Day/Date button shows the original start Date that you selected when entering the form. Clicking
on this button will reset the Calendar back to this Date.

The Date field allows you to enter a new starting Date for the Calendar. Double-clicking or pressing F2
in this field displays the Calendar where a date may be selected. Alternatively, a date may be keyed in
in the usual date format e.g. 041104 or 04/11/04 etc.

The 'Increment Days' field allows you to specify how many days the Navigation buttons will actually
move the Calendar by.

This button will move the Calendar back by the number of days specified in the Increment Days
field. The default being 7 Days (a Week).

]
This button will move the Calendar forward by the number of days specified in the Increment

Days field. The default being 7 Days (a Week).

L 3
J These buttons will move the Calendar backwards or forwards by 1 Day, i.e. Previous Day
and Next Day.

Hovering the mouse cursor over these buttons will display some "Tool Tip' text describing their function.

Note: The TAB sequence through the Navigation fields will place focus on each field except the ‘Reset
Start Date’ button - __Thursday 25-Hov-2004 | 1is is intentional).

Legend

At the very bottom of the form is a Legend describing the colours used on the Calendar. These colours
are user-definable via the standard Pathway System Administration Menu Option. [System
Administration>>System Parameters>>Video Attribute Colour Maintenance].

The default colours are as shown below:

Legend Unavailable |Cancelledﬂ]eclined| | Confirmed |
| Available | Awaiting Response Conflicting
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Note: If a Booking Line Status is set to (default), then the Booking Status value will be used.

The order of priority for the display of Status colours is as follows:
Available

Cancelled/Declined

Tentative

Awaiting

Confirmed

Unavailable

Conflicting

NogakwdhpE

Note: When more than 1 Booking occupies a Time Block, the Status with the higher number will be the
one whose colours displays on the Calendar.

If a Facility is only available for booking between certain hours then the Calendar View may look
something like the following:

B Bookings Weekly Calendar lor Booking Class - Functions Bouking Class

Faclty [ucH E [oring Crarch et ] Facilty Typs [Fo01 | Fa= |
Cogeacity | Bboe Wuliphs Bocking: ] Inlernal Bookings Oniy  []  Focllty Sub-Type |[CH | [Chrch sl

Fri, 26-Hou-200 Sal, I7-Mov-J04

LHU B H]
Al 2106
- T
Tl 4z
400 400
i G
LHO R

EHU

---q- | B

e I

Inirismesnl Duiis:

Lsigperd Uravaiatiie T C el Dt i i i
I—I@"rfahrdrlwlum]sm|

Weekly Calendar View showing periods where the Facility is unavailable for booking

Monthly Calendar Button
Selecting the Monthly Calendar Button allows the user to switch to the Monthly Calendar View.

Book Button
The Book Button allows the user to pass the details of selected Time Blocks through to Booking Entry
to create a new Booking.

Modify Button

The Modify Button allows the user to go to Booking Entry and modify the details of the selected
Booking. If time blocks are ‘multi-selected’, and there are multiple Bookings within the selection, then
the standard Booking Selection form will display to allow the selection of specific Bookings to modify.
(Note that in Enquiry Mode the 'Modify' button will be 'Display").
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Facility Weekly Calendar form

Note: This is an authorised function. This means that the functionality will only be available if you are
authorised to use it. If customers do not have this option and require the functionality then it is
advisable that they contact their account manager to organise the purchase of this function.

The Facility Weekly Calendar displays when the Weekly Calendar Button is selected on the Bookings
Search Profile, provided the Council has the authorisation to use it, and the parameters are set up.

This Calendar view provides a list of all Facilities and Sub-Facilities on the left hand side in expanded
format. A scroll bar is provided where the view of all Facilities cannot fit onto the screen. Legend
colours (similar to the Bookings Calendars) provide information on the status of Bookings at a glance.
Weekends and Public Holidays are identified by a different colour and are controlled by the Calendar in
use by the Bookings module.

In the Weekly Calendar view each day is broken down into 4 six-hour blocks, and consequently, due to
limited space for identifying the time components, the times may need to be changed on the Booking
once it has been created.

Where the Calendar indicates that there is a Booking, placing focus on the time slot will display the
Booking Details. This will contain basic details about the booking such as the Booking Number,
Status, Activity Type, Booking dates and Activity Name.

Clicking on a booking on the Calendar and clicking the Modify button displays the Booking in
Maintenance mode or Enquiry mode (depending on which Menu Option the Calendar was accessed
from).

Where the Calendar indicates that the Facility in not booked, the user is able to highlight as many days
and time ranges as required using the CTL and SHFT functions and Click ‘Book’ or use the Double-
Click Function. This will create a Booking Request and automatically insert the Booking lines that were
selected.

The view displayed here is achieved if no Facility details are selected in the Search Profile. In this case
the calendar will display all facilities grouped by Parent Facility, then Sub-Facility.

A Checkbox glyph positioned alongside the Facility indicates where a displayed Facility allows Multiple
Bookings. (Note that due to space restrictions there is no Label Heading for this check box, but if the
user hovers their mouse over this check box field a Tool Tip description, “Allow Multiple Bookings” will
be shown.)

Note: A change has been made such that when the date period is altered the system will by default
remain focused on the previously selected Facility instead of automatically jumping to the first active
booking on the new date range.

A new "Focus on first active Booking" checkbox has been added to the date controls to allow original
functionality (ie. automatically changing selection) for users who preferred the old method. When this
is checked on, the forms will behave as before.
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jookings Weekly Calendar for Booki uss - Bookings by Council [Cash - override)

nmérm To. C&00
Type of Bocking Facity Booking (AVENLE - Averue 1r Hre)
Adtity, EXFO - Exposiion

Facility Weekly Calendar showing all facilities and Sub-facilities

The view displayed below is achieved when a Parent Facility is entered into the Search Profile. The
calendar displays the Parent Facility as well as its Sub-Facilities.

pokings Weekly Calendar for Booking Class - Bookings by Council [Cash - override)

PO O OO PO IO O T b ) = R .

" S I || )N D { O D N O O O O O O in B R

Prome 0500 To. 1200
Type ot Bocking Faclly Bockng (ROYAL - Roywl Theatre)
Activty PERFORM - Pertormmnca

Facility Weekly Calendar showing a Parent Facility and its Sub-Facilities

The view displayed below is achieved when a Sub-Facility is entered into the search Profile. The
calendar will display the Sub-Facility only.
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1] HBookings Weektly Calendar for Booking Class - Bookings by Council (Cash - override)

Faciimy Dwact iption Moo, 4-Feb-2003 ' YIR,S'F&‘-W Wed, 6Fob-2000 | Thu,7Fe-zooe | Fi BFeb-2008 | St 9-Feb-2008 | Sun 10Feb-z000 |
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Legend Canceded Deshmed |
Avatable
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Facility Weekly Calendar showing a Sub-Facility

Monday 04 teb 2008 |
Monday #4.Feh. 2008
I« | ‘ e S 1 » | » I

Mgrihiy Calender ] Book I ooy l Qo I

<

Similar to the Bookings Weekly Calendar, the Facility Weekly Calendar allows the user to select one or
multi-select available time slots for adding to a Booking Request. It allows new bookings to be created
and the maintenance of existing bookings.

When the Weekly Calendar is accessed, focus will be on the first Booking. If there are no bookings on
the weekly display, then focus will be on the first time slot.

Facility Description

This panel shows the Facility Description with the Parent Facilities being bolded. If no Facility is
entered in the Search Profile, then all Facilities and their associated Sub-Facilities display in this panel.
If a Parent Facility is entered in the Search Profile, then it will display along with any Sub-Facilities that
are associated with it. If a Sub-Facility is entered into the Search Profile, then the Sub-Facility alone
will display in this panel.

Upon entry to the Weekly Calendar, focus will be on the first Booking Time slot. If there are no
bookings displayed for the week that is displayed, then focus will be on the first Facility Description and
the first Time slot.

Allow Multiple Bookings
This flag will be checked ON where a displayed Facility allows ‘Multiple Bookings’.

Calendar Time Blocks
The Time Blocks are represented by white squares with 4 available for each day. They each represent
a 6 hour block of time.

Each Day has a heading button that details the Day and Date. Clicking on this button will move that
Day to the beginning of the Calendar. Weekend days and Public Holidays are identified according to
the legend if they have been set up in the Calendar for the module.

Each Time Block will be coloured based on the Status of the Booking(s) within that time block
(according to the Legend). A ‘Conflicting’ Status will always override any other Status.

Navigating the Calendar Time Blocks is simple. The Tab key will move the focus horizontally through
the days. When the end of a row is reached the cursor will move to the next row. Moving up or down
is achieved by using the Up/Down arrow keys.
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Double-clicking on a Time Block will perform one of the following functions:
e If no Booking exists for that Time Block then a new Booking will be created with details such
as the Date/Time and Facility already entered in a Booking Line.
e If a Booking exists for that time Block then double-clicking on the Time Block will perform the
‘Modify’ function and display the Booking Request for viewing or modification.
o If the Facility is open only part of the time block, then a message will display indicating this to
inform the user that the hours may need to be checked.

‘Multi-Selection’ of Time Blocks is also available. Because the Calendar is displayed as a grid of
occurrences then selection of Time Blocks works ‘Across’ the columns. Using SHIFT+Click will select
occurrences inclusively from the first click to the occurrence just clicked on. CTRL+Click will append
additional individual selections.

Note: If a Facility has certain unavailable Booking Times and a Booking is made which starts or ends in
an unavailable time slot but most of the Booking occurs in an available time slot, then the Booking will
be valid. However, if an entire Booking is made in an unavailable time slot, then an error message will
display and the Booking will be set to ‘Conflicting’ and will not be able to proceed.

Booking Details

The ‘Booking Details' summary box is an information field which displays summary information about
the Booking(s) in the currently highlighted time block. Double-clicking or pressing F2 in the field will
zoom in to display the full details of the field. If more than one Booking is occupying a time slot, then
details of both Bookings will display in this field, e.g.

% Booking Details Mi=] E3
Booking: 26 - Xmas Patty .

From: 14:00 To: 20:00 —
Type of Booking: Facility Booking (FCC - Fullarton Community Centre)
Activity: PARTY - Party

Sub-Type: XMAS - Xmas Party

Booking Status: E - Entered

Customer Type: RESI - Resident

Customet: Mizs Eddi Chicco

Receiving Officer: CHICCOE - Eddi Chicco

Responszible Officer; CHICCOE - Eddi Chicco

Attendees: 200

Significant Booking: Yes

Applies only to Ward: Mo

Irternal Booking: Mo

Recurring Booking: Mo

Booking Line Status: Tentative

Booking: 24 - Xmas Party
Frotm: 15:00 Tao: 22:00
Type of Booking: Facility Booking (FCC - Fullarton Community Centre)
Activity: PARTY - Party
Sub-Type: XMAS - Xmas Party
Booking Status: E - Entered
Customer Type: RESI - Resident
Customet: Mizs Eddi Chicco
Receiving Officer: CHICCOE - Eddi Chicco
Responszible Officer; CHICCOE - Eddi Chicco
Attendees: 200
Significant Booking: Yes
Applies only to Ward: Mo
Irternal Booking: Mo —
Recurring Booking: Mo
Booking Line Status: Conflicting

v X & Ez (3
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This field also displays tentative Booking details when a Booking is made through ePathway. Booking
Lines are created by ePathway users and exist from the time an ePathway user selects a Facility they
wish to book up until the time the Booking is confirmed by the user or the timeout period has expired.

Temporary booking lines are colour coded as ‘Tentative’ bookings, and have negative booking
numbers.

_iojx

- |Booking: -91 - ePathwsay Bookings Management .
From: 12:00 Tof13:00

Tvpe of Booking: Facility Booking (ROY AL - Royal Thestre)

Activity: EXPO - Exposition

Zub-Type: EXHIBITION - Exhibition

Booking Status: Tentative

Customer Type: ePathweay Wieb Lser

Attendees: 0

Booking Line Status: Tentative

Navigation Buttons

A set of navigation buttons and fields have been included to allow the user to move the Calendar
display. This includes moving backwards or forwards by one Day or a user definable number of Days,
repositioning a particular Day as the first Day on the Calendar display or resetting the Calendar back to
its original starting Date.

The Day/Date button shows the original start Date that you selected when entering the form. Clicking
on this button will reset the Calendar back to this Date.

The Date field allows you to enter a new starting Date for the Calendar. Double-clicking or pressing F2
in this field displays the Calendar where a date may be selected. Alternatively, a date may be keyed in
in the usual date format e.g. 041104 or 04/11/04 etc.

The 'Increment Days' field allows you to specify how many days the Navigation buttons will actually
move the Calendar by.

This button will move the Calendar back by the number of days specified in the Increment Days
field. The default being 7 Days (a Week).

H

This button will move the Calendar forward by the number of days specified in the Increment
Days field. The default being 7 Days (a Week).

L 2
J These buttons will move the Calendar backwards or forwards by 1 Day, i.e. Previous Day
and Next Day.

Hovering the mouse cursor over these buttons will display some "Tool Tip' text describing their function.

Note: The TAB sequence through the Navigation fields will place focus on each field except the ‘Reset
Start Date’ button - __Thursday 25-Hov-2004 | (This is intentional).

Legend
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At the very bottom of the form is a Legend describing the colours used on the Calendar. These colours
are user-definable via the standard Pathway System Administration Menu Option. [System
Administration>>System Parameters>>Video Attribute Colour Maintenance].

The default colours are as shown below:

Legend Unavailable CancelledDeclined Confirmed

Available Awaiting Response m Weekend
Pubilic Holiday | Other

Note: If a Booking Line Status is set to (default), then the Booking Status value will be used.

The order of priority for the display of Status colours is as follows:
8. Available
9. Cancelled/Declined
10. Tentative
11. Awaiting
12. Confirmed
13. Unavailable
14. Conflicting

Note: When more than 1 Booking occupies a Time Block, the Status with the higher number will be the
one whose colours displays on the Calendar.

Monthly Calendar Button
Selecting the Monthly Calendar Button allows the user to switch to the Monthly Calendar View.

Bookings Monthly Calendar Form

The Monthly Calendar will display all ‘valid’ Bookings within a selected Month. This excludes any
Bookings that have been ‘Cancelled’ or ‘Declined’.

The Bookings can be displayed for a specific Facility or all Bookings for all Facilities for the current
Booking Class can be shown. When Bookings are displayed for a particular Facility the Booking
Numbers will be prefixed with a character to identify the type of Booking, e.g. “F” (Facility Booking), “S”
(Related Sub-Facility Booking) or “P” (Related Parent Facility Booking). However, when all Bookings
are being displayed then only the Booking Number is shown.

The Monthly Calendar view is accessed by clicking the Monthly Calendar button on the Bookings
Search Profile. Alternatively it can be accessed from the Weekly Calendar. In this scenario the
current Date and Facility will be passed to the Monthly Calendar. Any other Search Profile data
specified will also be used by the Monthly Calendar.

If a search profile is used for displaying the Monthly Calendar, the following text will display at the top of
the Calendar to indicate this: “Search Profile criteria have been applied”.

Note: References to the Weekly Calendar will only display if the Weekly Calendar Authorised Function
has been made available.

The Search Profile can be used to filter records before accessing the Monthly Calendar:

Infor Public Sector July 17 Page 159




Bookings Management User Guide Booking Maintenance/Enquiry

e The Booking Date/Time profile field allows the user to specify the starting Date for the
Calendar, however, only the 'From' Date and Time is used. The 'To' Date and Time value will
be ignored. If nothing is entered, then the Calendar assumes 'Today' as the starting Date.

e If a Booking Number or a Booking Number Range is entered on the Search Profile, the
Calendar only show those bookings but the Calendar will open to the Month start (based on
Today’s Date or the ‘From’ Date if populated on the Search Profile). Unlike the normal Search
process where a single Booking Number entry will take you directly to that Booking, regardless
of the other search profile values, the Calendar forms will ALWAYS subset any search profile
data within the Month of the starting Date.

e The Monthly Calendar is designed to work with ALL Bookings for a Month. You can also filter
the Facility bookings by populating the Facility field on the Search Profile screen or via the
Facility filter once in the Calendar.

Features of the Monthly Calendar
The Monthly Calendar has the following features and provides the following functionality:

]

The ability to select a different Facility for the displayed Month is provided using a Facility popup in
the top frame of the form.

If a Facility is selected, the top frame of the form will display useful details about the Facility.

The body of the form displays the Calendar itself. This is represented as a grid of 35 Days divided
into 4 six hour time blocks. The grid is displayed with 7 items across, which represent the 7 Days
of the Week starting on a Monday. The Calendar will be displayed such that the 'First' of the month
occurs on its '‘Day'. Any days to the left of the 'First' will be 'hidden' and not available. However, if
the 'First' of the month occurs late in the week, then there may not be enough occurrences in the
grid to represent every date of the month. In this case the last one or two days will be shown at the
top of the Calendar. This mimics the way that we normally see a Monthly Calendar printed.

Each valid Day has a heading button that details the Day number (Date) of that Day. Clicking on
this button will 'select’ every time block within the day and then call Booking Entry to 'Modify' the
Bookings found on that Day.

Each time block will be coloured based on whether there are any Bookings or not in that 6 hour
time period.

Each time block, where there are Bookings, will display a simple list of the Booking Number(s)
within that time block. Where there is no specific Facility chosen, this will be just a list of the
Booking Number(s). However, where a Facility has been specified, the Booking Number(s) will be
prefixed with a character to identify the type of Facility Booking:

e "F"for Facility Bookings

e "P" for Parent Facility Bookings (where the currently displayed Facility is an 'Autobook’
Sub-Facility)

e "S" for Sub-Facility Booking (where the Booking is for another Sub-Facility of the same
Parent Facility).

Each valid Day can have a second heading button displayed. This is the 'Information’ button il
and will be shown if there are any 'Related’' Bookings or Activities occurring throughout that Day or
where Bookings occur for a Facility that allows ‘Multiple Bookings’.. Clicking on this button will take
the user to the standard 'Related Bookings Enquiry' form. This button will also display on any day
where a Booking exists for a Facility that allows Multiple Bookings.

The bottom frame of the form contains a 'Booking Details' summary information field which will
contain summary data about the Booking(s) in the time block which has focus.
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O Next to the Booking Detail field are a set of navigation buttons and fields that allow the user to
move the Calendar display.

Q There is a Month button that shows the original start Date Month that was selected when entering
the form. Clicking on this button will reset the Calendar back to this Month.

Q There is a 'Month' dropdown field and a "Year' field. The 'Month' field allows the user to enter a new
Month for the Calendar display. The "Year' field allows the user to specify a different Year.

Q The two navigation buttons provide the following functions: 'Previous-Month' and 'Next-Month'. If
the mouse cursor is hovered over these buttons some Tool Tip' text will display describing their
function.

a Atthe very bottom of the form is a Legend describing the colour of the 'Bookings Exist' status used
on the Calendar. This colour, and the 'No Bookings Exist' colour which is not shown in the Legend,
are user definable via the standard Pathway System Administration Menu Option.

a At the bottom of the form is a 'Weekly Calendar button, to allow the user to switch to the Weekly
Calendar View.

Q The 'Book' button allows the user to pass the details of selected Time Blocks through to Booking
Entry in order to create a new Booking.

a The ‘Modify' button allows the user to go to Booking Entry and modify the details of the selected
Booking(s). If time blocks are multi-selected, and there are multiple Bookings within the selection,
then the standard Booking Selection form will be shown in order to further select which Booking is
to be modified. (Note that in Enquiry Mode the ‘Modify' button will be shown as 'Display’).

Navigating through the Calendar

Q The Calendar forms use a specialised keyboard definition to help you navigate around the form.
When focus is within the body of the Calendar the Cursor-Up and Cursor-Down keys will move you
one occurrence up or down the Day column. When you reach the top or bottom of a column, then
focus will move to the bottom or top of the next/previous column. The TAB key will move you one
occurrence to the right through the Calendar. When you reach the 'End' of the Calendar then focus
will jump out of the Calendar to the fields at the bottom of the form. The TAB sequence here will
tab through all the fields but does miss the 'Reset Start Date' button, this is intentional. When you
TAB out of the 'Close' button, focus will jump to the 'Facility Code' field at the top of the form.
Eventually you will tab back into the body of the Calendar. the BACK-TAB works in the reverse
way.

a Double Clicking on a time block will perform the usual 'Modify' processing for the Booking(s) in the
time block.

Q The Calendar supports 'Multi-Selection'. The way that the displayed time blocks (occurrences) are
selected is special for this form. Because the Calendar is displayed as a grid of occurrences the
selection will work 'Across' the columns, rather than ‘Up’ and ‘Down’ which is the standard way that
we would process the occurrences (as in the Weekly Calendar). So, if you use SHIFT+Click you
should get occurrences selected from where you last Single-Clicked to the occurrence that you just
clicked on. CRTL+Click will '‘Append' additional selections in the normal way.

Note: As of Release 3.05 a change has been made such that when the date period is altered the
system will by default remain focused on the previously selected Facility instead of automatically
jumping to the first active booking on the new date range.

A new "Focus on first active Booking" checkbox has been added to the date controls to allow original
functionality (ie. automatically changing selection) for users who preferred the old method. When this
is checked on, the forms will behave as before.
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Bookings Monthly Calendar form

Facility Details

The Facility field and pop up in the top frame of the form allow the user to select or change the Facility
for the displayed Month. This may be left blank to show all Facilities. If a Facility is selected, the top
frame of the form will display useful details about the Facility including the following:

Facility Name and Description
Facility Type

Parent Facility

Capacity

Allow Multiple Booking indicator
Internal Bookings Only indicator

Calendar Day Time Blocks

The body of the form displays the Calendar itself. This is represented as a grid of 35 Days divided into
4 six hour time blocks. The grid is displayed with 7 items across, which represent the 7 Days of the
Week starting on a Monday. The Calendar will be displayed such that the 'First' of the month occurs on
its 'Day'. Any days to the left of the 'First' will be 'hidden' and not available. However, if the 'First' of the
month occurs late in the week, then there may not be enough occurrences in the grid to represent
every date of the month. In this case the last one or two days will be shown at the top of the Calendar.
This mimics the way that we normally see a Monthly Calendar printed.

Each valid Day has a heading button that details the Day number (Date) of that Day. Clicking on this
button will 'select' every time block within the day and then call Booking Entry to 'Modify' the Bookings
found on that Day.

Each time block will be coloured based on whether there are any Bookings or not in that 6 hour time
period.
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Each time block, where there are Bookings, will display a simple list of the Booking Number(s) within
that time block. Where there is no specific Facility chosen, this will be just a list of the Booking
Number(s). However, where a Facility has been specified, the Booking Number(s) will be prefixed with
a character to identify the type of Facility Booking as follows:

e "F"for Facility Bookings

e "P" for Parent Facility Bookings (where the currently displayed Facility is an 'Autobook’
Sub-Facility)

e "S" for Sub-Facility Booking (where the Booking is for another Sub-Facility of the same
Parent Facility).

Each valid Day can have a second heading button displayed. This is the ‘Information' button L= and
will be shown if there are any 'Related' Bookings or Activities occurring throughout that Day that may
impact on the Booking. Clicking on this button will take the user to the standard Related Bookings
Enquiry form.

The Calendar Day Time Blocks can be multi-selected using the mouse and the keyboard. These
selections can then be passed to Booking Entry by using the ‘Book’ button to create a hew Booking..
Where the selections include existing Bookings, the ‘Modify’ button may be used to access those
Bookings.

Each ‘Day’ button allows all Bookings within that day to be modified or displayed. This is equivalent to
selecting the four time blocks for the Day and clicking the ‘Modify’ button.

Booking Details

The ‘Booking Details' summary box is an information field which displays summary information about
the Booking(s) in the currently highlighted time block. Double-clicking or pressing F2 in the field will
zoom in to display the full details of the field. If more than one Booking is occupying a time slot, then
details of both Bookings will display in this field, e.g.
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5 Booking Details [_ |O0)
Y

- |Booking: 31 - Promotion

From: 11:00 To: 12:00

Type of Booking: Facility Booking (RC - Reception Roam]
Activity: MEDIA - Media LaunchEvent
Sub-Type: ML - Media Launch

Biooking Status: E - Entered

Customer Type: SPOR - Sporting

Customer: hMizs Eddi Chicco

Receiving Officer: CHICCOE - Eddi Chicoo
Responsible Otficer; CHICCOE - Eddi Chicco
Attendees: 100

Significant Booking: Mo

Irterral Bocking: Mo

Recurring Booking: No

Biooking Line Status; Avwaiting Response

Booking: 29 - Commercial
| From: 0500 To: 03:00
Type of Booking: Parent Facility Booking (FCC - Fullarton Caommunity Centre)
Activity: FILM - Filin & “icleo
Sub-Type: F= - Film Shoat
Biooking Status: © - Confirmed
Customer Type: SPOR - Sporting
Customer: Mrz Bianca Chicco
Receiving Officer: CHICCOE - Eddi Chicoo
Responsible Otficer; CHICCOE - Eddi Chicco
Attendees: 400
Significant Booking: Yes
Applies only to Ward: Mo
Irterral Booking: Mo
Recurring Booking: Mo
Booking Line Status: Tertative

v X 4B @

This field also displays tentative Booking details when a Booking is made through ePathway. Booking
Lines are created by ePathway users and exist from the time an ePathway user selects a Facility they
wish to book up until the time the Booking is confirmed by the user or the timeout period has expired.

Temporary booking lines are colour coded as ‘Tentative’ bookings, and have negative booking

numbers.

B Booking Details

=10l x|

. |Booking: -91 - ePathyweay Bookings Management

[ From: 12:00 Taof 1300

i Type of Booking: Facilty Booking (ROYAL - Royal Theatre)
Activity: EXPO - Exposition

Sub-Type: EXHIBITION - Exhibition

Booking Status: Tentative

Customer Type: ePathwesy Web Lser

Attendess: O

Booking Line Status: Tentative

Navigation Buttons

Fe

A set of navigation buttons and fields, as shown below, have been included to allow the user to move

the Calendar display.
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Hovember - 2004 |
Hovember -
;| ;|

ot

There is a Month button that shows the original start Date Month that was selected when entering the
form. Clicking on this button will reset the Calendar back to this Month.

There is a 'Month' dropdown field and a 'Year' field. The 'Month' field allows the user to enter a new
Month for the Calendar display. The 'Year' field allows the user to specify a different Year.

1 »

_| J The two navigation buttons provide the following functions: 'Previous-Month' and ‘Next-
Month'. These buttons will move the Calendar backwards or forwards by 1 Month. If a Month and
Year are selected/keyed in, then pressing one of the Navigation buttons will move the Calendar to the
specified Month and Year.

If the mouse cursor is hovered over these buttons some 'Tool Tip' text will display describing their
function.

Note: The TAB sequence through the Navigation fields will place focus on each field except the ‘Reset
Start Month’ button - _Hovember - 2004 | (This is intentional).

Legend

Each six-hour time block is coloured to indicate the existence of Bookings within that time. The
Monthly Calendar only indicates when Bookings occur. The status of Bookings and the available
times of Facilities are not represented graphically on this Calendar.

At the very bottom of the form is a Legend describing the colour of the 'Bookings Exist' status used on
the Calendar. This colour, and the 'No Bookings Exist' colour which is not shown in the Legend, are
user definable via the standard Pathway System Administration Menu Option.

The default colour is shown below:

Legend Bookings Exist

Weekly Calendar Button
Selecting the Weekly Calendar Button allows the user to switch to the Weekly Calendar View.

Note: Where the Weekly Calendar is not available (Authority is required for this function), the Weekly
Calendar Button will not be shown. In this situation the only available Calendar will be the Monthly
view.

Book Button
The Book Button allows the user to pass the details of selected Time Blocks through to Booking Entry
to create a new Booking.

Modify Button

The Modify Button allows the user to go to Booking Entry and modify the details of the selected
Booking. If time blocks are ‘multi-selected’, and there are multiple Bookings within the selection, then
the standard Booking Selection form will display to allow the selection of specific Bookings to modify.
(Note that in Enquiry Mode the 'Modify' button will be 'Display').

Facility Monthly Calendar Form
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Note: This is an authorised function. This means that the functionality will only be available if you are
authorised to use it. If customers do not have this option and require the functionality then it is
advisable that they contact their account manager to organise the purchase of this function.

This alternative view of the Monthly Calendar provides a list of all Facilities and Sub-Facilities,
displayed in expanded format, on the left hand side of the Calendar. A scroll bar allows viewing of any
Facilities not possible in the initial view.

Legend colours based on the Status of a Booking are similar to the Bookings Monthly Calendar view,
and Weekends and Public holidays are identified by a different colour.

Where the Calendar indicates that there is a Booking, placing focus on the time slot will display the
Booking Details. This will contain basic details about the booking such as the Booking Number,
Status, Activity Type, Booking dates and Activity Name.

Clicking on a booking on the Calendar and clicking the Modify button displays the Booking in
Maintenance mode or Enquiry mode (depending on which Menu Option the Calendar was accessed
from).

Where the Calendar indicates that the Facility in not booked, the user is able to highlight as many days
and time ranges as required using the CTL and SHFT functions and Click ‘Book’ or use the Double-
Click Function. This will create a Booking Request and automatically insert the Booking lines that were
selected.

In the Facility Monthly Calendar each day is broken down into a small block, and consequently, due to
limited space in being able to identify the time components, the times may need to be changed on the
booking once it has been created.

A Checkbox glyph positioned alongside the Facility indicates where a displayed Facility allows Multiple
Bookings. This will assist the user to identify those Facilities or Sub-Facilities that can have Multiple
Bookings. This flag does not however indicate that there are other Bookings for the Facility. (Note that
due to space restrictions there is no Label Heading for this check box, but if the user hovers their
mouse cursor over this check box field a Tool Tip description, ‘Allow Multiple bookings’ will be shown.)

B Bookings Monthly Calendar for Booking Class - Bookings by Council (Cash - override)
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Facility Monthly Calendar

Facility Description
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This panel shows the Facility Description with the Parent Facilities being bolded. If no Facility is
entered in the Search Profile, then all Facilities and their associated Sub-Facilities display in this panel.
If a Parent Facility is entered in the Search Profile, then it will display along with any Sub-Facilities that
are associated with it. If a Sub-Facility is entered into the Search Profile, then the Sub-Facility alone
will display in this panel.

Upon entry to the Facility Monthly Calendar, focus will be on the first Booking Time slot. If there are no
bookings displayed for the week that is displayed, then focus will be on the first Facility Description and
the first Time slot.

Allow Multiple Bookings
This flag will be checked ON where the displayed Facility allows ‘Multiple Bookings’.

Calendar Day Time Blocks

The Time Blocks are represented by white squares with 1 available for each day. They each represent
a 24 hour block of time.

Every day of the month is represented across the screen. Weekend days and Public Holidays are
identified according to the legend if they have been set up in the Calendar for the module.

Each Day Block will be coloured based on the Status of the Booking(s) within that time block
(according to the Legend).

Navigating the Calendar Days is simple. The Tab key will move the focus horizontally through the days.
When the end of a row is reached the cursor will move to the next row. Moving up or down is achieved
by using the Up/Down arrow keys.

Double-clicking on a Day block will perform one of the following functions:

e If no Booking exists for that Day Block then a new Booking will be created with details such as
the Date and Facility already entered in a Booking Line. The Time Range will not be
populated.

e If a Booking exists for that Day then double-clicking on the Day Block will perform the ‘Modify’
function and display the Booking Request for viewing or modification.

o If the Facility is open only part of the Day, then a message will display indicating this to inform
the user that the hours may need to be checked.

‘Multi-Selection’ of Days is also available. Because the Calendar is displayed as a grid of occurrences
then selection of Day Blocks works ‘Across’ the columns. Using SHIFT+Click will select occurrences
inclusively from the first click to the occurrence just clicked on. CTRL+Click will append additional
individual selections.

Note: If a Facility has certain unavailable Booking Times and a Booking is made which starts or ends in
an unavailable time slot but most of the Booking occurs in an available time slot, then the Booking will
be valid. However, if an entire Booking is made in an unavailable time slot, then an error message will
display and the Booking will be set to ‘Conflicting’ and will not be able to proceed.

Booking Details

The ‘Booking Details' summary box is an information field which displays summary information about
the Booking(s) in the currently highlighted Day block. Double-clicking or pressing F2 in the field will
zoom in to display the full details of the field. If more than one Booking is occupying a time slot, then
details of both Bookings will display in this field, e.g.
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B Booking Details Hi=l
Booking: 26 - Xmas Patty .

From: 14:00 To: 20:00 1
Type of Booking: Facility Booking (FCC - Fullarton Community Centre)
Activity: PARTY - Party

Sub-Type: XMAS - Xmas Party

Booking Status: E - Entered

Customer Type: RESI - Resident

Customet: Mizs Eddi Chicco

Receiving Officer: CHICCOE - Eddi Chicco

Responszible Officer; CHICCOE - Eddi Chicco

Attendees: 200

Significant Booking: Yes

Applies only to Ward: Mo

Irternal Booking: Mo

Recurring Booking: Mo

Booking Line Status: Tentative

Booking: 24 - Xmas Party
Frotm: 15:00 Tao: 22:00
Type of Booking: Facility Booking (FCC - Fullarton Community Centre)
Activity: PARTY - Party
Sub-Type: XMAS - Xmas Party
Booking Status: E - Entered
Customer Type: RESI - Resident
Customet: Mizs Eddi Chicco
Receiving Officer: CHICCOE - Eddi Chicco
Responszible Officer; CHICCOE - Eddi Chicco
Attendees: 200
Significant Booking: Yes
Applies only to Ward: Mo
Irternal Booking: Mo
Recurring Booking: Mo
Booking Line Status: Conflicting

v X & Ez (3

This field also displays tentative Booking details when a Booking is made through ePathway. Booking
Lines are created by ePathway users and exist from the time an ePathway user selects a Facility they
wish to book up until the time the Booking is confirmed by the user or the timeout period has expired.

Temporary booking lines are colour coded as ‘Tentative’ bookings, and have negative booking
numbers.

_lojx

. |Booking: -91 - ePathyweay Bookings Management .
From: 12:00 Tof 1300

Type of Booking: Facilty Booking (ROYAL - Royal Theatre)

Activity: EXPO - Exposition

Sub-Type: EXHIBITION - Exhibition

Booking Status: Tentative

Customer Type: ePathwesy Web Lser

Attendess: O

Booking Line Status: Tentative

Navigation Buttons
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A set of navigation buttons and fields, as shown below, have been included to allow the user to move
the Calendar display.

Hovemnber - 2004 |

| |Huuemher -
) |2ﬂ04 g

There is a Month button that shows the original start Date Month that was selected when entering the
form. Clicking on this button will reset the Calendar back to this Month.

There is a 'Month' dropdown field and a 'Year' field. The 'Month' field allows the user to enter a new
Month for the Calendar display. The 'Year' field allows the user to specify a different Year.

L 2

_| J The two navigation buttons provide the following functions: 'Previous-Month' and 'Next-
Month'. These buttons will move the Calendar backwards or forwards by 1 Month. If a Month and
Year are selected/keyed in, then pressing one of the Navigation buttons will move the Calendar to the
specified Month and Year.

If the mouse cursor is hovered over these buttons some 'Tool Tip' text will display describing their
function.

Note: The TAB sequence through the Navigation fields will place focus on each field except the ‘Reset
Start Month’ button - _November - 2004 | (This is intentional).

Legend

Each Day block is coloured to indicate the existence of Bookings within that time. The Monthly
Calendar only indicates when Bookings occur. The status of Bookings and the available times of
Facilities are not represented graphically on this Calendar.

At the very bottom of the form is a Legend describing the colour of the 'Bookings Exist' status used on
the Calendar. This colour, and the 'No Bookings Exist' colour which is not shown in the Legend, are
user definable via the standard Pathway System Administration Menu Option.

In addition, background colours and text colours are used to identify Weekends and Public Holidays.

The default colour is shown below:

Legend Bookings Exist Weekend
| Pulslic Holiday | Other

Weekly Calendar Button
Selecting the Weekly Calendar Button allows the user to switch to the Weekly Calendar View.

Note: Where the Weekly Calendar is not available (Authority is required for this function), the Weekly
Calendar Button will not be shown. In this situation the only available Calendar will be the Monthly
view.

Resource Calendar Search Profile Form
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Note: This is an authorised function. This means that the functionality will only be available if you are
authorised to use it. If customers do not have this option and require the functionality then it is
advisable that they contact their account manager to organise the purchase of this function.

The Authorised function “Bookings Calendar Views For Facility and Resource” must be activated for
access to this calendar. In addition, the ‘Facility Calendar Default’ flag in Booking Class Parameters
Maintenance must be ON.

The Resource Calendar Search Profile allows the user to search for a Resource by Resource Code,
Description and/or Type. Wildcard searching is permitted on the Code and Description.

B Resource Calendar Search Profile =101l
Booking Class  |BOOKINGS Bookings by Council (Cash - override)
Facility |CINERL Cinema
Resource Code
Descrigtion
Resource Type Code L)I [ |
| Search I | Close ;

Resource Calendar Search Profile

Booking Class/Facility
These fields display the selected Booking Class details as well as any Facility that was specified in the
Booking Search Profile.

Resource Code/Description/Resource Code Type

These fields allow a Resource Code, Description and/or Resource Type Code to be entered as a
search profile on which to perform a search. Wildcard searching is available on the Description and
Code.

Resource Calendar Form

Note: This is an authorised function. This means that the functionality will only be available if you are
authorised to use it. If customers do not have this option and require the functionality then it is
advisable that they contact their account manager to organise the purchase of this function.

The Resource Calendar is a Weekly Calendar which displays all Resources for a Class and its
Facilities. If a Resource has been booked, the time of the booking will be highlighted in the appropriate
colour. If focus is placed on a time block, the booking details will display the bookings related to the
Resource.

Note: The ‘Bookings Weekly Calendar authorised function must be checked ON in order to use this
Calendar.
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Resource Calendar

All Resources that fit the selection criteria will be displayed on this calendar and will include Mobile
Resources.

As per the Facility Weekly and Monthly Calendars, if a Resource has been booked for that time, the
field will be displayed in the appropriate colour to notify the user of this fact and the Booking Details
panel will display the details of the Booking. If the user double-clicks (or F2) on the field they will be
taken to the Booking Maintenance/Enquiry form for that Booking.

Note: this calendar does not allow Bookings to be made for Resources. It is merely used to keep
track of where Resources are.

In Booking Entry, in the Resources allocation for a Booking Line, if the Resources has already been
allocated to another Booking for that time, the user is prompted with a question asking if they wish to
view the Details or the Calendar. If the Calendar option is selected, the Resource Calendar is
displayed.

As this Calendar functions similarly to the Weekly Calendar, please refer to the section on Facility
Weekly Calendar for more details.

Available Facility Search Profile Form

The Available Facility Search Profile form allows the user to search over Facility information to find
available Facilities. This is used when searching for a venue to book out to someone. This will search
for a Facility that meets the entered search criteria and is free for booking on the entered dates and
times. Entering a “Capacity” range will ensure that a Facility able to accommodate the correct number
of people is retrieved. The search will display Facilities that meet the search criteria.

Performing a search over “Facilities” in general by not specifying any search criteria will ignore the
availability status. This allows the user to see what bookings have been made against Facilities.
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If a Recurrence Pattern is specified, then the Available Dates fields on this form are not included in the
search profile as the Dates and Times from the Recurrence Pattern form are used instead.

Note: If a search has been performed using a Recurrence Pattern, and the user wishes to perform
another search without one, then it will be necessary to access the Recurrence Pattern form (by
selecting the Pop Up button next to the field) and delete the record by pressing F11 or selecting Delete
from the Edit Menu at the top of the screen. This will remove the Recurrence Pattern criteria from the
Search Profile in preparation for another search.

See further details on Recurring Bookings.

B Available Facility search Profile 101 =l
Booking Class [FUMCTIONS | [Functions Booking Class (Dektors - overrids)

— Available Facility Details
Available Dates | -

Recurrence Pattern B |
Mazimum Clashes
Facility Code |
Facilty Type Code il
Ares Code |
Activity Type [DANCE | [pance
Activity Sub-Type |BALL S I EET
Capacity =
Rezource Types |Barbeque - Attributes  |Baby Changing Room -
Computer Disabled Toilets
Overhead Projector Kitchen
Phone Power
Phone Conference Facilities j ‘Water j
Resources Available [ For Internal Booking [~

Available Facility Search Profile form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.qg.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Available Dates

Enter a range of dates on which to base your search. Dates may be keyed in or selected from the
Calendar Pop Up.

Note: If a Recurrence Pattern is specified, then these Available Dates fields are not included in the
search profile as the Dates and Times from the Recurrence Pattern form are used instead.

Recurrence Pattern

The user is also able to use the advanced searching option of Recurrence Pattern which allows the
search for recurring available bookings. The entry of the time required is mandatory., i.e. this allows
for a search to see if the Town Hall is free from 9am — 11am every fortnight for the next 3 months.
This field is optional.

See further details on Recurring Bookings and Conflicting Bookings.
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Maximum Clashes
Enter a number to indicate the maximum number of clashes that will be acceptable when retrieving
Facilities. This field is optional.

Facility Code
Enter a Facility Code or select one from the Pop Up to include in the search profile. This field is
optional.

Facility Type Code
Enter a Facility Type Code or select one from the Pop Up to include in the search profile. This field is
optional.

Area code
Enter an Area Code or select one from the Pop Up to include in the search profile. This field is
optional.

Activity Type

Enter an Activity Type or select one from the Pop Up to include in the search profile. Using this field
allows the search to be filtered to include only those Facilities associated with the selected Activity
Type. This field is optional.

Note: ePathway will apply the same logic for web Facility searching.

Activity Sub-Type

Enter an Activity Sub-Type or select one from the Pop Up to include in the search profile. Using this
field allows the search to be filtered to include only those Facilities associated with the selected Activity
Sub-Type. This field is optional.

Note: ePathway will apply the same logic for web Facility searching.

Capacity
Enter a range of numbers to specify a minimum and maximum capacity for the Facility to include in the
search profile. These fields are optional.

Resource Types
This field allows the user to specify certain Resource Types as being attached to the Facility. This
allows the user to conduct a search for Facilities that have a kitchen and a white board.

Note: Mobile Resources are not displayed as part of this selection.

Attributes

Attributes is also available as a search option and when using this option, all Facilities that have the
Attributes attached will display and allow the user to select a Facility and subsequently create a
Booking Request. The user is able to select one or more Attributes to search for. This option may be
used in combination with Resource details and other Facility information and date ranges.

Resources Available
Check this flag ON if you wish to find available Facilities which also have certain Resources available.
This flag would be used in conjunction with the selection of one or more Resources.

This allows the user to search for Facilities that have the specified resource available on the dates and
times entered in the search profile. The ability to nominate one or more Resource Types is provided.

If an open search is performed (i.e. no dates), the system will search for all available Facilities where
the selected Resources are available from the current date and time onwards.

For Internal Booking
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Check this flag ON if the available Facilities are to also include Facilities that are flagged for ‘Internal
Bookings only’.

If this flag is checked ON before a search is performed, the search results will include Facilities (and
Sub-Facilities) which are flagged ‘For Internal Booking’ at the parameter level. Additionally, when one
or more of these ‘Internal’ Facilities (or Sub-Facility) is selected from the Selection form to create a
new Booking, the Internal Booking flag on the Booking Entry form will be automatically checked ON to
prevent any Fees from being allocated.

See further details: Internal Bookings Only

Recurrence Pattern Maintenance Form

This form may be used to define a Recurrence Pattern on which to search for Available Facilities. This
will define criteria for retrieving any Facilities which are available for booking on a recurring basis, i.e.
daily, weekly, monthly or yearly.

To create a new Recurring Booking via the “Available Facilities” search button:
1. On the Booking Search Profile select the Available Facilities button
2. On the Available Facility Search Profile click the Pop Up button on the Recurrence Pattern field
3. Set up a Recurrence Pattern and click OK
4. Back on the Available Facility Search Profile select any other required search criteria, e.g.
Resources
Click the Search button
Select an available Facility or Sub-Facility from the Available Facility Selection (Recurrence)
form and click the Book button
7. This will create a new Booking Request with the first Booking Line added, and, by default,
the Recurring Booking flag is checked ON.
8. Fill in the required Booking details and select the Recurrence button against the Booking Line
to generate all instances of the Recurring Booking.
9. A confirmation message will display indicating the number of occurrences that will be created
10. Click Continue

o 0

When ‘Recurrence Pattern Maintenance’ is used to generate Lines for a Booking with the Recurring
Booking checkbox set ON, the checkbox is dimmed. All of the generated Lines are linked to the same
Recurrence Pattern, which can only be accessed in display mode via “Recurrence Pattern Enquiry”.
However, new Lines can be entered on the Booking Request and a different Recurrence Pattern can
be specified against these.

To generate Recurring Booking Lines from an existing Booking Line
1. Check the Recurring Booking flag ON
2. On a Booking Line, click the Recurrence Button
3. On the Booking Line Recurrence Pattern Maintenance form set up the required Recurrence
Pattern and click OK
4. This will create a Booking Line for each occurrence in the Recurrence Pattern, as well as dim
the Recurring Booking checkbox, indicating that the Booking Lines are now linked.

Generating Multiple Booking Lines via ‘Recurrence Pattern Maintenance’

‘Recurrence Pattern Maintenance’ may be used to simply generate multiple Booking Lines without a
Recurrence link, by ensuring the ‘Recurring Booking’ flag is OFF when the Recurrence button is
selected. The Booking Lines generated are regarded as ordinary Booking Lines.

Note: When Recurring Booking Lines/Multiple Booking Lines are generated, the Fee charges from the
Parent Booking Line (including any discounts and inserted Charges) are applied to the generated
Lines.

See further details on Conflicting Bookings and Booking Line Processing.
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Booking Maintenance/Enquiry

B Recurrence Pattern Maintenance ol x|
Start Date | Thursday 10-Jun-2004 Start Time Il]9:3ll End Time |1ll:l]l]
{+ End after |5 OCCUrrences
" End Date [Sunday 10-Oct-2004
[~ Daily
s Every |1 deyis) (+ Day |1|] of every |1 monthis)
£ Evetyiiieekilay, = The |second .| [Thursday .| of swery |1 monthiz)
[~ eekly [~ Yearly
Every, |1 weekl(s]) {+ Every. [June -~ |1|]
on [~ Manday. I~ Tiesdsy [~ | Wediesday C1Ther [second =]/ |Thursday -] of [June |
[ Thursdays [ Eriday [~ Saturday
[~ Simday
[0 4 Zancel

Recurrence Pattern Maintenance form

Start Date/Start Time/End Time/ End After X Occurrences/ End Date

The user is required to enter a Start Date, Start Time and End Time over which to search as well as
the number of occurrences the Booking is required for. The system will then calculate the End Date
based on the Daily, Weekly, Monthly or Yearly settings. Alternatively, a Start Date and End Date may
be entered and the system will calculate the number of occurrences based on the other parameters. If
the Start Date or End Date is modified, then the Number of occurrences able to be scheduled between
those dates will be recalculated based on the other parameters. Initially, the current Date and Time
(rounded to the nearest half hour) will default into these fields (with an End Time of half an hour later)
as they are mandatory fields. The user is then required to modify them to correspond to the proposed
booking schedule.

Daily/Every X Days/Every Weekday
These fields allow the user to specify the pattern of recurrence which the Booking is likely to follow, e.g.
Every 2 days, or Every Weekday.

Note: The user is required to enter a Start Date for the Daily occurrence as well as an End Date or the
number of bookings required. One of these must be entered for the search to proceed. (see Start
Date.).

Weekly/Every X week(s)/On (Day of Week)
These fields allow the user to specify the pattern of recurrence which the Booking is likely to follow, e.g.
Every 2 weeks on Thursday.

The user is allowed to nominate more than one day on which the event can occur.

Note: The user is required to enter a Start Date for the Weekly occurrence as well as an End Date or
the number of bookings required. One of these must be entered for the search to proceed. (see Start
Date..).

Monthly/Day X or every X month/The X Day of every X Month(s)
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These fields allow the user to specify the pattern of recurrence which the Booking is likely to follow, e.g.
Day 10 of every 2 months; or The second Thursday of every 1 month.

Note: The user is required to enter a Start Date for the Monthly occurrence as well as an End Date or
the number of bookings required. One of these must be entered for the search to proceed. (see Start
Date.)

Yearly/Every (Month) (Year)/The X (Day) of (Month)
These fields allow the user to specify the pattern of recurrence which the Booking is likely to follow, e.g.
Every June 10, or The second Thursday of June (where the date will differ each year).

Note: The user is required to enter a Start Date for the Yearly occurrence as well as an End Date or
the number of bookings required. One of these must be entered for the search to proceed. (see Start
Date.).

Available Facility Selection Form

The Available Facility Selection form displays all Facilities meeting the search criteria. Once a display
of available Facilities is provided the user is able to select one or more occurrences and create a
Booking Request by selecting the ‘Book’ button. The selected Facility is then automatically linked to
the Booking Request.

The Multi-Book flag displays for any Facility that allows Multiple Bookings and another Booking has
been found at any time on the same day as the displayed time frame. Note that this differs slightly
from the other indicators, like Sub Facilities etc. where the indicator only shows when other Related
Bookings occur at the same time as the displayed Time Frame.

The ‘Info’ icon button is shown for a Facility that allows Multiple Bookings and other Bookings for that
Facility occur on the same Day.

This form also includes the ‘Display Calendar’ button along with the ‘Info’ button when there are other
Bookings for a Facility that allows Multiple Bookings. This will give the user the option of viewing the
displayed ‘Available’ time frame, and the other Bookings for the Facility, by using either the ‘Related
Bookings Enquiry’, or the ‘Calendar’, if they wish. By using the Calendar the user will be able to view
Bookings that occur on and around the day of the selected timeframe, in the same way they can from
Booking Entry.

If the user attempts to book a Facility that has been flagged in this way from the ‘Available Facilities
Selection’ form the following message dialog will display as an additional prompt that other Bookings
exist that may impact the new Booking.

Note: In Enquiry mode this form is called “Available Facility Enquiry” and exhibits the following
characteristics:
= Multi-select is not available
= The ‘Book’ button is not available
= Double-clicking on an occurrence does nothing
= The Related Booking Enquiry and Calendar buttons will display where appropriate and will
display in Enquiry mode.
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Available Facility Selection

Related Bookings/External Activities

If any of the selected booking occurrences are affected by related Bookings or Activities (e.g.

Significant Bookings, Associated Facility Bookings or External Activities) a message will display to
warn the user, e.g.

"j The Facility, Conference Room, has related bookings | activities on 06-Jan-2006 between 10:22:00 and 23:59:00,
L

Cu:untinuel Detail | Cancel |

The user is then able to view the details of the related bookings/activities, Cancel out and make a
different selection, or continue with the Booking.

Subsequently, when a new Booking Request is created containing the selected Booking Lines an
Information Button L will display on the affected Booking Line, e.g.
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Booking Entry form showing the Information button on the Booking Line

The Information button allows the user to view any related Bookings/Activities/External Activities etc if
they exist.

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility Code/Description/Facility Type
These fields display details of the Facility, e.g. TR1, Training Room 1, Corporation.

Sub -Type Flag
This flag displays against each Facility to indicate whether the Facility is a Sub-Facility.

Available Day
This field displays the day on which the Facility is available.

Available Date
This field displays the Date on which the Facility is available.

Time From/Time To

These fields display the Times at which the Facility is available. If no further bookings exist for the
Facility, then the ‘Time To’ component will be blank, indicating that the Facility is available indefinitely
from then on.

Multi-Book Flag

The indicator shows the status of the ‘Allow Multiple Booking’ flag of the Facility for which the enquiry
has been called. This flag will be checked on whenever any other Booking for the Facility occurs at
any time on the same day, (whereas the other indicators only show when Related Bookings occur at
the same time as the displayed timeframe.)

Sub Facilities Flag
This indicator will be set ON if any Bookings exist on any sibling Sub-Facilities of the listed Sub-Facility.
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Associated Facilities Flag

This indicator will be set on if any Associated Facilities have Booking Requests for the Date and Time
that the search has been conducted. A detail button is available that will display the Related Bookings
Enquiry form listing all the Bookings for the Associated Facilities.

Significant Booking Flag

This indicator will be set ON if there are any Significant Bookings in the Area where the Facility is
located e.g. A potentially noisy function could have been booked for an adjacent Room in the same
Facility, and this could be a factor for the customer to consider when making a Booking.

A detail button is available that will display the Related Bookings Enquiry form listing all the Significant
Bookings.

External Activity Flag

This indicator will be set ON if there are any External Activities that have been set for notification on the
current system date.

Unavailable Resources Flag

This indicator will be set ON to indicate that for the specified time slot there is no Resource of the
required type that is available for the whole duration, i.e. None of the specified Resources are booked
simultaneously, but none is available for the entire duration. For example,

The required date/time is Wednesday, 30" June 11.00am to 4.00 pm.
Computer 1 has been booked from 9.00 am to 12.00 pm

Computer 2 has been booked from 1.00 pm to 5.00 pm

Neither computer is available for the entire required duration.

In this case the Facility displays on the Selection form with a detail button where the user can check
the available and unavailable time slots.

Information Button

The Information button L | will display if there are any flags set to ON indicating there are Booking
Requests present. Selecting this button will display the Related Bookings Enquiry form displaying
details of Bookings or External Activities that need to be considered. This button will also display when
a ‘Multi-book’ situation occurs for a Facility on the same day. In addition the Calendar Button will
display alongside the ‘Info’ button to give the user a choice of how they would like to review the ‘Other’
Related Bookings.

Costs Summary

The Costs Summary box displays details of Fee Charges for a selected Facility within an available
Date/Time range, e.g.

—Costs S v
Facility Costs Summary -
Charge Description Fee Type Rate/Fixed Amount Eond Time Ranges Maxhours for Half Day Fro Rata Minimum Amount
Change FRoom/Lockers Charg Fixed 70.00 o
Bond charge Fixed 80.00 Fes
-

If a Facility is flagged for Internal Bookings only, then no Charges will apply and hence none will display
in the Costs Summary box, e.g.

—Costs S v

Facility 'CIVIC' iz for internal Bookings only. It does not support fees. -

If a Facility belongs to a Booking Class in which the ‘Allow Fees against Facility’ flag has been turned
OFF, then no Charges will display in the Costs Summary box, e.g.
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—Costs y

Wo costs information awvailable as the Booking Class 'BOOKINGS' does not support Facility fees. -

Double Clicking or pressing F2 in the field will zoom the Summary box.

Available Facility Summary

The Available Facility Summary box displays details of the selected Facility, such as Street/Suburb
Location etc, e.g.

— Auailable Facility Summanry

Details: -
Change Rooms/Lockers/Showers

Street/3uburb Locations:
Goodyood Foad WAYWVILLE (Current) —

Double Clicking or pressing F2 in the field will zoom the Summary box.

Attributes Summary
The Attributes Summary box displays all Attributes pertaining to a selected Facility, e.g.

— Attributes Summary

BEQ - BE Facilities -
CP - Children's FPlayground

DT - Disabled Toilets

FO - Football Owal

WAT - Water

Double Clicking or pressing F2 in the field will zoom the Summary box.

Available Facility Selection (Recurrence) Form

The Available Facility Selection (Recurrence) form displays after a search has been performed using a
Recurrence Pattern. See Recurring Bookings via Available Facility Search.

It displays all Facilities meeting the search criteria. Once a display of available Facilities and Sub-
Facilities is provided the user is able to select the Facility and create a Booking Request. The selected
Facility is then automatically linked to the Booking Request.

If any indicators on the right-hand side are checked ON it means that other Bookings /External
Activities exist at the same time which may impact on the booking of the Facility/Sub-Facility. If any
indicators are ON, an Information button will become available to allow the user to display the Related
Bookings.
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Available Facility Selection (by Recurrence Pattern) form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Recurrence Pattern

This field contains a description of the Recurrence Pattern established in the Recurrence Pattern
Maintenance form.

Facility Code/Description/Facility Type
These fields display details of the Facility., e.g. AS, AAMI Stadium, OVAL.

Sub
This flag displays against each Facility to indicate whether the Facility is a Sub-Facility.

Clashes
This field displays the number of Booking Clashes encountered for a Facility.

Sub-Facilities
This indicator will be set ON if any Bookings exist on any sibling Sub-Facilities of the listed Sub-Facility.

Associated Facilities

This indicator will be set on if any Associated Facilities have Booking Requests for the Date and Time
that the search has been conducted. A detail button is available that will display the Related Bookings
Enquiry form listing all the Bookings for the Associated Facilities.

Significant Booking

This indicator will be set ON if there are any Significant Bookings in the Area that the Facility is located.
A detail button is available that will display the Related Bookings Enquiry form listing all the Significant
Bookings.

External Activity
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This indicator will be set ON if there are any External Activities that have been set for notification on the
current system date.

Unavailable Resources

This indicator will be set ON to indicate that for the specified time slot there is no Resource of the
required type that is available for the whole duration, i.e. None of the specified Resources are booked
simultaneously, but none is available for the entire duration. For example,

The required date/time is Wednesday, 30" June 11.00am to 4.00 pm.
Computer 1 has been booked from 9.00 am to 12.00 pm

Computer 2 has been booked from 1.00 pm to 5.00 pm

Neither computer is available for the entire required duration.

Costs Summary
The Costs Summary box displays details of Fee Charges for a selected Facility within an available
Date/Time range, e.g.

— Costs 5 ry
Facility Costs Sunmary -
Charge Description Fee Type Rate/Fixed Amount Fond Time Ranges Maxhours for Half Day Pro Rata Minimum Awount
Change Foom/Lockers Charg Fixed 70.00 o
Bond charge Fixed g0.00 Tes
-

If a Facility is flagged for Internal Bookings only, then no Charges will apply and hence none will display
in the Costs Summary box, e.g.

—Costs S v

Facility 'CIVIC' is for internal Bookings only., It does not support fees. -

If a Facility belongs to a Booking Class in which the ‘Allow Fees against Facility’ flag has been turned
OFF, then no Charges will display in the Costs Summary box, e.g.

—Costs y

Wo costs information awvailable as the Booking Class 'BOOKINGS' does not support Facility fees. -

Double Clicking or pressing F2 in the field will zoom the Summary box.

Available Facility Summary

This Summary box displays summary details of the Available Facility which has focus.

The Available Facility Summary box displays details of the selected Facility, such as Street/Suburb
Location etc, e.g.

— Available Facility Summary

Details=s: e
Change Fooms/Lockers/Showers

Street/3uburb Locationsa:
Goodwood Road WAYWILLE (Current) —

Double Clicking or pressing F2 in the field will zoom the Summary box.
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Attributes Summary
The Attributes Summary box displays all Attributes pertaining to a selected Facility, e.g.

— Attributes Summany

BE] - BEQ Facilities .
CP - Children's Playground

DT - Disabled Toilets

FO - Foothall Owval

WAT - Water

Double Clicking or pressing F2 in the field will zoom the Summary box.

Related Bookings Enquiry Form

This form displays when the Information button “1_ is selected on the Available Facility Selection form
indicating that a Booking already exists for associated Facilities, or that Significant Bookings/External
Activities exist which may affect the Booking. The Information button also displays in other forms, such
as the Booking Request form, and will display the Related Bookings Enquiry form if selected.

Additionally, Related Bookings will include sibling Sub-Facilities and their Parent Facilities where the
'‘Autobook’ feature has been enabled. This means that the user will be able to view Bookings on other
related Sub-Facilities and their Parents at any time on the same day.

When using the ‘Information’ button the Related Booking Enquiry form will display Related Bookings
over a 24 Hour time range, i.e.: the full day in question. This expands the usefulness of this enquiry by
allowing the user to view other Bookings and Activities that occur on the same day. Whilst the other
Bookings may not directly overlap, they may perhaps have an impact on the Booking in question. Also,
the Related Booking Enquiry includes a 'Booking Number' column for the "Associated Facility
Bookings", "Parent/Sub-Facility Bookings" and "Unavailable Resources" sections of the display. This
may assist the user in identifying the Booking without necessarily having to display the 'Booking'
Enquiry via the associated detail button.
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B Related Bookings Enguiry g@@

Facility [Rovral | [Reovyal Theatre | Al bultiple Bookings
Date anc Time Range  |Friday, 23-MNov-2007 | poon |- pass |
Associated Facility Bookings
Facilty Code Dezcription Multi — Booking Booking Date Time Fram Time Ta Detailz

Parent/Sub-Facility and Multi-Book Facility Bookings
Facilty Code Dezcription Multi — Booking Booking Date Time Fram Time Ta Detailz
[ROwAL | [Reovyal Theatre | [1007 | [23-Mov-zoor | [pgon ] [ooa ]

Significant Bookings in Area
Booking Mumber — Description Activity Type Detailz

External Activities
External Activity Mame Start Date End Date Detailz

Unavailable Resources
Rezource Dezcription Booking Booking Date Time Fram Time Ta Detailz

"ln=e

Related Bookings Enquiry form

Facility
These fields display details of the Facility, e.g. TR1, Training Room 1.

Date and Time Range

The Date and Time Range fields display the Date/Time slot selected from the Available Facility
Selection form, which is a Date/Time on which the Facility is available. When using the ‘Information’
button to access this time slot will be a 24 hour time slot covering the whole day.

Associated Facility Bookings

These fields display any Associated Facilities or Sub-Facilities which have been booked during the
Available Date/Time specified above, the date on which the Associated Facility has been booked, and
the Start and End Times pertaining to the booking of the Associated Facility.

The ‘Allow Multiple Bookings’ flag will also show when a Facility has its ‘Allow Multiple Bookings’ flag
set on. This will help the user identify those Facilities or Sub-Facilities that can have Multiple Bookings.

Selection of the Detail button displays the Booking Request pertaining to the Associated Facility.

Parent/Sub-Facility and Multi-Book Facility Bookings

These fields display any ‘sibling’ Sub-Facilities which have been booked during the Available
Date/Time specified above, the date on which the Sub-Facility has been booked, and the Start and End
Times pertaining to the booking of the Sub-Facility.
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In addition it will display details of any other Bookings for the main Facility on the same day. It will also
show the status of the ‘Allow Multiple Bookings’ flag for each Facility.

Selecting the Detail button will display the related Booking (in Enquiry mode).

Significant Bookings in Area
These fields display any Significant Bookings in the Area that the Facility is located which have been
booked during the Available Date/Time specified above. Details of the Booking Number, Description
and Activity Type are displayed.

Selection of the Detail button displays the Booking Request pertaining to the Significant Booking.

External Activities — External Activity Name

These fields display details of any External Activities that have been set for notification on the specified
date, including the Start and End Date. Details of the Activity Name, Start Date and End Date are
displayed.

Selection of the Detail button displays the External Activity form which includes further details.

Unavailable Resources
These fields display details of any specified Resources that have been booked during the nominated
period, including the dates and times of the Booking.

Selection of the Detail button displays the Booking Enquiry form showing details of the related Booking.

Booking Selection Form

The Booking Selection form is called from the Booking Search Profile when more than one Booking
exists. It allows the user to search for an existing Booking or create a new one.

(B hockinn seiecton il
Bocking Oz [ECORNGS I Booxngs by Couted (Cash - opertide) |
S Hernl facur
- Booking Nurber -~ Descrighion Bocking Status Responaitle Ctficer First Bocking Date Tine Fok - Bok  Book
245 Share Zordened £k Cracco 224562005 0702 - 05.00 o o o -
RY ] Tartatrie (100 Varvoures 18-Mar - 2005 0700 - 4100 O 0 ]
22 $ e Kondnned Ceco 2005 0300 - 1200 ] . "
219 Teert for Auckisnd - Fee chanoes Turtatre oo W arvourea O 0 0
177 Me=ting Tentaiive Edd Cricco 21 Feb-2005 05,00 - 4200 .
175 menting Cordrtmd Trions Lassos 04-F - 2005 1400 - 1200 “ .| .
174 IMecting Corfnmed Trigons Lakos 04.F eb-2006 0300 - 1000 O 0 0
173 joescr Cordermed T8 Lakos 15-Jan-7005 04 00 - 1015 m n) 0
172 Maetng Tartaton Tngona Lakos 13 Jan- 200% 0200 . 11:00 0 m
Booking Hotes Sunwnary
Bocking Chaz -
DOINGS - Bookirgs by Councdl (Cazh - overrds)
Acrouning Mesnod
Cash
Actrety Type
EXPO - Expostion -
Actrety Sub Type:
FAR - Far -

s | | [owe | e |

Booking Selection Form

Multi-selection of Booking Requests is available using the SHIFT or CONTROL keys and clicking with
the mouse. Once a selection is made, the first Booking Request is displayed with Navigation Buttons
in the bottom left hand corner of the form. Using these buttons the user is able to scroll through and
view/maintain each Booking Request.
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M| 4| »| M| Booking 2 aut of 4
Navigation buttons

If the user is not authorised to maintain Significant or Internal Bookings then a message will display
when one of these is encountered, and the Booking Request will display in Enquiry mode only, e.g.

You have no authority ko mainkain Inkernal Bookings.
Therefore this Booking will be available For enguiry only,

Cash Invoicing Indicator
The ‘Dollar’ Indicator (#) which displays in front of the Description of selected Bookings indicates that
the Booking is using Cash Invoicing.

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Booking Number/Description
These fields display the Booking Number and description allocated to a Booking Request.

Booking Status
The Booking Status field displays the Status of the Booking Request. This would be one of the
Booking Statuses as defined by Council in the Booking Parameters e.g. Confirmed..

Responsible Officer

This field displays the User assigned as Responsible Officer for the Booking Request. The
Responsible Officer would have been automatically assigned by the system when the Booking Request
was created. The user entering the Booking Request would have been defaulted as the Responsible
Officer, however, this may have been changed to another User.

First Booking Date/Time

This field displays the Date and Time of the first (or earliest) Booking Line for the Booking Request.
Booking Requests which have no Booking Lines, have been cancelled or whose Status has changed
to ‘Available for Booking’ will have no details in this field. The Time details display the duration of the
Booking Line e.g. 09:00 — 12:00.

Significant Booking/Internal Booking/Recurring Booking

These indicators are display only and inform the user as to the type of Booking i.e. Significant, Internal
and/or Recurring. These categories are not mutually exclusive i.e. a Booking Request may have all 3
indicators checked ON. Double-clicking one of these indicators has the same effect as double-clicking
anywhere on the Booking occurrence and allows the user to access the respective Booking Request
either in maintenance mode or display mode depending on where the user was coming from.

See further details on Significant Bookings, Internal Bookings and Recurring Bookings.

Booking Summary
The Booking Summary box displays details of the Booking Request which currently has focus. It
includes details of the Activity Type, Customer, Customer Type and Location etc, e.g.

Activity Type:

EXHIBITION - Exhibition
Activity Sub-Type:

ART - Art Exhibition
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Customer Type:
R - Religious
Customer:
Miss Eddi Chicco
Location:
Facility: MD - Memorial Drive
Street/Suburb Locations:
Albert Place ADELAIDE
Adams Lane ADELAIDE

Note: If the Booking Request which has focus is part of a Recurring Booking then all Facilities and their
Locations pertaining to the generated Booking Lines will display in the Booking Summary box.

Notes Summary
The Notes Summary box displays any Note Details attached to the Booking Request which currently
has focus.

Booking Entry/Maintenance/Enquiry Form

A Booking Request is a request from a Customer to book and use Facilities or apply to council to hold
an Event. Booking Requests are created within each class.

Booking Numbers are allocated by the system and are not unique within each class, i.e. The Facility
Class will have Booking Request 1 and the Event Class will have the next Booking Request Number of
2. This approach has been used so that documents generated from the Bookings Management
module are able to have the same Booking and Payment Reference. (A Payment Reference must be
unique for the Bookings Management module, and to avoid having two numbers, a single number is
utilised. This will be the Booking Request Number.)

The Booking Request Number is allocated when the Booking Request Maintenance form is accessed.
This means that if the user enters Booking Request Maintenance, and then does not save the request,
the Booking Number will have been used and will not be used again.

Security assignment is checked and allows maintenance of Booking Requests only to the appropriate
users.

Booking Lines on this form will be displayed in ascending Date/Time order.

Note: In the smart client when the Bookings Entry screen is accessed to add a new Booking, no
default Booking Line is added. The user must add lines via the Add Button or selection from the
Calendar. If no lines are added and an attempt is made to save the Booking, the user will be prompted
to add at least one Booking Line before the Booking can be saved.

Booking Line Processing

Note: A filter button has been added to the Booking Line grid, in the Smart Client version of this form,
to enable the display of records from the current date onwards only as well as all records.

When a Booking Line is entered, validation on the availability of the Facility is performed as soon as
the Facility is entered or selected. Subsequently, any changes to the Date or Time will initiate re-
validation and warnings will be issued if any clash is detected.

If the Facility is available for booking, the Booking Line is created normally with any auto load Fees
added. Resources are also able to be selected. Any messages relating to the auto-booking of any
sub-facilities will display if appropriate.
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If a clash is detected (i.e. another Booking Line exists for the Facility at the same date and time), then
a message will display advising the user of the nature of this clash. It is then the user’s responsibility to
take one of the following courses of action:

e Continue with the existing booking details and render the Booking Line ‘Conflicting’. The
status of the Booking Line will automatically be set to the status of ‘Conflicting’. The Booking
Line then becomes invalid, and any Fees are removed. Any previously allocated Resources
will, however, remain allocated.

e Change the Facility to another available Facility. This option will remove any previous Fees
and insert any auto-load Fees from the new Facility. Previously selected Resources will be
removed and any new ones pertaining to the new Facility will become available for selection.

e Change the Date and/or Time to an available one for the same Facility. This option will re-
load any Fees for the Facility taking into account any altered Dates or Times.

Changing the Date, Time or Status of a Booking Line

Facility fees and Resource fees are recalculated after a Booking Line date, time or status change (as
of Release 3.03). Previously the fees would have just been deleted if this occurred on the Booking
Maintenance form, the Calendar or the Recurring Booking Maintenance form.

Note: Any manual changes to a fee on a booking line will be lost after a date or time change. Also note
that any Activity Fees on a booking line that were not added via auto-load will be removed by a booking
line date or time change and they can not be manually added again.

What to do with a ‘Conflicting’ Booking Line
When a Booking Line has a ‘Conflicting’ Status the following options are available to the user:

e The status of a 'Conflicting’ Booking Line may be set to '‘Cancelled’ or '‘Declined’ without having
to change the values of the Booking Date or Times in order to make the Booking Line appear
valid.

e The Booking Date or Times may be set to valid, non-conflicting values.

e The different available Facility may be selected.

If no action is taken the Booking will be recorded with the 'Conflicting’ status and will not be eligible for

further processing. The red button glyph '# provides an immediate visual cue for the user that the
Booking Line has a 'Conflict'.

Note: It will not be possible for users to manually set a Booking Line to a status of 'Conflicting'.

Note: As soon as any Fee on a Booking Line has been invoiced, critical details of the Booking Line
cannot be changed (and will be dimmed), even if the Invoiced items are fully Credited. If the user
wants to re-invoice the booking they will need to create a new Booking for the same details. In such a
case the Status of the fully Credited Booking Line would need to be set to ‘Cancelled’ to allow a new
Booking to be raised.

Activity Fees on the other hand do not prevent the alteration of Booking Lines even when an Activity
Fee has been Invoiced. In this situation, if a Booking Line is altered, the duration details will be
updated and the Fees on any ‘Un-Invoiced’ Activity Fees will be recalculated, and the other Fees will be
flagged with the little red spanner to alert the user that the details of that Fee may need to be reviewed.

Related Bookings/Activities Warning
In addition to Conflicting Bookings, the user is also warned of Related Bookings/Activities which are
likely to impact on the current Booking. The following Bookings/Activities are included in this warning:
e Any Bookings which are to occur on the same day/time for the same Facility and are flagged
as Significant Bookings
Any Bookings which are to occur on the same day/time for an Associated Facility
Any External Activities whose Notifiable Date includes the current Booking Date/Time
e Any Bookings for a sibling Sub-Facility which are to occur on the same day/time.
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An Information Button -4 displays to warn the user of the existence of these other Bookings/Activities,

however, further processing is not prevented, and the user may select this button to view these
Bookings/Activities.

See Related Bookings/Activities under Available Facility Selection.
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Booking Entry/Maintenance form

In Booking Entry, when inserting or modifying Booking Lines, the following message may display to
indicate a potential disruption to the current Booking from an Associated Facility, Significant Booking or

External Activity. Clicking the Detail button will display the Related Bookings Enquiry form showing
further details.

| @ Cther Bookings andfor Activities exist at the time of this Booking which may hawe an impact on ik,
There are:

Associated Facility Bookings

Significant Bookings
External Activities

(0.4 I Dretail

If there are other bookings for the multi-book facility on the same day, then a message similar to the

following will display. Additionally, the ‘Info’ Icon button will also display against the Booking Line to
allow the user to view the other booking details.
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\i) Other Bookings andfor Activities exist at the time of this Booking which may have an impact on it,

There are:

Other Bookings For this Mulki-Book Facility on this Day

Dretail

Using the Calendar to create Booking Lines

The Calendar may also be used to find available dates and times. When a new Booking line is
inserted, and before any details are added, the Calendar button may be accessed and a Booking
Date/Time slot selected from either the Weekly or the Monthly Calendar. Selecting the Book button on
the Calendar will copy the Date/Time details to the blank Booking Line. (The Facility details need to be
entered separately into the Booking Line.)

If only the Date is entered into the Booking Line before the Calendar is accessed, the Weekly Calendar
will open at the specified date. If a Facility is also entered before the Calendar button is selected, the
Weekly Calendar will open at the specified date with the selected Facility details shown. The Calendar
will be in ‘Facility’ mode showing only Bookings for the selected Facility.

If multiple time slots are selected from the Calendar, with some extending across 2 consecutive days,
selecting the Book button will create Booking Lines for each separate selection. Any selection made
across two days will produce two separate Booking lines, e.g.

|Friday 14-Jan-2005 |22:00 |23:59 |60 1
Descrigtion [Party
[saturday 15-Jan-2005 Joo:oo I CEETNIN 0 ]

Desctiption [Party

Note: In the Smart Client the Calendar button may be used to add a Booking Line. With focus on a
Booking line, clicking the Calendar button and making a selection will capture the information and
create a booking line using the Facility and time slots from the Calendar. Pathway will ask “Do you
wish to add a new Booking Line OR update the currently selected Booking Line?”. Selecting ‘Add’ will
create a new Booking Line. Selecting ‘Update’ will update the details of the currently selected Booking
Line.

Options

Options are provided on the Booking Maintenance form as on/off indicators which may be accessed by
double-clicking. In addition, these Options are also provided from the Options Menu as part of the top
menu bar. These provide an alternative access to the various Options.
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Booking Maintenance form showing Option selections

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Booking Number

This field displays the Booking Request number . This number is allocated by the system and is not
unique within each class, i.e. the Facility Class may have Booking Request 1 and the Event Class the
next Booking Request Number of 2. (This approach has been taken so that documents generated
from the Bookings Module are able to have the same Booking and Payment Reference. Since a
Payment Reference must be unique for the Bookings Management module, and to avoid have two
numbers, a single number is utilised.) This number is allocated when the Booking Request
Maintenance form is accessed. This means that if a user enters Booking Request Maintenance, and
then does not save the Request, the Booking Number will have been used and will not be used again.

System Entered Date/Time
This field displays the Date the Booking Request is entered into the system. This value is defaulted by
the system and does not allow modification by the user.

Accounting Method
This field allows the user to override the default Accounting Method that would normally be used to
process the Booking. The default is sourced from Booking Parameters. The options available from
the dropdown are:

= Pathway Debtors

= Cash

Note: Once a receipt has been allocated against the Booking, the Accounting Method will not be able
to be changed.

Booking Source
This field displays the source of the current Booking i.e. Pathway or ePathway.
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Invoiced Amount/Amount Owing
This field displays the fee amount for the entire Booking that has been invoiced.

If the Booking Charges are processed in Cash mode the ‘Invoiced Amount’ field changes to ‘Amount
Owing’. The Amount Owing is calculated based on the Fee amounts recorded against the Booking,
subtracting any Payments received via Receipting.

Outstanding Invoiced Amount/Overpayment Amount

This field displays the Outstanding Invoiced Amount for the entire Booking, i.e. the invoiced amount left
to pay. This allows the user to see how much is still due for payment for the booking.

If the Booking Charges are processed in Cash mode the ‘Outstanding Invoiced Amount’ field changes
to ‘Overpayment Amount’ This field displays any overpayment that is recorded against the Booking.

Receiving Officer

This field displays details of the Officer raising the Request. These details are defaulted by the system
and cannot be modified by the user.

Booking Status

These fields allow a Booking Status Code to be keyed in or selected from the Pop Up. The options
available for selection are determined by the Status options set up in parameters. The Booking Status
which has been set as the default status will default into this field, but may be modified by the user.

Note: If no default Status is set, when a Request is copied, the Status of the original Request will be
copied to the new Request.

Note: If the Status field is manually updated to a System Status of ‘Available for Booking’ the following
message will display to warn the user that the current Booking Request will subsequently become
unavailable for further modifications:

Setking the status of this Booking to a System Status of "Available For Booking will make the Booking unawailable For Further modifications.,
I The status will nok be able to be changed back to any other value,
Do woud Feally want ko change the Stakus of this Booking?

Ves Mo |

Activity Type
This field allows the user to select an Activity Type applicable to the booking. This is a mandatory field.

Selecting the Activity Type will determine the Procedure that is loaded against the Booking Request.
Where the class has been set to allow fees at the Activity Type the ability to apply a discount will apply
to the charges applicable to the Activity Type. The calculation of the time to charge for is based on the
elapsed time of the booking, i.e. from the date and time linked to the first booking line, to the date and
time of the last booking line.

If the Activity Type is changed against a Booking Request then the following checks and functions will
occur.
1. Any non started Tasks will be deleted, and all tasks against the newly selected Activity Type
will be applied to the Booking Request.
2. All started and completed Tasks will remain against the Booking Request.
3. All letters generated against the Booking Request will be kept.
4. All Stakeholders will be removed and the Stakeholders associated with the new Activity Type
will be added.
5. All Affected Parties will be removed and the Affected Parties associated with the new Activity
Type will be added.
6. Any uninvoiced Fees will be removed from the Activity Request.
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Activity Sub-Type
These fields only become available to the user once the Activity Type is selected. The Activity Type
will determine the list of available Sub Types. The entry of a Sub Type is mandatory.

Activity Fee Discount
When costs are associated to the Request via the Activity Type, the ability to select the Discount
Reason against the Request is made available.

Customer Type
The Customer Type is selected from the list of Customer Types defined at the Class level. This is a
mandatory field. If there is only one Customer Type defined, this will automatically be defaulted.

Responsible Officer

When a new Booking Request is created, the current user is defaulted into the Responsible Officer
field. However, this may be changed. It allows the selection of the user that is responsible for the
Request. A Responsible Officer is able to be assigned only where they have access to the class and
they have maintenance authority. If a user has access to a Class and only has enquiry access then
they are not able to be assigned as the Responsible Officer of the Request.

Note: When changes are made on a Booking Line or the Activity Type of a Booking Request by a
different officer from the one who originally took the Booking, the Responsible Officer does not
automatically change. This allows the original allocation of Responsibility to remain on the Booking
Request unless manually changed to a different officer. The Default Responsible Officers which can
be set up for Activity Types and Facilities are used for assigning a Responsible Officer when a Booking
Request is lodged via ePathway.

Activity Name

The Activity Name is a 100 character mandatory field that is the name of the Activity being held, e.g.
“Carols in the Domain”. The Activity Name is a searchable field available from the Search Profile. In
this way, users are able to use wild card searching to search over the Activity Name. This description
will default to the description on each individual Booking Line that is created. However, the user is able
to change the description at each Individual Booking Line as required.

Activity Details
This field contains a description of the Booking. This is an optional unlimited text field allowing the user
to enter a description of the event as provided by the Customer.

Customer

When a Booking is set to use the Pathway Debtors Accounting System, the user is required to select a
single Customer on the Booking Maintenance screen to be used as the Debtor for Invoicing purposes.
This field is mandatory and the Name must be a registered Debtor except when the Booking Request
is for an Internal Booking.

Note: If the Booking Request is set to use Cash Invoicing, then the first Customer on the Booking
does not need to be a valid Debtor.

Note: In the smart client the entry of a ‘Customer’ is mandatory only when the Booking Status is
changed to ‘Confirmed’.

The Names option against the Booking Request allows the user to add additional Customers if they are
required. The selection of the Customer is performed by accessing the Name and Address module.
The standard Name Search Profile has been provided to the user. Based on Name and Address
security the user is able to create a new name if the name does not exist in the Name and Address
module. If the Booking Request is not an Internal Request then there must be at least one Customer
linked to the Request.
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Once the Customer is selected the Debtor details are determined via the Customer Profile details
attached to the name. Where the Customer is not linked to a Debtor, the user will be required to
establish a Debtor ID for the customer through Customer Profile.

If the Customer has an existing link as a Bookings Debtor, then the name may be keyed in using the
surname, a comma, then the first name and then pressing tab.

If the Customer does not have a Debtor Number which is linked to Bookings Management, then keying
in the name, then pressing the tab key will display the Customer Profile Maintenance form where a
Debtor Number may be set up. The following instructions describe how to set up a Debtor as a
Customer (beginning from the Customer Profile Maintenance form):

Note: Invoices/Credit Notes are not able to be raised against a Suspended Debtor, i.e. Debtors with
the ‘Suspended’ flag checked ON in the Debtors module. In this situation, the Booking cannot proceed
or be invoiced until a valid Debtor is allocated. A new Debtor may be added via the Name Role
Maintenance form as the Customer and moved to the first position. Alternatively, the original
suspended Debtor may be deleted (via F11) and a new one added.

Creation of a Debtor via the Customer Profile Maintenance functions

When entering the details of a new Customer on a Booking, either from Booking Entry or from the
Booking Name Role Maintenance forms, you will be presented with the Customer Profile Maintenance
form.

B customer Profile Maintenance _ [O]x]

— Customer Profile
Customer Name  [wir Benjamin Lee Jones
Company B2

Customer Address 1172 Sussex St, MORTH ADELAIDE S8 5006
Customer Type [CUSTOMER il [Custamer | active

— Customer Default Attribute Values

Delivery Method [Australia Post b
Etmail Address B
Payment Method b
Debtor Mumber B
— Customer Functions Active ]
Pathway Applications v ;I
Pathvay Bookings] v J
Pathway Licence Renevwals v
Fathwvay Licensing v _vrl

— Pathway Bookings Attribute Values
Dehtor Mumber | |i|

Functions Defaulk | ok I Cancel

Customer Profile Maintenance form

Clicking on the ‘Debtor Number’ Popup button will display the standard Debtor Search Profile form.
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B Debtor Search Profile _ (O] x|

—Iv —Select Using Debtor Humber

Debtor Mumber I |:|

— —5elect Using Document Humber
Document Mumber |

— General Options
Status  Current
Suzpended Status  (any)
SuspEnded Date - |

o

— Search Options
Arrangements
Mames
Propetty
Cery
References

|Debtor =

LLLLL

Tt | Search I Close

Debtor Search Profile form

You may search for and select a Debtor, or create a New Debtor. It is advisable to perform a search
on the Customer Name to ensure there is no existing Debtor record (to avoid creating numerous
Debtor links). Click the Names button in the Search Options, enter or select the required Name in the
Debtor Name Search Profile and check if a link already exists. If it does, then select the name and it
will default into the Debtor Number field

By clicking the “New” button the new Debtor will be automatically created using the Customer Name

and Default Debtor Type from the Booking Class. This will return you directly to the Customer Profile
form where the new Debtor Id number will be displayed.

B customer Profile Maintenance _ O x|

— Customer Profile

Cuztomer Mame  [Mr Benjamin Lee Jones daa
Company b
Customer Address 1172 Suzsex St, MORTH ADELAIDE =&, 5006
Custamer Type [CUSTOMER _2 | [Customer | active v

— Customer Default Attribute Values
Delivery Method  [Australia Post B
Email Address s
Payment Method B
Debtor Mumber s

— Customer Functions Active
Pathiway Applications
Pathiway Bookings
Pathwway Licence Renesvwals
Pathway Licensing

RIS
L

— Pathway Bookings Attribute Values
Debtor Mumber [26285 () 5

Functions Default | i I Cancel

Customer Profile Maintenance form following the creation of a new Debtor
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At this point you may press OK (or Cancel), in either case the new Debtor and its associated details
have been successfully created.

Note: If a Default Debtor Number is created, then this will be used for all modules. If a Debtor
Number is set up specifically for Bookings Management, then it will only be used for this module.

To access the Debtor, you may use the Debtor Maintenance/Enquiry menu functions, or click on the
Debtor Id detail button from the Booking Name Role Maintenance form.

E Booking Name Role Maintenance !Hﬂ
Mame Status
Booking Class |FUNCTIONS | |Func1ions Booking Class | Im_ j’
Booking |29 | |Hans Heyzen Exhibition |
—Role Type ———— Formatted hame and Address Dehtor [0 —— Responzes—  Letters—
| customer [ir Berjamin Les Jones - 82352340 (Business Phone n] | .| [25265 () |l I e |
[1174 Sussex St, NORTH ADELAIDE Sa 5008 | [current a= of 15-Sep-2004 |

| Contact
| Stakehalder

| Facility Owener
| Facility Manager

_I Contractor

| Affected Party

=
|« 2>
m

Customer Profile | Send Letter | Historic | (o4 I Cancel

Booking Name Role Maintenance form showing the new Debtor Id

The process for creating a Debtor, when no Default Debtor Type has been specified in the Booking
Class parameters, is a longer process, involving a greater number of steps. The following procedure
needs to be followed:

Creation of a Debtor where no Default Debtor Type is specified.

1. Ensure that the person has the Pathway Bookings Management function assigned. If not, then
select the Functions button and assign it.

2. Back in Customer Profile Maintenance, place focus on Pathway Bookings Management

3. In Pathway Bookings Management Attribute Values, detail out on the Debtor Number

4. Select the New button on the Debtor Search Profile form

5. Select the Detail button next to Debtor Names

6. Select the Debtor button in the Names Maintenance form

7. Enter the name in the Debtor — Name Search Profile

8. Select the required name from the Name Selection form and exit the form(s)

9. Back in the Add Debtor form, click OK and a new Debtor number will be assigned to this
Name. Take note of this number, and click OK.

10. Return to the Debtor search Profile, and enter the new Debtor Number which has been
assigned and perform a search

11. Select the Debtor and return to the Customer Profile Maintenance form where the Debtor

Number will default into the Debtor Number field
12. Click OK, and you will be returned to the Bookings Entry form and the Customer Name will
display.

Contact
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The first listed Contact in the Names option is displayed on the Booking Maintenance screen.

Attendees

This field allows the user to record the number of attendees for the Booking. This is an optional
numeric field. If a number is entered here, when a Booking Line is added to the Booking Request, a
check will be conducted on the Facility/Sub-Facility selected to ensure that it has the capacity to hold
the specified number of Attendees. If the number in this field exceeds the Capacity of the Facility then
a warning message is displayed to the user upon leaving the Booking Line, e.g. “The number of
Attendees exceeds capacity. The capacity of Facility ‘BR’ is 30.” Note: This is only a warning
message and does not prevent the Facility being selected.

Significant Booking

This indicator should be set ON to indicate that the Booking has the potential to interfere with other
bookings in the vicinity, i.e. if the Booking is likely to be noisy, cause disruption or restrict access etc,
then it should be flagged as a Significant booking to alert potential customers of the situation existing
around the required date/time.

This is an On/Off type indicator. By default this field is set to OFF. If the user sets this field to ON then
an additional field becomes available called ‘Ward Only’. This is also an On/Off type field and defaults
to OFF. If this is set to ON then the Booking will only be displayed against new requests where the
requests are in the same Ward. This checking ignores the Class setting and the Requests are
displayed across all classes. If ‘Ward Only’ is set to OFF then the Booking will be displayed for all new
bookings that are entered regardless of the Ward.

Ward Only

This field becomes available if the Significant Booking field is set to ON. (See Significant Booking) It is
an On/Off type field and defaults to OFF. If Ward Only is set to ON then the Booking will only be
displayed against new requests where the requests are in the same Ward. This checking ignores the
Class setting and the Requests are displayed across all classes. If Ward Only is set to OFF then the
Booking will be displayed for all new bookings that are entered regardless of the Ward.

Internal Booking
This is an On/Off type field and is only available if the user has been assigned the security to create
Internal Requests. Internal Booking Requests are created to book a Facility for Council purposes such
as maintenance, or internal functions and to ensure that the Facility is not booked for other events
during those times. By default this value is set OFF and only users with the appropriate authority are
able to set it ON.

If a Booking Request is Internal, then Fee Maintenance will not be available. Fees will not be able to
be generated and Invoices and Estimates will not be able to be produced. This means that the ‘Fees’
and ‘Fee Summary’ buttons will not be available, as well as the ‘Activity Fees’ option. Resources are
able to be assigned.

When an Internal Request is raised, the Customer details are mandatory, however, no check will be
made on whether the Customer has a Debtor link.

Recurring Booking
This is an On/Off type field that determines whether the Booking Request is of the “Recurring” type.

When creating a new Booking via ‘Available Facility Selection (Recurrence)’, by default the Recurring
Booking flag is checked ON. This ensures that the Booking Lines are linked.

Note: In the Smart client the Recurrence button on the Booking Line grid is enabled only when the
‘Recurring’ flag has been set on.

When ‘Recurrence Pattern Maintenance’ is used to generate Lines for a Booking with the Recurring
Booking checkbox checked ON, the checkbox will be dimmed. All of the generated Lines are linked to
the same Recurrence Pattern, which can only be accessed in display mode via ‘Recurrence Pattern
Enquiry’. However, new Lines can be entered and a different Recurrence Pattern can be specified
against these.
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When ‘Recurrence Pattern Maintenance’ is used to generate Lines for a Booking without the
recurring Booking checkbox set, the recurrence Pattern is discarded, and the resulting Lines are not
linked. (This scenario would be used for generating multiple Booking Lines).

Recurring Bookings are currently the only Bookings eligible for inclusion in batch invoice processing.

See further details on Recurring Bookings and Conflicting Bookings.

Names

The Names Summary box displays all Names linked to a Booking Request together with their
associated Role Type, e.g. Contractor. Double clicking or pressing F2 in the summary box displays the
Booking Name Role Maintenance form where Name Role Maintenance is able to be performed.

This option allows the user to add and maintain Name roles as required. The Names screen displays
all Name links to the user (i.e. Stakeholders, Affected Parties etc) and allow the user to “Historicise”
any Name links as required and issue letters using the “Send” button functionality.

An additional Name Role Type is available on the Names form called “Contacts”. This is an optional
link that allows the recording of any additional contact names for the Booking. This is useful where the
Customer and the Contact for the activity are not the same person.

When the “Customer” Names are displayed, the screen also displays the Debtor linked to the
Customer. The user is able to change the Debtor that is linked to the Customer from this screen. The
user is able to select or create a Debtor by the Debtor Type. The ability to drill out to Debtor Enquiry,
based on appropriate authority, is also available.

Any documents that have been issued against a name link on this screen will be accessible. The user
is also able to create documents from this screen to issue to the names linked to the Request.

Fee Summary

The Fee Summary box displays Fee details for the Booking Request and allows the user to access the
Fee Summary form to generate transactions and print invoices (Double-clicking in the field or pressing
F2).

Fee Charges are broken down into ‘Bond’ and ‘Other’ Charges, e.g.

Activity Fees:  540.00

Bond: 300.00 Other: 240.00
Facility Fees: 1,450.00

Bond: 700.00 Other: 750.00
Resource Fees: 382.00

Location Summary

The Location Summary box displays details of all Street/Suburb and Property Locations associated
with the Booking Request. Double-clicking or pressing F2 in the box displays the Location Summary
form which allows a more detailed viewing of Location details.

Options — Activity Fees

This is an On/Off indicator which informs the user of any existing Activity Fees. If this flag is set to
OFF, then no Activity Fees exist. This option is also available from the Options dropdown menu at the
top of the screen. If Activity fees exist for this Booking, then double-clicking on this flag displays the
Booking Activity Fee Maintenance form where

Options — Affected Properties
Selecting this option displays the Affected Property Maintenance form.

Options — Conditions
This is an On/Off indicator which informs the user of any existing Conditions. If this flag is set to OFF,
then no Conditions exist for the Booking. Clicking this flag displays the Booking Conditions
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Maintenance form where Booking conditions may be added or maintained. This option is also
available from the Options dropdown menu at the top of the screen.

The ability to add any Conditions applicable to the Booking Request is available. This is in addition to
the Conditions that are linked to the Facilities or Activity Types that are linked to the Booking Request.

When a Booking Request is displayed, selection of the Conditions option will list any Conditions that
have been applied. The display will list all Facilities that are linked to the Booking and any Conditions
that that have been linked to the Facility. The display will list the Activity Type that is linked to the
Booking and list any Conditions that have been linked to the Facility. In this way the user will be able to
view all the Conditions that are applicable for the Booking Request.

The user is also able to update the Conditions recorded against the Facility for this Request, i.e. The
Conditions that are defined against the Facility in Parameters will be automatically loaded against the
Facility for the Request. The user will then have the option of adding specific conditions against the
Facility for the request. These conditions are dependent on the Request that is being made and the
conditions are determined by the Responsible Officer dealing with the case.

Notifiable conditions recorded against the Facility or Request will be displayed whenever the user first
enters Request Maintenance.

Options - Customer Service

This is an On/Off indicator which informs the user of any existing Customer Service Requests. If this
flag is set to OFF, then no Customer Service Requests exist. Clicking the flag displays the Linked
Request Selection form where Customer Service Requests may be linked, maintained or simply
viewed. The Customer Service option is also available from the Options dropdown menu at the top of
the screen. See additional details in the section on Linking to Customer Service.

Options — Documents

This is an On/Off indicator which informs the user of any existing Documents. If this flag is set to OFF,
then no Documents exist for the Booking. Clicking this flag displays the Document Maintenance
Merge Class Selection form where new documents may be created or existing ones maintained. New
Documents may be created via the Letters button, however the remaining buttons on this form only
allow viewing of the documents as these documents are not created here but through the Fees
Maintenance process. The Documents option is also available from the Options dropdown menu at
the top of the screen.

Options — External Activities

This option is only available from the Options dropdown menu. When this is selected and External
Activities exist for the specified period then the External Activity form displays listing all occurrences
along with details and dates.

Options — Notes

This is an On/Off indicator which informs the user of any existing Notes. If this flag is set to OFF, then
no Notes exist for the Booking. Clicking this flag displays the Booking Note Selection form where new
Notes may be created or existing ones maintained. This option is also available from the Options
dropdown menu at the top of the screen.

Options — References

This is an ON/OFF indicator which informs the user of any existing References on the Booking. If this
flag is set to OFF, then no References exist for the Booking. Clicking this indictor displays the
Reference Maintenance form where new References may be added or existing ones maintained. This
option is also available from the Options dropdown menu at the top of the screen.

The following form displays when the user wishes to create or maintain References within a Booking.
Three Booking Class Reference Types are available representing Name, Email and Contact Number.
Users are able to maintain these manually in Pathway and ePathway will automatically update this
information as Bookings are processed online. These References are especially useful in ePathway to
store the Name, email address and Phone Number details of a web user..

See further details in section on Reference Types
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B Reference Maintenance o ] 4|
— Reference Type Description Reference Wumker ——— Reference Status — Status Date —Links ——

JEMAIL 2| [Emai Address | [EmAIL@GEAC.COM [Current .| [21-Jul-2005

Link Status |Currem | Link Statusz Date |21 _Jul-2005
|HAME 2| [contact Mame | Jsonn swiTH [Current  + | [21-Jul-2005

Link Status |Currem | Link Statuz Diate |21 _Jul-2005
|PHIUM 2| [Phone Mumbsr | [os 84567890 [Current .| [21-Jul-2005

Link Ta Insert | oK Cancel

Reference Maintenance form

Options — Responses

This is an On/Off indicator which informs the user of any existing Responses. If this flag is set to OFF,
then no Responses exist for the Booking. Clicking this flag displays the Response Maintenance form
where new Responses may be created or existing ones maintained. This option is also available from
the Options dropdown menu at the top of the screen.

Options — Significant Bookings

Selecting the Significant Bookings Option from the Options dropdown menu displays the Significant
Booking Enquiry form, if any Significant Bookings exist. This form displays all Significant Bookings that
may affect the current Booking. Selection of the Detail button displays the Booking Request pertaining
to the Significant Booking. If none are applicable to the current Booking, then a message will display.

Options — Workflow

This is an On/Off indicator which informs the user of any existing Workflow Tasks. If this flag is set to
OFF, then no Tasks exist for the Booking. Clicking this flag displays the Task Summary form where
new Tasks may be added or existing ones maintained. This option is also available from the Options
dropdown menu at the top of the screen.

Booking Line - Booking Date
Enter a date or select one from the Calendar Pop Up (by pressing F2 or double-clicking in the field)
which is to be the date on which the Booking will occur.

If a clash in Date/Time or Facility is detected when leaving this field, an error message will display to
the user indicating that there is a clash with another Booking and giving details of the clash. The
Booking Line Status will then change to’ Conflicting’. The following is an example of the message
which displays:

“There is a conflicting Booking for the selected Facility or an 'Autobooked' Sub-Facility.
Another Booking exists from 08:00:00 to 12:00:00 on Booking Number 99.
The requested Booking cannot be accepted.”

Booking Line - Start Time/End Time

These fields allow a start and end time for the Booking to be keyed in, in 24 hour format., e.g.08:00 —
15:00.
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Examples:

= An evening Booking which is to extend until midnight would be entered as follows: 19:00 —
23:59.
= A Booking from midnight to 3 am would be entered as follows: 00:00 — 03:00.
= Two Bookings on the same day following on from each other would be entered as follows:
Booking 1: 08:00 — 13:00
Booking 2: 13:00 — 17:00

Note: Because a 24 hour clock is being used, ‘Midnight’ must be indicated by using 23:59. However,
when calculating duration values, the system will assume 23:59 to be midnight and will add an
additional minute to the calculation.

If a clash in Date/Time or Facility is detected when leaving this field, an error message will display to
the user indicating that there is a clash with another Booking and giving details of the clash. The
Booking Line Status will then change to’ Conflicting’. The following is an example of the message
which displays:

“There is a conflicting Booking for the selected Facility or an 'Autobooked’ Sub-Facility.
Another Booking exists from 08:00:00 to 12:00:00 on Booking Number 99.
The requested Booking cannot be accepted.”

B Booking Entry 0[]
Bocking Osss [EVENT [Evere Claas
Bookng Munber 1144 System Entersd DabeTire [05.00-2004 15 2520 wokcedt Amourt
Recelving Officer [CHCCOE [Eca Criceo Cutstandng hwoiced Amourt
Mames Optons
Booking St {E 0| Ertersd | [remm.e Customes - Mas E Oezco - Aty Fees [
Activty Type [EXHIDITION 0| lereom Stakehokder - Maz A Smith Condiors [~
Aoty Suo.Type [PUANT | [Pt Srerw Attected Party - D R Green Cusiomer Sarvce [~
Activity Fes Discount Decusanis [~
Customer Type |C 0| |Crarty Fee Summany Notes [
Responstie Ottcer [CHICCOE B4 [Edd Creceo Actrety Fess 000 Aesponses [
Actiedy Name (Gladio Galore Focky Fass 34018 Worktow [
Acitty Datwis ﬂ Fetource Fees 000
Customer [Wis £ Creccns P | =
ot 2 =
Agendoe2 o
Sontcent Booking [ Hemal Bocsking [~ Recunng Bookng |
Booking Date Sl T End Time  Faclty Facty Descronon St Locason  Resowcer  Fesi  Recurrence
[Tussdey 05.Oct-2004 Wsos 359 [As | [Ars Stodun | |confiicting =] CEE - R i

Destrption [Gladios Galore

Wiednesday 06-Oct-2004  Jo:00 2359 [As | [aas Stadun | Hoefaum) =] e = s i B |

Desorption |
[Thursday 07-0ct-2003 Je0:00 (2358 5 0 [aam Stadun | Hoefaum) =]
Desorption |

Feasueary | et | [ ok ] cewn |

Booking Entry form showing a Booking Line with ‘Conflicting’ Status

Booking Times outside of Facility Open Hours

When making a Booking Request where the Start Time or End Time of the Booking is earlier or later
than the available times of the Facility, the Booking is allowed by the system, but a warning message
informing the user of the normal availability of the Facility is displayed when this situation occurs.

Example: The Facility is open between 7:00 and 20:00 hours.

Booking Times: 6:00to 11:00  Allowed with warning message.
Booking Times: 8:00 to 21:00  Allowed with warning message
Booking Times: 6:00 to 21:00  Allowed with warning message
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Booking Times: 5:00 to 6:00 Not allowed, set to Conflicting
Booking Times: 21:00 to 23:00 Not allowed, set to Conflicting

This Booking skarts at 06:00, However this Facility is not normally available at this time,
I Flease verify that this Booking is to be allowed.

ol I Help. .. |

Clicking the Help button displays further information, as follows.

- The Booking Request specifies a Start Time of 06:00 and an End Time of 12:00.
\lj) Howewer, Facility "UCH" is normally only available From 07:00 - 20:00 on a Tuesday,
Although this Booking will be allowed by the system, it should be verified that Eooking outside of normal hours is pernitked,
MOTE: The available times shown here only cover the availability of the Facility For the time range of the Booking Request, The Facility may be
available at other times on this Day,

If both the Booking Start and End times are either earlier or later than the normal available times for
the Facility, an error message will display and the Booking Line will be set to ‘Conflicting’.

@ The selected Facility is not available For the requested Date and Times.,

Calendar |

The Weekly Calendar may be accessed (if available) to allow the user to select a different time within
the Facility’s available time range. The ‘Book’ button may then be selected if the user wishes to book a
different time. The following message will display to ascertain whether the user wishes to update the
current Booking Line with the new information or create new Booking Lines.

Mew Booking data has been returned from the Calendar.
I Wiould wou like bo update the current Booking line with the First element of the new Booking data, or create new Booking Lines?

Updatel WET | Cancel | Help... |

Booking Line — Facility
A Facility Code may be keyed into this field or one may be selected from the Pop Up from the available
Facilities.

This field allows a Facility or Sub-Facility to be selected for the Booking. Selecting the Facility will
perform a check on the Facility Availability Times that have been defined. If the booking is being made
outside the Available times then an error will be displayed to the user and either the booking time will
need to be changed or a new facility will have to be entered. Selecting the Facility also invokes the
following additional checks.

= Availability of the sub facilities (if auto book on the sub facilities has been set on)
= Notification/Display of any Bookings in other linked sub-facilities.

= Display of any Significant Bookings

= Display of any External Activities
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= Display of any Notifiable conditions against the Facility

In addition, a check is made on the Facility’s ‘Allow Multiple Bookings’ setting. The following rules are
implemented when determining if a Facility is free for booking:

= When a Facility and/or Sub-Facility is set to ‘allow multiple bookings’, the system will allow the
user to make multiple bookings for the same dates and times but will warn the user about the
other bookings.

= Clashes with Resource Bookings are not allowed regardless of the setting of the Allow Multiple
Bookings flag against the relevant Facility, since Resources are not the sorts of things two
groups can share at once.

®= |n Booking Line Street/Suburb Maintenance, adding a Street/Suburb Location for which a
conflicting Booking exists is only allowed if both the current Line's Facility and the conflicting
Line's Facility are "multi-book".

= |n Booking Maintenance, when maintaining a Line where the relevant Facility is "multi-book™:

o If the Line has Locations, a clashing Street/Suburb Booking is not allowed unless the
relevant Facility is also "multi-book".

o If the Facility is an "Autobook" Sub-Facility, the Line is only allowed to clash with a
Booking at the parent level if the parent Facility is also "multi-book".

o If the Facility is a parent Facility:

e The Line is only allowed to clash with another Booking for the parent if all of
the "Autobook” Sub-Facilities are also "multi-book".

e The Line is only allowed to clash with a Booking for an "Autobook" Sub-Facility
if the Sub-Facility is also "multi-book".

o Otherwise, if the Facility is neither a parent nor an "Autobook” Sub-Facility, the Line is
allowed regardless of clashes

An indicator check box has been added alongside the Facility Description to show when a Facility has
its ‘Allow Multiple Bookings’ flag set on. This will help the user identify those Facilities or Sub-Facilities
that can have multiple Bookings. (Note that due to space restrictions there is no label Heading for the
check box, but if the user hovers their mouse cursor over this check box field a Tool Tip description,
‘Allow Multiple Bookings’ will be shown.)

Once the Facility has been selected the user is able to view the Fees and assign resources
accordingly.

Note: If a Parent Facility is booked causing the sub-facilities to be automatically booked (due to the
Auto Book flag being set ON in parameters), then costs will be derived from the Parent Facility only.
Costs associated with the separate hire of the sub-facilities will not be included in the booking.

If a clash in Date/Time or Facility is detected when leaving this field, an error message will display to
the user indicating that there is a clash with another Booking and giving details of the clash. The
Booking Line Status will then change to’ Conflicting’. The following is an example of the message
which displays:

“There is a conflicting Booking for the selected Facility or an 'Autobooked' Sub-Facility.
Another Booking exists from 08:00:00 to 12:00:00 on Booking Number 99.
The requested Booking cannot be accepted.”

See also Booking Times outside of Facility Open Hours
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1] HBooking Maintenance

Bocking Ches  [SO0KINGS E"“"i“ Oy Councl (Cah - ovormide) AoSoamng Method
Bocking Nusbar 1005 Siyztem Enleced DatafTne |1 5-Jan-2008 005517 Cash M Anournt ek
Feoetvng Ot |50 e Criceo Booking Souce Fatirany [ o Amoud 000
Haumes Options
Bookng Stsus  TENTATIVE # | [rertutres | [fectntren Cutoner - Cith Chiceo - Activty Fess ||
Achvty Typs  pERtopm | Pertorance Stakeholder - Nr Bradiey Henry James Atfacied Propeies | |
Aty SUb-Type  0SIRA & s Fociy Mansger - Ardrany Rusced Oreen Cordons
- PRt lnciec Darly - Andrirs Mowsd 1o
Actiity Fae Discount  CHARITY © | Ehartable Orgoresaticn i Customer Service ||
Customes Type  COUNCIL » | Kouncior Fee Sumimuny Docurents [
Responsitle OTRCer  TCHIC # | [EsaChcco Aoty Fess 26000 -~ Lirked Repmsts [
Acthty Neew  Opera Bond 000 Otner. 26000 Noses D
AcirAy Detuds Fuc ity Fons 1,500 00 "
% Bonct 500 00 Other 100000 Y g
Cuslomar [Cazh Cracco ] Location Simmmmary eerntiow ||
Contct 2 Fucity ROYAL - Roysl Tredre ~
Afferdees o Propedy Locabons
Snhowt Bockng . FensiBodng Recurng Boong | | Acre 144 CP 11 Lurines Shreet | Moapinfc
[; L Ll StreetSuty st Locafions <
Bockg Dte ot Tene - Endl Time  Facilty Status Loceion  Riespurces  Fees  Ancuerence
Friday 18- Jan. 2008 1100 1200 SPACE ») [l tdefaum - w P N e}
DO piens Opera Ly
Tuesday 05.Feb-2008 | 4900 12100 ROYTAL JEd | 7 Contixting v O .- 1 | =
Doscridon  Opeia i
Fee Summary I Copy ' It l o J Cancel

Booking Entry form showing a Booking Line with ‘Conflicting’ Status

Allow Multiple Bookings Glyph

This glyph will display alongside the Facility Description to indicate the value of the ‘Allow Multiple
Bookings’ flag for the Facility.

Booking Line - Status
Select a Booking Status from the dropdown selection. The following options are available for selection:

= (default) This means that the Booking Line has the same system
status as that of the Request.

= Awaiting Response This means that the Booking has been made and details
issued to the customer. The customer will be providing
further details.

= Confirmed This indicates that the Booking Line has been confirmed.

= Cancelled This means that the Booking Line has been cancelled, and
therefore the time is available for another Booking.

= Declined This represents a Booking Line that a customer has declined
to take. The time is available for another Booking.

= Tentative This represents a Booking Line that has been made, and not
yet confirmed.

= Conflicting Booking Lines are set to a ‘Conflicting’ Status during the
Recurring Booking generation process, if the Booking
Date/Time/Facility clashes with another Booking, i.e. users
cannot manually set a Line to this Status.

Additionally, when a Booking Line is being entered, and there
is a conflict with another Booking Line (where the Facility is
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not ‘multi-book’), then a message will display informing the
user of the conflict and the Status of the Booking Line will be
set to ‘Conflicting’. This Status can subsequently ONLY be
changed to ‘Declined’ or ‘Cancelled’, unless changes are
made to the selection of a Date/Time or Facility to avoid any
conflict. Once the area of conflict has been resolved, the
Booking Line Status will automatically change back to
(default) and will be modifiable to any Status by the user.

See also Booking Times outside of Facility Open Hours

Note: If a Booking Line has a Status of ‘Confirmed’, then it is available for Invoicing. All other statuses
preclude the ability to be invoiced.

Booking Line - Location

If a Facility which is a General Purpose Facility has been selected for a Booking Line, then a Location
Detail button will become available which enables the user to associate a Street/Suburb to the Booking
Line. Selection of the Location Detail button displays the Booking Line Street/Suburb Maintenance
form where a Street/Suburb may be selected.

Selection of a Location is mandatory before the Recurrence button can be selected to generate
Recurring Bookings.

Booking Line - Resources
Selection of the Resources button displays the Booking Line Resource Selection form where
Resources may be assigned from the available Facility Resources.

Booking Line - Fees

Selection of the Fees button displays the Booking Line Fee Maintenance form where the associated
fees may be viewed and maintained for the Booking Line. If there are no Fees which have been
uploaded from the Facility a message ‘No occurrences match the search profile’ will display.

Booking Line - Recurrence
Selection of the Recurrence button displays the Recurrence Pattern Maintenance form where details
may be set up for Recurring Bookings.

See further details on Recurring Bookings, Conflicting Bookings and Booking Line Processing.

Note: If the Booking Line is for a General Purpose Facility, then a Location must be entered before
selecting the Recurrence button.

Booking Line - Reference
The Reference field displays the Booking Line Reference Number which is allocated to the Booking
Line by the system. This field is display only and cannot be maintained.

Booking Line - Description

The Description field allows the user to enter a meaningful description for the Booking Line for
identification purposes. Initially, when a new Booking Request is created, the Activity Name will default
into the Description field as each individual Booking Line is created. However, the user is able to
change this Description as required.

Booking Line — Calendar Button

Clicking on the Calendar Button on a Booking Line will display the ‘default’ Calendar View. Where both
Calendars are available, this will normally be the Weekly Calendar. However, this can be overridden
by setting a parameter on the Booking Class, in which case, the Monthly Calendar will display by
default.
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The Calendar Button can be used at any time, even on a new (i.e. blank) Booking Line. However, if
some data already exists on the Booking Line, the Calendar will use that as its starting point. If there is
no Date on the Booking Line then the Calendar will assume ‘Today'.

From the Calendar it is possible to select time blocks and click on the ‘Book’ button. In this case the
selected data will be returned to Booking Entry and give the user the opportunity to either update the
existing Booking Line, or to create new Booking Lines. Note that if multiple selections are made then
the first selection can be used to update the Booking Line whilst the additional selections will create
new Booking Lines as necessary.

Whenever a conflict exists, Booking Entry will provide access to the Calendar to allow the user to see
where the conflict lies. A message box similar to the following will display:

Pathway

There is a conflicting Booking For the selected Facility, an ‘Autobooked’ Sub-Facilicy, or for Resources assigned to the Facilicy.
Another Booking exisks Fram 11:00 ko 12:00 on Booking Murmber 24,
The requested Booking cannot be accepked.

QK I Calendar

If the user selects an alternative time block from the Calendar, where no conflict exists, then the
Booking Line can be updated with the new details as provided by the Calendar.

Note: The ability to update the Booking Line with data from the Calendar is only available where the
Calendar has been called directly from Booking Entry. Where a Resource conflict occurs, for example,
it is possible to go to the Calendar from the message nut the ‘Book’ button will not be available in this
case.

For more details see Bookings Weekly Calendar and Bookings Monthly Calendar.

Booking Line - Information Button

The Information Button ﬁ will display if there are any ‘Related Bookings’ occurring at the same time
or on the same day for Facilities which allow Multiple Bookings. If no ‘Related Bookings’ exist, this
button will not display.

Selection of this button will display the Related Bookings Enquiry form showing any Bookings or
Activities which are likely to impact on the current Booking.

The display of the 'Information’ icon and button is conditioned by the existence of any other Related
Booking or Activity on the same day as the Booking in question. This means that when entering a
Booking a warning message will be shown when any Related Booking or Activity occurs at the same
time as the Booking in question, but the 'Information’ icon will be shown whenever a Related Booking
occurs on that same day. This expansion of the display of the 'Information’ icon and button extends to
the Available Facilities Search and the various Calendars.

Booking Line - Decline/Cancel Reason

A Decline/Cancel Reason Code must be keyed into this field or a selection made from the Pop Up if
the Booking Line Status is set to ‘Cancelled’ or ‘Declined’. These fields become available when a
Declined or Cancelled Status is selected for the Booking Line. When this occurs, all other fields on the
Booking Line become dimmed.

Fee Summary Button
Selection of the Fee Summary Button displays the Booking Fee Summary form where Charge Lines
for the Booking may be invoiced.

Copy Button
The Copy button allows the user to “Copy” the Booking Request. The Copy function creates a new
Request and copies the following details from the original Request to the new one:
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Responsible Officer
Activity Type

Activity sub-Type
Activity Name

Activity Details
Customer Type

Number of Attendees
Significant Booking Flag

The following details are set by the Copy process:
e Receiving Officer is set to the user performing the ‘Copy’ of the Request
e Entered Date is set to the current system date

The options available to be copied are:
Customer Details

Stakeholder Details

Affected Party Details

Contact Details

Notes — selectable by Note Type
Conditions

If 'Role Types’ are selected, then all Roles of the selected Role Types e.g. Customer, Contact etc will
be copied from the original Booking. These details will display in the ‘Names’ Summary box.

The ‘Conditions’ option will be checked ON if any Booking Conditions have been copied over from the
original Booking.

If any ‘Note Types’ are selected, then all Notes of the selected Note Type will be copied from the
original Booking.

Clicking the Copy button will display the Copy Options form.

When a Request has been copied, the user is given the ability to link the copied Request to the original
Request. However, further linking options are available through the ‘Linked Requests’ option.

When the Request is saved, the navigation buttons display in the bottom left hand corner of the form to
allow the user to navigate between the new and the original Booking Requests. If the Copy Button is
selected again from the new Booking Request and the new Request is linked to it, then the Navigation
Buttons will allow the user to navigate between all 3 Requests.

M[4] » | M| Bocking 3 aut of 4

Note: If multiple Bookings are selected and maintained using ‘multi-select’ and one of these Bookings
is copied, then the new booking will be added to the end of the selected bookings. The total number of
Booking displayed on the navigation buttons increases by 1, and all may be accessed via the
navigation buttons.

The Copy button will not display on ‘Cancelled’ Booking Requests, i.e. with a Status of ‘Available for
Booking'.

Significant Booking Enquiry Form

The Significant Booking Enquiry form displays when the Significant Bookings Option is selected from
the Options menu on a Booking Request. It displays all occurrences that have the potential to disrupt
or interfere with the current Booking.
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The Detail Buttons alongside each occurrence allows the user to view the details of the Significant
Bookings.

Note: Access to all Booking Classes has been made available for this purpose irrespective of the
user’s security level.

B significant Booking Enquiry

— Booking Mumber — Description Activity Type
3] heeting heeting e
35 Dance Dance _I
40 Ciance Ciance il

Close |

Significant Booking Enquiry form

Booking Number/Description

These fields display the Booking Number and Description of any Bookings which have been flagged as
Significant Bookings and will occur in the same area as the current Booking Request/Line and may
cause an interference.

Activity Type
This field displays the Activity Type related to the Significant Booking, e.g. Concert.

Detail Button

Selecting the Detail button displays the Booking Enquiry form to allow the user to view the Booking
Request record for the Significant Booking.

Note: Access to all Booking Classes has been made available for this purpose irrespective of the
user’s security level.

External Activity Form

The External Activity form displays when the External Activity Option is selected from the Options
Menu on the Booking Maintenance form, when External Activities exist which may affect the current
Booking Request.
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B External Activity _ (O] x|
— External Activity Mame Start Date End Date
[3ook wigek | [25-Jul-2004 00:00 | [31-Jul-2004 00:00 |
—Detailzs
Distuptions may ocour inthe city around the book stores a
.
Close |

External Activity form

External Activity Name
The External Activity Name field displays the name of any External Activity which may affect the
current Booking.

Start Date/End Date
These fields display the actual start and end dates pertaining to the External Activity.

Details
The Detalils field displays other details related to the External Activity. This field may be zoomed by
double-clicking or pressing F2 in the field.

Request Status Pop Up Form

The Request Status Pop Up displays when the Pop Up button is selected at the Booking Status field on
the Booking Entry/Maintenance form. It allows a Booking Status to be selected from the available
Status Codes.

B Request Status Pop Up - |EI|5|
— Status Code Description System Status
C Confirmed Confirmed
E Ertered Tentative
| Inactive Available for Booking
F Pencilled in FPencilled
— Search Profile
Status Code
Dezcription
Search Select Close
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Request Status Pop Up Form

Status Code/Description
These fields display details of the Status Code and description.

System Status
The System Status field displays the System Status allocated to the User-defined Status Code. The
available options are:

= Confirmed

= Tentative

= Pencilled

= Available for Booking

Search Profile — Status Code/Description
The Search Profile fields allow a Status Code and/or description to be keyed in as a search profile.
Parent Activity Type Pop Up Form

The Parent Activity Type Pop Up displays when the Activity Type Pop Up button is selected on the
Booking Entry/Maintenance form. It allows a Parent Activity Type to be selected.

_loix

...... ) DANCE - Dance

[} EXHIBITION - Exhibition
----- Ej FORUM - Forum/Discussion
. [} MEETING - Meeting
. [} PARADE - Street Parade

------ Efj PKF - Park Function

— Search Profile

Lty Faciliy) £ Lesigned |
Activity Type Code
Description
Search Select Close

Parent Activity Type Pop Up form
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ol

...... ) BALL - Ban

...... Ej DISCO - Discotheque

— Search Profile

Activity Facilty ' Aszsigned Al
Activity Type Code
Description
Search Seleck Close

Activity Sub-Type Pop Up form

Activity/Activity Sub Type

This box displays the Activity Types or Activity Sub-Types available for selection in a tree-like structure.
When called from the Booking Maintenance form, the display of Activity Sub-Types may be filtered by
an associated Facility if one has already been nominated on the first Booking Line. In this case, the
Activity Facility search option will be set to ‘Assigned’. Changing this to ‘All’ will display all the available
Activity Sub-Types.

Search Profile — Activity Facility

If a Facility with associated Activity Sub-Types has been specified on a Booking Line, and the Activity
Sub-Type Pop Up is invoked, then, by default, the results will be filtered by the associated Activity Sub-
Types. In this case this field will be set to ‘Assigned’. The user may control this list with the radio
buttons and display ‘All’ the Activity Sub-Types if desired.

Note: This filter is not available in the Parent Activity Type Pop Up (and will be dimmed) as Parent
Activity Types cannot be associated to Facilities.

Search Profile — Activity Type Code/Description

Enter an Activity Type Code and/or Description on which to base your search and then select the
Search button.

Discount Reason Pop Up Form
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The Discount Reason Pop Up form displays when the Pop Up button is selected at the Discount
Reason field on the Booking Line fee Maintenance form. It allows a Discount Reason Code to be
selected to apply to the Booking Fees.

S=TEY

— Dizcount Reazon —— Description Discount Percentage ———
P Penzioner Dizcount 1:35.00
F Religious Organization Discount 15.00
S 10% Digcount 10,00

— Search Profile
Dizcourt Resson
Description

Search Select Close

Discount Reason Pop Up Form

Discount Reason/Description

These fields display the Discount Reason Codes and Descriptions which have been set up in
parameters.

Discount Percentage
The discount Percentage field displays a percentage figure which is associated to the Discount
Reason Code. If selected, this percentage is applied to the selected Booking Fees.

Search Profile — Discount Reason/Description

Enter a Discount Reason Code and/or Description on which to base your search and then select the
Search button.

Customer Type Pop Up Form

The Customer Type Pop Up form displays when the Pop Up button is selected at the Customer Type
field on the Booking Entry/Maintenance form. It allows selection of a Customer Type to be specified on
a Booking Request.
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A=1E]

— Custamer Type —— Description

R Feligious
= Sporting
=T Standard

— Search Profile
Customer Type
Dezcription

Search Select Close

Customer Type Pop Up Form

Customer Type/Description
These fields display the various Customer Type Codes and Descriptions which have been set up in
parameters.

Search Profile — Customer Type/Description
Enter a Customer Type Code and/or Description on which to base your search and then select the
Search button.

Document Maintenance Merge Class Selection Form

This form allows the user to select a Document Class e.g. Invoices, for the generation of documents of
a particular Class or to display existing documents. Only Letters are available for maintenance from
this form. The other form of documents e.g. Bond Credit Notes, Invoices etc are generated via the Fee
Summary process and may only be viewed from this form.

B pocument Maintenance Merge Class Selection = |EI |£|

Booking Class  [EVENT | [Evert Class |
— Options

Bond Credit Motes _I Bond Invaices

__| Credit Notes __| Estimates

_I Invoices _I Letters

Close |

Document Maintenance Merge Class Selection Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.
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Options Buttons

The Options buttons allow different Classes of Merge Types to be used for the generation of
documents, e.g. selection of the Letters Option button will display a selection of Letters which have
been generated, and will also allow the creation of new Letters.

Note: Only the Letters Option will allow documents to be created from this screen. All other options
will be generated from within the Fees area, and will only be able to be displayed from here.

Note Type Pop Up

This form allows the user to select a Note Type from the list of existing Note Types created for this
Booking Class.

_inix

— Mote Type Descrigtion
C Confirmation Details
| Initizl Details

— Search Profile
Mote Type
Dezcription

Search Select Close

Note Type Pop Up

Note Type/Description
These fields display the Note Type Code and Description, e.g. C, Confirmation Detalils.

Search Profile — Note Type/Description

Enter a Note Type Code and/or Description on which to base your search and then select the Search
button.

Booking Note Selection Form

This form allows the user to create a new Note against a Booking Request or maintain an existing one.
This form is accessed via the Options drop down menu on the top menu bar, or by double-clicking the
Notes Option indicator on the Booking Request screen. This form will display when at least one Note
exists.
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B Booking Note Selection o] x|

E%EMT Evert Class

ECHIC 04-Jun-2004 14:51:57 D4-Jur-2004 14:51:57 ]

IMITIAL DETAILS
The Booking Request has been received.

Booking Note Selection form
If the user does not have access to a particular Note Type, then the Modify Button will be dimmed
when focus is on the Note of that Note Type. The Notes Summary details will not be available for
viewing and the Summary box will display the following details:

*** Not authorised. Details blocked. ***

For example:

Bj Booking Note Selection O] x|

FIMCTIONS Functions Booking Class ‘

CHICCOE [17-Feh-2005 08:11:50 17-Feh-2005 09:11:50 ]

*** Mot authorized. Details blocked. ==
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Double-clicking on the Note will display the following message:

Pathway

'j ¥ou are not authorised to access Mokes with Mote Tvpe "C - Confirmation Details",

'

L

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Booking Number
This field displays the Booking Number allocated to the Booking Request.

Officer
This field displays the UserIlD of the Officer responsible for creating the Note. This field is not
maintainable.

System Entered Date/Time
This date reflects the date on which the Note was created in the system. This field is not maintainable.

Note Date/Time

This field contains the date that the Note details were provided. This allows Notes from previous days
to be added into the system reflecting the date and time that they apply. This will default to the current
date and time and is able to be modified by the user. This is a mandatory field.

Note Type
This field displays the Note Type of the Note. This field is not maintainable.

Notes Summary
This field displays the Note Summary details of the Note which has focus. This field is not
maintainable.

Booking Note Maintenance Form

This form allows the user to define one or many Notes against a Booking Request. This form is
accessed by selecting Notes on the Options drop down menu on the top menu bar, or by double-
clicking the Notes Option indicator on the Booking Request screen. If one or more Notes already exist
then the Booking Note Selection form displays first.
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S=TEY

Booking Class  |Fees on Activity - Trigona's test class

Booking Mumber |3

Responsikle Officer [ECHIC | [Eddi Chicea
System Ertered Date/Time [27 May-2004 11:40:14 |
hote DateiTime  [27-May-2004 11:40:14

Note Type 1l |
Mote d

[

i Cancel |

Booking Note Maintenance Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Booking Number
This field displays the Booking Number allocated to the Booking Request.

Responsible Officer
These fields display details of the Officer responsible for creation of the Note.

System Entered Date/Time

This field displays the System Date/Time of the creation of the Note. This field is not maintainable and
will default to the current Date/Time.

Note Date/Time

This field allows a date to be entered to specify when the Note details were provided. This allows
Notes from previous days to be added into the system reflecting the date and time that they apply.
This will default the current date and time but will be able to be modified by the user. This is a
mandatory field.

Note Type

Key in a Note Type Code, if known, or select one from the Pop Up. This Code is selected from the
Note Types defined against the Class and is a mandatory field. Where template details exist against a
Note Type, these are defaulted into the Note Details. If the Note Type is being changed against the
Note, then a check will be performed and if the new Note Template and existing note Details differ, the
user will be presented with a message asking them to confirm whether the details should be
overwritten or not. If the user selects “Yes” then the Note Details will be replaced with the new Note
Template details.

Note

This field is and free-format unlimited text field. It allows the entry of notes against the Booking
Request.
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Facility Pop Up Form

The Facility Pop Up form displays when the Facility Pop Up button for a Booking Line is selected on
the Booking Entry/Maintenance form. It allows a Facility to be selected to link to a Booking Line.

ol

Booking Class [BOOKINGS | [Bookings by Council (Cash - override) |

[} CINEMA - Cinema

i [} GROTE - Grote Street Library

- [} HUTTL - Hutt Street Library

Ef‘j HADEL - Horth Adelaide Library
Ej HTHTERL - Horth Terrace Library
- [} ROYAL - Royal Theatre

- Eﬁ SPACE - Space Theatre

.. [Z) STREET - Street for Event

H.

— Search Profile

Facility Activity  Assigned Al
Facilty Code
Description
Search Select Close

Facility Pop Up Form

Booking Class

These fields display details of the selected Booking Class. This consists of a Class Code of up to 10
characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50 characters e.g.
Event Bookings or Facility Bookings. These fields are display only and cannot be maintained.

Facility

This box displays all Facilities and Sub-Facilities which are available to be linked to a Booking Line.
The tree-like structure may be expanded or collapsed using the + and — symbols. The display of
Facilities will initially be filtered by associated Activity Sub-Types (if any exist) and the Facility Activity
option will be set to ‘Assigned’. This setting may be changed to ‘All’ if the user wishes to select from
the full list of Facilities.

Search Profile — Facility Activity
If an Activity Sub-Type with associated Facilities has been specified on a Booking, and the Facility Pop
Up is invoked on a Booking Line, then, by default, the results will be filtered by the associated Facilities.
In this case this field will be set to ‘Assigned’. The user may control this list with the radio buttons and
display ‘All’ the Facilities if desired.
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Search Profile — Facility Code/Description

Enter a Facility Code and/or Description on which to base your search and then select the Search
button.

Booking Line Resource Selection form

The Booking Line Resource Selection form allows the user to assign available Facility Resources to a
Booking Line. This form is accessed by selecting the Resources button on each Booking Line. The
flag included to the left of this button on the Booking Line (in Booking Entry/Maintenance), will indicate
whether Resources have been assigned.

The available Resources will display on the left-hand side of the form. If any Mobile Resources exist
for the Booking Class, they will display at the top of the list in alphabetical order, followed by Facility
Resources.

Note: If a Mobile Resource is ‘out of service’ due to repairs or maintenance, then it will not be available
for selection. It is suggested that Council creates a Facility (e.g. Resource Maintenance) to use for this
purpose and allocates to it any Resources that are ‘out of service’.

Mobile Resources are identified by an ‘M’ displayed in between the Resource Code and its Description.

& Booking Line Resource Selection I ]
Booking Class  |[FUNCTIONS Functions Booking Class (Debtors with Owerride)
Booking Mumber |97 nieeting
Biooking Date  [03-Jan-2006 | oroo | - Josoo | Line Reference [1129
Facilty [zo | [zoodwood Oval
—— Available Resources ——Assigned Resources
h_LARPTOP I Mohile Laptop Computer _» BB (Gas Barbecue 1
h_PHORME Il |hohile Phone TH1 Tenniz Met 1
T2 Tenniz Met 2
e
~
«F
— Search Profile
Resource Code
Description
Search | QK I Cancel

Booking Line Resource Selection form

Booking Class
These fields display details of the Booking Class.

Booking Number/Activity

These fields display the Booking Number and Activity Description to which the Resources are
associated. These fields are not maintainable.

Booking Date
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These fields display details of the Booking Date, Start Time and End Time. These fields are not
maintainable.

Line Reference
This field displays the Booking Line Reference number. This field is not maintainable.

Facility
These fields display the Facility Code and Description to which the Resources are associated, e.g. AS,
AAMI Stadium.

Available Resources

These fields display all available Resources for the Facility or Sub-Facility. The Select/Remove
buttons may be used to move Resources to and from the ‘Assigned’ side of the form.

Note: Any Resources which have the ‘Allow Booking' flag turned OFF will only be available for
selection by the Parent Facility and one (1) Sub-Facility. As such, the Resource will not appear in the
Available Resources list for selection by any of the other Sub-Facilities.

Note: If Mobile Resources exist for the Booking Class, then these will display first on this form in
alphabetical order with an ‘M’ between the Code and the Description.

Assigned Resources
These fields display all Resources that have been assigned to the Booking Line.

Search Profile — Resource Code/Description

Enter a Resource Code and/or Description on which to base your search and then select the Search
button.

Booking Line Fee Maintenance Form

For each Booking Line, when the user selects the Fees Detail button the Booking Line Fee
Maintenance form displays listing all the Fees that have been auto loaded from the Facility. Details
may be modified in the lower half of the form and they will be reflected in the Charge details once the
form is accepted.

The user is able to re-order the Charge lines to assist with the display of the Fees in Fee Summary and
on Invoice/Credit Note documents.

The Charge Details in the lower part of the form contain information about the Charge line above which
currently has focus. These details will change as the user focuses on each different Charge Line.

The ability to maintain Fees depends on the security assigned to the user.

Note: If any manual changes are made to Fee parameters or Resource Fees etc, then these may not
be reflected in the Fee Maintenance form until the system refreshes the details. Please review these
details after changes are made. (Simply changing some details and then changing them back will be
sufficient to force the system to refresh the details)

The Insert Button allows the user to add additional Fees to the Booking Line. Selection of the Insert
button will either display the ‘Facility Booking Charge Selection’ form, if there are no Resources
available, or, if Resources are also available for selection, then the ‘Insert Booking Line Charges’ form
displays to allow the user to insert a Facility Charge and/or a Resource Charge.
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If focus is on a credit line, then the word CREDIT will display next to the Fee Type field in the Fee
details section to alert the user to the existence of the credit transaction.

0 i

Booking Line Fee Maintenance form (in Cash Invoicing mode)

Booking Class
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These fields display details of the Booking Class associated with the Booking Line. This consists of a
Class Code of up to 10 characters to identify the Class e.g. EVENT or FACILITY and a Description of
up to 50 characters e.g. Event Bookings or Facility Bookings. These fields are display only and cannot
be maintained.

Booking Number/Activity
These fields display the Booking Request Number and the Activity associated with the Booking Line.

Booking Status
The Booking Status field displays the Status of the Booking Request. This will be one of the User-
defined Statuses based on the following System Statuses:

= Available for Booking

= Confirmed

= Tentative

= Awaiting Response

Line Reference
This field displays the Booking Line Reference. This field is display only.

Booking Date/Start Time/End Time
These fields display the date of the Booking as well as the Start and End Times.

Accounting Method

The Accounting Method field displays the Accounting Method in use for the Booking, i.e. Pathway
Debtors or Cash.

Invoiced Amount/Amount Owing

This field displays the amount of the Booking Line that has been invoiced. For Cash Invoicing, this field
will display the ‘Amount Owing’ which is calculated based on the Fee amounts recorded against the
Booking, subtracting any Payments received via Receipting.

Outstanding Amount/Overpayment Amount

This field displays the Outstanding Amount for the Booking Line, i.e. the amount which is due for
payment. It is calculated by deducting any Receipted payments from the Invoiced Amount.

If a payment is made which covers a number of Booking Lines, then the Debtors system will apportion
this payment over all selected Booking Lines.

When a payment is made through Debtors Receipting, the Receipt amount is deducted from the
Invoiced Amount and displayed in the Outstanding Amount field.

For Cash Invoicing, this field will display any ‘Overpayment Amount’.

If additional fees are added to a Booking, then the Outstanding Amount will be updated to reflect this
change. If an Overpayment Amount exists, then the user will be prompted with a message asking if an
auto-allocation of the overpayment should occur. If the user responds ‘Yes’, then the overpayment
amount will be allocated to the new fees that have been raised. If the response is ‘No’ then no auto-
allocation of the overpayment will occur. However, the user will be able to access the Overpayment
Allocation button and nominate the fees that should be paid using the overpayment amount.
(Appropriate GL entries will be generated.)

Discount Reason/Discount Percentage

This field allows the user to enter a Discount Reason Code or select one from the Pop Up listing
Discount Reasons defined in parameters. The Discount Percentage associated with the selected
Discount Reason is also displayed.

The Discount that is selected will be applied to the fees that relate to the use of the Facility. If the
Discount Reason is changed then Fees will be recalculated based on the Fee Discount applicable. If a
booking line is invoiced then the Discount Reason will not be able to be changed. See Discount and
Account Details.
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Charge Description
The Charge Description is defaulted from the Fee details set up for the Facility.

Fee Code/Description
The Fee Code and Description are automatically loaded from the Facility.

Fee Type

The Fee Type is defaulted from the fee Details set up for the Facility. It indicates whether the Fee is
Hourly, Daily or Fixed. If a Fee is a Fixed Fee then the amount is displayed in the Rate/Amount field.
The user is able to modify the fixed Feed amount if required. If the Fee is either Daily or Hourly then
the rate per unit is displayed allowing the user to amend the daily/hourly rate if required.

Rate/Amount

This field displays the Fee amount or rate. If a Fee is a Fixed Fee then the amount is displayed in this
field. The user is able to modify the fixed Feed amount if required. If the Fee is either Daily or Hourly
then the rate per unit is displayed allowing the user to amend the daily/hourly rate if required.

Units (Hours)

The Units are calculated based on the date and time details entered. This is either in hours or days.
The user is able to modify the Units used to calculate the Calculated Charge (in the lower half of the
form).

Note: If this is done, then if the Booking Availability is changed, the system will recalculate the Fee and
Units. If the user has changed these details manually then they will need to review the fee costs to
determine if the units need to be maintained again.

‘Out of Hours’ time is also included in the generated fees. Where a Booking begins earlier than the
Facility opening time, the overlap hour(s) are included in the first Charge amount. Where the Booking
ends later than the Facility closing time, the overlap hour(s) are included in the last Charge amount.
Where a Booking crosses a ‘Gap’ in the Available Times, the Duration of the ‘Gap’ will be included in
the Charge for the period prior to the ‘Gap’. For example:

A Facility has the following opening times on a Monday:
8 am — 1pm (charged at $50 per hour)
2pm — 10pm (charged at $60 per hour)

A Booking is made for a Monday 7am to 11pm
The calculated fees will be as follows:

7 hours @ $50 = $350.00

9 hours @ $60 = $540.00

Calculated Fee

The Calculated Fee field displays the cost calculated using the Rate/Amount and the Units (for Hourly
and Daily Fee Types). No calculation is done for Fixed Fee Types where the Fixed Fee amount is
displayed in this field.

If the user alters the Booking Date/Times then the system will recalculate all fees that require
recalculation (Note: This may require that the record is saved and reentered to refresh the calculation).
This relates to fees that are not fixed.

If there is a Minimum Charge applicable then, if appropriate, this amount will be applied to this field
instead of the calculated amount.

See further details in the section on Units (Hours)

Discount

This field displays the Discount which applies to the Fee. The Discount is applied in the Discount
Reason/Percentage fields on this form. This discount is applied to all Fees which allow Discount to be
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applied (as set up in parameters). If the Fee does not allow Discount then the Discount fields
(Discount Percentage and/or Fixed discount will not be available for maintenance (in the lower part of
the form).

Total Fee
The Total Fee is the total calculated fee after adding the Calculated Charge and Fixed Discount
Amount.

Invoiced flag
This is an On/Off flag to indicate whether the charge has been invoiced.

Fee Details — Charge
This field displays the Charge Description of the Charge Line which has focus.

Fee Details — Fee Type
This field displays the Fee Type (e.g. Daily, Hourly or Fixed) of the charge Line which has focus.

Note: If focus is on a credit line, then the word CREDIT will display next to the Fee Type field in the Fee
details section to alert the user to the existence of the credit transaction.

Fee Details — Fee Code
These fields display the Fee Code and Description that applies to the Charge Line which has focus.

Fee Details - Facility
These fields display the Facility Code and Description pertaining to the Charge Line which has focus.

Fee Details — Original Fixed Amount
This field displays the Original Fixed Amount for the Fee. This ensures that the original amount is
recorded if the Fixed Amount is subsequently changed by the user.

Fee Details — Original Charge Rate
This field displays the Original Charge Rate for the Fee. This ensures that the original rate is recorded
if the Charge Rate is subsequently changed by the user.

Fee Details — Original Calculated Units
This field displays the Original Calculated Units for the Fee. This ensures that the original number is
recorded if the Units (Hours) field is subsequently changed by the user.

Fee Details — Original Discount
This field displays the Original Discount percentage for the Fee. This ensures that the original
percentage is recorded if the Discount Percentage is subsequently changed by the user.

Fee Details — Fixed Amount

This field contains the Fixed Amount for the Charge Line, if applicable. This field will contain data only
if the Charge Line has a Fixed Fee Type. This field will be blank and dimmed if the Fee Type is Daily
or Hourly, or if the ‘Allow Edit’ indicator is set OFF for this Charge at the parameter level.

Fee Details — Charge Rate

This field contains the Charge Rate, which is the daily or hourly amount charged. For hourly charges,
this amount, multiplied by the Unit charge, determines the Calculated Fee. For daily charges this
amount is affected by the Units field only when the Units value is changed to be equal to or lower than
the half day rate (and vice versa), e.g.

Charge Rate = 120.00
Units (Hours) =8

If the Units value is changed to 4 (and this is equal to the Half Day Rate as set in the
parameters), then the Charge Rate will change to reflect the half day rate, e.g.

Charge Rate = 90.00
Units (Hours) =4
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This field will not be available for Fixed Fee Types. If the ‘Allow Edit’ indicator is set OFF for this
Charge at the parameter level then this field will not be available for maintenance. Otherwise, the user
may modify the Charge Rate.

Fee Details — Units (Hours)

This field contains the Booking duration (in hours) of the Charge Line which has focus. The Units are
calculated based on the date and time details entered. The user is able to modify the number of Units
to recalculate the Calculated Charge if the ‘Allow Edit’ flag is set ON for the Fee Type at the parameter
level.

Example:
Daily Charge = 120.00
Units (Hours) = 6
Calculated Fee = 120.00
(The number of Units is only used to determine whether the Full Day Charge or the Half Day
Charge is to be applied)

Hourly Charge = 120.00

Units (Hours) = 6

Calculated Fee = 720.00

(The Hourly Charge is multiplied by the Units to achieve the Calculated Fee)

Fee Details — Discount Percentage

The Discount Percentage field allows the user to enter a percentage discount to apply. If a Discount
Percentage is entered by the user then the system will calculate the discount and display the amount in
the Calculated discount field. If a Discount Percentage is applied then the Fixed Discount field is not
available.

Fee Details — Fixed Discount

The Fixed Discount Amount field allows the user to enter a Discount Amount (not a percentage) to
apply to the Fee. This field is only available if there is no value in the Discount Percentage field.

Note: The user cannot enter a Discount Amount which is greater than the Calculated Fee Amount.

Fee Details — Auto Load
The Auto Load flag indicates whether the Fee has been set to load automatically when the Fees are
generated. This field is not maintainable from this form.

Fee Details — Bond

The Bond flag indicates whether the Fee has been deemed a Bond Fee in Charge Maintenance at the
parameter level. This type of Fee is a ‘one-off’ Fee which will eventually be refunded to the customer.
This field is not maintainable from this form.

Fee Details — Applicable to Recurring

This is an On/Off flag which indicates whether the Charge is able to be added against a recurring
Booking. If set ON then the Charge will be auto-loaded if appropriate. If set OFF, then the charge will
only be auto-loaded against Booking Lines that are not recurring.

Fee Details — Charge Fee Only Once
This flag indicates whether the Fee is only to be invoiced once for a Booking, e.g. a Bond. The system
will not allow this type of Fee to be generated more than once for invoicing purposes.

This field is an On/Off flag which is only available where the Charge is applicable to Recurring
Bookings. If this field is set ON then the Charge will only be charged against the first Invoice that is
issued against the Booking Request. Subsequent Invoices generated for the Booking will not have the
charge applied. This will be used in the following circumstance:

E.g. A regular booking is made for a weekly meeting in the local hall. The first Invoice will
charge a Bond for the use, but the one Bond charge will be applicable for the entire year, i.e.

Infor Public Sector July 17 Page 225



Bookings Management User Guide Booking Maintenance/Enquiry

the Bond charge will not be charged on subsequent invoices. If this field is set to OFF then the
charge will be applied to all invoices that are generated against the booking. By default the
value of this field will be set OFF and the user will be required to set this ON.

Fee Details — Allow Discount

The ‘Allow Discount’ flag indicates whether the fee allows a discount to be applied. If this flag is set to
OFF then the Discount fields will not be available. If this flag is set to ON and a Discount Code and
percentage have been entered by the user, then the percentage will display in the Discount Percentage
field and the system will calculate the Discount and display the amount in the Calculated Discount field.
See Discount and Account Details.

Fee Details — Allow Edit
The ‘Allow Discount’ flag indicates whether the fee allows a discount to be applied. If this flag is set to
OFF then the Discount fields will not be available.

Fee Details — Pro Rata
The “Pro-Rata” flag indicates whether the Fee allows the Hourly cost to be Pro-Rated. If this indicator
is set on, then the fee may have the pro-rata parameters applied to the hourly rate.

Fee Details — Maximum Hours for Half Day Rate / Maximum Amount for Half Day Rate

The “Maximum Hours for Half Day Rate” field indicates the number of hours which must be exceeded
in order for the full daily rate to apply. This is used in combination with the field “Maximum Amount for
Half Day Rate” which displays the lowest amount to be charged. Once the Maximum Hours for Half
Day Rate have been exceeded then a full day rate will be applied.

Fee Details — Invoiced
The Invoiced flag indicates whether the Charge Line has been invoiced.

Fee Details — Invoice Date
The Invoice Date will display in this field if the Charge Line has been invoiced.

Fee Details — Invoice/Credit Number
The Invoice/Credit number will display in this field if the Charge Line has been invoiced.

Fee Details — Calculated Fee
This field displays the cost calculated using either the Fixed Amount or the Charge Rate/Units. If tax is
applicable then it is included in the Calculated Fee.

Fee Details — Tax Amount

This field displays the proportion of the Total Fee Amount which is the Tax component. Tax is always
calculated on the nett amount (Total Fee Amount) after any discount has been deducted, i.e.
Calculated Fee — Calculated Discount = Total Fee Amount. The Tax component (using a Tax of 10%)
on a Total Fee Amount of $100 would be 9.09 cents. This is calculated as follows: 100/11 = 9.09.

Fee Details — Calculated Discount
This field displays the amount of Discount which has been calculated based on the Discount
Percentage field.

Fee Details — Total Fee Amount
The Total Fee amount is the total calculated fee (including charges for Resources) using the
Calculated Fee and the Calculated Discount in the calculation.

Transaction
The Transaction field will display once the Charge Line has been invoiced. It will display the
Transaction Description details.

Booking Activity Fee Maintenance Form
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The Booking Activity Fee Maintenance form displays when the Activity Fees Option button is selected
on the Booking Entry/Maintenance form (or via the Options Menu). It allows viewing and maintenance
of Activity Fees associated with the Booking.

Charges are listed by Booking Date, and Fee Details for each Charge are viewable in the b bottom half
of the form when focus is placed on the Fee line.

Note: If a Charge has already been invoiced and subsequently changes are made to the duration of

the Activity resulting in different charges applying, then a ‘spanner’ glyph will display next to the
Calculated Fee field to indicate that the number of booked hours has changed. Placing focus on the
Charge line will display further details in the Fee Details section to indicate these changed values. It is
then the council’s responsibility to make any adjustments necessary e.g. via a Credit Note. (Once a
Charge Line has been invoiced, the amount will not change.)

The Move Buttons may be used to reorder the Charge Lines if required. It is only possible to reorder
the lines within a particular date.

Booking Activity Fee Maintenance form (in Debtors Invoicing mode)

Infor Public Sector July 17 Page 227




Bookings Management User Guide Booking Maintenance/Enquiry

ol
Bocking CGaes  CASHILASS Zash) Bookngs Outs ( Cash - 10 override) Acgzunting Wethod [~ ash
Booking Nanber D41 Cvacx Bocking Setus [‘F‘\.I-\Vw.‘ | Aroud vy 0
Aclivly Type  DANCE Dwrcs Crempayment Amourt 00
Desant Rbastn [CHARITY 0| Ererty Dizcoure ] Dtssount Parcasiege [ 1000]
Bookng Dete Charge Descrivton fee Coon Foe Type  Matetimount Utz Caloustedt Yor  Dacount Tois Fee Amourt v
Batirday 19002005 | L Up Fen ] e | Fowd | [ 300 00} [ o] [ o0of [ wowl O
Fee Detale
Chargs FLean Up Fae || Crigined Flosd Arrount 0000) AT ANSUT s
Bockiog Datn [Satiedoy 19-Mor 2005 |
Ton Typm Fuoco |
Fos Code  H=E | I
Adolosd [/  Appkcatie toRecumm 4 Abow Dvosurt ]
s [ Crarge Fee Qo Crece [ AlowER ) myoned [ Cobcutaded Fer 300 00
Profes T Tax Amcutt 0.00
Cacustnd Devoourt 0.00
Toiut Foe Ancunt 30000
Inseet l <X I Sancel

Booking Activity Dee Maintenance Form (in Cash Invoicing mode)

The Insert button displays the Activity Type Booking Charge Maintenance form which allows the user
to add additional Activity Type Fees. Initially, selection of the Insert Button after focusing on an Activity
Charge Line will display the message: “Would you like to insert Charges for the highlighted date of
Saturday 31-Jul-2004, or for all Dates on the Booking?” This allows the user to choose whether to add
a single Charge Line for the selected day, or one that applies to all existing Booking Dates.

Pathway

& Wiould wou like ko insert Charges For the highlighted date of Saturday 31-Jul-2004, or for all Dates on the Booking?

Highlighted Day I all Days | Cancel |

Booking Class

These fields display details of the Booking Class related to the Booking. This consists of a Class Code
of up to 10 characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50
characters e.g. Event Bookings or Facility Bookings. These fields are display only and cannot be
maintained.

Booking Number/Activity
These fields display the Booking Request Number and the Activity associated with the Booking.

Activity Type
These fields display details of the Activity Type associated with the Booking, e.g. D, Dance.

Booking Status
This field displays the Booking Status Code associated with the Booking, e.g. C, Confirmed.

Accounting Method
The Accounting Method field displays the Accounting Method in use for the Booking, i.e. Pathway
Debtors or Cash.
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Invoiced Amount/Amount Owing

This field displays the amount of the Activity Fee that has been invoiced. For Cash Invoicing, this field
will display the ‘Amount Owing’ which is calculated based on the Fee amounts recorded against the
Booking, subtracting any Payments received via Receipting.

Outstanding Amount/Overpayment Amount
This field displays the Outstanding Invoiced Amount for the Activity Fee. This allows the user to see
how much is still due for payment for the Activity Fee.

When a payment is made through Debtors Receipting, the Receipt amount is deducted from the
Invoiced Amount and displayed in the Outstanding Amount field.

For Cash Invoicing, this field will display any ‘Overpayment Amount’.

If additional fees are added to a Booking, then the Outstanding Amount will be updated to reflect this
change. If an Overpayment Amount exists, then the user will be prompted with a message asking if an
auto-allocation of the overpayment should occur. If the user responds ‘Yes’, then the overpayment
amount will be allocated to the new fees that have been raised. If the response is ‘No’ then no auto-
allocation of the overpayment will occur. However, the user will be able to access the Overpayment
Allocation button and nominate the fees that should be paid using the overpayment amount.
(Appropriate GL entries will be generated.)

Discount Reason/Discount Percentage

This field allows the user to enter a Discount Reason Code or select one from the Pop Up listing
Discount Reasons defined in parameters. The Discount Percentage associated with the selected
Discount Reason is also displayed.

The Discount that is selected will be applied to the fees that relate to the Activity. If the Discount
Reason is changed then Fees will be recalculated based on the Fee Discount applicable. If an Activity
is invoiced then the Discount Reason will not be able to be changed.

The Discount Percentage field is display only and cannot be maintained.

Booking Date
This field displays the date of each Booking Line, e.g. Saturday 30-Oct-2004. Fee Charges are listed
in ascending Booking Date order

Charge Description
The Charge Description is defaulted from the Fee details set up for the Activity.

Fee Code
The Fee Code is automatically loaded from the Activity.

Fee Type

The Fee Type is defaulted from the Fee Details set up for the Activity. It indicates whether the Fee is
Hourly, Daily or Fixed. If a Fee is a Fixed Fee then the amount is displayed in the Rate/Amount field.
The user is able to modify the fixed Feed amount if required. If the Fee is either Daily or Hourly then
the rate per unit is displayed allowing the user to amend the daily/hourly rate if required.

Rate/Amount

This field displays the Fee amount or rate. If a Fee is a Fixed Fee then the amount is displayed in this
field. The user is able to modify the fixed Feed amount if required. If the Fee is either Daily or Hourly
then the rate per unit is displayed allowing the user to amend the daily/hourly rate if required.

Units (Hours)

The Units are calculated based on the date and time details entered. This is either in hours or days.
The user is able to modify the Units used to calculate the Calculated Charge (in the lower half of the
form).
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Note: If this is done, then if the Booking Availability is changed, the system will recalculate the Fee and
Units. If the user has changed these details manually then they will need to review the fee costs to
determine if the units need to be maintained again.

Calculated Fee

The Calculated Fee field displays the cost calculated using the Rate/Amount and the Units (for Hourly
and Daily Fee Types). No calculation is done for Fixed Fee Types where the Fixed Fee amount is
displayed in this field.

If the user alters the Booking Date/Times then the system will recalculate all fees that require
recalculation (Note: This may require that the record is saved and reentered to refresh the calculation).
This relates to fees that are not fixed.

If there is a Minimum Charge applicable then, if appropriate, this amount will be applied to this field
instead of the calculated amount.

Discount

This field displays the Discount which applies to the Fee. The Discount is applied in the Discount
Reason/Percentage fields on this form, or defaulted from the Booking Maintenance form. This
discount is applied to all Fees which allow Discount to be applied (as set up in parameters). If the Fee
does not allow Discount then the Discount fields (Discount Percentage and/or Fixed discount will not
be available for maintenance (in the lower part of the form).

Total Fee

The Total Fee is the total calculated fee after adding the Calculated Charge and Fixed Discount
Amount.

Invoiced flag
This is an On/Off flag to indicate whether the Charge has been invoiced.

Fee Details — Charge
This field displays the Charge Description of the Charge Line which has focus.

Booking Date
This field displays the Booking Date of the charge Line which has focus.

Fee Details — Fee Type
This field displays the Fee Type (e.g. Daily, Hourly or Fixed) of the charge Line which has focus.

Fee Details — Fee Code
These fields display the Fee Code and Description that applies to the Charge Line which has focus.

Auto Load
The Auto Load flag indicates whether the Fee has been set to load automatically when the Fees are
generated. This field is not maintainable from this form.

Bond

The Bond flag indicates whether the Fee has been deemed a Bond Fee in Charge Maintenance at the
parameter level. This type of Fee is a ‘one-off’ Fee which will eventually be refunded to the customer.
This field is not maintainable from this form.

Applicable to Recurring

This is an On/Off flag which indicates whether the Charge is able to be added against a recurring
Booking. If set ON then the Charge will be auto-loaded if appropriate. If set OFF, then the charge will
only be auto-loaded against Booking Lines that are not recurring.

Charge Fee Only Once
This flag indicates whether the Fee is only to be charged once for a Booking, e.g. a Bond. The system
will not allow this type of Fee to be generated more than once for a Booking Request.

Allow Discount
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The ‘Allow Discount’ flag indicates whether the fee allows a discount to be applied. If this flag is set to
OFF then the Discount fields will not be available. If this flag is set to ON and a Discount Code and
percentage have been entered by the user, then the percentage will display in the Discount Percentage
field and the system will calculate the Discount and display the amount in the Calculated Discount field.

Allow Edit

The ‘Allow Discount’ flag indicates whether the fee allows a discount to be applied. If this flag is set to
OFF then the Discount fields will not be available.

Pro Rata

The “Pro-Rata” flag indicates whether the Fee allows the Hourly cost to be Pro-Rated. If this indicator
is set on, then the fee may have the pro-rata parameters applied to the hourly rate.

Fee Comment

The Fee comment field displays under the following circumstances:
= When an invoiced Charge line has focus. In this instance it will display the Charge description.
= When a Credit Note line has focus. In this instance it will display the Credit Note number as
well as the Credit Reason.

Fee Details — Original Fixed Amount

This field displays the Original Fixed Amount for the Fee. This ensures that the original amount is
recorded if the Fixed Amount is subsequently changed by the user.

Fee Details — Original Charge Rate

This field displays the Original Charge Rate for the Fee. This ensures that the original rate is recorded
if the Charge Rate is subsequently changed by the user.

Fee Details — Original Calculated Units

This field displays the Original Calculated Units for the Fee. This ensures that the original number is
recorded if the Units (Hours) field is subsequently changed by the user.

Fee Details — Original Discount

This field displays the Original Discount percentage for the Fee. This ensures that the original
percentage is recorded if the Discount Percentage is subsequently changed by the user.

Current Actual Booked Hours

This field only displays if focus is placed on a Charge Line with a ‘spanner’ glyph, i.e. a Charge which
has already been invoiced and subsequently has had duration details changed resulting in different
charges applying. It will display the changed hours, e.g. 3.00.

Current Charge Rate

This field only displays if focus is placed on a Charge Line with a ‘spanner’ glyph, i.e. a Charge which
has already been invoiced and subsequently has had duration details changed resulting in different
parameters applying, such as the half day rate. It will display the current (changed) charges, e.g.
80.00.

Invoiced
The Invoiced flag indicates whether the Charge Line has been invoiced.

Invoice Date
The Invoice Date will display in this field if the Charge Line has been invoiced.

Invoice/Credit Number
The Invoice/Credit number will display in this field if the Charge Line has been invoiced.

Fee Details — Fixed Amount

This field contains the Fixed Amount for the Charge Line, if applicable. This field will contain data only
if the Charge Line has a Fixed Fee Type. This field will be blank and dimmed if the Fee Type is Daily
or Hourly, or if the ‘Allow Edit’ indicator is set OFF for this Charge at the parameter level.

Fee Details — Charge Rate

Infor Public Sector July 17 Page 231



Bookings Management User Guide Booking Maintenance/Enquiry

This field contains the Charge Rate, which is the daily amount charged. This amount is affected by the
Units field only when the Units value is changed to be equal to or lower than the half day rate (and vice
versa), e.g.

Charge Rate = 120.00
Units (Hours) = 8

If the Units value is changed to 4 (and this is equal to the Half Day Rate as set in the
parameters), then the Charge Rate will change to reflect the half day rate, e.g.

Charge Rate = 90.00
Units (Hours) = 4

Note: The Charge Rate for Activity Fees is not multiplied by the Units to achieve the Calculated Fee.
This only applies to Facility and Resource Charges where hourly charges may apply.

This field will not be available for Fixed Fee Types. If the ‘Allow Edit’ indicator is set OFF for this
Charge at the parameter level then this field will not be available for maintenance. Otherwise, the user
may modify the Charge Rate.

Fee Details — Units (Hours)

This field contains the Booking duration (in hours) of the Charge Line which has focus. The Units are
calculated based on the date and time details entered. The user is able to modify the number of Units
and this will determine whether the full or half day Charge Rate is applied.

Note: The Charge Rate for Activity Fees is not multiplied by the Units to achieve the Calculated Fee.
This only applies to Facility and Resource Charges where hourly charges may apply.

Modifications to this field is only allowed if the ‘Allow Edit’ flag is set ON for the Fee Type at the
parameter level.

Fee Details — Discount Percentage

The Discount Percentage field allows the user to enter a percentage discount to apply. If a Discount
Percentage is entered by the user then the system will calculate the discount and display the amount in
the Calculated discount field. If a Discount Percentage is applied then the Fixed Discount field is not
available.

Fee Details — Fixed Discount
The Fixed Discount Amount field allows the user to enter a Discount Amount (not a percentage) to
apply to the Fee. This field is only available if there is no value in the Discount Percentage field.

Calculated Fee
This field displays the cost calculated using either the Fixed Amount or the Charge Rate/Units. If tax is
applicable then it is included in the Calculated Fee.

Tax Amount
This field displays the proportion of the Calculated Fee which is the Tax component.

Calculated Discount
This field displays the amount of Discount which has been calculated based on the Discount
Percentage field.

Total Fee Amount
The Total Fee amount is the total calculated fee for the Activity using the Calculated Fee and the
Calculated Discount in the calculation.

Activity Type/Facility/Resource Booking Charge Selection Form
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The Activity Type (or Facility) Booking Charge Selection Form allows selection of Charges which are
available for allocating to the Activity Type/Facility. Multi-select is available. Once selected, the Fees
are added to the Insert Booking Activity Charges form, if Resources also exist. If Resources do not
exist then, after making a selection on this form, the Charges are added directly to the list of Charges
in the Booking Line Fee Maintenance form bypassing the intermediate step of being added to the
‘Insert Booking Line Charges’ form.

B Facility Booking Charge Selection

— Charge Description ——————Fee Type — Auto Load —— Bond —— Charge Fee Only Once ——Fee Code Description
Bion Fixed FEES Fee Type 3 (GST Exempt).
Hourly charge Hourly | | FEES Fee Type 3 (GST Exempt).
Special Rate Diaily | | FEES Fee Type 3 (GST Exempt).
— Search Profile
Charge Description ||
Search Select: Close

Facility Booking Charge Selection form

Charge Description
This field displays the Charge Description of all Charges which are available to be allocated to the
Activity Type/Facility/Resource.

Fee Type
This field displays details of the Fee Type (e.g. Fixed, Hourly or Daily).

Auto Load
If this flag is checked ON it indicates that the fee is an automatically loaded fee (i.e. loaded when the
Activity/Facility/Resource is selected).

Bond
This flag indicates whether the Fee is associated with a Bond.

Charge Fee Only Once
This flag indicates whether the Fee is only to be invoiced once for a Booking, e.g. a Bond. The system
will not allow this type of Fee to be generated more than once for invoicing purposes.

This field is an On/Off flag which is only available where the Charge is applicable to Recurring
Bookings. If this field is set ON then the Charge will only be charged against the first Invoice that is
issued against the Booking Request. Subsequent Invoices generated for the Booking will not have the
charge applied. This will be used in the following circumstance:

E.g. A regular booking is made for a weekly meeting in the local hall. The first Invoice will
charge a Bond for the use, but the one Bond charge will be applicable for the entire year, i.e.
the Bond charge will not be charged on subsequent invoices. If this field is set to OFF then the
charge will be applied to all invoices that are generated against the booking. By default the
value of this field will be set OFF and the user will be required to set this ON.

Fee Code/Description
These fields display Fee Code and Description details.

Search Profile — Charge Description
Enter a Charge Description on which to base your search and then select the Search button. This
function is useful when there are more than 9 Fees over which to search.
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Facility Resource Pop Up

The Facility Resource Pop Up displays all Resources available for the Facility and allows selection of

Resources for displaying Resource Charges.

The selected Resource Charges will display in the

Resource Booking Charge Selection form where the user may select one or more to add to the

Booking Line.

Once selected, the Fees are added to the Insert Booking Line Charges form for

confirmation, and once OK is selected on this form the Charges are added to the Booking Line Fees

on the Booking Line Fee Maintenance form.

E Facility Resource Pop Up

— Resource Code —— Description

[=1E3

Resource Type

B0

Big Dan the Bouncer

Security Staff

OHP1

(Orverhead Projector 1

(Crverhesad Projectar

Close

Facility Resource Pop Up form

Resource Code/Description

These fields display the Resource Code and Description of Facility Resources which have been
assigned to the Booking Line.

Resource Type

This field displays the Resource Type of the Facility Resource.

Insert Booking Activity Charges Form

This form displays after Charges are selected from the Activity Type Booking Charge Selection form. It
is used to collect all Charges which have been selected before they are added to the Booking Activity
Fee Maintenance form. Clicking OK on this form adds these Charges to the Booking Activity Fee
Maintenance form.
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B Insert Booking Activity Charges _ [O]x]
Booking Class  [EVENT] Event Class
Booking Mumber |17 Ciance
Activity Type [DANCE Dance
— Charge Descrigption Fee Code Fee Code Description Fee Type —
[Clzan-up Fee | [FeE=2 | [Fee Code 2 (Taxable) | [Fixed |

Insert Activity Charge | i I Cancel

Insert Booking Activity Charges form

Booking Class

These fields display details of the Booking Class related to the Booking Request. This consists of a
Class Code of up to 10 characters to identify the Class e.g. EVENT or FACILITY and a Description of
up to 50 characters e.g. Event Bookings or Facility Bookings. These fields are display only and cannot
be maintained.

Booking Number
These fields display the Booking Number and the Activity.

Activity Type
These fields display the Activity Type and Description for the Booking.

Charge Description
This field displays a description for the selected Activity Charge.

Fee Code/Description
These fields display details of the Fee Code and Description.

Fee Type
This field displays the Type of Fee, e.g. Fixed, Daily or Hourly.

Insert Activity Charge Button

This button allows the user to select additional Activity Charges to insert on the Booking Line.
Selection of this button displays the Activity Type Booking Charge Selection form where available
Activity Charges may be selected.

Insert Booking Line Charges Form

This form displays when the Insert button is selected on the Booking Line Fee Maintenance form when
Resource Fees as well as Facility Fees are available for insertion on the Booking Line. It is used to
collect all Charges which have been selected before they are added to the Booking Line Fee
Maintenance form. Clicking OK on this form calculates and adds these Charges to the Booking Line
Fee Maintenance form.
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% Insert Booking Line Charges !El m
Booking Class  |EWEMT Evert Clazs
Booking Mumber 39 Foze Show with a selection of rose bushes and other flowing shrubz fi
Line Reference (429 Booking Date  [05-0ct-2004 | Stert Time [0&:00 End Time [12:00
Facilty [sz &AM Stadium
— Charge Descrigption Fee Code Facilty/Rezource Fee Type —
Hourly charge FEE3 Facility - &AM Stadium Howrly
Hire of OHP FEE1 Fesource - Overhead Projector 1 Fixed
Insert Facility Charge | | Insert Resource Charge ; | QK I Cancel

Insert Booking Line Charges Form

Booking Class

These fields display details of the Booking Class pertaining to the Booking Line. This consists of a
Class Code of up to 10 characters to identify the Class e.g. EVENT or FACILITY and a Description of
up to 50 characters e.g. Event Bookings or Facility Bookings. These fields are display only and cannot
be maintained.

Booking Number
These fields display the Booking Number and Activity.

Line Reference
This field displays the Booking Line Reference Number.

Booking Date/Start Time/End Time
These fields display the Booking Date as well as the proposed Start and End Time for the Booking
Line.

Facility
These fields display details of the Facility which has been booked, e.g. AS, AAMI Stadium.

Charge Description
This field includes a description of the Charge, e.g. Bond.

Fee Code
This fields displays the Fee Code applicable to the Charge, e.g. FEE3.

Facility/Resource
This field will display details of either the Facility or the Resource depending on the type of Charge.

Fee Type
This field displays the Type of Fee, e.g. Fixed, Daily or Hourly.

Insert Facility Charge Button

This button allows the user to select additional Facility Charges to insert on the Booking Line.
Selection of this button displays the Facility Booking Charge Selection form where available Facility
Charges may be selected.

Insert Resource Charge Button
This button allows the user to select additional Resource Charges to insert on the Booking Line.
Selection of this button displays the Facility Resource Pop Up where available Resources may be
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selected. Once a Resource is selected, the Resource Booking charge selection form displays where
Resource Charges may be selected for insertion on the Booking Line.

Booking Line Recurrence Pattern Maintenance Form

This form may be used to define a Recurrence Pattern for a Booking. This will define parameters for
setting up a Booking which is to recur on a regular basis, e.g. daily, weekly, monthly or yearly.

& Recurrence Pattern Entry g@@

Bocking Mumber (393 Muzical
Facilty |SPACE Space Theatre Allavy Muttiple Bookings

Start Date | Saturday 26-Jan-2008 Start Time | 18:00 Endl Time | 22:00
(+)End after |1 OCCUMTENCES
(JEnd Date | Saturday 26-Jan-2008

Draily [] tdarthiy
@Every 1 day(s)

O Ewery Weekday

(] wizekly [] rearly

an

ok Cancel

Recurrence Pattern Maintenance form

Conflicting Bookings

When maintaining a Recurrence Pattern against a Booking Line, selecting the ‘OK’ button initiates the
generation of all Lines that match the pattern. Generated Lines have the same Locations or
Resources as the ‘foundation’ Line, and Fees are calculated as appropriate. A warning is displayed if
any of the Lines to be generated will conflict with an existing Booking Line, and the user is given the
chance to back out of the generation process, e.g.

[ & The Facility {andfor a selected Location or Resource) is not available for all occurrences of the Booking. ©ne or more Booking Lines with a Status

of "Conflicking” will be generated.

Continue I Cancel |

If the user wishes to continue, a confirmation message will display, e.g.
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Pathway

& & kotal of 5 Booking Line(s) will be generated From this Recurrence Pattern.

| Continue I Cancel |

The user is again given the option to cancel the operation or continue, in which case, the following will
apply:

As each Line is being generated via Recurrence Pattern Maintenance, if it conflicts with an existing
Line, its Status is set to ‘Conflicting’. In addition, the following rules will apply:
= Lines will be set to a ‘Conflicting’ Status during the Recurring Booking generation process, i.e.
users cannot manually set a Line to this Status.
= Users can, however, use QBF to find ‘Conflicting’ Lines on a large Booking.
= AlLine’s Status can be changed from ‘Conflicting’ to ‘(default) by:
o Changing the Booking Date or Time
o Changing the Facility
o Editing the Locations or Resources appropriately
= ALine’s Status may be manually changed to ‘Declined’ or ‘Cancelled’
= ‘Conflicting’ Lines do not automatically have their Status changed when the Booking they are
clashing with is altered or deleted.

Note: Booking Lines with a ‘Conflicting’ glyph are not valid Bookings Lines and require changes (as
above) to be made to return the Status to (default) and make the Booking Line valid. Alternatively, a
Status of ‘Declined’ or ‘Cancelled’ may be applied to the Booking Line. Fees are not generated for a
Booking Line with a ‘Conflicting’ Status.

See further details in Booking Line Processing.

The following form shows Booking Lines generated by the Recurrence Pattern which have a Status of
‘Conflicting’. This is indicated by the following glyph on individual Booking Lines (® ):
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b Hooking Maintenance

Bocking Clsss  FVENT [Evert Ouis
Bocking Nuriver 15 Systenn Entored OmtaTise [0=..4.2004 14:2327 wokced Amount
Nacetviog Olficer [C-s0COF fEas Cricco Cudstandng wokced Amourt
| Mames - Options
Bookng Sstus ¥ » | (Etered | [Tertative SAabehobder - Miss Trigona Liskos - Activty Fome &
Activty Type DANCL 0 Dance Focity Owner - My Garry Dobre Conclsors I
Actuty SubType MSCO » | [ricarage [Facity Manager - Mr Doryl Smih ft r~
Activty Fee Dacourt IC ® | Enarty Cvsooure et T Eaia - Docuserts |~
Customer Typs »| fEducanon Fon Summary Notes |
Responaitin Officer 'CMICCOE 8] jedn Chicoo oty Fees 532100 - Responses |
Activty Nem= Sominer for Teachers Facity Fens 190549 Worktow [~
WYM mllnlnwulﬂ ™ _;_I Reiouce Fees S0 00
=
Cuacaray o Location Sumimesy
Cortact 3B
Allaniees 20
Sorthoart Bookng [~ It Bookng [ Recurrg Booking [~
| Bookng Date Dart Tire —Bnct Tme — aclty Focity Descopoon - - Siatuz Locabon — Mezources — Fees — Recurrence |
[Friday 06-Ausg-2004 =0 jseo  [as ] [am Saan ] [Foeicing Zle B R i s
Reference (635 ] Desorimon |
[Thursday 05-Aug 2004 (0680 [ng90 [AS i N e 1 [detaun) | [ DR |
Antarence Decrion [
[Wednesday 4-Aug-2008 0630 (osa0 [as i e | [cdetam) =] =, S ]| =
Reforence E;‘: i Descrpton |
[Tunsdey 03 Aug- 2604 = e [aS i N T ] [Conting =1 2 |
Fotarwnes (220 Duscryton |
_vJ
reesmnnvl Igert I I o J | ;nsJ

Booking Maintenance form showing ‘Conflicting’ Booking Lines

Booking Number

These fields default the Booking Number and Activity Name from the Booking Entry/Maintenance form.
These fields cannot be maintained.

Facility
These fields display details of the Facility.

Allow Multiple Bookings
This flag displays the ‘Multiple Booking’ status of the Facility.

Start Date/Start Time/End Time/ End After X occurrences/ End Date

Initially, these fields will default the Booking Line Date, Start Time and End Time, but these may be
changed by the user. Once the number of occurrences is entered, the system will calculate the End
Date based on the Daily, Weekly, Monthly or Yearly settings. Alternatively, a Start Date and End Date
may be entered and the system will calculate the number of occurrences based on the other
parameters. If the Start Date or End Date is modified, then the Number of occurrences able to be
scheduled between those dates will be recalculated based on the other parameters.

Daily/Every X Days/Every Weekday
These fields allow the user to specify the pattern of recurrence which the Booking is likely to follow, e.g.
Every 2 days, or Every Weekday.

Note: The user is required to enter a Start Date for the Daily occurrence as well as an End Date or the
number of bookings required. One of these must be entered for the calculation to proceed. (see Start
Date.. field: 239).

Weekly/Every X week(s)/On (Day of Week)
These fields allow the user to specify the pattern of recurrence which the Booking is likely to follow, e.g.
Every 2 weeks on Thursday.
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The user is allowed to nominate more than one day on which the event can occur.

Note: The user is required to enter a Start Date for the Weekly occurrence as well as an End Date or
the number of bookings required. One of these must be entered for the calculation to proceed. (see
Start Date.. field: 239).

Monthly/Day X or every X month/The X Day of every X Month(s)
These fields allow the user to specify the pattern of recurrence which the Booking is likely to follow, e.qg.
Day 10 of every 2 months; or The second Thursday of every 1 month.

Note: The user is required to enter a Start Date for the Monthly occurrence as well as an End Date or
the number of bookings required. One of these must be entered for the calculation to proceed. (see
Start Date.. field: 239).

Yearly/Every (Month) (Year)/The X (Day) of (Month)
These fields allow the user to specify the pattern of recurrence which the Booking is likely to follow, e.g.
Every June 10, or The second Thursday of June (where the date will differ each year).

Note: The user is required to enter a Start Date for the Yearly occurrence as well as an End Date or
the number of bookings required. One of these must be entered for the calculation to proceed. (see
Start Date.. field: 239).

Recurring Booking Maintenance Form

Release 3.02 of Pathway includes a new maintenance form to assist with applying multiple updates to
Recurring Bookings. This is an Authorised Function.

Currently the maintenance of Recurring Bookings can be a very time consuming task as it requires the
user to access and modify each Booking Line individually. The new Recurring Booking Maintenance
function has been created to try and simplify this chore.

Restrictions

There are some functional restrictions on just which Booking Lines are available for update. Cancelled
or Declined Bookings or any Booking for which some Facility Fees have already been invoiced will not
be able to be modified. These Bookings can only be manipulated via the standard Booking Entry
function as per the original functionality.

Additionally it is not possible to change the basic structure of the Recurring Booking. If a Booking is for
Mondays, Wednesdays and Fridays the user can alter the Times and Resources being Booked on
those days, but they will not be able to change the Monday Bookings to a Tuesday for example.

Performance Warning:

There are performance considerations to be aware of with this new function when loading and
manipulating a large Recurring Booking. When loading a large Booking it is necessary for Pathway to
pre-process all of the Booking Lines before displaying the form. On a very large Booking, this could
take some minutes. A progress counter will be displayed on the Information Message line at the
bottom of the Uniface session to indicate the progress of the loading process. When flagging
Bookings for updates the form performs availability validation processing for all the affected Bookings
‘on the fly’, as this gives the user feedback about any possible Booking conflicts that may occur due to
the change. This verification process may also take some time, depending on the number of Bookings
being altered. Finally the actual updating of the Bookings will re-verify the Facility and Resource
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availability and make the actual Booking updates to the database, all of which will again take some
time.

Therefore the Recurring Booking Maintenance function is not recommended for casual updates to only
one or two Bookings in a recurring series. If you need to modify just one or two Bookings in a
recurrence, then it is recommended that you use Booking Entry. However if you need to update a
large number of the Bookings then the new Recurring Booking Maintenance function has been
provided to accomplish this task more efficiently. With this in mind, the performance issues associated
with dealing with large Recurring Bookings is deemed to be acceptable.

Accessing Recurring Booking Maintenance
When the associated Authorised Function is active the “Recurrence” button on Booking Entry will
provide access to the new form.

On a Booking flagged as a ‘Recurring Booking’ where no recurrences have yet been created for a
Booking Line, the existing Recurrence Pattern Maintenance form will continue to be shown. This form
will allow the user to define the pattern of the Booking and then to generate the Booking Lines for the
entire series. This function has not changed in any way. However, when the recurring series already
exists then a new message dialog will prompt the user for what they would like to do.

Ratinvay, ]

' You may modify the Recurring Booking series or view the original Recurrence Patkern data,
+ % Be aware that when modifving the seties it may take some time to load and validate alarge Recurring Booking,

[ Wiew Pattern ] [ Cancel

This dialog offers the user access to the new Recurring Booking Maintenance form, or to the
Recurrence Pattern Enquiry form. The Recurrence Pattern Enquiry simply displays the basic pattern
information and is the function that the user would have seen previously when clicking on the
“Recurrence” button for a Booking Line where the recurring series had already been created. The
Recurrence Pattern Enquiry will also be shown from Booking Enquiry as the new Recurring Booking
Maintenance form has no function in Enquiry Mode.
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Recurrence Pattern Enquiry

The ‘Modify Booking’ button however provides access to the new Recurring Booking Maintenance
form. (Take note of the warning regarding possible load times for a large Booking)

8 Hatary ) mp Booki np Matnienince: lix
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Modification
Options

Conflicts
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- Calendar  and Related
Resource Detail Bookina Enquiry Buttons

Recurring Booking Maintenance
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The image above shows a sample screen from a Recurring Booking on a Facility that does not allow
‘Multiple Bookings'.

B Recurring Booking Malntenance E'@g

Booking Detaila .
Booking Number (7 ] oosen | - Bookrg St [CONERMED Booking
Facky [=PAcE | [Epace Theatre | Adoly Ml Bodkngs 7] Details

Racuttence Pattecn Details

Qomurs every Visonezcey etfective 09.Jan. 2000 untt 3. 2008 from 02200 to 14.00 Series curtectly begins on Wednssday 09.Jen. 2000 Pattern
o onels afler e dnes dire 30-45- 2008 Details
Nunider Of So0MnE SurrenBy in the sanes i 20|

Booking Modifecation Opts

Bocking Stet Tine Erd Tine RE2OWces (M) Mobide Babecise ~ | Amsign selected Respurces
(M) Mobdie CD Playet [T Unsssign
Apgiy changsa 1o ol Bookings [ ] 189 Moblie Lipten = Modification
Qe . Options
Aty chingss ol o Boskings on [] Waamnsiany
Booking “ Canceflath
Corcel Or Delets | v CwrcstedDectned fomweon Code »] .
Booking Cancel Bookings on Cancel_latl
- Resource on Options
Conflicts .
Conflict Booking  MAI S Amon S Edene Apy
Bockig Dede St Tine - End Time Qs . mroyTer~ Detds  Book Focities Fecles Bock  Acly,  Charges  Deiete
k= Resat | Reset
Wednesday 03.5an. 2000 0%:00 1300 et t) 0 = 2 = = O O O | [T A
7 edmsduy 15-an-2000 2000 2540 dewd) 0 4 i - M O O O M { ] ]
Bednesday 23.an. 2000 0300 12290 det2) 0 (= o M O 0 0 o [ ]
WVed sy 30.Jun 2008 ) i M M ] 0 | ~
2 Iedreaday 05( | Carcelied Ol “ o] 1% " - - 1]
Wedreedyy 13 Sort 0 1190 detm ) Ol | O m| O ;| %) 1 ]
#* edmedwy 23| Button 0 1490 or ety 0 |~ S R M 0O o O # ] ]
Wedresday 27 R=TOT—TOR00 1390 Setvt) 0 M 0 O 0 o L] []
| 300 100 detnd) n = P | L] (1w
Reposition To
e e Resource Detail Calendar and  Related Caricel l
Bookina Enquiry Buttons

Recurring Booking Maintenance

The image above shows a sample screen from a Recurring Booking on a Facility that allows ‘Multiple
Bookings’.

Using Recurring Booking Maintenance
Basic details of the Booking are displayed at the top of the form.

Below this is displayed an English language description of the original Recurrence Pattern data. Next
to the Pattern description are fields displaying the dates upon which the Recurring Series currently
starts and ends, and the number of Bookings currently in the series.

Next are the Booking Modification Options and the Booking Deletion/Cancellation Options.
These fields and check boxes give the user shortcut methods of applying changes to a large number
of Bookings. It is possible to specify an alternative Start and End Time range, select Resources to be
added or removed from Bookings, and then click on one or more of the ‘Day’ check boxes to have
those updates ‘applied’ to all the Bookings for the selected Day(s).

On the other hand the Deletion/Cancellation options allow the user to select a Cancellation Reason
Code and then click on one or more of the ‘Day’ check boxes to have those updates ‘applied’ to all the
Bookings for the selected Day(s). The ‘Cancel or Delete’ field allows selection from a dropdown. If
‘Delete’ is selected, a Cancelled/Declined Reason does not have to be entered.
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To bulk delete booking lines select Delete and then the days/lines to be deleted. Then click the Update
button. To cancel multiple booking lines select the Cancel option, a Cancelled/Declined Reason, and
then select the days/lines to be deleted. Again click the Update button to process Cancellations.

Note: The ‘Apply’ and ‘Cancel’ options are mutually exclusive.

Note: When ‘applying’ changes to the Bookings at this time the form only performs validations on the
selected Bookings. No actual updates are performed until the ‘Update’ button is pressed. At any time
it is possible to unselect any Bookings and have the changes ‘removed’.

Note: When selecting Bookings to have changes applied the form must validate every booking so as to
verify the Facility and Resource availability for the modified Bookings. This process may take some
time if a large number of Bookings is being flagged for update.

Note: When a Booking line which includes a ‘Charge only Once’ Activity fee is deleted or cancelled, the
fee will be applied to the next Activity Charges.

Following the validations, if any Bookings were found to have conflicts on the Facility or on any
Resource selected for addition to the Bookings, warning messages will be displayed to alert the user of
the situations encountered. Additionally, graphic indicators will be displayed to assist the user in
identifying those Bookings on which potential conflicts exist. These indicators are:

Booking Conflict indicators:

¢ A ‘Red Dot identifies those Bookings for which a Facility or Resource Conflict occurs. This
Booking cannot be accepted. If the Booking is updated the Status of this Booking will be set to
‘Conflicting’.

e A ‘Yellow Dot’ identifies those Bookings for which another Booking exists at the same time and this
Facility allows ‘Multiple Bookings’. This Booking is allowed and will be accepted if the ‘Update’
button is pressed.

e A ‘Yellow Key' identifies those Bookings where the Start or End Time of the Booking will cross over
the normal available times for the Facility. Note that if the Facility is not available at all for the
duration of the Booking then this will have been treated as a ‘Conflict’ and will be shown with a
‘Red Dot'.

Resource Conflict indicator
e A ‘Red Dot identifies those Bookings where one or more of the additional selected Resources
would not be available for the time of the Booking.

Note: When adding Resources via the Resources list box in the Booking Modification Options the
Resources are not actually linked to the Bookings until the ‘Update’ button is pressed. Therefore the
display of the ‘Red Dot’ indicator shows where a potential Resource Conflict exists. If the user goes to
the Resource Selection form by clicking on the Resource Detail button they will only see the Resources
that are currently linked to the Booking.

At the bottom of the form we have the Booking Line occurrences displayed. Each occurrence displays
the following fields, indicators and buttons: (from the left)

e Conflict Indicator — This graphic glyph will display one of three possible icons to assist the user in
identifying Bookings that are in conflict.

e Booking Date — The Date of the Booking. This is display only and cannot be modified on this
form.

e Start Time and End Time — The duration of the Booking. These fields will be modified via the
Booking Modification Option check boxes but may be modified individually if required. When
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modifying these fields manually the form will perform Facility and Resource availability validation at
the time the changes are made.

e Status — A text description of the current, or proposed, Booking Line Status.

e Invoiced — A checkbox glyph that will indicate if this Booking has any Facility or Resource Fees
that have been invoiced. If any Invoiced Fees exist this Booking will not be available for
modification.

e Resource Conflict Indicator — This graphic glyph will display a ‘Red Dot’ icon if any of the
Resources selected on the Booking Modifications Options for addition to the Bookings are not
available at the time of the Booking.

e Resources Linked — A checkbox glyph that will indicate if this Booking Line has any Resources
currently selected.

e Resource Detail Button — A command button that provides access to the Booking Line Resource
Selection form. This form can be used to view the Resources currently assigned to a Booking.
Additionally the user can manually select Resources to be assigned. Note that if the user does
make manual changes to the Resources assigned to a Booking Line those changes are actually
performed on the database, although uncommitted. When returning to the Recurring Booking
Maintenance form the ‘Apply Changes’ check box will be checked ‘ON’ and both the ‘Apply
Changes’ and ‘Cancel Booking’ check boxes will be dimmed and can no longer be changed. This
is necessary to ensure that the pending updates to the Booking Line Resources are correctly
handled when the ‘Update’ or ‘Cancel’ buttons are pressed.

e Related Booking Button — This command button will be displayed if the Booking has any
‘Related’ Bookings that may impact upon it. Clicking on this button will provide access to the
standard Related Booking Enquiry form.

e Calendar Detail Button — A command button that provides access in Enquiry mode to the
standard Booking Calendar forms.

o Related Booking Indicators — A set of checkbox glyphs that indicate the existence of other
Related Bookings that may impact upon this Booking. The displayed indicators are:

o Multi-Book — Checked ‘On’ if any other Booking for this Multi-Book Facility occurs on the
same day.

o Sub Facilities — Checked ‘On’ if any other Bookings for the Parent Facility or sibling Sub-
Facilities of this Sub-Facility occur at the same time.

o Associated Facilities — Checked ‘On’ if any other Bookings for Associated Facilities of
this Facility occur at the same time.

o Significant Booking — Checked ‘On’ if any other ‘Significant’ Bookings occur at the same
time.

o External Activity — Checked ‘On’ if any External Activity occurs at the same time.
e Apply Changes — A check box that selects the Booking Lines to be updated. This check box may
be selected, or unselected, manually as required by the user. When selected and checked ‘On’

the form will perform Facility and Resource availability validation for the Booking.

e Cancel Booking — A check box that selects the Booking Lines for cancellation. This check box
may be selected, or unselected, manually as required by the user.

Above the Booking Line occurrences are a number of command buttons.
The function of these buttons is: (from the left)
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e Conflict Sort Button — This button allows the user to sort the Bookings by the Conflict indicator
value. This has the effect of bringing all Bookings with displayed conflict indicators to the top of the
display. This can assist the user in reviewing all Bookings that are in conflict or have warnings.

e Booking Date Sort Button — This button allows the user to sort the Bookings by Booking Date,
both in ascending and descending order.

e Status Sort Button — This button allows the user to sort the Bookings by Booking Status, both in
ascending and descending order.

e Resource Conflict Sort Button — This button allows the user to sort the Bookings by the
Resource Conflict indicator. This has the effect of bringing all Bookings with displayed conflict
indicators to the top of the display.

e Resource Linked Sort Button — This button allows the user to sort the Bookings by the
‘Resources Linked’ indicator, both in ascending and descending order.

e Apply Changes Reset Button — This button provides a shortcut method of unselecting all the
‘Apply Changes’ check boxes.

e Cancel Booking Reset Button — This button provides a shortcut method of unselecting all the
‘Cancel Booking’ check boxes.

At the very bottom of the form is a ‘Reposition To’ Booking Date field. Entering a value into this field
will cause the Booking Line occurrences to be repositioned to that date or to the nearest date if the
entered date is not found. (When using the ‘Reposition To’ field the Bookings will first be sorted into
ascending Booking Date order). Focus will move to the specified Booking Line when the user tabs out
of the field.

Finally we have the ‘Update’ and ‘Cancel’ buttons.

When clicking on the ‘Cancel’ button all pending updates are ignored and the form returns to Booking
Entry. If the user has manually assigned any Resources then the normal “Data has been modified. Do
you want to Store?” message dialog will be shown. If the user answers ‘No’ then the updates are
ignored and the form returns to Booking Entry, however if they answer ‘Yes’ then this is equivalent to
having clicked on the ‘Update’ button and all the associated processing will be performed, as described
below.

When clicking on the ‘Update’ button the user will first be prompted to confirm that they really want to
apply the pending Updates and Cancellations to the selected Bookings. If they answer ‘No’, then
control returns to the Recurring Booking Maintenance form. If they answer ‘Yes’, then the following
processes are performed:

e Validation — All Bookings selected for update will be re-validated. This ensures that we minimise
the possibility of the inadvertent creation of a ‘double booking'. If any of the Bookings are found to
be in conflict then warning message dialogs will be shown. The user will then have the option of
proceeding with the Update, or of returning to the Recurring Booking Maintenance form where the
Conflict Indicators will identify the Bookings now in conflict. If all Bookings are OK, or the user
responds ‘Yes’ to any of the warning messages, then processing continues.

Note that the validation process may take some time, depending on the number of Bookings
selected for update.

e Update — Following re-validation the actual updates are performed on all Bookings selected.
Bookings flagged with the ‘Apply Changes’ check box will have any Booking Time modifications
and Resource assignment performed. Bookings flagged with the ‘Cancel Booking’ check box will
have their status set to ‘Cancelled’.
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e Fee Processing — Following the update of all the selected Bookings, all Facility and Resource
Fees for the affected Bookings will be re-generated. Following this step Activity Fees will be re-
calculated for the Booking.

Note that the Fee processing may take some time, depending on the number of Bookings selected
for update.

Note: When processing Activity Fees it is possible that the modified Bookings may have implicitly
modified the Activity Fees for a Date on which some or all Activity Fees have already been invoiced. If
this situation occurs then the standard Booking warning message alerting the user to the need to
review Activity Fees for Credit or Adjustment will be shown. This is the same behaviour that occurs
when modifying Booking Lines in Booking Entry when Activity Fees have already been invoiced, and
should be reviewed in the same way.

Once the update processing has completed control will return to Booking Entry. The details of the

displayed Booking will be refreshed at this point and will reflect any changes applied by the Recurring
Booking Maintenance form.

Location Summary Form

Double-clicking (or pressing F2) in the Location Summary box on the Booking Entry/Maintenance form
displays the Location Summary form where Location details may be viewed for the Booking.

% Location Summary !EI m
Booking Class  [EVENT | [Evert Class |
Boaking Mumker [0 | [Street Parade |
— Facility Formatted Location Status Location Type
E | [Street for Event | [dams Lane ADELAIDE | [current | [etreet
[4cta Street ADELAIDE | [current | Jstreet =

Close |

Location Summary form

Booking Class

These fields display details of the Booking Class related to the Booking Request. This consists of a
Class Code of up to 10 characters to identify the Class e.g. EVENT or FACILITY and a Description of
up to 50 characters e.g. Event Bookings or Facility Bookings. These fields are display only and cannot
be maintained.

Booking Number
These fields display the Booking Number and Activity Name.
Facility

These fields display the Facility Code and Description, e.g. S, Street for Event. These fields cannot be
maintained.

Formatted Location
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These fields display formatted details of the Facility Location (either Property Address or
Street/Suburb Location).

Status
This field displays the Location Status (e.g. Current, Historic etc)

Location Type
This field displays the type of Location (e.g. Property or Street/Suburb).

Detail button
Selection of the Detail button allows the user to detail out to the Property Summary form or Street
Enquiry form within the Property module to view further details of the Location.

Booking Line Street/Suburb Location Maintenance Form

The Location button becomes available when a General Purpose Facility has been selected for the
Booking Line, and a Street/Suburb Location is required to be associated. This form displays when the
Location Detail button is selected on a Booking Line. (Note: This button is normally not visible and will
only display if the Facility is a General Purpose Facility).

When Street/Suburb Locations are added to a Booking Line, the system checks to see if the
Street/Suburb has been linked to another Booking regardless of Class. If there is an existing Booking
then a warning will display to the user indicating that Bookings are already linked to this Street/Suburb.
The user then has the option of closing the message and returning to the Booking Request, or viewing
the other Booking Requests that have been found to be occurring at the same time.

Adding a Street/Suburb Location for which a conflicting Booking exists is only allowed if both the
current Line’s Facility and the conflicting Line’s Facility are ‘multi-book’.

B Booking Line Street/Suburb Maintenance

Booking Class  [FUMCTIONS Functions Booking Class
Boaoking Mumber |42 Barney Barn Dance
Booking Date [30-Sep-2004 | [pgoo |- 1200 | Line Reference 1160
Faciity Code  [STREET | [Street for Lse as Facility
— Street’Suburb Locations Status
[&da Street ADELAIDE | [current | L]

Insert | Close I

Booking Line Street/Suburb Location Maintenance Form

Booking Class

These fields display details of the Booking Class associated with the Booking Line. These fields are
display only.

Booking Number/Activity

Infor Public Sector July 17 Page 248



Bookings Management User Guide Booking Maintenance/Enquiry

These fields display the Booking Number and Activity associated with the Booking Line. These fields
are display only.

Booking Date/Time
These fields display the date on which the Booking is to occur, as well as the Start and End Times.
These fields are display only.

Line Reference
This field displays the Booking Line Reference Number. This field is display only.

Facility
These fields display the facility details for the Booking Line.

Street/Suburb Locations
These fields list the Street/Suburb Locations selected to be associated with the Booking Line Facility.

Status
This field displays the Status of the Street/Suburb Location, e.g. Current, Historic etc.

Detail button
Selection of the Detail button displays the Street Enquiry form where the user may view further details
of the Street/Suburb Location.

Booking Fee Summary Form

Once Booking Lines have been added in Booking Entry/Maintenance and the associated costs
reviewed, then the user is able to access the Fee Summary form. This form allows the user to view all
fees which apply to the Booking. The fees are displayed in ascending date order and list various
detalils relating to the fees.

Note: If the Accounting Method is set to ‘Debtors’ for a Booking but has an override of ‘Cash’, the
following rules will apply:

= If you create a Booking where the Accounting method is set to ‘Debtors’, then there will be no
reference to Cash anywhere and all validations will force a Debtor to be selected before an
invoice can be raised.

= However, if the Accounting method is changed to ‘Cash’ at any time up to the point of raising
an Invoice on any Fee, then as soon as a Fee has been invoiced, the Accounting Method will
become locked.

Pathway Debtors Invoicing

In Debtors mode, the user is able to select one or many lines and then generate the appropriate Debtor
transactions. The following Debtor transactions are available: Invoice, Bond Invoice, Credit Note and
Bond Credit Note.

The first Customer name against the Booking Request is used to generate the invoice. If all validation
is successful then an invoice will be generated using a nominated Merge Type. The transactions will
be generated in Debtors and the Document Print function allows the invoice to be printed. An Invoice
Number is allocated to the invoice through the Debtors Module, and this number will display, along with
the date, in the Document Number field.

Note: If the Debtor has a suspended status, then an Invoice/Credit Note will not be able to be
generated. The following message will display: “The Debtor Id xxxxx has been Suspended. Invoicing
cannot be performed for a Suspended Debtor”. Similarly, if the credit limit for a Debtor has been
exceeded then the following message will display: “The Credit Limit for Debtor xxxx (x) has been
exceeded. Do you wish to continue?
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If Discount has been applied to a Fee Charge (and the ‘Allow Discount’ flag has been checked ON for
the Fee Type), then when the Fee Charge is invoiced, the Discount amount will be applied to the
‘Discount’ Account and the gross amount (before discount) will be applied to the Revenue Account.
When a Credit Note is raised, the opposite transactions will occur.

=
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Sookng Marker [217 hacetirg Bockng Qs [:]
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Dispyy Secpence LIS -]  Cusomer DELog ] Detor @ 27135 (5) | M Dwod Eddwan Lorg ]
Bookyrg Date Charge Descrigtion Fee Coae ActityFaclly Reassce Bond  wv.  Docunent Nutker Total Fee Ancunt — Crecll Anourt Fees
[rue 0o 2005 | Piourty Charge yee2 Focity . A Zadam | [0 B [ 15mer 2008 | £00 00 P
Bond FEE1 0 400 00!
Speciel Rate FEE2 O . 300 00
ity Charge FEE> 0 & [000027E . 15m ] | -500.00}
{Tue 08-Mar-2005 | Cofres and Tea Charge FEES [Actray - Neetivy g 0 50.00 £ |
Ciearnp Crange =3 ] | 200 00
fTus saMe- 2008 | Hourty Charge == Feacy-fxmasoan | (0 0O 00 00) o |
Somcinl Rade FEE? m! J 300 00/
[Tow 14002006 | [Catfee et Ton Chros FEES {Actrty - Nwetnn | 0O 0 50 00 v
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Proceasing Optens Semch Profle
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Booking Fee Summary Form using Pathway Debtors Accounting Method

Cash Invoicing

In Cash mode, the user is able to select one or many lines and then generate the appropriate Cash
transactions. The following Cash transactions are available: Invoice, Bond Invoice, Refund and
Overpayment Allocation.

The first Customer name against the Booking Request is used to generate the invoice. If all validation
is successful then an invoice will be generated using a hominated Merge Type. The transactions will
be generated and the Document Print function allows the invoice to be printed. A Cash Invoice
Number is allocated to the invoice, and this number will display, along with the date, in the Document
Number field.

Receipting in Cash mode

Receipts will use the following:
= Receipting Application — BK
» Reference — Booking Number (mandatory)
= Qualifier — Invoice Number (optional)

If money remains after the invoice has been paid off, then the money will be processed to any
additional invoices that are outstanding. If there is still an amount remaining then the amount will be
moved to “Overpayments”. An ‘Overpayments’ line, which will have a negative value, will be added to
the Charge lines in the Fee Summary form to record the fact that additional monies have been paid on
the Booking.

If there is an ‘Amount Owing’ on the Booking, the ‘Overpaid Amount’ may be dealt with in the following
ways:

= If you exit the Fee Summary form when an ‘Overpaid Amount’ exists, a query message will ask
if you want to have the Overpaid Amount automatically allocated to the Outstanding Fees. If
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this allocation is not performed at this point, this same question will be asked again by the
main Booking Entry form when you exit that form.

= Alternatively, you can select individual Fees with Outstanding Amounts on the Fee Summary
form and click on the ‘Overpayment Allocation’ button to have the Overpaid Amount allocated
to the selected Fees.

Receipt Reversals and Transfers are conducted via Receipting with The Bookings Management
module managing the transaction.

See further details in Bookings Receipting

n Booking Fee Summary = _._Lg]_!‘
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Booking Fee Summary Form using Cash Invoicing Accounting Method

Booking Class

These fields display details of the Booking Class related to the Booking Request. This consists of a
Class Code of up to 10 characters to identify the Class e.g. EVENT or FACILITY and a Description of
up to 50 characters e.g. Event Bookings or Facility Bookings. These fields are display only and cannot
be maintained.

Booking Number
These fields display the Booking Number and the Activity description. These fields are display only.

Activity Type
These fields display details of the Activity Type, e.g. D, Dance. These fields are display only.

Booking Status
This field displays the Booking Status Code which corresponds to one of the following system statuses:
= Confirmed
= Tentative
= Available for Booking
=  Awaiting Response

Bonds on Separate Invoice
This flag indicates whether Bonds are to be invoiced separately.
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Note: Bonds are credited to the customer by using the Bond Credit Note processing, The user may
select the invoiced Fee (i.e. Bond) that is to be credited and then the Bond Credit Note option to
generate the document and the Debtors transactions.

Invoiced Amount/Amount Owing

This field displays the total amount that has been invoiced for the Booking. For Cash Invoicing, this
field will display the ‘Amount Owing’ which is calculated based on the Fee amounts recorded against
the Booking, subtracting any Payments received via Receipting.

Outstanding Amount/Overpayment Amount
This field displays the amount which is still outstanding for the Booking, i.e. the amount which is still left
to pay.

When a payment is made through Debtors Receipting, the Receipt amount is deducted from the
Invoiced Amount and displayed in the Outstanding Amount field.

For Cash Invoicing, this field will display any ‘Overpayment Amount’.

If additional fees are added to a Booking and invoiced, then the Outstanding Amount will be updated to
reflect this change. If an Overpayment Amount exists, then the user will be prompted with a message
asking if an auto-allocation of the overpayment should occur. If the user responds ‘Yes’, then the
overpayment amount will be allocated to the new fees that have been raised. If the response is ‘No’
then no auto-allocation of the overpayment will occur. However, the user will be able to access the
Overpayment Allocation button and nominate the fees that should be paid using the overpayment
amount.

Display Sequence
This field allows the user to specify a display sequence to display the fees in either ascending or
descending sequence. The default sequence is Ascending.

Customer/Debtor ID/Debtor Name/Debtor Status

The Customer field will display the Customer who has been set up as the Debtor for the Booking. This
will normally be the first Customer if a number of Customers exist. The Customer must have a valid
Debtor ID number which will display in the Debtor ID field and the Debtor Name will display alongside
it. If more than one name is associated with the Debtor ID then these will display here in concatenated
format. If more than 2 names exist then this field will display as “Mr John Smith and Others”.

If a valid Debtor number does not exist, then the user will be able to set one up before proceeding with
the invoicing. The Debtor Status field displays the Status of the Debtor record, which will inform the
user of the ability to invoice the Booking Fees to this Customer. The available options are as follows:

Current
Historic
Proposed
Suspended

Only a Status of ‘Current’ is valid for Bookings invoicing purposes.

In Cash Invoicing mode only the Customer details will display. There will be no Debtor information.

Booking Date

This field displays the date of the Booking Line in the following format: Friday 25-Jun-2004. The
Display Sequence uses this field along with the (hidden) Line Reference field to order the Charge
Lines.

Charge Description
This field displays a description of the Charge, e.g. Hire of Facility.
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Fee Code
The Fee Code field displays the Fee code which is associated with the Charge Line, e.g. FEES.

Facility/Resource
This field displays details of whether the Charge is a Facility charge or a Resource charge, e.g. Facility
— Room 1.

Bond/Invoiced
These flags indicate whether the Charge is a Bond charge which will need to be refunded at a future
date, and whether the Charge has already been invoiced.

Document Number

This field only displays if a Charge Line has been invoiced where it will display the Document/Invoice
number and date of invoicing. In Cash Invoicing mode, the Invoice Number will be the next Invoice
Number for the Class. This number sequence is unique only within the Class, whereas Debtors
Invoice Numbers are unique across all Classes.

Total Fee Amount
This field displays the total amount of the Charge Line.

Credit Amount/Balance
This field displays the amount which has been credited either via the Credit Note option or the Bond
Credit Note option. It will be a negative amount.

If the Booking is in Cash mode, this field will display the ‘Balance’ which is due if the Charge has been
invoiced. If the Charge has been Adjusted (using the Adjustment option button), then this balance may
have been reduced by the adjusted amount. (Details of the Adjustment can be viewed using the
Transaction button.)

Fees Button
Selection of the Fees detail button displays the Booking Line Fee Maintenance form showing all the
items making up the total amount for the Charge.

Transactions Button
Selection of the Transactions Detail button displays the Fee Transaction Enquiry form showing details
of the related Transaction.

See also Fee Transaction Enquiry Form.

Processing Options
The Processing Options buttons allow the following processing options:

In Debtors Invoicing mode:

e Invoice

= Bond Invoice

= Estimate

=  Credit Note

=  Bond Credit Note

In Cash Invoicing mode:

e Invoice
Bond Invoice
Overpayment Allocation
Refund
Estimate
Adjustment

Selection of the Invoice button checks whether any of the selected Fees have already been invoiced.
A check is also made on the Status of the Booking Line. Only a Status of ‘Confirmed’ will allow an
invoice to be generated. If validation is correct then the Invoice Merge Type Selection form is displayed
to allow the user to select a Merge Type for the Invoice. Once a valid Merge Type is selected and the
credit limit for the Debtor is validated, the invoice is generated, and the ‘Invoiced’ flag is checked On for

Infor Public Sector July 17 Page 253



Bookings Management User Guide Booking Maintenance/Enquiry

the related fee. The document may be accessed via the Booking Maintenance form and clicking the
Documents flag (or selecting the Documents option via the Options Menu on the top menu bar.)

Selection of the Bond Invoice button checks whether the Fee being invoiced is a Bond Fee. If it is,
then further processing can occur. Selection of the Bond Invoice button displays the Merge Type Pop
Up form to enable the user to select a ‘Bond Invoice’ Merge Type and generate a document. The
document may be accessed via the Booking Maintenance form and clicking the Documents flag (or
selecting the Documents option via the Options Menu on the top menu bar.)

The Estimate option button may be used for producing a quotation document containing estimate
charges for the Booking. Selection of the Estimate button displays the Merge Type Pop Up form to
enable the user to select an ‘Estimate’ Merge Type and generate a document. The document may be
accessed via the Booking Maintenance form and clicking the Documents flag (or selecting the
Documents option via the Options Menu on the top menu bar.)

The Credit Note option button allows fees to be credited to the customer. The user is required to
select from the Fee Summary screen the fees against which the credit is to be issued and then select
the Credit Note option button. The software will perform various validation checks to ensure that the
credit can be processed:

The Debtor linked to the original Fee will be validated to ensure that they are not suspended

The Fee Code will be checked to ensure that a valid Debt Type is linked

If the above validation is successful, the user is required to enter the credit to be applied and a Credit
Note Description to identify the reason for the credit. The enables the generation of the Credit Note
document.

If the Credit Note processing is successful then a new Fee Line is added against the Booking Request
created with the Fee Code that has been credited. The amount entered by the user as the credit
amount is stored as the Total Cost of the Fee, e.g.

3 Jan, 2004 HIRE 100
3 Jan, 2004 HIRE -20

Two transactions will be displayed, the original invoice generated for $100 and a subsequent
Fee Line showing the credit that was applied. In total, the outstanding amount on the Fee is
$80.

Bonds are refunded to the customer using the Bond Credit Note Processing. The user is required to
select the Fee (i.e. Bond) and then select the Bond Credit Note option button to process the
transaction. A Bond template will be used for generating the Credit Note in this instance.

All Fee Types, e.g. Fixed, Daily and Hourly, are able to be credited.

Note: The amount that is credited against the Booking will only be credited against the Debtor for the
specified Booking. The credit amount against the Debtor will not be apportioned against other
outstanding debts.

Cash Invoicing
In Cash mode, the Credit Note button is replaced by an Overpayment Allocation button and the Bond
Credit Note button is replaced by a Refund button.

The Refund option works similarly to the Credit Note function where the user selects the Fees that are
required to be refunded. The Refund option is then selected and the user is required to nominate a
reason and the amount to be refunded. A Refund document will be printed as a result of this process.
Appropriate GL entries are created when the Refund option is selected.

The Overpayment Allocation button may be used to allocate any Overpayment Amounts to any
remaining invoiced Fees with Outstanding Balances.
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If an Overpayment Amount exists, then the user is prompted with a message asking if an auto
allocation of the overpayment amount should occur. If they respond YES, then the overpayment
amount is allocated to the new fees that have been invoiced.

If they respond NO, then no auto allocation of the overpayment amount will occur.

The user is also able to manually select the Fees to which to apply the Overpayment funds and select
the Overpayment Allocation option to perform the action.

This will reduce the overpayment amount and pay off the selected invoiced Fees. Clicking the
Overpayment Allocation button with no Fees selected will allocate the funds to all invoiced Fees with
Outstanding Balances (in a top-down fashion) until the funds are exhausted.

See also Overpayment Amount.

The Adjustment button allows an Adjustment to be raised against any invoiced Fee that has an
‘Amount Owing’. The Amount Owing on a Fee may be adjusted by any amount up to the balance of the
‘Amount Owing'.

See also Adjustment Details Entry Form.

Search Profile — Booking Date/Document Number

Enter a Booking Date and/or Document Number on which to base your search and then select the
Search button.

Fee Transaction Enquiry Form

This form displays when the Transaction Detail button is selected against a Charge line on the Booking
Fee Summary form. It displays details about the related transaction (displayed in descending date
seguence).

[ e ranmaconmquey ol
Ozs Code WCASHILASS Caekh Bookenzs Oass [ Cash - 1O Svwirde)
Bocking Number 23 Ince
Activty Type Code [DarE Dance
Fee Coon o= Change Descrghion  Easpmert Mo |
ACHEYIERCR) ReaRrcs [ozource _ Poker Machines )

Toi P Aurcart 0000} Ao Adustes At ey
Tranzaction Date Fee Transacson Amoert Tax Amourt Tranzaction Commend fecesn Fecegt DatoTire
7-March-2006 DE 08 41

1 7-March-2005 00311

| | o] | 000 152414267
Py ment || -wocof | 000| - Recet Paynart 13304142¢5

Fee Transaction Enquiry Form showing receipted charges
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e =loi x|
Ones Code WCASHILASS “aat) Bockangs Oats [ Cash - N0 owiirds)
Bocking Numbar 45 )
Activty Type Code [Dar isrca
Fee Coon oz Change Destrighion Tons |

ActhyFacity Resiurce Facy - Sngo Ha |

Total Pee Arount 00 00] Amourt Feed | a) Aot Adustod Amoart Oweg
Tranzaction Date Foe Transacson Aot Tax Amourt Tranzaction Commerd
[taMxen2006103¢35 | [agustment | | <oce] | 00| [Reduced band |

Fee Transaction Enquiry form showing an Adjustment to a Charge

Class Code/Description

These fields display details of the Booking Class (i.e. Class Code and Class Description) for the
Charge line included in the Transaction.

Booking Number/Activity Name

These fields display details of the Booking Number and Activity Name for the Charge line included in
the Transaction

Activity Type Code

These fields display the Activity Code and Description related to the Charge line included in the
Transaction.

Fee Code
This field displays the Fee Code related to the Charge line included in the Transaction.

Charge Description
This field displays the Charge Description related to the Charge line included in the Transaction.

Activity/Facility/Resource
This field displays details of either the Activity, the Facility or the Resource depending on the nature of
the Charge line involved in the Transaction.

Total Amounts

These fields display overall total amounts for the Transaction. This includes:

Total Fee Amount — The total amount of the Charge line

Amount Paid — The amount receipted

Amount Adjusted -

Amount Owing — The amount outstanding (i.e. not yet receipted) on the Charge line

Transaction Date
This field displays the Date/Time on which the Transaction took place. Transactions will be listed in
Descending Date/Time sequence.

Fee Transaction
This field displays details of the nature of the Transaction, e.g. Payment, Reversal, Transfer Out.

Amount
This field displays the Allocation Amount of the Transaction.
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Tax Amount
This field displays any Tax Amount included on the Allocation Amount of the Transaction.

Transaction Comment

Descriptive comments are displayed in this field to identify the nature of the Transaction, e.g.
= *TRANSFER*
= Allocation of Overpaid Amount
= Receipt Payment

Receipt
This field displays the Receipt Number associated with the Transaction, if applicable.

Receipt Date/Time

This field displays the Date/Time on which the Receipt was issued. At times, this Date/Time will be the
same as the Transaction Date/Time, however, for Reversals and Transfers, the Transaction Date/Time
will differ from the Receipt Date/Time.

Detail Button
Selection of the Detail button will display the Receipt associated with the Transaction.

Invoice Merge Type Selection Form

This form displays when the Invoice, Bond Invoice and Estimate Options Buttons are selected. It
allows a Merge Type to be selected for the generation of an Invoice, Bond Invoice, Estimate, Credit
Note or Bond Credit Note. (Merge Types require to have been previously created via Bookings
Parameters)

E Invoice Merge Type Selection !El m
Boaoking Class  |[EVENT Event Clazs
Booking Mumber |31 reeting
Activity Type  [MEETING] Meeting
Merge Type |INUOICE ;)I |Invu:|ic:e for Bookings |

Leeumulste Fees [T If enabled, this option will accumulate the amounts for all like Fee Codes, and generate
by e Cade & single Invoice Line for each Fee Code. Otherwize each Fee will be generated az an
individual Invaice Line.

ok Cancel

Invoice Merge Type Selection form

Booking Class

These fields display details of the Booking Class related to the Booking Request. This consists of a
Class Code of up to 10 characters to identify the Class e.g. EVENT or FACILITY and a Description of
up to 50 characters e.g. Event Bookings or Facility Bookings. These fields are display only and cannot
be maintained.

Booking Number

These fields display the Booking Number and Activity.

Activity Type

These fields display details of the Activity Type, e.g. M, Meeting..

Infor Public Sector July 17 Page 257



Bookings Management User Guide Booking Maintenance/Enquiry

Merge Type

These fields allow a Merge Type to be keyed in, or, alternatively, one may be selected from the list of
available Merge Types. This Merge Type will be used to produce the Invoice/Estimate etc. The default
Merge Type will be the first one alphabetically in the list of available Merge Types.

Accumulated Fees by Fee Code
If this flag is enabled (checked ON) it will accumulate amounts for all similar fee codes, and generate a
single fee line for each Fee Code. Otherwise each Fee will be generated as an individual invoice line.

Note: If a Fee Code exists amongst the Fees selected for invoicing, which has an override account set
up, then this function will be dimmed and unable to be selected.

Credit Note Details Entry Form

The Credit Note Details Entry Form displays when the Credit Note option button is selected on the
Booking Fee Summary form. It allows an invoiced Charge Line to be credited.

At times the Credit Note function may fail with an error, e.g. if the user attempts to credit more than the
amount remaining on the invoice for the Charge Line. In such a case the user may be presented with
the following message and may be required to make certain corrections:

The creation of the Debtors Batch for this Invoice/Credit has failed with a status of -29 (Errors
occurred in Batch Header record 1081.)

It will be necessary for you to locate the incomplete Debtors Batch, if it exists, using Menu
Option: Debtors >> Batch Processing Functions >> Batch Document Maintenance, and identify
the nature of the error. You must then delete this unprocessed Debtors Batch, and reselect the
required Booking Fees and re-process the Invoice/Credit from within Bookings.

B reedit Mote Daetails Folry

Ewoking Class [EVENT Event Clazs | Bonds on Separete Froice [
Buoking Mumier |57 Exebtnn ] Booking Shatus F |
Acieaty Typs |F =BT o6 Fofetid o |

Ierge Type Wﬂ [orenit Hols |

Crikt Reeason |
Disibor 15 Cetior hame Changes Desorplion Diocument Mumer Irvobcend Amourt — Paid Amount Credd Amoant Aldoraable Credd — Crect Smount
[zzssT | [cut Above | [Epecial Rale ] Biss-or-uzmod | | ] N | anm) | 15000] | sooo| [samo

Credit Note Details Entry form

Booking Class

These fields display details of the Booking Class associated with Fee. This consists of a Class Code
of up to 10 characters to identify the Class e.g. EVENT or FACILITY and a Description of up to 50
characters e.g. Event Bookings or Facility Bookings. These fields are display only and cannot be
maintained.
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Booking Number
These fields display the Booking Number and Activity associated with the Fee.

Activity Type
These fields display details of the Activity Type, e.g. D, Dance.

Bonds on Separate Invoice

This flag indicates whether Bonds are to be invoiced separately. If this flag is checked ON, then any
Bond Charge applying to the Booking Request must be invoiced separately using the Bond Invoice
option. The Bond charge cannot be included on a general invoice with other charges.

Note Bonds are credited to the customer by using the Credit Note processing, The user may select
the invoiced Fee (i.e. Bond) that is to be credited and then the Credit Note option to generate the
document and the Debtors transactions.

Booking Status
This field displays the Booking Status Code which corresponds to one of the following system statuses:

= Confirmed

= Tentative

= Available for Booking

=  Awaiting Response
Merge Type

These fields allow a Merge Type to be keyed in, or, alternatively, one may be selected from the list of
available Merge Types. This Merge Type will be used to produce the Credit Note.

Credit Reason
This field is a free-format field which allows the user to key in a reason for the credit transaction.

Debtor ID/Name
These fields display the Debtor ID and Name associated with the Booking.

Charge Description
This field displays a description of the Charge.

Document Number
The Document Number field displays the Document/Invoice number (allocated by the Debtors module)
and the date of the invoice transaction.

Invoiced Amount
The Invoiced Amount field displays the amount pertaining to this Fee line which has been invoiced
through Bookings. The amount displays in dollars and cents.

Paid Amount
The Paid Amount field displays the amount pertaining to this Fee line which has already been paid off
the invoice via Receipting. The amount displays in dollars and cents.

Note: This amount is not taken into consideration when calculating the Allowable Credit. It is
displayed merely for information purposes.

Credit Amount
The Credit Amount field displays the amount pertaining to this Fee line which has been credited to the
invoice via a Credit Note from within Bookings. The amount displays in dollars and cents.

Allowable Credit
The Allowable Credit field calculates the amount pertaining to the Fee line which is available for
crediting. This is calculated as follows:

INVOICED AMOUNT — CREDIT AMOUNT = ALLOWABLE CREDIT
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Credit Amount
This field initially displays the Allowable Credit Amount. The user may modify this amount to reflect the
amount being credited. This amount may not be greater than the Allowable Credit Amount.

Tip: If the user decides not to credit one of the Fee Lines at this point, instead of having to return to the
Booking Fee Summary form to make a different selection, it is sufficient to enter a zero amount in the
Credit Amount field for that particular Fee Line. No Credit Note transaction will then be processed for
that line.

Adjustment Details Entry Form

This form is used to raise an Adjustment against a Fee. Adjustments can be raised against any Fee
that has an ‘Amount Owing’. The ‘Allowable Adjustment’ field displays the Amount Owing on the Fee.
The ‘Adjustment Amount’ field also displays this value initially but may be modified to any value up to
the balance of the Amount Owing.

B Adjustment Details Entry -0l =l
Booking Class  [CASHCLASS Cash Bookings Class ( Cash - no override) Bonds on Separate Invoice
Booking Mumber 243 Dizco Booking Status  |COMFIRMED
Activity Type  |DANCE Dance
Customer  |E Chicco

Adjustment Reason |Reducet| hond

Allowyvable Adjustrment
—— Charge Description Document Invoiced Amount — Paid Amourt Adjustmert Amouirt
[Bora | [z-1a-mar-z00] | 400.00] | ooo] | 400.00] [50.00
QK Cancel

Adjustment Details Entry Form

Booking Request Details
The header details include the following details pertaining to the Booking Request, e.g.

= Booking Class and Description

= Booking Number/Activity Name

= Activity Type

= Customer

= Bonds on Separate Invoice indicator
= Booking Status

Adjustment Reason
The Adjustment Reason field requires that a reason for the Adjustment be entered. It is a mandatory
field.

Charge Description
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The Charge Description field displays a description of the selected Charge.

Document
The Document field displays the Invoice Number and the Date on which the Invoice was raised.

Invoiced Amount
This field displays the amount that was invoiced.

Paid Amount
This field displays the amount, if any, that has been receipted.

Allowable Adjustment
The ‘Allowable Adjustment’ field displays the Amount Owing on the Fee.

Adjustment Amount

The Adjustment Amount’ field initially displays the Amount Owing, but may be modified to any value up
to the balance of the Amount Owing, e.g. If an Adjustment Amount of $200 is entered, the Amount

Owing will be reduced by $200.

Refund Details Entry Form

This form is used for processing Refunds for the Bookings Cash Invoicing function. It allows the user
to enter a Refund Amount up to the value that has been paid on a Fee. It prompts for the Merge Type

to use and the ‘Refund Reason’ which is mandatory.

B Refund Details Entry =10l x|
Booking Class  [CASHCLASS Cash Bookings Class ( Cash - no override) Bondz on Separate Invoice
Booking Mumber [243 Dizca Booking Status  |COMNFIRMED
Activity Type |DANCE Dance
Customer |E Chicco

Merge Type |REFUND L)I |Refund Documert

Refund Reason [Cancellation

—— Charge Description Document Mumber —— Invoiced Amount — Paid Amount Refund Amourit
CLean Up Fee 14 - 158-Mar-2005 300.00 300.001 |300.00
Hall Hire 14 - 15-Mar-2005 500.00 S00.00]  |500.00
CLean Up Fee 14 - 15-Mar-2005 300.00 300.00]  |300.00

o Cancel

Refund Details Entry Form

Booking Request Details
The header details include the following details pertaining to the Booking Request, e.g.

= Booking Class and Description

= Booking Number/Activity Name

= Activity Type

= Customer

= Bonds on Separate Invoice indicator

Infor Public Sector July 17 Page 261



Bookings Management User Guide Booking Maintenance/Enquiry

= Booking Status

Merge Type

The Merge Type field requires that a Merge Type be keyed in or selected from the Pop Up. The Merge
Type is used to produce the Refund document (similar to a Credit Note). Merge Types created for the
Debtors Credit Note option may also be used to produce the Refund document. The first Merge Type
listed will default into this field when the form is accessed, but it may be changed by the user.

Refund Reason
Entry of a Refund Reason is mandatory when processing a Refund transaction. This field accepts up
to 75 alphanumeric characters.

Charge Description
This field displays a description of the selected Charge, e.g. Hall Hire.

Document Number
The Document Number field displays the Document/Invoice number (allocated by the Debtors module)
and the date of the invoice transaction.

Invoiced Amount
The Invoiced Amount field displays the amount pertaining to this Fee line which has been invoiced
through Bookings. The amount displays in dollars and cents.

Paid Amount
The Paid Amount field displays the amount pertaining to this Fee line which has already been paid off
the invoice via Receipting. The amount displays in dollars and cents.

Refund Amount

The Refund Amount field displays the original amount paid but allows the user to change the amount to
be refunded. This amount cannot be greater than the original Amount Paid.

Copy Options Form

The Copy Options form displays when the Copy Button is selected on the Booking Entry/Maintenance
form.

It allows the user to specify which Role Types, Options and Note Types to copy from the original
Booking Request to a new one.

When the ‘Continue’ button is selected after making your selections, a new Booking Request is created
and displayed on the screen with a new Booking Number and the following settings:

e Booking Status: Copied from the original Booking (if no default Booking Status has been
defined)
e Responsible Officer: Set to the current user

The following fields are copied from the original Booking:
e Activity Type

Activity Sub-Type

Activity Name

Activity Details

Customer Type

Number of Attendees

Significant Flag
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If any Role Types were selected, then these should have been copied from the original Booking. The
Names Summary Box will be populated with these details. The ‘Conditions’ option flag will be checked
ON if any Booking Conditions have been copied.

If Note Types were selected, then all Notes of the selected Note Types should have been copied from
the original Booking. The ‘Notes’ option flag will be checked ON if any Notes exist.

When the new Booking (the copy) is saved by clicking the ‘OK’ button, the ‘Booking Entry’ screen will

change to ‘Booking Maintenance’. Navigation buttons will now display in the bottom left-hand corner to
allow the user to navigate between the new and the original Booking.

_loix

Booking Class [FUNCTIONS | [Functions Booking Class |
— Hame Role Type Selection ————— Other Options
[T cCustomer [T Condtions
[T Contact

[T Stakeholder
[~ Affected Parties

— Hote Type Selection

C - Confirmation Details
I - Intitial Details

Continue Cancel

Copy Options form

Answering ‘Yes’ to the following message when saving the new Booking will link the copied Booking to
the original one:

Pathway

"j Do wou wank ko link the new Booking ko the original one?

fes | Mo

See further details on Linked Bookings.

Booking Class

These fields display the Booking Class details. This would be the same as the original Booking
Request.

Name Role Type Selection

These indicators allow the user to select which Role Types are to be copied across to the new Booking
Request. None, one or all may be selected. The available Role Types are:

e Customer

e Contact

e Stakeholder
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o Affected Party

Other Options
These indicators allow the user to select which Options are to be copied across to the new Booking
Request. None, one or all may be selected. The available Options are:

e Conditions

Note Type Selection

This box displays all current, active, user authorised Note Types which have been set up for the
Booking Class. The user may select none, one or many to copy to the new booking Request. If Notes
exist of any of the selected Note Type, they will be copied to the new Booking Request.

Linked Booking Selection Form

The Linked Booking Selection form displays when the Linked Requests Options indicator is clicked on
the Booking Entry/Maintenance form. It displays all Booking Requests that are linked to the current
Booking Request.

If linked Bookings exist on a Booking Request, the Linked Requests flag will be checked ON. Double —
clicking this indicator will display the Linked Booking Selection form where any Linked Bookings will be
listed. The user is able to Unlink or Modify an existing Linked Booking or create a New Link from this
form.

§ Linked Booking Selection =10l x|
Booking Mumber |55 hovie
Booking Clazs  |FUNMCTIONS Functions Booking Class

Sig.  Internal Recur.

— Booking Number — Description Status Responsible Officer — Book.  Book.  Book.
[B1 | [movie | [Entered | [Eddi Chiceo | O O
— Booking Summary — Hotes Summary
Booking Class: = 13-Jan-2005 10:13:33 - Eddi Chiceo - IMITIAL -
FUMCTIONS - Functions Booking Class IMITIAL DETAILS
Activity Type: theze are the initial details
FILM - Film & Yideo
Activity Sub-Type: | | 13-Jan-2005 10:33:39 - Eddi Chicco - COMFIRM
FS - Film Shoot CONFIRMATION DETAILLS
Customer Type:
RESI - Resident - -

Unlink W= | MadiFy I Clase

Linked Booking Selection form

Booking Number

These fields display details of the Booking Request (Number and Description) to which the listed
Booking Requests are linked.

Booking Class
These fields display the Booking Class to which the current Booking belongs.
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Booking Details

These fields list details of the linked Booking Requests. The following fields display:
e Booking Number

Description

Status

Responsible Officer

Significant Booking

Internal Booking

Recurring Booking

Requests form the same Booking Class only may be linked.

Booking Summary
The Booking Summary box displays further details of the linked Request which has focus. The details
below provide an example of the contents of this Summary box:

Booking Class:

FUNCTIONS - Functions Booking Class
Activity Type:

EXHIBITION - Exhibition/Display
Activity Sub-Type:

ART - Art Display
Customer Type:

EDUC - Educational
Customer:

Miss Eddi Chicco
Location:

Facility: FCC - Fullarton Community Centre

Street/Suburb Locations:
First Avenue ADELAIDE

Notes Summary
The Notes Summary box displays any Notes details pertaining to the linked Request which has focus.
The details below provide an example of the contents of this Summary box:

23-Nov-2004 13:59:11 - Eddi Chicco - CONFIRM
CONFIRMATION DETAILS
This booking will be confirmed when payment is received.

23-Nov-2004 15:06:36 - Eddi Chicco - CONFIRM
CONFIRMATION DETAILS
Payment has been received.

Unlink Button
Selecting the Unlink Button while focus is on a linked Request will unlink the linked Request from the
original Request. The following confirmation message will display:

'T Booking &7 is going ta be unlinked from Booking 63, Continue?

Yes Mo

Clicking ‘Yes’ will unlink the Booking Request and remove it from the Selection form. Selecting ‘No
will do nothing.
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Bookings Receipting

There are two methods for Receipting within the Bookings Management Module. Debtors Receipting
and Cash Receipting.

For Booking Classes which are set up to use Pathway Debtors Accounting, Receipting is required to be
performed using the DR Application Code and the payment is processed through Debtors.

For Booking Classes which are set to use Cash Invoicing, invoices may be paid via Receipting using

an Application Code of BK. Using this method will not utilise Debtors at all. The process is controlled
entirely within the Bookings Management module.

Receipting Methods

Pathway Debtors Receipting

Payment of some Bookings Invoices is performed via Debtors Receipting. The Cashier may receipt in
the following way after an Invoice has been generated through the Bookings Module:

= Receipting Application: DR
= Allocation Reference: Debtor Number
= Qualifier: Invoice Number

E Receipt Entry !El m
Receipt Mumber 1993412534 Cazhier |Eddi Chicco DratesTime |28-Jun-2llll4 145756 Previous Receipt 15893412533
Prirt Option  |Print - Dravver  [EDDI ml Cashier Default Overrides ml Previous Change $0.00
— Allocation Reference Gualifier Description ——— Payment Type Amount
4 |
[fEwe
I I
Roundec Total Total
— Allocation Line [ | | |
Application [DR | [Debtors Receipt |
Allocation Reference (22557 — Payment Line
Qualifier [2136 Amount Tendered 350|
Amount Paid 350,00 Paymert Type |CASH ;)I [cash
Desctigtion ==

— Recipient Information
Recipiert Mame |[Cut Above

&ddress [159 Lochside Drive |=]
WEST LAKES SA 5021

[

Add Receipt Defaults Receipt Maintenance | oid Suspend Accept Cancel

Receipt Entry form showing entry of a Debtor Receipt for Bookings

This process validates the Debtor Number and the Booking Number and if either is invalid, an error is
displayed to the user. If both numbers are valid, then the Receipting process will accept the money
and allocate it against Invoice Transactions generated by the Booking.
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Receipting in Cash Mode

In Cash mode, a Booking Invoice is paid through the Bookings Module via the BK Application code in
Receipting (instead of through Debtors).

Receipts will use the following:
= Receipting Application — BK
= Reference — Booking Number (mandatory)
= Qualifier — Invoice Number (optional)

If no Qualifier is specified then the ‘Amount Owing’ will be for the entire Booking and any payments will
be allocated against any eligible outstanding Fees in ascending date order. If you do specify a
Qualifier, then the ‘Amount Owing’ will be for that Invoice only, and any payments will be allocated
against any eligible outstanding Fees in ascending date order for that Invoice. If you pay more than the
amount owing, then it is possible to generate ‘Overpayments’ on the Booking.

If money remains after the invoice has been paid off, then the money will be processed to any
additional invoices that are outstanding. If there is still an amount remaining then the amount will be
moved to “Overpayments”.

Receipt Reversals and Transfers are conducted via Receipting with The Bookings Management
module managing the transaction.

IR
Receipt Mumber Cashier [Eddi Chicco Date/Time Im Previous Receipt
Prirt Option  [Print - Dravver  [BOOK i| Cashier Default Overrides i| Previous Change
— Allocation Reference Galifier Description Payment Type Armount
B | [z=3 | h | [pance =] [ 500.00 |
P
LI
Tatal
— Allocation Line 500.00]
spplication [BK _»| [Booking Receipt |
Allocation Reference |223 — Payment Line
Gualifier |2 Amourt Tendered
Amount Paid 200] Payment Type [CASH | » | [Cash
Description =
— Recipient Information
Recipiert Mame |A Brown
Adoress |18 James St ;I
ADELAIDE SA 5000
|-
— Customer Payment
Surname or Company
Given Names L)I
Add Receipt Defaults | Receipt Maintenance | Woid Suspend Accepk Cancel

Receipt Entry showing entry of a Cash Receipt for Bookings
Cashier Warning Codes

The Cashier Warning Code option has been made available only where the Booking is being
processed through Cash mode.

The following options have been made available via the Options>>Cashier Warning pull down menu:
e Reset Cashier Warning
e Set Cashier Warning
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When the user takes the Set Cashier Warning option, they will be presented with the Cashier Warning
Pop Up screen listing the Cashier Warnings that have been defined for the Booking Class. They are
then able to select a Warning Code and that will be recorded for the Booking Request. Note that if a
Cashier Warning has already been set, then the Set option will not be available.

Fle Tt View Search Assocwted Toos | Optens ek
=10 xJ
| et Cashier Worming
¢ d y, idiia k) )
Dodeflme 121-Mar- 2005 153574 | X0 | At Oweg
o et Ao 000
Bosking Sramas ConFwmeen  Unked Raguests | [ontraen Sustoner - C Jofey . ‘ Adity Fees v
A P ochty Owrer < AR Brown Artecied Propesties [~
Actiity Suo-Type BARN  Tesponses Foackty Manager - G A Biach | Cogeore T
Activey Fee Discownt. ‘CrAMITY  Sandicant Bookings 2] | Cusoner Service T
Custoner Type BRSIOENT Work e Fee i o 2
Reapooskle Dificer [CNICCOE e Aoty Foes 200 00 - Urkod Requests [
Actvty Nte  Dance Bondt 000 Ciher SOD00 Chates
Actney Detats Friras. AR s Fiespores [
- Bondt 1 20000 Otrwr 1 20000 e : r
Cuscos |- Jorn | o Location Sunmiy ‘
Cordact o) ] | Focery BNGG - Bingo Hat -1
ASateints o SrestCubiab Locatiore
Sgritcant Boorg [ wtamad Sockrg [ Fcurnng Boosng 1 Adena Lana ADRLALE |
Broking Dwe Stwt Tone  Erct Terw  Fcity Facy Descrpton S Lrcaion Ao LD
[ renay o nt oees  pma [thne [ameo ) ] fidetauit) =l BN i A
Ossergtion Dance ﬂ
[lassaw e  foss oo fa0o = 1 Jdetaun =l [~ IR R | |
Descretion [Dance o |
ey 01 Ape_Tws | D SO == 1 Kdefaum) =l = IS DTS [ |
Descrghon [Dance p |
Canhier Warning: Enor i ateounits

reeseary | coox | wer | [ | e |

Booking Maintenance form showing Cashier Warning details

If a Cashier Warning is in place for a Booking Request, any receipting performed for the Booking will
display a message similar to the following to either simply warn the Cashier or to prevent processing of
the receipt.

Pathway

j The selected reference "252" has a "Cheque bounced"” \Warning Code against it, Do you wish ko conkinue?

!

Yes Mo |

Booking Allocation Line Maintenance Form

The Booking Allocation Line Maintenance Form allows the user to enter/select details to create a
Receipt Allocation Line for a Bookings Cash Receipt.
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& Booking Allocation Line Maintenance 10l =l

~Allocation Reference
Booking Mumber [223 | [pance |

~Allecation Cualifier

Iryoice Mumber |3

~Allecation Amount
Amourt 700

Continue I ik

Booking Allocation Line Maintenance Form

Allocation Reference — Booking Number

This field requires that the user key in, or select from the Pop Up, a Booking Number to allocate to the
Receipt. This field is mandatory. If a number is keyed in, the user is not presented with the Booking
Class Pop Up, as Booking Numbers are unique across classes. If the Pop Up is used, the user is
required to select a Booking Class over which to search.

Allocation Qualifier — Invoice Number
The Receipt Qualifier field requires an Invoice Number to be keyed in. This field is optional.

If no Qualifier is specified then the ‘Amount Owing’ will be for the entire Booking and any payments will
be allocated against any eligible outstanding Fees in ascending date order. If you do specify a
Qualifier, then the ‘Amount Owing’ will be for that Invoice only, and any payments will be allocated
against any eligible outstanding Fees in ascending date order for that Invoice. If you pay more than the
amount owing, then it is possible to generate ‘Overpayments’ on the Booking.

Allocation Amount

This field requires an amount to be keyed in. If an Amount is not specified, the appropriate Amount
Owing will be calculated and returned to Receipt Entry.
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Linking a Customer Service Request to a Booking

Booking Requests may be linked to Customer Service Requests. An interface has been provided from
the Bookings Management Module to the Customer Service Module to allow Customer Service
Requests to be linked to Booking Requests (and vice versa).

In order for Customer Request Types to be available for a Booking Request, the user must have
authority to ‘Modify Module Links’ within Customer Service parameters. This will then allow Customer
Requests to be linked to Booking Requests.

The linking of Customer Service Requests to a Booking Request is performed in the Booking
Entry/Maintenance form. There are two avenues which may be followed; selecting the Customer
Service checkbox listed in the Options on the right hand side of the form, or, alternatively, selecting the
Customer Service occurrence in the Options dropdown menu on the top menu bar. Both methods will
display the Linked Request Selection form where Customer Service Requests may be added, deleted
or maintained.

The Linked Request Selection form displays when the user clicks on the Customer Service option
checkbox or the Customer Service option on the dropdown Options menu. This form allows new
Customer Requests to be linked to a Booking Request, and existing ones to be modified or deleted.

B Linked Request Selection _ [O]x]

Request
— Mumber — Reguest Type Fale Date Received — Request Status

[zr17 | [zeneral Complaint | [Booking | [07-Sep-200411:50:40 | [Mo Action Required |

— Request Summary — Hotes Summary

»
3

Booking:

Booking: 18, Activity Type: MEETING - Monthly Meeting
Receiving Officer:

Eddi Chicco
Cortact Type Code:

Counter Enguiry -
Requestor Type Code:

Residert - -

R Madify Close

Linked Request Selection Form

To link a new Customer Request to a Booking Request, select the New button. The Request Type
Pop Up form will display if more than one Request Type has been assigned to the Bookings
Management module. Otherwise, the Request Search Profile will display.
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E Request Type Pop Up !E m

— Search Profile
Request Type Code
Description

Search | Select I Close

Request Type Pop Up form

Once a Request Type has been selected, the Request Search Profile form will display to allow
selection of an existing Request Type, or the creation of a new one.

% Request Search Profile !El m

—Iv —Search By Request Details
Request Mumber -
Reguest Type Code  |GEH (General Caomplaint | [ Gl Typeis)
Receiving Officer

Responsible Officer
Actioning Officer
Contact Type Code
Reguestor Type Code
Request Status

Date Received -

Systemn Date Entered -
Respond by Date -

Date Responded
System Completion Date =
Drate Priority Last Modified

Priarity |l:nune} - I

Aunitmals All
Infringements All
Licensing All

]
Property _I All

]

=

olo]v|¢]e]e

| Ward | 2] |

—Search Options

Applicationss | [aAn =]
Inspections
Maimes _I |Hame =]
Guery Resuft
References

LL

Rates All
Registers All

LL

ol [ ol I R

MapInfo | Tt | Search I Close

Request Search Profile form

Click the Search button to search for an existing Customer Request pertaining to the specified Request
Type, or click the New button to create a new Request.
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When linked Customer Requests exist on a Booking Request, then the Customer Service checkbox
will be flagged as ON (as shown below).

S99

Sy, STREET - Sveek for Use a2 Facky -
Strest/Subwrh Locations:
Aloect Flace ALELADE

Booking Maintenance Form showing Customer Service Option checkbox flagged ON
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Linking Affected Properties to a Booking

Bookings Management provides the ability to record any properties affected by a Booking. Users are
also able to send letters to the Owners or Occupiers of the Affected Properties.

In addition, GIS functionality is available for Affected Properties.

Affected Properties Maintenance Form

The Affected Properties form is designed to allow for the selection of Properties that may be affected
by the Booking and the ability to create Letters and receive Responses. The GIS button provides the
ability to interface to a GIS product to display the location of the property.

B Affected Properties Maintenance o ] |
Mame Status
Booking Clags  [FUNCTIONS Functions Booking Class Current ;I
Booking |78 fovie
— Affected Property Affected Person ——— Mailing Address —— Responses & Lefters ——
[44 Goodwood Road, WAYVILLE 54 50 ...|  Owner [ Maft-James Green | FEEast Tee, BLACKFOREY] .. W W .|
— Options
| Check for responzes | Select &l | Deselect Al | Update Mames:
MapInfo | Sork | Send Letter | Insert | (o] 4 I Cancel

Affected Properties Maintenance Form

Booking Class/Booking
These fields provide details of the current Booking, e.g. Class/Description, Booking Number and
Booking Description. These fields are display only and cannot be maintained.

Name Status

The Name Status field is a dropdown field providing the following choices:
a Current
Q Historic
Q Current & Historic

This field defaults to Current upon entry into the Affected Properties Maintenance Form. The
Dropdown can be changed to show only Historic or a combination of Current and Historic Names.

Affected Property

The Affected Property field details the actual Property Affected by this Booking. Multiple Properties can
be selected by using the insert button. Clicking the Detail button to the right of the Affected Property will
detail out to the Property Summary Form.

Affected Person/Mailing Address
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These fields detail the name and Mailing Address of the Affected Person associated with the Affected
Property. The detail button to the right of this form allows the User to detail out to the Name
Maintenance form for the person.

Responses
This field if checked will show that Responses have been received regarding this Booking. Responses
may be added by detailing out to the Letter Summary and adding the particular Response.

Letter Sent

This field, if checked, will show that a Letter has been sent to this particular Affected Property. The
detail button to the right of the field allows the User to detail out to the particular Letter Request sent.
The User may then add a Response, view the Letter, or re-generate a Letter.

Check for Responses Button
Selection of the Responses Button will place a check tick in the Responses box against those letters
that have received any responses.

Select All Button
Selecting this button will select all the Affected Properties and Affected Person. However, the Other
Interested Parties need to be manually selected.

Deselect All
Selecting the Deselect All button will deselect all the Affected Properties and Affected Person.
However, the Other Interested Parties need to be manually deselected.

Update Names

The Update Names Button, when selected, will update the Property Owner Name information for
Affected Properties. If the Property Owner has changed then the new Owner will be added as an
Affected Person and the old Owner will be made Historic. Any letters that have been created against
the old Owner are still retained and able to be reviewed by changing the Name Status to Historic and
selecting the Letters detail button.

Sort Button
The Sort Button may be selected to “Sort” Affected People by Property order or Person order.

Affected Properties Selection form

The Affected Properties Selection Form consists of a series of button to facilitate the selection of a
particular Affected Person associated with a Property. This form is displayed when the Insert Button is
selected from the Affected Properties Maintenance Form.

A Button may be selected in conjunction with one or more Options. The results obtained will depend
on which Button and Options are combined in the search.
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B Affected Properties Selection  [Hj=] E3

—Select

Chvner

| Ovyvner and "The Ooccupier”

__ | onwmer cnly
__| ocoupier

| Oryvnier andd Occupier

| "The Ocoupisr"

— Options
[ Concatenste Cwner

[ concatenste Qccupier

[T &dd "The Occupier”

[ cConcatenste Same Name/&ddress

it |

Affected Properties Selection Form

The Select Buttons may be combined with one or more Options to select Properties and
Owners/Occupiers in a variety of ways. The following details describe the results of combining Buttons
with the various Options:

Owner — No Options
Selecting the ‘Owner’ Button without any of the Options available will perform the selection of the
Affected Properties in the following way.

Selecting this button allows the Owner of the Property to be selected as the Affected Person. No
occurrence of “‘The Occupier’ will be included in the selection process.

To determine whether the Owner lives at the Affected Property, matching of the Street and Suburb of
the Mailing Address with the Property Address is done. The Identifier section of the address is not
included in the matching process.

Example

OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac.

OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

If the above properties were selected as Affected Properties using the ‘Owner’ option only they
would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address

13 Smith St, Geac  Owner Martin Smith 13 Smith St, Geac

14 Smith St, Geac  Owner William Bird 96 Young St, Goodwood
17 Smith St, Geac  Owner Robyn White 6/129 Smith St, Geac

Owner — Add “The Occupier”
Selecting the ‘Owner’ Button with the Add “The Occupier” Option performs the selection of the Affected
Properties in the following way.

Selecting these buttons allows the Owner of the Property to be selected as the Affected Person.
Occurrences of ‘The Occupier will be included in the selection process. Where the Owner’'s Mailing
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Address does NOT match the Affected Property Address an occurrence of “The Occupier” will be
included for the Affected Property selected.

To determine whether the Owner lives at the Affected Property matching of the Street and Suburb of
the Mailing Address with the Property Address is done. The Identifier section of the address is not
included in the matching process.

Example

OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac.

OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

If the above properties were selected as Affected Properties using the ‘Owner’ and the Add
“The Occupier” Option they would appear as follows on the Affected Properties Maintenance

form

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac

14 Smith St, Geac Owner William Bird 96 Young St, Goodwood
Occupier “The Occupier”

17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac

Owner and “The Occupier” — No Options
Selecting the ‘Owner and “The Occupier” Button without any of the Options available will perform the
selection of the Affected Properties in the following way.

Selecting this button allows the Owner of the Property to be selected as the Affected Person. No
occurrence of ‘The Occupier’ will be included in the selection process.

Example

OO0OMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac.

OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood.

O0ORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

0O0OGreg Wood occupies Property 17 Smith St. Geac

0O0OTom Herd occupies Property 19 Smith St. Geac

If the above properties were selected as Affected Properties using the ‘Owner and “The
Occupier” Option only, they would appear as follows on the Affected Properties Maintenance

form

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac

14 Smith St, Geac Owner William Bird 96 Young St, Goodwood
17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac

Owner and “The Occupier” — Add “The Occupier”
Selecting the ‘Owner and “The Occupier” Button with the Add “The Occupier” Option performs the
selection of the Affected Properties in the following way.

Selecting this button allows the Owner of the Property to be selected as the Affected Person.
Occurrences of ‘The Occupier’ will be included in the selection process. “The Occupier’ will be
included for ALL Affected Properties selected.

Example
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OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac.

OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

00Greg Wood occupies Property 17 Smith St. Geac

0OO0Tom Herd occupies Property 19 Smith St. Geac

If the above properties were selected as Affected Properties using the ‘Owner and “The
Occupier” and the Add “The Occupier” Option, they would appear as follows on the Affected
Properties Maintenance form

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
Occupier “The Occupier”

14 Smith St, Geac Owner William Bird 96 Young St, Goodwood
Occupier “The Occupier”

17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac
Occupier “The Occupier”

19 Smith St, Geac Occupier “The Occupier”

Owner Only — No Options
Selecting the ‘Owner Only’ Button without any of the Options available will perform the selection of the
Affected Properties in the following way.

Selecting this button allows the Owner of the Property to be selected as the Affected Person. No
occurrence of ‘The Occupier’ will be included in the selection process. Where the Affected Property
that has been selected does not have an Owner record an occurrence of “The Owner” will be
generated for the Affected Property.

Example

OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac.

OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

0O0OGreg Wood occupies Property 17 Smith St. Geac

O0OTom Herd occupies Property 19 Smith St. Geac

If the above properties were selected as Affected Properties using the ‘Owner Only’ option only
they would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac

14 Smith St, Geac Owner William Bird 96 Young St, Goodwood
17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac
19 Smith St, Geac Owner “The Owner”

Owner Only — Add “The Occupier”
Selecting the ‘Owner Only’ Button with the Add “The Occupier” Option performs the selection of the
Affected Properties as the option above where the Add “The Occupier” Option was not selected.

Selecting these buttons allows the Owner of the Property to be selected as the Affected Person. No
occurrences of ‘The Occupier’ will be included in the selection process.

Example
OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac.
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OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

00Greg Wood occupies Property 17 Smith St. Geac

0O0OTom Herd occupies Property 19 Smith St. Geac

If the above properties were selected as Affected Properties using the ‘Owner Only’ and the
Add “The Occupier” Option they would appear as follows on the Affected Properties
Maintenance form

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac

14 Smith St, Geac Owner William Bird 96 Young St, Goodwood
17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac
19 Smith St, Geac Owner “The Owner”

Occupier — No Options
Selecting the ‘Occupier’ Button without any of the Options available will perform the selection of the
Affected Properties in the following way.

Selecting this button allows the Occupier of the Property to be selected as the Affected Person. No
occurrence of ‘The Occupier will be included in the selection process. Where the Affected Property
that has been selected does not have an Occupier record an occurrence of “The Occupier” is NOT
generated for the Affected Property.

Example

OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac and Martin occupies the Property.

OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood and William does not occupy the Property.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

0O0OGreg Wood occupies Property 17 Smith St. Geac

OO0Tom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as
the Property

If the above properties were selected as Affected Properties using the ‘Occupier’ Option only
they would appear as follows on the Affected Properties Maintenance form:

Affected Property Name Mailing Address
13 Smith St, Geac Occupier Martin Smith 13 Smith St, Geac
17 Smith St, Geac Occupier Greg Wood

19 Smith St, Geac Occupier Tom Herd 19 Smith St, Geac

Occupier — Add “The Occupier”
Selecting the ‘Owner’ Button with the Add “The Occupier” Option performs the selection of the Affected
Properties in the following way.

Selecting these buttons allows the Occupier of the Property to be selected as the Affected Person.
Occurrences of ‘The Occupier’ will be included on all Properties that have been included in selection
process whether or not there is an Occupier Role record already on the Property.

To determine whether the Occupier lives at the Affected Property matching of the Street and Suburb of
the Mailing Address with the Property Address is done. The Identifier section of the address is not
included in the matching process.

Example
OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac and Martin occupies the Property.
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OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood and William does not occupy the Property.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

00Greg Wood occupies Property 17 Smith St. Geac

OOTom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as
the Property

If the above properties were selected as Affected Properties using the ‘Occupier and the Add
“The Occupier” Option they would appear as follows on the Affected Properties Maintenance

form.

Affected Property Name Mailing Address
13 Smith St, Geac Occupier Martin Smith 13 Smith St, Geac
Occupier “The Occupier”

14 Smith St, Geac Occupier “The Occupier”

17 Smith St, Geac Occupier Greg Wood
Occupier “The Occupier”

19 Smith St, Geac Occupier Tom Herd 19 Smith St, Geac
Occupier “The Occupier”

Owner and Occupier — No Options
Selecting the ‘Owner and Occupier’ Button without any of the Options available will perform the
selection of the Affected Properties in the following way.

Selecting this button allows the Owner and or Occupier of the Property to be selected as the Affected
Person. No occurrence of ‘The Occupier will be included in the selection process. Where the
Affected Property that has been selected does not have an Owner or an Occupier record the Property
will not be included in the selected Affected Properties.

Example

OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac and Martin occupies the Property.

OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood and William does not occupy the Property.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

00OGreg Wood occupies Property 17 Smith St. Geac

OO0Tom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as
the Property

If the above properties were selected as Affected Properties using the ‘Owner and Occupier’
option only they would appear as follows on the Affected Properties Maintenance form.

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
Occupier Martin Smith 13 Smith St, Geac

14 Smith St, Geac Owner William Bird 96 Young St, Goodwood

17 Smith St, Geac Owner Robyn White Unit 6, 129 Smith St, Geac
Occupier Greg Wood

19 Smith St, Geac Occupier Tom Herd 19 Smith St, Geac

Owner and Occupier — Add “The Occupier”
Selecting the ‘Owner and Occupier’ Button with the Add “The Occupier” Option performs the selection
of the Affected Properties in the following way.

Selecting these buttons allows the Owner and or the Occupier of the Property to be selected as the
Affected Person. Occurrences of ‘The Occupier’ will be included in the selection process for each
Affected Property that has been selected.
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To determine whether the Owner/Occupier lives at the Affected Property matching of the Street and
Suburb of the Mailing Address with the Property Address is done. The Identifier section of the address
is not included in the matching process.

Example

OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac and Martin occupies the Property.

OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood and William does not occupy the Property.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

00Greg Wood occupies Property 17 Smith St. Geac

OO0Tom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as
the Property

If the above properties were selected as Affected Properties using the ‘Owner and Occupier
and the Add “The Occupier” Option they would appear as follows on the Affected Properties
Maintenance form:

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
Occupier Martin Smith 13 Smith St, Geac
Occupier “The Occupier”

14 Smith St, Geac Owner William Bird 96 Young St, Goodwood
Occupier “The Occupier”

17 Smith St, Geac Owner Robyn White Unit 6, 129 Smith St, Geac
Occupier Greg Wood
Occupier “The Occupier”

19 Smith St, Geac Occupier Tom Herd 19 Smith St, Geac
Occupier “The Occupier”

“The Occupier” — No Options
Selecting the ‘The Occupier’ Button without any of the Options available will perform the selection of
the Affected Properties in the following way.

Selecting this button allows an occurrence of “The Occupier” to be included against the Affected
Properties that have been selected. Where the Affected Property that has been selected may have
Occupier Role records associated to it these Occupier Role records are not included in the selection.

Example

OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac and Martin occupies the Property.

DOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood and William does not occupy the Property.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

00OGreg Wood occupies Property 17 Smith St. Geac

OOTom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as
the Property

If the above properties were selected as Affected Properties using the “The Occupier” option
only they would appear as follows on the Affected Properties Maintenance form.

Affected Property Name Mailing Address
13 Smith St, Geac Occupier “The Occupier”
14 Smith St, Geac Occupier “The Occupier”
17 Smith St, Geac Occupier “The Occupier”
19 Smith St, Geac Occupier “The Occupier

“The Occupier” — Add “The Occupier”
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Selecting the ‘The Occupier’ Button with the Add “The Occupier” Options will perform the selection of
the Affected Properties in the same way as if the “The Occupier” had been selected by itself.

Selecting these buttons allows an occurrence of “The Occupier” to be included against the Affected
Properties that have been selected. Where the Affected Property that has been selected may have
Occupier Role records associated to it these Occupier Role records are not included in the selection.

Example

OOMartin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St,
Geac and Martin occupies the Property.

OOWilliam Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St,
Goodwood and William does not occupy the Property.

OORobyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129
Smith St, Geac.

00OGreg Wood occupies Property 17 Smith St. Geac

OOTom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as
the Property

If the above properties were selected as Affected Properties using the “The Occupier” and the
Add “The Occupier” Options they would appear as follows on the Affected Properties
Maintenance form:

Affected Property Name Mailing Address
13 Smith St, Geac Occupier “The Occupier”
14 Smith St, Geac Occupier “The Occupier”
17 Smith St, Geac Occupier “The Occupier”
19 Smith St, Geac Occupier “The Occupier

Owner Button

Selecting the Owner Button with either no Options or in combination with one or more of the Option
indicators checked ON will perform the selection of the Affected Properties in a certain way. For more
details of the various combinations available please refer to the following sections:

Owner — No Options
Owner — Add “The Occupier”

Owner and “The Occupier”

Selecting the Owner and “The Occupier” Button with either no Options or in combination with one or
more of the Option indicators checked ON will perform the selection of the Affected Properties in a
certain way. For more details of the various combinations available please refer to the following
sections:

Owner and “The Occupier’” — No Options
Owner and “The Occupier” — Add “The Occupier”

Owner Only

Selecting the Owner Only Button with either no Options or in combination with one or more of the
Option indicators checked ON will perform the selection of the Affected Properties in a certain way.
For more details of the various combinations available please refer to the following sections:

Owner Only — No Options
Owner Only — Add “The Occupier”

Occupier

Selecting the Occupier Button with either no Options or in combination with one or more of the Option
indicators checked ON will perform the selection of the Affected Properties in a certain way. For more
details of the various combinations available please refer to the following sections:

Occupier — No Options
Occupier — Add “The Occupier”
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Owner and Occupier

Selecting the Owner and Occupier Button with either no Options or in combination with one or more of
the Option indicators checked ON will perform the selection of the Affected Properties in a certain way.
For more details of the various combinations available please refer to the following sections:

Owner and Occupier — No Options
Owner and Occupier — Add “The Occupier”

“The Occupier”

Selecting “The Occupier” Owner Button with either no Options or in combination with one or more of
the Option indicators checked ON will perform the selection of the Affected Properties in a certain way.
For more details of the various combinations available please refer to the following sections:

“The Occupier” — No Options
“The Occupier” — Add “The Occupier”

Options - Concatenate Owner
When the Concatenate Owner Option is flagged on then all Owners Names will be concatenated when
added as an Affected Property.

The first Owner listed will be selected as the identity nominated as the Owner and it will be this
person’s mailing address that will be used for any documentation that will be issued to them.

If the Owners consist of a mixture of persons and companies then the above will still apply. The first
Owner listed will be selected.

Example

O0OProperty 13 Smith St, Geac has owners of Martin Smith (mailing address of 13 Smith St,
Geac), Nora Smith (mailing address of 13 Smith St, Geac) and Garland Cards Pty Ltd (mailing
address of 154 Port Rd, Geac)

If the above property was selected as an Affected Property nominating the Option
“Concatenate Owner” they would appear as follows on the Affected Properties Maintenance

form
Affected Property Name Mailing Address
13 Smith St, Geac Owner Martin Smith & Others 13 Smith St,

Geac

Options - Concatenate Occupier
When the Concatenate Occupier Option is flagged on then Occupier Names will be concatenated
when added as an Affected Property.

The first Occupier listed will be selected as the identity nominated as the Occupier and it will be this
person’s mailing address that will be used for any documentation that will be issued to them.

If the Occupiers consist of a mixture of persons and companies then the above will still apply. The first
Occupier listed will be selected.

Example

OOProperty 13 Smith St, Geac has Occupiers of Martin Smith (mailing address of 13 Smith St,
Geac), Nora Smith (mailing address of 13 Smith St, Geac) and Garland Cards Pty Ltd (mailing
address of 154 Port Rd, Geac)

If the above property was selected as an Affected Property nominating the Option
“Concatenate Occupier” they would appear as follows on the Affected Properties Maintenance
form

Affected Property Name Mailing Address
13 Smith St, Geac Occupier Martin Smith & Others 13 Smith St, Geac
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Options — Add “The Occupier”
When the Add “The Occupier” Option has been flagged on then an occurrence of “The Occupier” is

generated for Properties that have been selected as an Affected Property. Please refer to the
individual Selection Options for details of the use of this option.

Options — Concatenate Same Name/Address

When the Concatenate Same Name/Address Option is flagged on then Owner/Occupier Names will be
concatenated when added as an Affected Property. However the Concatenation process checks the
Names and Addresses of Roles records and where the Surname and the Mailing address is the same
for a number of people then they will be concatenated. If the surname and/or mailing address are
different then it is not concatenated. This applies to Owner and Occupier Role records.

Example

OOProperty 13 Smith St, Geac has Owners of Martin Smith (mailing address of 13 Smith St,
Geac), Nora Smith (mailing address of 13 Smith St, Geac) and Garland Cards Pty Ltd (mailing
address of 154 Port Rd, Geac)

If the above property was selected as an Affected Property nominating the Option
“Concatenate on Name/Address” they would appear as follows on the Affected Properties
Maintenance form

Affected Property Name Mailing Address
13 Smith St, Geac Owner M & N Smith 13 Smith St, Geac
Owner Garland Cards Pty Ltd 154 Port Rd, Geac
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Bookings Batch Functions
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The following topics are covered in this section:

Batch Invoice Generation Control

Batch Printing
Audit Set Reporting
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Batch Invoice Generation Control

Batch Invoice Generation Control may only be used to print Invoices in bulk for Recurring Bookings.
It will not function with non-recurring bookings. Additionally, the Booking Status or Booking Line Status
must be set to a Confirmed Status in order for the Invoices to be generated.

Batch Invoice Generation Control Form

The Batch Invoice Generation Control form (which is used to print bulk Invoices for Recurring
Bookings) will initially display all the Classes to which the user has Maintenance authority. To select a
Class for processing the user must click on the ‘Process’ checkbox for the Class. This will cause the
Class to have focus and the Merge Type fields will become available. A Merge Type must be
selected for each of these fields. The Merge Types available for selection will be valid for the Merge
Class, i.e. Invoices or Bond Invoices (provided the user has authority to them).

The following rules will apply:

If ‘Bonds on Separate Invoice’ is ‘OFF’
e If a ‘normal’ INVOICE Merge Type only is selected, then ALL Fee Charges (including Bond
Fees) will be included on one Invoice
e If a BOND INVOICE Merge Type only is specified, then only Bond Fees will be included on a
‘Bond’ Invoice
e |f BOTH Merge Types (INVOICE and BOND) are specified, then Bond Fees will be included on
a Bond Invoice and normal Fees will be included on a normal Invoice

If ‘Bonds on Separate Invoice’ is ON
o If a ‘normal’ INVOICE Merge Type only is specified, then only non-Bond Fee Charges will be
included on a ‘normal’ Invoice
e If a BOND INVOICE Merge Type only is specified, then only Bond Fee Charges will be
produced on a ‘Bond’ Invoice
e If both a ‘normal’ INVOICE and a BOND INVOICE Merge Type are specified, then Bond Fee
Charges will be separated and produced on a ‘Bond’ Invoice. ‘Normal’ Fee charges will be
included on a ‘normal’ Invoice

The Search Profile fields will also become available for the selected class. The lists of Activity Types
and Fee Codes will be those applicable to the selected Class. Activity Types and Fee Types may be
selected by clicking on them. If none of the items is selected, the form will assume that ALL of the
displayed items are required and will automatically set them ON.

Similarly, a Responsible Officer and/or a Facility may be selected. No selection means ALL
Responsible Officers or Facilities for the Class.

The Processing Options allow the entry of a Date, up to and including which Fees will be processed.
The user may specify that Invoices are to be generated for later ‘Batch’ printing, otherwise any Invoices
will be generated and printed as a part of this Batch job.

The ‘Report Only’ option allows the user to view the results before final processing.
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E Batch Invoice Generation Control M=l E3
Booking Class Description Merge Type Dezcription Process
[aTLF A | [Fees on Activity - Trigona's test [ r

Bioncls on Separate Invaice [ [

[k | [uckland Test Class | [ [
Bonds on Separate Invoice [ |

[avckomy | [tuckiand City Council Booking Cla] [ I
Bioncls on Separate Invaice [

[EvENT | [Event Class | Invoices  [INWOICE 2| [Booking Invaice v
Bondz on Separate Invaice Bond Invoices [BOMDINY _#| [Bond Invoice
[HLcLAS | |Heler's Class | [ r

Bioncls on Separate Invaice [

Search Profile

Activity Type ¥ EETTN] Fee Code |Fee Code 1 (GST Free)
Street Festival Fee Code 2 (Taxable)
Street Parade Fee Type 3 (GST Exempt)
Fee Type 4
Responsible Cfficer |ECHIC ﬂ Ecldi Chicco
Faciity Code [AS 2| [aaM Stadium

Processing Options
Process Bookings up to Date |Thursday 12-Aug-2004
Generate Invoices for Batch Printing [
Run Type (* Repaort Only
(" Repaort and Update

Options | Process | Cancel

Batch Invoice Generation Control Form

If the ‘Process’ flag is set ON for a Bookings Class, then a Merge Type must be selected before any
processing can be performed. The following messages will display if Merge Types have not been set
up or specified and the Process button has been selected.

Ak least one Merge Type must be chosen For each Class selected ko be processed. IF no Merge Tvpe is chosen For either 'Invoice’ o 'Bond
Inwvoice' {where the Booking Class specifies that Bonds musk be Invoiced separately) then Fees For that document type will not be processed.

(04 | Help. .. |

Pathway

= Batch Invoices may be produced separately For 'Invoices’ and 'Bond Inwoices'. Where the Booking Class specifies that Bonds must be Invaoiced
\:!'l) separately, then Bond Fees will be produced using the selected 'Bond Invoice' Merge Type. &l ather Fees will be produced using the normal
‘Invoice’ Merge Type.
Leaving either of the Merge Types unspecified will exclude that tvpe of Fee from processing.

A Report is produced when processing occurs either in ‘Report Only’ mode or ‘Report and Update’
mode. The Report Header will contain details of all the selections made and Search Profile details.
The Body of the Report will detail each Booking and the sets of Fees that are either proposed to be, or
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actually generated as Invoices depending on the Processing Option selected. If Bonds are to be
invoiced separately, then the Bond Invoice Details will be listed separately on the Report.

Note: The Booking Requests or Booking Lines must have a Status of ‘Confirmed’ to be considered
eligible for Invoicing.

Note: Any errors that would prevent an Invoice from being raised will be detailed on the Report, e.g. if
the Debtor had exceeded their Credit Limit, e.g. Error Status: -115 the Credit Limit for Debtor xxxx
has been exceeded.

In ‘Report Only’ mode the Invoice Number details will not be available and therefore this field will be
listed as (none) on the Report. However, in Report & Update mode, the actual Invoice Number, e.g.
‘Invoice Number: 7205’ will be printed.

Booking Class/Description

The Booking Class /Description fields will list all the Bookings Management Classes to which the user
has Maintenance Authority.

Bonds on Separate Invoice

If ‘Bonds on Separate Invoice’ has been flagged ON at the Booking Class parameter level, then this
flag will be checked ON on this form. Initially both Merge Type fields (Invoices and Bond Invoices) are
dimmed but will become available when the ‘Process’ flag is checked ON. If ‘Bonds on Separate
Invoice’ is OFF at the Booking Class parameter level, then this flag will be OFF on this form for that
particular Class. This indicator controls invoice processing and the following rules will apply :

If ‘Bonds on Separate Invoice’ is ‘OFF’
e If a ‘normal’ INVOICE Merge Type only is selected, then ALL Fee Charges (including Bond
Fees) will be included on one Invoice
e If a BOND INVOICE Merge Type only is specified, then only Bond Fees will be included on a
‘Bond’ Invoice
e If BOTH Merge Types (INVOICE and BOND) are specified, then Bond Fees will be included on
a Bond Invoice and normal Fees will be included on a normal Invoice

If ‘Bonds on Separate Invoice’ is ON
e If a ‘normal’ INVOICE Merge Type only is specified, then only non-Bond Fee Charges will be
included on a ‘normal’ Invoice
e If a BOND INVOICE Merge Type only is specified, then only Bond Fee Charges will be
produced on a ‘Bond’ Invoice
e If both a ‘normal’ INVOICE and a BOND INVOICE Merge Type are specified, then Bond Fee
Charges will be separated and produced on a ‘Bond’ Invoice. ‘Normal’ Fee charges will be
included on a ‘normal’ Invoice

Merge Type/Description

These fields allow a Merge Type to be keyed in or selected from the Pop Up. Only those Merge Types
valid for the Merge Class will be available for selection, i.e. Invoices or Bond Invoices.

Process Indicator

To select a Class for processing the ‘Process’ flag must be checked ON. This causes the Class to
have focus and the Merge Type entry fields to become available. Both Merge Type fields will become
available, however, the rules below will apply depending on whether the ‘Bonds on Separate Invoice’
flag is checked ON or OFF.

If ‘Bonds on Separate Invoice’ is ‘OFF’
e If a ‘normal’ INVOICE Merge Type only is selected, then ALL Fee Charges (including Bond
Fees) will be included on one Invoice
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e If a BOND INVOICE Merge Type only is specified, then only Bond Fees will be included on a
‘Bond’ Invoice

e |If BOTH Merge Types (INVOICE and BOND) are specified, then Bond Fees will be included on
a Bond Invoice and normal Fees will be included on a normal Invoice

If ‘Bonds on Separate Invoice’ is ON
e If a ‘normal’ INVOICE Merge Type only is specified, then only non-Bond Fee Charges will be
included on a ‘normal’ Invoice
e If a BOND INVOICE Merge Type only is specified, then only Bond Fee Charges will be
produced on a ‘Bond’ Invoice
e If both a ‘normal’ INVOICE and a BOND INVOICE Merge Type are specified, then Bond Fee
Charges will be separated and produced on a ‘Bond’ Invoice. ‘Normal’ Fee charges will be
included on a ‘normal’ Invoice

Search Profile — Activity Type

The Activity Type Search Profile will default all Activity Types specific to a particular Booking Class
when focus is placed on the Booking Class. However, the field remains dimmed unless the ‘Process’
button corresponding to the Booking Class is checked ON. Once available, the options may be
selected or deselected by clicking. If none of the items is selected, the form assumes that the user
requires ALL of the displayed items and will automatically select them.

Search Profile — Fee Code

The Fee Code Search Profile will default all Fee Codes specific to a particular Booking Class when
focus is placed on the Booking Class. However, the field remains dimmed unless the ‘Process’ button
corresponding to the Booking Class is checked ON. Once available, the options may be selected or
deselected by clicking. If none of the items is selected, the form assumes that the user requires ALL of
the displayed items and will automatically select them.

Search Profile — Responsible Officer

A Responsible Officer may be keyed in or selected from the Pop Up, to be included in the Search
Profile. Leaving this field blank will include ALL Responsible Officer in the search.

Search Profile — Facility Code

A Facility Code may be keyed in or selected from the Pop Up, to be included in the Search Profile.
Leaving this field blank will include ALL Facilities in the search.

Processing Options — Process Bookings to Date

This field allows entry of a Date, up to and including which Fees will be processed, i.e. if a Date of
Saturday 30-Oct-2004 is entered (or selected from the Calendar Pop Up) then all uninvoiced Fee
Charges up to and including this date will be processed.

Processing Options — Generate Invoices for Batch Printing

If this flag is checked ON the Invoices will not be printed interactively. They will be flagged with a ‘new’
status and may be printed via Batch Printing at a later time. The menu option to facilitate Batch
Printing of Invoices is ‘Batch Print’.

Processing Options — Run Options
Processing Options include the following:

e Report Only

e Report and Update
If Report Only is selected then only a Report is produced and no invoices are generated. If ‘Report and
Update’ is selected then a Report and Invoices are generated and printed. (However, if the ‘Generate
Invoices for Batch Printing’ flag is checked ON, then only the Report is printed interactively and the
invoices may be printed at a later time via Batch Printing). Once the Invoices have been generated
(irrespective of whether or not they have been printed) the Invoiced flag against each processed Fee
Charge will become checked ON.

Note: If processing takes place on a Booking Request but an error is reported with the Debtor (e.g.
exceeded credit limit) then the Invoices will not be generated.
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Batch Printing

Booking Class Pop Up Form

B Booking Class Pop Up M=l E3
— Class Code —— Description Active —
EIOOHNGS Bookings by Council i
FIIMCTIONS Functions Booking Class v

— Search Profile
Class Code
Dezcription

Search Select Close

Booking Class Pop Up form

Class Code/Description

These fields display the Class Code and Description of all Booking Classes to which the user is
authorised. One Class is available for selection at a time.

Active
This flag is an On/Off indicator which determines whether the Booking Class is active and available for
use. This flag is display only and cannot be maintained.

Search Profile — Class Code/Description
Enter, or select from the Pop Up, a Class Code and/or Description on which to base your search.

Document Batch Processing Control Form

This form displays when the Batch Print menu option is selected. It allows the user to print Invoices
which have been generated through the Batch Invoice Generation Control. A Merge Class is required
e.g. Booking Invoice, and, once specified, all Merge Types of this Class will display for selection.

In order to generate and print new Invoices, the Status must be set to ‘New’. The Generation Options
will default to ‘Final Print’ but ‘Reprint’ may be selected if Invoices have already been printed once.
(Note: Other Generation Options are not available for Bookings Invoice Printing.)
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B Document Batch Processing Control

BH_INVOICE Booking Invoice
13-Aug-2004

v OICE Booking Invoice I

Hew |_| As Entered | Property_Address_
(-

—

| owore || oo | conce |

Document Batch Processing Control form
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Audit Set Reporting

The Audit Set Report function has been provided to enable database modifications across a set of
related tables to be reported as a single unit.

The Audit Set Report function does not capture any additional information into the Audit table,
(CAUAUDT), but is reliant on all Bookings Management Entities being audited.

The Audit Set Report function consists of the “Audit Set Maintenance” and “Audit Set Report” menu
options, which are found under the Auditing menu option in the main Pathway menu.

The sections below describe how to establish a comprehensive Audit facility to track all modifications
to the Bookings Management system.

Establishing a Bookings Management Audit Set

The Audit Set Maintenance menu option is used to define what database modifications to “Bookings
Management” tables are to be reported.

In order to define an Audit Set for the Bookings Management application all Bookings Management
Entities need to be audited,

i.e.

Select the “Auditing >> Audit Model Maintenance” menu option and ensure that the “ABK Bookings
Management” Model has been selected.

Select the “Detail” button adjacent to the “ABK Bookings Management” entry and ensure that all “ABK”
tables have been selected,

i.e.:

E Audit Entity Parameter Maintenance !El m

Model [2BK | [Bookings Managemert |

— Do Hot Audit — Audit

= ABEKACAT Activity Type Aftribute _I ‘I
= ABHACTP nctivity Type L]
LEKARES | [Booking Area L]
-~ 2BkATTE | [attribute L]
ABKCALD Eooking Calendar _I
ABKCHAC Charge Override Account il
‘_ SBKCHDC | [Daily Charge L]
2BKCHGE | [Charge L]
SBKCHHC | [Hourly Charge L]
'“_ SBKCLAS | [Pocking Class L]
ABKCLSA Secured User Access _I :!'I
— Search Profile — Search Profile
Entity Mame || Erttity Mame: [ ‘

Search | QK I Cancel |

Audit Set Maintenance

The establishment of an Audit Set can best be described with a fully functional example.
It is recommended that you adopt this example as an initial base and perform any adjustments after
viewing the resultant reports.
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Select the “Auditing >> Audit Set Maintenance” menu option and the following form will appear.

B Entity Pop Up

CHAIDTY

Select the Entity ABKRQHD.
Create a new Audit Set called “All Bookings Modifications”,
i.e.

B audit Set Maintenance M=l E3

ABKRGHD ‘

lall Bookings Modifications| l_

Select the “Detail” button adjacent to the newly created Audit Set to define what modifications are to be
reported.

Click the “+” adjacent to the “ABKRQHD - Booking” entry to display the entire Bookings Management
relationship structure,

i.e.:

Infor Public Sector July 17 Page 295



Bookings Management User Guide

Bookings Batch functions

B all Bookings Modifications - Audit Set Maintenance

|:_:| .......

.......... [ ABKACTP -
[ ABKACTP -
[0 ABKCLAS -
[0 ABKCUST -
[ ABKDSRS -
[ ABKSTAT-
T O ABKCALD -

Activity Type
Activity Type
Booking Class
Customer Type
Dizcourt Resson
Booking Status
Booking Calendar

.......... O] ABKACTP - Activity Type

.......... [] ABKAREA - Booking Ares

.......... [] ABKCLAS - Booking Class

[ ABKFACL - Facility

.......... [] ABKRESC - Resource

.......... [] ABKRLIM - Booking Line

.......... [] ABKSTAT - Booking Status
=53 ] ABKRLIN - Booking Line

---------- [ ABKDCRE - Decline/Cance! Resson
[] ABKDSRS - Discourt Reason

.......... [] ABKFACL - Facilty

- ‘f_ﬂ_l:l ABKCALD - Booking Calendar LI

Todify | [0 4 I Zancel

The Tree on the left hand side of the form displays the relationships between the Bookings
Management entities.

A “tick” in the box adjacent to an entity indicates that fields have been selected for this entity and will be
reported.

The List on the right hand side of the form displays the fields that have been selected for the
highlighted entity.

Initially no fields will be selected and therefore all the entity boxes will not be “ticked” and the right hand
side field list will be empty for all entities.

Highlight the “ABKRQHD — Booking” entity with a single left mouse click and select the [Modify] button
to select the fields for the entity,

i.e.:
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B all Bookings Modifications - Audit Set Field Maintenance

Entity [4BKRGHD | [Bocking |
— Fields not to Report ] — Fields to Report
[TPABKRGHD | [Bocking a =
TFHKABKACTP Activity Type =
TFRACTP_1 Activity Sub-Type
TFKABKDERS Dizcourt Reason
—~E |
TFRCSYUSER Feceiving Officer d
TFHUSER 1 Rezponsible Officer Mo
I
TFRABKCUST Customer Type _‘_ |
TFHABKSTAT Booking Status
BRI Booking Mumkber
EMTDATIM = i
vatem Entered Date/Time '“_
INTERMAL Internal Booking _vI_I

— Report Field Details

[0 4 Zancel

The “Fields not to Report” frame contains the fields on the entity that will not be reported when a record
is created, deleted or updated.

The “Fields to Report” frame contains the fields on the entity that will be reported when a record is
created, deleted or updated.

Use the [Select One] button to move the following fields to the “Fields to Report” frame:
DESCR - Activity Name
ATTENDEES — Attendees
RECURRING - Recurring
GENERATED - Generated
TFKABKDSRS — Discount Reason
TFKABKACTP — Activity Type
TFKCSYUSER - Receiving Officer
TFKUSER_1 — Responsible Officer
TFKABKSTAT - Booking Status
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B all Bookings Modifications - Audit Set Field Maintenance

Entity [4BKRGHD | [Bocking |

— Fields not to Report — Fields to Report
TPKABKRGHD Booking = DESCR Activity Mame
TFHACTP 1 Activity Sub-Type = ATTEMDEES Attendess ...l
TFRABKCUST Customer Type RECURRIMNG Fecurring
BRI Booking Mumber —r- GEMERATED (Generated ...l
ERTDATIM System Entered Date/Time TFHABKDSRS Discourt Reasan d |
INTERMAL Internal Booking TFHABKACTP Activity Type ...l Mo
SIGBOOKING Significant Booking _‘_ TFHICSYUSER Feceiving Officer | + |
DETAILS Activity Details TFHUSER_1 Responzible Officer uda
TFRABKCLAS Booking Class TFHABRWSTAT Booking Status
ARDORNLY Ward Only '“_
DESCRUPC Activity Mame Uppercase

— Report Field Details
Report Field (DESCR: - Activity Mame)
If recard Crested
If recard Deleted
If value Changed

3

[0 4 Zancel

There is no point in selecting the BOOKNUM and ENTDATIM fields as these fields are system
generated and cannot be directly maintained by users.

The “Report Field Details” frame contains the reporting attributes for the field highlighted in the “Fields
to Report” frame and avoids the need to use the [Detail] button to view the attributes selected for the
field.

Select the [Detail] button adjacent to the “DESCR — Activity Name” field in the “Report Field Details”
frame to define the reporting attributes.

l.e.:
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% All Bookings Modifications - Audit Set Field Attribute Maintenance

— Report Field
Entity |ABKROHD Booking
Figld |DESCR 2ctivity Marme
v If record Deleted [~ I record Update v It value Changed
— Entity Link
— Fields not to Report — Fields to Report
QK Cancel

The check boxes within the “Report Field” frame indicate when the field should be reported.

The “If record Created” check box indicates that the field will be reported when a new record is added
to the entity.

The “If record Deleted” check box indicates that the field will be reported when a record is deleted from
the entity.

The “If record Updated” check box indicates that the field will be reported when a record is updated in
the entity regardless of whether the value of the specific field is changed.

The “If value Changed” check box indicates that the field will be reported when a record is updated in
the entity and the value of this specific field is changed.

The “If record Updated” and “If value Changed” indicators are dependent on each other as the “If value
Changed” indicator is irrelevant when the “If record Updated” indicator is checked on.

Checking on the “If record Updated” indicator will automatically check off the “If value Changed”
indicator.

Checking off both the “If record Updated” and “If value Changed” indicators will mean that the field is
not reported when a record is updated.

At least one “Report Field” attribute needs to be selected as there is no point in the field being selected
if it will not be reported under any database modification condition.

The “Entity Link” frame is only relevant to Foreign Key fields and explained under the TFKABKDSRS
field attributes definition section below.

TFKABKDSRS - Discount Reason
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% All Bookings Modifications - Audit Set Field Attribute Maintenance

— Report Field
Entity  |ABKROHD Booking
Figld |TFKABKDSRS Dizcount Reazon
v If record Deleted [~ I record Update v It value Changed
— Entity Link
Entity [2BKDSRS | [piscount Reason |
— Fields not to Report — Fields to Report
TFRABKCLAS Booking Class TPHABKDSRS Discourt Reasan
COEABHMDERS Discount Reason DESCR Description
ACTIVE Active —E DISCPCHMT Discourt Percentage
= |
Mo
< =
QK Cancel

The TFKABKDSRS field is a foreign key to the Discount Reason entity ABKDSRS.
The “Entity Link” frame allows for the optional selection of ABKDSRS fields to be reported in
association with a TFKABKDSRS value.

For Example:
If the Discount Reason on a Booking is changed from “Charity Discount” to “10% Discount” then the
Audit Set report will show a change in TFKABKDSRS from say 18 to 20.

The inclusion of the CDEABKDSRS, DESCR and DISCPCNT fields from the ABKDSRS entity will
report the Code, Description and Discount Percentage changes in conjunction with the actual
TFKABKDSRS change.

The following table summarizes what fields and attributes could be selected for ABKRQHD — Booking:

Entity Path: ABKRQHD
Report Field If record | If record | If Record | If value | Entity Link Fields to
Created Deleted Updated Changed | Report

DESCR Yes Yes No Yes

ATTENDEES Yes Yes No Yes

RECURRING Yes Yes No Yes

GENERATED Yes Yes No Yes

TFKABKDSRS Yes Yes No Yes CDEABKDSRS,
DESCR, DISCPCNT

TFKABKACTP Yes Yes No Yes CDEABKACTP,
DESCR

TFKCSYUSER Yes Yes No Yes USERID,
USERNAME

TFKUSER_1 Yes Yes No Yes USERID,
USERNAME

TFKABKSTAT Yes Yes No Yes CDEABKSTAT,
DESCR,
SYSTEMSTAT

The result of defining the ABKRQHD — Booking reporting field is shown below.
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% All Bookings Modifications - Audit Set Maintenance

....... \ JHD - Booking & | |DESCR - Activity Mame
O] ABMACTP - Activity Type ATTEMDEES - Attendees

D L RECURRIMG - Recurring
[ ABKACTP - Activity Type GEMERATED - Generated

.......... O ABMCLAS - Booking Class TFHABKDERS - Dizcount Reazon
.......... O &BKCUST - Customer Type TFHABKACTP - Activity Type
[] 4BKDSRS - Discourt Reason TFHCEYUSER - Receiving Officer
[] ABKSTAT - Bocking Status TFHLSER_1 - Respoljsible Citficer
[ TS; O ABKCALD - Booking Calendar e TPHABKSTAT - Booking Stalus
.......... [0 ABKACTP - Activity Type
v [E] [ ABKAREA - Booking Area
.......... O ABKCLAS - Booking Class
.......... [0 ABKFACL - Facilty
: [0 ABKRESC - Resource
v [2] [0 ABWRLIM - Booking Line
.......... O ABKSTAT - Booking Status
(-5 B ABMRLIN - Booking Line
---------- O ABKDCRS - Decline/Cancel Reason
.......... [0 ABKDSRS - Discourt Reason
.......... [0 ABKFACL - Facilty
& REQ_D ABKCALD - Booking Calendar LI

Modify | QK I Cancel

Note that the box adjacent to the ABKRQHD — Booking entity has been “ticked” and the right hand side
list contains the selected fields.

Define the report fields for the ABKRLIN — Booking Line entity.
Highlight the “ABKRLIN — Booking Line entity and select the [Modify] button.

Use the [Select One] button to move the following fields to the “Fields to Report” frame:
BOOKDATE - Booking Date
STARTTIME - Start Time
ENDTIME - End Time
LINESTAT - Status
TFKABKFACL — Facility
TFKABKDCRS - Decline/Cancel Reason
TFKABKDSRS — Discount Reason
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B all Bookings Modifications - Audit Set Field Maintenance

Entity [2BKRUM | [Bocking Line |
— Fields not to Report — Fields to Report
TPKABKELIN Booking Line = BOOKDATE Booking Date |
TFKABKRGOHD Booking = STARTTIME Start Time ...|
I ARAT Invoice Amaurnt EMDTIME End Time |
LINESECH Line Sed Mo. LINESTAT Status ...|
— - =
DESCR Description TFHABKFACL Facility | + |
TFHABKDCRS DeclinefZancel Reason dad | Mo
_‘_ TFHABKDERS Cizcourt Reason | W |
«g

— Report Field Details

Report Field (TFKABKDSRS - Discount Reason)
If recard Crested
If recard Deleted
If value Changed
Entity Link (ABKDERS - Dizcount Reason)
Report Field Details
(none) -

3

[0 4 Zancel

Select the [Detail] button adjacent to each field in the “Report Field Details” frame to define the
reporting attributes.

The following table summarizes what fields and attributes could be selected for ABKRLIN — Booking
Line

Entity Path: ABKRQHD > ABKRLIN
Report Field If record | If record | If Record | If value | Entity Link Fields to
Created Deleted Updated Changed | Report

BOOKDATE Yes Yes No Yes

STARTTIME Yes Yes No Yes

ENDTIME Yes Yes No Yes

LINESTAT Yes Yes No Yes

TFKABKFACL Yes Yes No Yes CDEABKFACL,
DESCR

TFKABKDCRS Yes Yes No Yes CDEABKDCRS,
DESCR

TFKABKDSRS Yes Yes No Yes CDEABKDSRS,
DESCR, DISCPCNT

Audit Set Entities to Select

Generally there is no need to define reporting fields for parameter entities as the maintenance of these
entities is limited to the application administrator and their content is modified very infrequently.
The impact of modifying a parameter entity can result in thousands of Bookings being reported.

For Example:

If the “ABKCLAS — Booking Class” is included in the Audit Set then a modification to the Allow Facility
Fee Flag would result in every Booking that is in that Class being reported.

“All Bookings Modifications” Audit Set Definition
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The following tables indicate what entities and fields could be selected to define a complete Audit Set
for the Bookings Management application.

You can adopt this example as an initial base and perform any adjustments after viewing the resultant
reports.

Entity Path: ABKRQHD

Report Field If record | If record | If Record | If value | Entity Link Fields to
Created Deleted Updated Changed | Report

DESCR Yes Yes No Yes

ATTENDEES Yes Yes No Yes

RECURRING Yes Yes No Yes

GENERATED Yes Yes No Yes

TFKABKDSRS Yes Yes No Yes DESCR

TFKABKACTP Yes Yes No Yes DESCR

TFKCSYUSER Yes Yes No Yes USERNAME

TFKUSER 1 Yes Yes No Yes USERNAME

TFKABKSTAT Yes Yes No Yes DESCR

Entity Path: ABKRQHD > ABKRLIN

Report Field If record | If record | If Record | If value | Entity Link Fields
Created | Deleted Updated Changed to Report

BOOKDATE Yes Yes No Yes

STARTTIME Yes Yes No Yes

ENDTIME Yes Yes No Yes

LINESTAT Yes Yes No Yes

TFKABKFACL Yes Yes No Yes DESCR
TFKABKDCRS Yes Yes No Yes DESCR
TFKABKDSRS Yes Yes No Yes DESCR

Entity Path: ABKRQHD > ABKRLIN > ABKRLRE

Report Field If record | If record | If Record | If value | Entity Link Fields to
Created Deleted Updated Changed | Report
TFKABKRESC Yes Yes No No DESCR

Entity Path: ABKRQHD > ABKRQAR

Report Field If record | If record | If Record | If value | Entity Link Fields to
Created Deleted Updated Changed | Report
TFKABKAREA Yes Yes No No DESCR

Entity Path: ABKRQHD > ABKRQNT

Report Field If record | If record | If Record | If value | Entity Link Fields to
Created Deleted Updated Changed | Report
TFKABKNTYP Yes Yes No Yes DESCR

Entity Path: ABKRQHD > ABKRQRP

Report Field If record | If record | If Record | If value | Entity Link Fields to
Created Deleted Updated Changed | Report
DAYPATT Yes Yes No Yes
WEEKPATT Yes Yes No Yes
MTHPATT Yes Yes No Yes
YEARPATT Yes Yes No Yes
D DAYFREQ Yes Yes No Yes
W_WEEKFREQ Yes Yes No Yes
STARTDATE Yes Yes No Yes
ENDDATE Yes Yes No Yes
NUMOCC Yes Yes No Yes
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The result of defining all the reporting fields specified is shown below.

B all Bookings Modifications - Audit Set Maintenance

E | |DESCR - Activity Mame
.......... [] ABKACTP - Activity Type ATTEMDEES - Attendees

h . RECURRING - Recurring
""""" L1 ABKACTP - Activity Type GENERATED - Generated

[ ABKCLAS - Booking Class TFKABKDERS - Discourt Reasan
---------- [ ABKCUST - Customer Type TFHABKACTP - Activity Type
.......... |:| ABKDERS - Discount Reason TFHCEYUSER - Receiving Officer

| [] ABKSTAT - Booking Status TFKUSER_T - Respnrllsible Officer
& Ej [0 ABKCALD - Booking Calenckar TPHABKSTAT - Bockng Stalus
=53 W ABKRLIN - Booking Line

---------- [ ABKDCRE - Decline/Cance! Resson
.......... [] ABKDSRS - Discourt Reason

.......... [] ABKFACL - Facilty

[ [fﬁ [ ABKCALD - Booking Calendar
B ‘f:‘j [l ABKRLRE - Booking Line Resource
[ O aBmRESC - Resource

....... (7 O ABMRGFE - Booking Fee
[ [} [0 ABKRGFE - Booking Fes

B ﬁ}] W ABKROAR - Booking Ares

: i [B] [ ABKAREA - Booking Area

....... (7 O ABMRGFE - Booking Fee hd|

Todify | [0 4 I Zancel

Use the Scroll Bar to ensure that the ABKRQNT and ABKRQRP entities are also “Ticked”
Audit Set Report

It is envisaged that the Audit Set Report will be executed periodically through the standard End of Day
scheduling.

The “From Previous Report” indicator on the Audit Set Report Control form provides the ability to report
all modifications that have occurred since the report was previously produced.

In order for the “From Previous Report” function to operate a report must be produced to provide an
initial starting point.

Initial Starting Point Production
Select the “Auditing >> Audit Set Report” menu option.

An Entity Pop Up form is shown.
Select the Entity ABKRQHD.

Select the Audit Set [Pop Up] button to select the “All Bookings Modifications” previously defined Audit
Set.

The “Previous Report” will automatically default to the current date without a time as no report has
been previously produced.

Check the “From Previous Report” indicator.

i.e.
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% Bookings Management Audit Report Control !H m

— Search Profile
Audit Set [l Bookings Modifications |L)|

Previous Report  [09-2ug-2004 09:59:34 |
Booking Wumber

Dete Ramoet | - |

Action |(nll) vI
Job Type |In‘tera|:1iue vI

— Processing Options
Feport Type { Detail " Summary {* Summary and Detsil

Options | Process I Cancel

Select the “Process” button and execute the report interactively to report all Bookings modifications
that have occurred during the current day.

End of Day Scheduling
Select the “Auditing >> Audit Set Report” menu option

The “Previous Report” will automatically default to the date and time at which the report was previously
produced.

Select the Audit Set [Pop Up] button to select the “All Bookings Modifications” previously defined Audit
Set.

Check the “From Previous Report” indicator.

Select the “Process” button and schedule the report for the nightly End of Day process.

(The “End of Calendar Day” and “Schedule” button can be used to define an alternate frequency if
desired.)

i.e.

E Processing Options Maintenance !El m

Descrigtion [All Bookings Modifications|
Run Type |Permanent End of Day ;'

Jok Gueue INORMAL_Q -I Print Header Page [

[0 4 Zancel

Report Type
The “Report Type” Processing Option indicates what reports to produce.

The “Summary” report is a compressed list of the Bookings that have been modified or have had
subordinate entities modified.

The “Detail” report is a comprehensive report of the Bookings Management database updates and the
Bookings that were affected.
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Ad Hoc Reporting
A number of “Search Profile” options have been provided to enable detailed investigation into the
database updates that have been performed on the Bookings Management entities.

The “Booking Number” field allows the entry of a specific Booking Number. The report produced will
only contain database updates that affect this Booking Number.

The “Date Range” entry fields are enabled if the “From Previous Report” indicator is checked off.
The report produced will only contain database updates that occurred between the two dates.

The “Action” dropdown list box allows for the selection of what type of database modifications to report.
This selection allows you to limit the report to only show records that were created, or records that
were deleted, or records that were updated.

The “Job Type” dropdown list box allows for the selection of what type of job performed the database
modifications. This selection allows you to limit the report to only show database modifications that
were performed by Interactive or Batch jobs. Selecting “Interactive” will eliminate the thousands of
updates that would have been reported in a Batch process.

Bookings Management Audit Report Control Form

It is envisaged that the Bookings Management Audit Set Report will be executed periodically through
the standard End of Day scheduling. This report provides the ability to report all modifications that
have occurred in the Bookings Management module.

% Bookings Management Audit Report Control !El m

— Search Profile
Audit Set Al Bookings Maodifications [
Frevious Report  [27-2ug-2004 101302 |
Boaking Mumkber

From Previous Report [

Date Range | - |
sction [(All) -
Job Type  ((All) -~

— Processing Options
Feport Type { Detail " Summary {* Summary and Detsil

Options | Process I Cancel

Bookings Management Audit Report Control form

Audit Set
Select the Audit Set Pop Up Button to select a previously defined Audit Set.

Previous Report

The ‘Previous Report’ field will automatically default to the current date without a time if no report has
been previously produced. Otherwise, it will automatically default to the date and time at which the
report was previously produced.

Booking Number
The Booking Number field allows the entry of a specific Booking Number. The report produced will
only contain database updates that affect this Booking Number.
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From Previous Report
Check the ‘From Previous Report’ checkbox if a report is required for all database changes since the
last report.

Date Range

The “Date Range” entry fields are enabled if the “From Previous Report” indicator is checked off.
The report produced will only contain database updates that occurred between the two dates.

Action
The “Action” dropdown list box allows for the selection of which type of database modifications to
report.

This selection allows you to limit the report to only show records that were created, or records that
were deleted, or records that were updated.

The options available form the dropdown are as follows:

o (Al

e Create

e Update

e Delete
Job Type

The “Job Type” dropdown list box allows for the selection of what type of job performed the database
modifications.

This selection allows you to limit the report to only show database modifications that were performed
Interactively or by Batch jobs. Selecting ‘Interactive’ will eliminate the thousands of updates that would
have been reported in a Batch process.

The options available from the dropdown are as follows:
e Interactive
e Batch
e (Al

Processing Options — Report Type
The ‘Report Type’ processing option indicates what reports to produce.

The ‘Summary’ report is a list of Bookings that have been modified or have had subordinate entities
modified.

The “Detail” report is a comprehensive report of the Bookings Management database updates and the
Bookings which were affected.
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Reporting
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The reporting function in the Bookings Management Module allows the user to print a report listing
Bookings that are scheduled to occur over a specific date range, combined, if desired, with other
search criteria. The ability to select one or more Facilities is also available so that a report can be
produced listing all Bookings that will occur at a Facility for a specified time frame. The Bookings listed
in the report can be sorted either by Facility or by Booking Number in ascending or descending
Date/Time order. Additionally, the report can be printed in detailed or summary format.

The following topic is covered in this section:

Bookings Report
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Bookings Report

If the user is not authorised to use the Bookings Management module, an error message will display
when the Bookings Report option is selected from the main menu. Otherwise, the user will be required
to select a Booking Class prior to the display of the Bookings Report Control form.

Modifications have been made (in Release 3.05) to the Bookings Report to include a balance of fees
owing for each booking incorporated in a specific report. In the report printed in Facility order, the
balance will be shown for each booking line only, but in the report printed in Booking Number order, a
balance will be shown for each booking line and for the overall booking. Provision has been made on
the Bookings Report Control form for the entry of a range of balance values; bookings will be included
in the report in accordance with the entered range values.

NOTE: Modifications have also been made to the Receipts Datamart in Infomart to provide a link
between a Bookings record and its corresponding Receipts record. The actual link is provided via the
inclusion of the Bookings_Request_Facts_Key field in the Receipt_Module_Link table in the Receipts
Datamart. This link is applicable to Bookings which utilise the 'Cash' Accounting Method only.

Bookings Report Control Form

The Bookings Report Control form allows the user to produce a report on Bookings made with the
Council based on specific search criteria.

Alternatively, the report may be based on a Query Result. The resultant report may be sorted by
Facility or Booking Number in ascending or descending Date/Time order.

System or User defaults or Named sets may be set up for a particular Class (using the Options button)
for frequently used searches. Please note that these defaults only apply to the Booking Class in which
they have been established and a message will inform the user when performing a search in a class
where no defaults have been set up, e.g.

“Default or Name Set parameters retrieved. But the Parameters are not for the current Booking Class
and have not been loaded.”
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B Bookings Report Control _ [O]x]

Booking Class [FUNCTIONS | [Functions Booking Class |

— Search Profile
Booking Mumber -

Activity Type 2|
Activity SUb-TyRE Ll

Facilty |AS - AAMI Stadium

BR1 - Boardroom 1

GEAC - Geac Computers Pty Ltd
OFF1 - Office 1

ROOM1 - Room 1

K

System Ststus  [(Hone) =
Status Code ;)I
Receiving Officer 2|
Respaonsible Officer ;)I
Customer Type 2|
Area Code ;)I

Booking DateiTime -
System Entered DatedTime =

Irternal Booking  [(Hone) -~
Significant Booking  [(Hone) -
Attencees - |
Activity Mame

— Processing Options

Sort By [Facility = DrateTime Croer |Ascending =1
Report Type  [Detailed =1
— Query Result
Descrigtion [ 2|

Options | Process I Cancel

Bookings Report Control form

Booking Class
The Booking Class fields display the code and description of the selected Booking Class.

Booking Number

The Booking Number fields allow a range of Booking Numbers to be entered for inclusion in the search
profile. An error message will display if the ‘From’ number is larger than the ‘To’ number.

Activity Type

The Activity Type fields allow an Activity Type to be entered or selected from the Pop Up to be included
in the search profile. If no Activity Type is specified, the Activity Sub-Type fields will be dimmed.

Activity Sub-Type

The Activity Sub-Type fields allow an Activity Sub-Type to be entered or selected from the Pop Up to
be included in the search profile. If no Activity Type is specified, the Activity Sub-Type fields will be
dimmed.

Facility
The Facility field allows one or more Facilities and/or Sub-Facilities to be selected from the displayed
list to be included in the search profile.

Note: If the Facility, ‘AAMI Stadium’, for example, is selected as part of the search profile, then the
report will include only those Booking Requests which include that particular Facility. However, if other
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Booking Lines using different Facilities have also been booked on these particular Booking Requests,
then those Booking Lines will also be included in the Report.

System Status

The System Status field allows a status to be selected from the dropdown to be included in the search
profile. The options available include the following:

(None)

Tentative

Awaiting Response
Confirmed

Available for Booking

See Status Code.

Status Code

The Status Code fields allow a Status Code to be entered or selected from the Pop Up for inclusion in
the search profile. The Codes available will consist of any user-defined Status Codes which have been
set up in parameters and are based on the System Status Codes. If a System Status is selected prior
to selecting a Status Code, then the Status Code field will be restricted to those Statuses
corresponding to its related System Status.

For example:
If a System Status of ‘Available for Booking’ is selected, then the Status Code field is restricted

to those Status Codes which are based on the ‘Available for Booking’ System Status, e.g.
AVAILABLE.

Receiving Officer

The Receiving Officer fields allow a Receiving Officer to be entered or selected from the Pop Up for
inclusion in the search profile.

Responsible Officer

The Responsible Officer fields allow a Responsible Officer to be entered or selected from the Pop Up
for inclusion in the search profile.

Customer Type

The Customer Type fields allow a Customer Type to be entered or selected from the Pop Up for
inclusion in the search profile.

Area Code

The Area Code fields allow an Area Code to be entered or selected from the Pop Up for inclusion in
the search profile.

Booking Date/Time

The Booking Date/Time fields allow a Date/Time range to be entered for inclusion in the search profile.
An error message will display if the ‘From’ Date/Time is larger than the ‘To’ Date/Time.

System Entered Date/Time

The System Entered Date/Time fields allow a Date/Time range to be entered for inclusion in the search
profile. An error message will display if the ‘From’ Date/Time is larger than the ‘To’ Date/Time.

Internal Booking
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The Internal Booking field allows the user to make a selection from the dropdown to indicate the status
of the Internal Booking flag on the Booking Request. If (None) is selected then this filed is not included
in the search profile. The available options are as follows with the default set to (None):

e (None)
o Off
e On

Significant Booking

The Significant Booking field allows the user to make a selection from the dropdown to indicate the
status of the Significant Booking flag on the Booking Request. If (None) is selected then this filed is
not included in the search profile. The available options are as follows with the default set to (None):

e (None)

e OfFf

e On
Attendees

This field allows the user to enter a range of numbers to specify the number of attendees specified for
the Booking Request. If entered, this range will be included in the search profile. An error message
will display if the ‘From’ value is larger than the ‘To’ value.

Activity Name
The Activity Name field allows the user to key in an Activity Name for inclusion in the search profile.

Processing Options — Sort By
The ‘Sort By’ processing option determines how the report records are sorted. The available sorting
methods are by Facility or Booking Number. The default option is ‘Facility’.

Processing Options — Date/Time Order
The ‘Date/Time Order’ processing option determines how the report records are sorted. The available
sorting methods are either Ascending or Descending order. The default option is ‘Ascending’.

Processing Options — Report Type
This field allows the user to specify the level of detail required in the Report. The options available are
as follows with ‘Detailed’ being the default option:

e Summary
e Detailed

Query Result — Description

This field may be used to specify a previously created query result to identify a group of records.
Alternatively, a query result may be selected from the pop up. If a query result is used in the search
profile, then all other fields are ignored.
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ePathway Bookings
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The following topics are included in this section:

ePathway Bookings Parameters
Create a New Booking in ePathway
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ePathway Bookings Parameters

New functionality has been developed within ePathway to allow its users to make online bookings.
Class Parameters
Activity Type Maintenance

Activity Type Maintenance has been modified to allow council to nominate a Responsible Officer for an
Activity Type.

E Activity Type Maintenance - |EI|5|

Booking Class [RECREATION | |[Recrestional Activities Class |

Activity Type Code | ]
Dezcription  |Barbecues
Capacty |50

Active v

WN

Responsible Officer (HGABB 3 |_Irficholas Gabh

— Optiong
_| Activity Sub-Types | Charges | Mames

| attributes __| conditions

(0] Cancel

Activity Type Maintenance form showing new Responsible Officer field

This has been introduced so the Responsible Officer associated with the Activity Type is automatically
assigned as the Responsible Officer for a Booking Request. The Responsible Officer associated with
an Activity Type overrides the default setting of the Responsible Officer, i.e. the current Pathway user.

Activity Sub-Type Maintenance

Activity Sub-Type Maintenance has been modified to allow council to nominate a Responsible Officer
for an Activity Sub-Type and nominate Facilities that are ‘most applicable’ to the Activity Sub-Type.
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B Activity sub-Type Maintenance o ] |
BEooking Class  [RECREATION Fecrestional Activities Class
Activity Type  |BBIG Barbecues
— Code ———— Description Responszible Officer Active — Facilties ——
PARKBEQ |Park Barbecue MCKE Dﬂris Mckeown | v

Insert | oK I Cancel

Activity Sub-Type Maintenance form showing new Responsible Officer field and Facilities detail button

The nomination of a Responsible Officer has been introduced so the Responsible Officer associated
with the selected Activity Sub-Type is automatically assigned to be the Responsible Officer for the
Booking. The Responsible Officer associated with the selected Activity Sub-Type overrides the
Responsible Officer associated with the selected Activity Type and the current user making the
Booking.

The ‘Facilities’ detail button has been introduced to allow council to nominate those facilities that are
most applicable to an Activity Sub-Type.

Facility Maintenance

Facility Maintenance has been modified to allow council to nominate a “Responsible Officer” for a

Facility and to nominate Activity Sub-Types that are most applicable to the Facility that is being
maintained.
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B Facility Maintenance

=19l x|

Booking Class

[RECREATION

| |Recreaﬁanal Activities Class

Facilty Code
De=cription

Earent EEtiliy vpe
Facility Sub-Type
Area Code

ADCONVCENT

Adelaide Convention Center

FUHCCEHTER

Function

Centers

|

ADELAIDE

2| [adelside

— Responsible Officer

MSCHU

>

kichael Schubert

Detail=

Irternal Bookings Cnly
Allosy Multiple Bookings
Active

K

Adelaide Convention Center

-

Capacty (5000

Eeners Purpase Faity [T

d

— Options

__| attributes

| Aszociated Facilties

I Activity Sub-Types >

_I Charges

| Conditions

_I Locations

| Resources
| Sub-Facilities

oK Cancel

Facility Maintenance form showing new ‘Activity Sub-Types’ option button and Responsible Officer field

The nomination of a Responsible Officer has been introduced so the Responsible Officer associated
with the selected Facility is automatically assigned to be the Responsible Officer for the booking. The
Responsible Officer associated with a Facility (on the first valid booking line) overrides any
Responsible Officers associated with the selected Activity Type and Activity Sub-Type.

The Activity Sub-Types option button has been introduced to allow council to nominate those Activity
Sub-Types that are most applicable to a Facility.

Sub-Facility Maintenance

Sub-Facility Maintenance has been modified to allow council to nominate a Responsible Officer for a
Sub-Facility and to nominate Activity Sub-Types that are most applicable to the Facility that is being
maintained.

Infor Public Sector

July 17

Page 318



Bookings Management User Guide

ePathway Bookings

B sub-Facility Maintenance

=19l x|

Booking Class  [RECREATICN

Recrestional Activities Class

Facility JaDConNYCENT

Adelaide Convention Center

Mame Links [

Pz Mergel o |

Location Links ]

“ou may replicste the Parent Facility links to the Sub-Facilty as necessary:

LCaeatians Mergel Copy |

The following Link types are different between the Parent Facility and this Sub-Facility:

Conditionz [

Eonticns Mergel Copy |

Sub-Facilty |
Dezscription |Adelaide Convention Center Room 1

Facility Sub-Type

EEEt vRE [FUNCCEMTER | Function Centers
3
Aclelzice
Responsible Officer |[CMICKE B | Ihriz Mckeown

Detallz” [Adelaide Convention Center Room 1

w

Auta Book [~ Capacty [so0
Allowy Multiple Bookings [
active v
— Options
_I Available Dates _| Conditions _I Mames
_I Attributes _| Locations _I Resources
| charges < Activity Sub-Types —

oK Cancel

Sub-Facility Maintenance form showing new ‘Activity Sub-Types’ option button and Responsible Officer

field

The nomination of a Responsible Officer has been introduced so the Responsible Officer associated
with the selected Sub-Facility is automatically assigned to be the Responsible Officer for the booking.
The Responsible Officer associated with a Sub-Facility (on the first valid booking line) overrides any
Responsible Officers associated with the selected Activity Type and Activity Sub-Type.

The Activity Sub-Types option button has been introduced to allow council to nominate those Activity
Sub-Types that are most applicable to a Sub-Facility.

Facility Activity Sub-Type Maintenance

The Facility Activity Sub-Type Maintenance form has been introduced to allow council to nominate
those Activity Sub-Types that are most applicable to a Facility.
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B Facility Activity Sub-Type Maintenance o ] 4|

Booking Class [RECREATION | [Recreational Activities Class |
Faciity [ADCOMYCENT | [2delside Corvertion Certer |

— Activity Sub-Types — Selected Activity Sub-Types
=% BBQ - Barbecues [} FOOTBALL - Football Carnival
- 1..[3) PARKBBQ - Park Barbecue () RUGBY - Rugby Carnival

ﬁ BDAYPARTY - Birthday Party ﬁ SOCCER - Soceer Carnival
2 CARMIVAL - Sports Carnivals [} TENNIS - Tennis Carnival
[} FOOTBALL - Football Carnival [} PARKBBQ - Park Barbecue
(X} RUGBY - Rugby Carnival
@ SOCCER - Soccer Carnival

1N}

------ [} TEMMIS - Tennis Carnival

— Search Profile
Activity Sub-Type Code |
Descrigtion |

Seatch | Cancel |

Facility Activity Sub-Type Maintenance form

This has been introduced so that Facilities can be searched for, within Pathway and ePathway, based
upon a selected Activity Sub-Type. Also, in Booking Maintenance, the user can decide to display only
those Activity Sub-Types that are most applicable to the selected Facility (on the first valid booking line)
when selecting an Activity Sub-Type.

Activity Sub-Type Facility Maintenance

The Activity Sub-Type Facility Maintenance form has been introduced to allow council to nominate
those facilities that are most applicable to an Activity Sub-Type.

B Activity Sub-Type Facility Maintenance o ] 4|

Booking Class [RECREATION | [Recreational Activities Class |
Activity Sub-Type [FOOTBALL | [Foothall Carnival |
— Facilities Selected Facilities
- t‘_[ ADCOHVCENT - Adelaide Convention Center t‘_[ ADCOHVR - Adelaide Convention Center Room 1
t‘_[ GWIOFUHCCEN - Goodwood Function Center for t‘_[ HWOODOVAL - Horwood Oval

- ﬁ HMARSHRG - Hindmarsh Rugby Ground
- [} MODSC - Modbury Soccer Club

- [} HWOODOVAL - Horwood Oval -3
@ PARKBEQ - Park Barbecue

+- @ WAYRECCEHNT - Wayville Recreation Center

4| | » 4 |»

— Search Profile
Facilty Code |
Descrigtion |

Activity Sub-Type Facility Maintenance form

This has been introduced so that Facilities can be searched for, within Pathway and ePathway, based
upon a selected Activity Sub-Type. Also, in Booking Maintenance, the user can decide to display only
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those Facilities that are most applicable to the selected Activity Sub-Type (if any) when selecting a
Facility for a Booking Line.

Available Facility Search Profile

Available Facility Search Profile has been modified to allow council to search for available Facilities
based upon Activity Sub-Type search criteria.

B Available Facility Search Profile -1O] =l
Booking Class [RECREATION | [Recreational Activities Class

— Available Facility Details
Avallsble Dates | -
Recurrence Pattern o Ik |

Maximum Clashes

Facility Coce 2]
Facility Type Code 2|
Area Code ;>3
<m— CARHIVAL | [Sports Camivals >
w SOCCERI B Soccer Carnival
Capacity -

Rezource Types |Electrical / Electronic Equipment / 0 & Attributes  [pisabled Toilets
Football Equipment General Waste Bins
General Portable Refuse Bin Wheelchair Access

General Toilets

Rugby Equipment j

Resources Available [ For Internal Booking [

[Ew | Search I Close

Available Facility Search Profile form showing new Activity Type and Activity Sub-Type fields

This has been introduced due to the new ePathway Bookings module, allowing users to search for
Facilities based upon an Activity Sub-Type. Note that the search will only ever return those Facilities
that are associated with the selected Activity Sub-Type, which must be specified within the class
parameters.

Facility Pop Up

The Facility Pop Up has been modified to allow users, when entering/modifying a Booking, to display
the most applicable Facilities based upon the selected Activity Sub-Type. Two radio buttons
(‘Assigned’ and ‘All') have been added to allow the user to display the most applicable Facilities or all
Facilities within the selected Booking Class.
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=

Booking Class [RECREATION | |Recreationial Activities Class |

------ ADCOHYR1 - Adelaide Convention Center Room 1
------ (£} MoDSC - Modbury Soccer Club

----- Ej MSCAPITCH - Adult Soccer Pitch

------ Ej MSCJPITCH - Modbury Soccer Club - Junior Soccer Pitch

— Search Profile

Facilty Activige {* Aszsigned Al

Facility Code
Description

Search | Seleck | Close

Facility Pop Up form showing new radio buttons

These two radio buttons are only accessible when this form is accessed from the Booking
Maintenance form, provided there are Facilities associated with the selected Activity Sub-Type,
otherwise these buttons are not accessible.

Activity Sub-Type Pop Up

The Activity Sub-Type Pop Up has been modified to allow users, when entering/modifying a Booking,
to display the most applicable Activity Sub-Types based upon the Facility selected in the first valid
Booking Line. Two radio buttons (‘Assigned’ and ‘All’) have been added to allow the user to display the
most applicable Activity Sub-Types or all Activity Sub-Types for the selected parent Activity Type.
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B Activity Sub-Type Pop Up

=10 x|

o FOOTBALL - Football Carnival
...... () RUGBY - Rugby Carnival

----- Ej SOCCER - Soccer Carnival

...... () TENMIS - Tennis Carnival

— Search Profile

Activity Facilitye (% Assigned Al

Activity Type Code

Description

Search | Select |

Close

Activity Sub-Type Pop Up form showing new radio buttons

These two radio buttons are only accessible when this form is accessed from the Booking
Maintenance form, provided there are Activity Sub-Types (for the selected parent Activity Type)
associated with the Facility selected on the first valid Booking Line, otherwise these buttons are not

accessible.

Booking Class Parameter Maintenance

Booking Class Parameter Maintenance has been modified to include a new Option button, “Reference
Types”, allowing council to define a set of Reference Types for a Booking Class.
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1=k
Booking Class [CCLASS | [chris' Class |
Dekt Categary LI
Default Debtar Type LI
Invoice Transaction Type LI
Credit Transaction Type LI
Biatch Description
Mexdt Cash Inwoice (1
~Cash Account Details
Ledger F‘
Refund Accourt |-2591 ;}I el City test account
Oyerpayment Account |1-22-333-444-B ;)I 1-22-333-444-B
Owerpay/Refund Bank Account |1-22-333-444-B ;)I 1-22-333-444-B
— Options
_I Activity Types _I Decline/Cancel Reasons _I Merge Types
_I Attributes _I Dizcount Reazons Mote Types
_I Booking Statuses _I Extract Types <5;$ Refe [DES
_I Cashier Warning Codes _I Facilities _I Resource Types
_I Condition Groups _I Facility Types _I Response Types
_I Condition Types _I Fee Codes _I vork flos:
_I Customer Types
o4 I Zancel

Booking Class Parameter Maintenance form showing new ‘Reference Types’ option button

At least three References need to be created for a class, representing Name, Email, and Contact
Number. These three References are required for ePathway Bookings to allow public ePathway users
to be linked to a Booking Request header.

B Reference Type Maintenance 1Ol x|
— Class Detaills
Description |Recreational Activities Class |

Mn Sharing i
HAME| Hame [Many .|
EMAIL Email Address [Many ]
|_|PHOHE Phone Humber [Many -] v

=

Move

=

Alpha Sort Insert | (5] 4 I Cancel

Reference Type Maintenance form showing the three required References for eBookings

Each of these references must have a Sharing relationship of ‘Many’ allowing a public ePathway user
making a booking, to use the same Name, Email Address, and Contact Number for multiple Booking
Requests.

Role Types
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Five new Role Types have been defined within the References module allowing for Name, Email
Address, and Contact Number references to be linked to a Booking Request header, when a public
ePathway user makes a Booking.

B Role Type Selection

=10l %]

— Role Type Dezcrigptian Local Entity Cither Entity ——— Active —
AEK 0| [Booking Reference CRFREFR ABKRQHD v
LBK 1 Booking Class CRFCLAS ABHCLAS v
L= 2| [Booking Class Name Reference CRFTYFE ABKCLAS v
AEK 3| [Booking Class Email Reference CRFTYPE ABKCLAS v
LB 4| [Booking Class Contact Mumber Refel  |CRFTYPE ABEKCLAS v

Mew Modify Close

Role Type Selection form showing the five new Role Types

A Booking Reference is created allowing it to be linked to a Booking Request header and a Booking
Class reference is created, allowing for individual Booking Classes to have Reference Types defined
for it, hence, each class should have a Name, Email, and Contact Number Reference Type defined for

it.

These Role Types are created by navigating to the Reference Role Type Search Profile form (System
Administration >> References Parameters >> Reference Role Type Filter) and then clicking the ‘New’

button.

% Reference Role Type Search Profile

=10l %]

Rale Mumber
Local Entity
Cther Entity

Application P | |

De=scription

Active [

Search

Close

Reference Role Type Search Profile form

This process should be repeated for each ABK role type that is to be created, which is outlined below.

Booking Reference

The Booking Reference Role Type has the following parameters specified, shown in the figure below:
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B Reference Role Type Maintenance =]

ABKHOD21

Reference Role Type Maintenance form showing Booking Reference role type parameters
Booking Class

The Booking Class Role Type has the following parameters specified, shown in the figure below:

B Reference Role Type Maintenance =]

CRFCLAS
ABHCLAS
Booking Class

ABKHO110

Reference Role Type Maintenance form showing Booking Class role type parameters
Booking Class Name Reference

The Booking Class Name Reference Role Type has the following parameters specified, shown in the
figure below:

Infor Public Sector July 17 Page 326



Bookings Management User Guide ePathway Bookings

B Reference Role Type Maintenance =]

ABKHO110

Reference Role Type Maintenance form showing Booking Class Name Reference role type
parameters

Booking Class Email Reference

The Booking Class Email Reference Role Type has the following parameters specified, shown in the
figure below:

B Reference Role Type Maintenance - |O] =]

ABKHO110

Reference Role Type Maintenance form showing Booking Class Email Reference role type parameters
Booking Class Contact Number Reference

The Booking Class Contact Number Reference Role Type has the following parameters specified,
shown in the figure below:
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B Reference Role Type Maintenance Y [m]

— Role Type Details
Application m_»_l |Elnnkings Management |
Riale Mumber 4
Local Ertity [CRFTYPE
Cther Entity [ABKCLAS
De=scription |Booking Clags Contact Humber Reference
Active v

—Forms

Dretail
Infarmation  (ABKHD110
Updlate
Delete

(] 4 Zancel

Reference Role Type Maintenance form showing Booking Class Contact Number Reference role type
parameters

Booking Maintenance

Booking Source

A new field has been added to the Booking Maintenance form, ‘Booking Source’, which contains either
‘ePathway’ or ‘Pathway’, indicating to the user whether this booking was made internally through
Pathway or online via ePathway.

References

The Booking Maintenance form has been modified to include the Booking References option. Users
are able to manually update references in Pathway, where the References are automatically created in
ePathway Bookings, linking public users (by name, email and phone number) to a Booking Request.
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Booking Maintenance form showing the new References option and the Booking Source field »

Responsible Officer

The automatic assignment of a Responsible Officer to a Booking Request header has changed from
always defaulting to the current Pathway user to one of the following:

e The Responsible Officer associated with the selected Activity Type (over-rides the current
Pathway user)

o The Responsible Officer associated with the selected Activity Sub-Type (over-rides the
Responsible Officer for the selected Activity Type)

o The Responsible Officer associated with the selected Facility on the first valid booking line
(over-rides all)

ePathway Booking Class Selection
ePathway Booking Class Selection allows council to nominate the Booking Classes to be exported out

to ePathway. This allows for specific Facility Types, Activity Types, Attributes, and Resource Types
associated with each class to be individually nominated and then exported.
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B ePathway Bookings Class Selection o ] 4|

— Booking Class — ePathway Booking Class

- [} CCLASS - Chris’ Class

----- ﬁ ATLFA - Fees on Activity - Trigona's test clafs
----- ﬁj ATLFF - Fees on Facilities - Trigona's Class @ EVENT - Event Class

..... [} AUCK - Auckland Test Class (7} HLCLAS - Helen's Class

----- @ AUCKCITY - Auckland City Council Booking C ﬁ RECREATIOH - Recreational Activities Class
..... [} CCLASS - Chris® Class —F
..... ﬁ DE - Debtors mode only

----- @ DEBTOR - Debtor Class - W5 Test
..... [} DRH - David's Class

----- @ DRH17387 - DRH 17387

..... [} EVEHT - Event Class £
----- ﬁ EXHIBITIOHN - Exhibition Class
..... [} GABB - GABB Class

----- (¥} HLCLAS - Helen's Class -
4| | B

Todify: | [o]4 I Cancel

ePathway Bookings Class Selection form
ePathway Bookings Class Maintenance

The ePathway Bookings Class Maintenance form allows council to setup parameters specific to a
Bookings Class that are to be exported out to ePathway. The values specified for the Default
Receiving Officer, Default Responsible Officer, and Default Customer Type fields, are the default
values that the Booking Request header takes on, when a Booking is created for a specific class.
Since these fields are mandatory for a booking request, default values must be specified.

Bl ePathway Bookings Class Maintenance 1Ol =|

Booking Class [RECREATION | [Recreational Activities Class |

— ePathway Booking Class Details

Default Receiving officer ;)l Chiris Mok eown
Default Responzible officer  |CMCKE il Chriz McHeown
Default Custamer Type [GENR 2| [zeneral Pukiic
Mame Reference [HAME ;)I Mame
Email Reference [EMAIL 2| [Email Adress
Cortact Mumber Reference  [PHOHE ;)l FPhone Mumber
Reserved Booking Time (30
Active v
— Opti
__| Activity Types
__| Attributes
_I Reszource Types
_I Facility Types

oK Cancel

ePathway Bookings Class Maintenance form

Name, Email, and Contact Number References must be defined allowing public users of ePathway to
be linked to a Booking Request header, enabling council to contact the customer.

The Reserved Booking Time field allows council to nominate the time (in minutes) a customer has in
making a booking and then confirming that Booking Request. If the ePathway user exceeds this time,
then the Booking Request is automatically cancelled.

Activity Types
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The Activity Types option button enables navigation to the ePathway Activity Type Selection form,
where council can nominate the Activity Types that are to be exported out to ePathway.

Attributes

The Attributes option button enables navigation to the ePathway Attributes Selection form, where
council can nominate the Attributes that are to be exported out to ePathway.

Resource Types

The Resource Types option button enables navigation to the ePathway Resource Type Selection form,
where council can nominate the Resource Types that are to be exported out to ePathway.

Facility Types

The Facility Types option button enables navigation to the ePathway Facility Type Selection form,
where council can nominate the Facility Types (hence the facilities and their resources) that are to be
exported out to ePathway.

ePathway Activity Type Selection

The ePathway Activity Type Selection form allows council to nominate those Activity Types and Activity
Sub-Types that are to be exported out to ePathway.

E ePathway Activity Type Selection ;lglll
Booking Class  [RECREATION | [Recrestional Activties Class |
— Activity Types — ePathway Activity Type Detail

@ BBQ - Barbecues E‘@ BBQ - Barbecues

- [} BDAYPARTY - Birthday Party ¢ L.[7) PARKBBO - Park Barbecue

- [} CARNIVAL - Sports Carnivals . BDAYPARTY - Birthday Party

- [} ADBPARTY - Adult Birthday Party
- [} KIDSBPARTY - Kids Birthday Party
=% CARHIVAL - Sports Carnivals

Q} FOOTBALL - Football Carnival

- [} RUGBY - Rugby Carnival

e ﬁ SOCCER - Soccer Carnival

+E ...[5) TEHMIS - Tennis Carnival

— Search Profile
Activity Type Code |
Description |

Search | | Modify 1 | [0]'4 I Cancel

ePathway Activity Type Selection form

Selecting an Activity Type (or Sub-Type) and pressing the ‘Modify’ button invokes the ePathway Activity
Type Maintenance form.

ePathway Activity Type Maintenance
The ePathway Activity Type Maintenance form allows council to specify the ‘Active’ status of the

Activity Type or Sub-Type and whether there is a discount given (only applicable for Activity Sub-
Types).
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B ePathway Activity Type Maintenance -0l x|

Booking Class  |RECREATION | |Recrestional Activities Class
Activity Type  [PARKBE Park Barbecue

— ePathway Activity Type Details

Dizcount Resson Ilm—il [Perisicner Discourt

Active [v

(0] 4 Cancel |

ePathway Activity Type Maintenance form

ePathway Attributes Selection

The ePathway Attributes Selection form allows council to select those Attributes, specific to the
Booking Class, that are to be exported out to ePathway.

B ePathway Attributes Selection _ O] x|
Booking Class [RECREATION | [Recrestional Activities Class |
— Attribute

— ePathway Attribute Details
...... [} BINS - General Waste Bins

...... (7} DT - Disabled Toilets

i @ WCA - Wheelchair Access

— Search Profile
Attrioute Code |
Description |

Search | oK I Cancel

ePathway Attributes Selection form
ePathway Facility Type Selection

The ePathway Facility Type Selection form allows council to nominate those Facility Types that are to
be exported out to ePathway.
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E ePathway Facility Type Selection

=100 ]

Booking Class  [RECREATION | [Recrestional Activties Class

— Facility Type
FBALLOVAL - Football Oval
@ FUHCCENTER - Function Centers

--[Z) PARKS - Parks  Gardens

Q RECCENTER - Sports Recreation Center

— ePathway Facility Type

e @ FBALLOWAL - Football Oval

: Ej, FUHCCEHTER - Function Centers
3 PARKS - Parks | Gardens

ﬁ BBQS - Park Barbecues

Fon ﬁ RUGBYFIELD - Rugby Field ﬁ RECCENTER. - Sports Recreation Center
- [} SPITCH - Soccer Pitch .. [} RUGBYFIELD - Rugby Field
25} SPITCH - Soccer Pitch

&j ASPITCH - Adult Soccer Pitch

ﬁ JSPITCH - Junior Soccer Pitch

1L LI

— Search Profile
Facilty Type Code
Description

Search Modify | [0]'4 I Cancel

ePathway Facility Type Selection form

Each Facility Type (and Sub-Type) is able to be modified, where the Facilities that are associated with
the selected (Sub-)Type can be nominated to be exported out as part of ePathway Bookings.

ePathway Facility Selection

The ePathway Facility Selection form allows council to nominate those Facilities that are to be exported
out as part of ePathway Bookings and to set the ‘Active’ status for the Facility Type being maintained.

B epathway Facility Selection =Ol x|
Booking Class  [RECREATION | [Recreational Activities Class |
— Facility Type
Facility Type [JSPITCH | [Jurior Soccer Pitch |

Active v

— Facility
[@¥monsc - Modbury Soccer Club

— ePathway Facility Details
= &} MODSC - Modbury Soccer Club

: Ej MSCAPITCH - Adult Soccer Pitch

@ MSCJIPITCH - Modbury Soccer Club - Junior

.| | 3

— Search Profile
Facilty Code |
De=cription |

Iadify | oK I Cancel

Search |

ePathway Facility Selection form

Sub-facilities of the selected Facility Type being maintained, are displayed along with their parent
facility. However, if the parent Facility has a different Facility Sub-Type assigned to it from its child
Facilities, the parent Facility is also displayed. The parent Facility can be selected (if not already
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selected), to allow the child Facilities to be selected. However the parent Facility cannot be removed,
because the Facility Type that is being modified is not that of the parent Facility.

The resources that are exported out to ePathway, for each Facility, can be nominated via the ePathway
Facility Maintenance form, which is accessed by pressing the ‘Modify’ button within the ePathway
Facility Selection form.

ePathway Facility Maintenance

The ePathway Facility Maintenance form allows council to nominate the resources that are to be
exported out as part of eBookings for a given facility. This form also allows council to change the
‘Active’ status on the facility, so instead of removing the Facility and all its selected resources, its status
can be changed to in-active and it will not be exported out to ePathway.

% ePathway Facility Maintenance ;IEIEI
Booking Class  [RECREATION | [Recrestional Activities Class |

— ePathway Facility Details

Facility  (MODSC hodbury Soccer Club
Sub-Facilty  |MSCAPITCH Adult Soccer Pich
Discourt Reason 2|
Force Paymert [
Active [v
—Resource — ePathway Facility R e Details

...... (2} MSCGBALL - Game Ball

...... [} MSCHETS - Soccer Nets

— Search Profile
Resource Code |

Description |
Search | oK I Cancel

ePathway Facility Maintenance form
Discount Reason

The Discount Reason field allows council to nominate a discount reason that is available to customers
when booking a Facility in ePathway.

Force Payment

The Force Payment flag allows council to specify whether a Facility must be paid for up front, by the
ePathway Bookings customer, or whether the customer can pay at a later date.

ePathway Resource Type Selection

The ePathway Resource Type Selection form allows council to nominate those Resource Types,
associated with a Booking Class, to be exported out to ePathway. Also, only those Resources of the
nominated Resource Types, will be available when nominating resources to be exported out to
ePathway for selected Facilities.
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B ePathway Resource Type Selection o =] |

Booking Class  [RECREATION | [Recrestional Activties Class |

— Resource Type — ePathway Resource Type Details

@ ELECTRICAL - Electrical / Electronic Equipment !
Ej, GEHBIH - General Portable Refuse Bin

(%} RUGBY - Rugby Equipment

Q SOCCER - Soccer Equipment

(%) SOCHETS - Soccer Hets

[} TEMMETS - Tennis Hets

(X} TENMIS - Tennis Equipment

----- ELECTRICAL - Electric: ectronic Eqmpment".;"
----- @ FOOTBALL - Football Equipment

..... @ GEHEIN - General Portable Refuse Bin

..... [} RUGBY - Rugby Equipment

----- ﬁ SOCCER - Soccer Equipment

..... [} SOCHETS - Soccer Hets

..... [Z) TENHETS - Tennis Hets

1L LI

..... [} TENMIS - Tennis Equipment ... []} TOILETS - General Toilets
..... ﬁ TOILETS - General Toilets

a| | » < | »

— Search Profile
Resource Type Code

Description
Search | Modify | [0]'4 I Cancel |

ePathway Resource Type Selection form

Any of the nominated Resource Types can be modified, by selecting the Resource Type and pressing
the ‘Modify’ button, to display the ePathway Resource Type Maintenance form.

ePathway Resource Type Maintenance
The ePathway Resource Type Maintenance form allows council to set the ‘Active’ status of a Resource

Type. Modifying the status of the Resource Type can be done instead of removing the Resource Type
as a parameter exported out to ePathway.

B ePathway Resource Type Maintenance o [m]

Booking Class |RECREATION Fecreational Activities Class
Reszource Type [ELECTRICAL Electrical § Electronic Equipment ! Devices

— ePathway Resource Type
ictivel V

(0] Zancel

ePathway Resource Type Maintenance form
ePathway Bookings Area Selection
The ePathway Bookings Area Selection form allows council to nominate those areas within which

ePathway Bookings users can book Facilities. For a Facility to be able to be booked by a customer via
ePathway, its area must be nominated.
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B ePathway Bookings Area Selection o ] 4|

— Booking Area — ePathway Booking Area Details
..... tj HI"]ELA.IDE - Adelaidé" = Q] ADELAIDE - Adelaide 1=
..... ﬁ] CHARLESS - Charles Sturt ﬁ] CANTEBURY - Cantebury Plains
..... @ COLOHADES - Colonades ﬁ CHARLESS - Charles Sturt
..... [} ELIZABETH - Elizabeth . [} COLOHADES - Colonades
----- Ef[ FRANZ JOSP - Franz Joseph Glacier 3 Ej ELIZABETH - Elizabeth
----- Qf[ HAASTPASS - Haast Pass Ej FRAHZJOSP - Franz Joseph Glacier
..... ['3 HALLSGAP - Halls Gap [3 HAASTPASS - Haast Pass
..... fij HIHDMARSH - Hindmarsh f:] HALLSGAP - Hallz Gap
..... ﬁ HOLDFAST - Holdfast Bay ﬁ HIHDMARSH - Hindmargh —
..... [} LOBETHAL - Valley of Praise i +E . [} HOLDFAST - Holdfast Bay
..... @ MILFORD - Milford Sound @ LOBETHAL - Valley of Praise
..... @ MODBURY - Modbury Ej MILFORD - Milford Sound
----- () MORAKI - Lake Moraki - [Z) MODBURY - Modbury
..... () PARADE - Parade Horwood = . [’} MORAKI - Lake Moraki -

— Search Profile
Area Code |

Descrigtion |
Search | o I Cancel

ePathway Bookings Area Selection form

Weekly Calendar

The Weekly Calendar has been modified to display temporary Booking Line details. Temporary
Booking Lines are created by ePathway users and exist from the time an ePathway user selects a
Facility they wish to book up until the time the Booking is confirmed by the user or the timeout period
has expired.

B tooknge Werkdy Calendar lor Boakng Cass - Recreationsd Activitins Class =101 x]

Foclty [ADCONVCENT % | {adsac Curvertion Cesder | Focty Typw FUNCOSNTER | Funcson Certers |
Capacty  £0o0 ) Asrw My B O Oty [} FeclySub-Type | |0 1

M 11 2005 | A&MJM“M M.&JM

Bocking -93 . ePalivway Boskings Maegatent -~
From 1100 To A700 I 1" ums I I

Type of Doskrg Facity Dookrg (ADCONYCENT - Adeiside Corwention Certer) » eoraren Oaez r‘_‘

[ recatetie [Concntvitecimes)] [IEEEERSSIN]
ST e moncsess | _wn ||_ow | o |

Weekly Calendar form

Temporary Booking Lines are colour coded as ‘Tentative’ Bookings, and have negative Booking
numbers.

Monthly Calendar
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The Monthly Calendar has been modified to display temporary Booking Line details. Temporary
Booking Lines are created by ePathway users and exist from the time an ePathway user selects a
Facility they wish to book up until the time the Booking is confirmed by the user or the timeout period
has expired.

Bocking 973 - ePaltiwsy Bokingt Manegatent
From 11:00 Yoo 4700
Tyve of Dosirg Facity Dooking (ADCONYCENT - Adsiwide Corwension Certer)

onthly Calendar form

Temporary Booking Lines are distinguished from other Bookings as they have negative Booking
numbers.

Export Control
Export Control has been modified to allow council to export out the ePathway Bookings parameters,

setup within the respective ePathway parameter forms, to ePathway. ‘Booking Area and Class Export’
has been added to this form, to allow council to perform the ePathway Bookings export.
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_lojx

— Export to Web Server |
Licence Type Export ;I
Licence Field Export

Licence Field Types Export

Licence Type and Mame Role Export
Licence Type and Mame Role Field Export

Merge Type Export

Customer Regquest Type Expoart
Customer Reguest Field Export
Customer Reguest Field Types Export
Customer Reguest Location Roles Export
Payment Exports

Worksmart Requests Export

|lzer Export

zer Function Type Export
| lzer Field Export

| lzer Field Types Export
Meszage Export

Contact Export

Function Export
Parameter Table Export
Document CortrobSttactmert File Type Export————————— |
= }\
< Booking Area and Clazs Expu:urt| v| |
—
Options Process Cancel

Export Control form showing Booking Area and Class Export function

This form is accessed via: System Administration >> ePathway >> System Processing >> Web Server
Export.
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Create a New Booking in ePathway

There are four major steps in creating a new booking within ePathway. These steps consist of:
1. Selecting a booking class
2. Searching for and selecting a facility
3. Specifying the dates/times to book the facility (and any selected resources)
4. Making the booking payment

Selecting a Booking Class
The first step in making a new booking in ePathway is to select a Booking Class.

Please select a booking class

—

* Below is a list of the Booking classes that you can boolk online, Please
select the required booking type and click the continue button.

-
Booking Classes Instructions

Bookings by Council (Cash - Please choose a Booking Class
override)

Functions Booking Class {Debtars - Flease choose a Baoking Class
override)

Continue
Booking Class Selection page

When a Booking Class is selected, this determines what Facilities, Resources, and Activity Types are
available to be selected.

Browse Facilities

The Browse Facilities page allows the ePathway user to search for Facilities based upon different
search criteria specified by the user. Search criteria include:

Facility Type

Activity Type and Sub-Type
Area

Attributes

Resource Types

Capacity Ranges
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Browse Facilities
—

r Y Below is a list of Facility Types you can book on line. Please click the Facility Type link to find the Facility you want to book,
Qr, you can enter the search criteria to search. Attribute and Resource Types List allow you to multi-select or deselect using
Ctrl + Itern.

)

ETheatre
[ Cabaret Room You searched for: Facility Type = Theatre

[JPicture Theatre
[dPlay House

Activity Type I 'I

Activity Suh—TypeI vl

Number of Facilities Found: 0

Area I 'I
Attribute Booth ~
Bulletin Board
Carpets
Dance Floor ;I

Resource Type Balcony AI
Candy Bar

Conference Call Facil
Disabled Toilets LI

Capacity Froml Tol

Search

Browse Facilities page

Based upon the search criteria entered (if any) the Facilities that match all requirements specified by
the user are displayed on the right side of the page, where only one Facility can be selected by the user
to book. Once a Facility has been selected, the user is taken to the Booking Facility Details page.

The type of user that accesses this page and the Booking Class that is selected, determines whether
any Facilities are available for selection. If a public user or a registered ePathway user, without a
Pathway Debtors account, selects a Booking Class with an accounting method of Pathway Debtors
(with no override), then the user will only be able to search for Facilities, as the facilities will not be
available for selection (and subsequent booking).

Booking Facility Details

The Booking Facility Details page allows the user making a Booking, to specify the Resources to book
and the dates/times at which to book the Facility. It is possible to attempt to book the Facility (and any
of its Resources) on three separate dates/times in one step. The dates/times that the Facility is
available to be booked are displayed at the bottom of the page along with the conditions associated
with the Facility.
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Booking Facility Details
—

&

the date and time you want to book,

Below are the details for your selected facility, please choose resources associated with this facility, and

Please select resources you want to use

I~ pianos 82

Please select an activity sub-type

Activity Type IDance 'I

Activity Sub-Type [JZEl{NE]

Booking Date and Time

et

Facility

Facility Kensingtan Church Hall 8

Area City - East

Detail Srnallish Hall suitable for Dances, and balls, ﬂ
| |

Location Anzac Highway ADELAIDE

Capacity 100

1. Mordzy frore 12:00 AM to 11:59 £ berween 25/0F/2005 srd 31/12/2099

2. Twesday from 12:00 AM to 11:59 M between 2550772005 and 31/12/2093

3. Wednesdsy frome 12:00 Al to 1159 AM betueer 25/07/20058 snd 31/12/2099
4, Thursday frope 1200 AM o 1159 PM betpeen Z5/0T/2008 snd 31/12/2009
5. Fedzy frorn 12:00 AN to 11:59 A betueen 255072008 and 31/12/2099

€. Saturday frore 1200 AM o 1159 P between 25/07/2008 snd 31/12/2003

F. Supdzy frore 12:00 AN to 1159 p between 255072005 and 31/12/2099

Conditions

1. Heritage 1. Damage to Building, Writing or adhesives on the walls is prohibited

2. Security Provisions. Safety of patrons. No passouts allowed during the evening.

Date | T (dd/mm/yyyy)  Time From {hh:ss) To (hh:ss)
Date ﬁ(dds’mmf‘f‘fﬂ) Time From {hhiss) To {hh:ss)
Date E(ddﬁmmf’ww) Time From {hhiss) To (hh:ss)
Availziia:

Book

Booking Facility Details page

It is a requirement that the user select an Activity Sub-type at this stage if one has not already been

selected.

If the Facility or any of the selected Resources are not available for any one of the dates/times

requested by the user, then the Booking Request does not proceed.
displayed indicating the dates/times the Facility is not available.

Instead an error message is
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Booking Fal:i.|i-t'_|r Details

|
a Below are the details for your selected facility, please choose resources associated with this facility, and the date and time
vou want to boak,
S

Facility

Facility Kensington Church Hall =]

Area City - East

Detail Smallish Hall suitable for Dances, and balls. d
=

Location Anzac Highway ADELAIDE

Capacity 100

Please select resources you want to use
¥ Pianos 8« This resource is not available on your chosen date and time.

Please select an activity sub-type

Activity Type IExhibition 'I

Activity Sub-Type |Psychic and Astrological Fair ;I

Booking Date and Time

Date |3/5/2005 ] (dd/mmdyyyyd Time From |10:00 {hh:ss) Ta [11:00 (hh:ss)
This facility is not available on your ch date and time.
Date E (dd/mmdyyyy) Time From (hhiss) To {hh:ss)

Date ﬁ(ddx’mmfyyw) Time From (hhiss) To {hh:ss)
Avadlable:

Morday fram 12:00 AM to 1159 P between 25/0F7/2005 and 31/12/2099
Twesdzy frorm 12:00 AM o 11:59 pM between 25/07/2005 srnd 31/12/2093
Wednesday from 12:00 AM fo 11:59 pM between 25072008 and 31/12/2099
Thursday frorm 12:00 AM to 11:59 P betweern 25/07/2005 snd 31/12/2092
Friday frore 12:00 A to T1:59 pM between 25/07/2005 and 31/12/2099
Saturdey from T2:00 AM to 11:59 PV between 25/07/2005 and 317/12/2099
Sundey from 1200 AM to 11:59 AN between ZEAOT/Z008 and 31/12/2099

00 W o

Conditions

1. Heritage 1. Damage to Building. Writing or adhesives on the walls is prohibited

2. Security Provisions, Safety of patrons. No passouts allowed during the evening.

Booking Facility Details page showing date/time clash error messages

Booking Confirmation

The Booking Confirmation page is where the user is able to see a summary of all the Booking
dates/times for the Facilities that have been selected.
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Confirm Your Booking
_—

a Below are some of the details of your Booking lodgement, Click the Continue button when
you are sure that all of the booking details have been completed correctly, Also you can
book another facility or cancel booking items from this page,

QS
Facility Date Time Fee Cancel
Kensington Church Hall 6/08/2005  10:00 - 11:00  $500.00 [
Total %500.00
Cancel More Facilities

Booking Class Functions Booking Class (Debtors - averride)

Activity Sub-Type Psychic and Astrological Fair

Activity Fee $700.00

Contact Number

Email Address

Payment Amount $1,200.00
Payment Method ICredit Card -I

wou hereby agree that you are submitting this request.

M1 agree with the above

Continue

Booking Confirmation page for a public ePathway user

To confirm the Booking requests made, the user must enter their contact number (email address is
only applicable to public ePathway users) and select a method of payment. The payment method
options available to the user are determined by:

e Whether or not the ‘Force Pay’ flag is activated against the Facility within ePathway
parameters

e What the Accounting Method is set to for the selected Booking Class

e Whether the user is a public user or a registered ePathway user

e Whether the user is a registered ePathway user with a Pathway Debtors account

If the ‘Force Pay’ flag is activated on the Facility, then the payment method will always be Credit Card.
The options available for each type of accounting method set for a Booking Class are outlined below.
Booking Class — Cash Accounting Method (no override)
A Booking Class with a Cash Accounting Method (with no override) only allows public and
registered users of ePathway to pay by Credit card. Registered users may also raise a Cash

Invoice, to pay at a later date.

However, if the facility has its ‘Force Pay’ flag activated, then the only payment method available is
Credit Card.

Payment Methods Available to Users — Cash (no override)
Debtor Invoice | Cash Invoice Credit Card
Public User x x v
Registered User x v v
Registered User with Debtors x v v
Account
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Booking Class — Cash Accounting Method (debtors override) / Debtors Accounting Method
(cash
override)

A booking class with a Cash Accounting Method, with a Debtors override, allows public and
registered ePathway users (without a Pathway Debtors account) to pay by either Credit Card or
raise a Cash Invoice.

Registered ePathway users, with a Debtors account, can pay by Credit Card or raise a Debtors

Invoice.
Payment Methods Available to Users — Debtors (Cash override) / Cash (Debtors
override)
Debtor Invoice | Cash Invoice Credit Card
Public User x x v
Registered User x v v
Registered User with Debtors v x v
Account
Booking Class — Debtors Accounting Method (no override)

A Booking class with a Debtors Accounting Method, with no override, only allows registered
ePathway users, with a Pathway Debtors account, to make bookings. Public users or registered
ePathway users without a Pathway Debtors account cannot make bookings in such classes.

Note that for these Booking Classes, facilities Do not have the ‘Force Pay’ activated by default.

Payment Methods Available to Users — Debtors (no override)
Debtor Invoice | Cash Invoice Credit Card
Public User x x x
Registered User x x x
Registered User with Debtors v x x
Account

Booking Header Status

After a Booking Request has been confirmed by the ePathway user, the status of the Booking is set
accordingly. If the user set the payment method to Credit Card, then the booking has automatically
had its status set to “Confirmed” (or its equivalent). Otherwise, if the payment method was set to
Invoice, then the booking has its status set to “Awaiting Response” (or its equivalent).

Cancel Booking Request Line

Beside each booking line request is a ‘Cancel’ check box, which allows the user to select specific
Booking Lines and to cancel those Booking Line requests, by pressing the ‘Cancel’ button.

Additional Facility Booking Requests

The user is able to select additional Facilities to be booked by pressing the ‘More Facilities’ button on
the Booking Confirmation page. When this button is pressed, the user is brought back to the ‘Browse
Facilities’ page. The user is able to search for and select a Facility to book, where the process of
selecting Resources and specifying dates/times for the booking, are repeated.

Booking Facility Details — Booking Maintenance
From the Booking Confirmation page, the user is able to select any of the Booking Lines. Once a

Booking Line has been selected the Booking Facility Details page is displayed, giving the user a
summary of the booking line details. Details include:
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e Dates/times facility is to be requested for booking
e Facility and resource fees (if any resources were selected)
e Resources selected or available for selection

Booking Facility Details

—
& Below are the details for your selected facility, please choose resources associated with this facility, and
the date and time vou want to book,
-
Facility
Facility Cinerna 84
Area Charles Sturt
Detail Intimate Theatre which can be hired out to social clubs ﬂ
| -
Location Adamns Lane ADELAIDE
Capacity 400

Please select resources you want to use
I disabled Toilets 83
¥ overhead Prajectar &

Activity Sub-Type
Activity Type Performance
Activity Sub-Type cpera

Booking Date and Time

Date |16HDSK2DDS ﬁ (dd/rarnfyyyy) Time From |D2:DD (hh:ss) To IDS:DU (hh:ss)

Availabie:

Mondzy Frope 1200 AM ro 11:59 £ between 2/08/2005 srd 31/12/2099
Tuesday from 1200 AM o 11:59 fM between ZA08/2008 and 31/12/2092
Wednesday from 1200 AM to 11.59 pM betwean 2/08/2005 2nd 31/12/2093
Thursday fromm 12:00 A o 11:59 PM batwesn 2/05/2005 and 33/12/2099
Fridey from 1200 AM o 11:59 BM betuwesn 2/08/2005 and 31/12/2092
Sarurdzy fromy 12:00 AM to 1159 A between 2/08/2005 snd 31/12/2099
Sundey From 1200 AM o 11:59 A berween 2/08/2005 and 31/12/2009

SRR CIF R

Fees and Charges

Fee Type Description Bond Other Total GST Discount

FACILITYFEE Cinema $500.00 $600.00 $1,100,00 $100.00 $0,00

RESOURCEFEE Overhead Projectar 40,00 $20.00 $20,00 $1.52 $0,00
Book

Booking Facility Details page — Booking Maintenance

The user is able to modify the booking details where the dates/times and Resources selected are able
to be modified and updated. Availability checks are performed to make sure that the amendments

made do not cause clashes with other bookings.

Payment Entry (Credit Card payments only)

The Payment Entry page is where the total amount to be paid for the Booking Request is displayed for
a Credit Card payment. This is where the user selects their card details (type, number, expiration date,

and card holder name).
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Payment Entry

@ Please enter yvour credit card details and click the "Pay" button to process
vour payment, Once processed you will be advised of the receipt number
for your own records,

Card Type I'-.-'isa vI

Card Number

Expiry Month o1 =

Expiry Year IZEIEIE 'I

Card Holder Name

Payment Amount $667.00

Payment Entry page
Booking Submission

The Booking Submission page contains reference details regarding the Booking and the payment.

Tour Request has been submitted and will be processed shortly, vou will
receive an email werifying the details you have just submitted. As the
request is processed you will receive further emails notifying vou of its
status, Please note vour Request id number (shown below) for any enguiries
regarding this request,

Booking Mumber 445
Status Confirmned
Payment Reference Wo DEMO-1553297

Booking Submission page

The Booking Number is a customer’s reference to the Booking Request and the Payment Reference
Number is a reference to the payment made. The status of the booking is also displayed, indicating
whether the booking is confirmed (or its equivalent) or it is awaiting council approval (or its equivalent).
Edit Booking

A user is able to edit the bookings that have not been confirmed by going to the ‘Booking’ option within
the ePathway menu bar and selecting ‘Edit Booking’.

ghs Booking LN te  Other  Hoomw

Hav Boaking |
Ll

Socking Enguirg

ePathwa y menu bar displaying the ‘Edit Booking’ option

When this option is selected by a user, the ‘Modify an existing Booking’ page is displayed to the user,
showing all booking records that have not yet been confirmed by the user.
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Modify an existing Booking
|
> This option allows you to modify the details of a Booking Request that has not yvet been submitted. Once a Booking has been
submitted it is no longer available for modification here.
A
=
Date Created Booking Class Activity Sub-Type Last Modified
| 08-08-2005 9:45 Recreational Activities Class Soccer Carnival 08-08-2005 9:46
Cancel

Edit Booking page showing all booking requests that have not been confirmed by an ePathway user

The user is able to navigate to the Booking Confirmation page by selecting a Booking, where the user
is able to confirm, or make further modifications to the Booking Request. The user is also able to select
Booking Requests (via their respective check boxes) and cancel those requests by pressing the
‘Cancel’ button.

Public users accessing the Edit Booking function are only able to access those unconfirmed Booking
Requests that have been created within the current ePathway session. At no other stage will public
users be able to edit any of their Booking Requests. In effect, if the user closes their web-browser,
their ePathway session has been terminated.

Booking Enquiry

The booking enquiry function allows ePathway users to search for and display details (i.e. the status) of
the booking requests that have been confirmed.

Public ePathway users enquiring about the status of their bookings are required to enter their email
address and the booking number of the booking request that was submitted.

'Booking Enquiry
—

> Please enter the search criteria below to enquire upon Booking requests
that you have submitted.

Email Address * |
Booking Number |

Search

éooking Enquiry page for a public ePathway user

Registered ePathway users have more flexibility in the way they are able to enquire about the booking
requests they have made. Registered ePathway users are able to search for their Booking Requests
by a specific booking number, by lodgement date, or to display all Booking Requests.

]’Bboking?nquiry

Please enter the search criteria below to enquire upon Booking requests
that you have submitted.

search by |all |

Booking Enquiry page for a registered ePathway user when searching for all booking requesté
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Please enter the search criteria below to enquire upon Booking requests
that you have submitted.

search by |Lodgement Date v |

From |— @
To —I iz

_ Search |

Booking Enquiry page for a registered ePathway user when searching by lodgement date

Please enter the search criteria below to enquire upon Booking requests
that you have submitted.

Search by IBooking Numheer

Booking Number | |

~ Search |

Booking Enquiry page for a registered ePathway user when searching for a specific booking

When the search for Bookings is complete, a table of all booking requests made by a particular user, is
displayed where the user is able to display the details for a Booking Request by clicking on its

respective ‘Details’ link.

EooElng Enqmry
|
Flease enter the search criteria below to enquire upon Booking requests
that you have submitted.
Search by IAII 'I
umber of Bookings Found: 1
—
Booking Number Booking Class Activity Name Activity Sub-Type Status Details
1118 Recreational Activities Class Park Barbecue Parl Barbecue Awaiting Response Details

Booking Enquiry page showing the table of booking requests made by a user

Only those Booking Requests that were created via ePathway will be displayed for ePathway users, no
bookings created within council will be displayed.
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