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Book’em! runs on Windows and Macintosh computers with an identical feature set. This guide covers both versions, and both platforms
are represented in the illustrations.

Installation and Log-In

Windows

If you have the CD-ROM, open the CD-ROM drive through My Computer. Open the appropriate folder (Single User or
Client_Server) and double-click the installer.

If you downloaded a demo from the internet, simply double-click the .EXE.

It is recommended that files be installed to the default location selected by the Installer, so that upgrades done later will work
easily.

Macintosh
If you have the CD-ROM, open the appropriate folder (Single User or Client_Server) and double-click the installer.
If you downloaded a demo from the internet, simply double-click the installer.

It is recommended that files be installed to the default location selected by the Installer, so that upgrades done later will work
easily.

Client-Server
Besides the Book’em! CD-ROM disk, you also received a 4D Server CD-ROM from 4D, Inc. Do not install from the 4D
Server disk! A correctly configured version of 4D Server and 4D Client is installed by the Book'em! disk.

You will need to enter the 4D Server serial number from the card you received from 4D, Inc. the first time you start 4D Server.
If you have purchased more than 2 user licenses, you may obtain expansion pack serial numbers from 4D’s website. Go to
http://www.4d.com/support/registration/Regform.html to register your Server license and obtain expansion serial numbers.

Starting the Program

On Macintosh, just double-click Book’em! (or 4D Client). If you like, create an alias for the desktop or Apple Menu, but don’t
move the actual file out of the Book’em! folder.

On Windows, open it from the Programs section of the Start Menu or the shortcut on the desktop.

With all versions and on all computers, the Book'em! folder must remain intact - don’t move files out.


http://www.4d.com/support/registration/Regform.html

Log-In

P To enter the database, select the user name, enter the password, and click OK.

Dave The demo datafile has 2 sample users entered.

Dave has no password. Just select and click OK, or double-click the name.

Administrator has the password admin. The administrator has some extra privileges, such
as the ability to add users, set system preferences, run a full data dump, rebuild indexes, etc.
When you create your real datafile you may create the users you need. See "Administration"

on page 2

hd|
chngepasward | | The Demo Datafile

Paszsword

LLLLL]
! Book'em! comes with some sample data: phony events, customers, staff, etc. Use this demo data to

M experiment and learn the program. Test different strategies of organizing your events. Since it will
all be deleted anyway, this is the time to make mistakes.

One of the sample events of the Introductory Class type and one River Trip contains several reservations. Start exploring with
either of these.

When a recurring master is clicked, only future events are shown. Control-clicking (Windows) or command-clicking (Mac)
displays events of the past 30 days. Control-alt-clicking (Windows) or command-option-clicking (Mac) shows all past events.

In the demo version, to ensure that events are visible on a simple click, the program checks to see that no events are more than
5 days old. If any are, all events are automatically assigned a random date in the near future. Please be assured that this is not a
bug. It is present only when using the demo datafile to avoid the possibility that you may see an empty list when trying to find
an event!

When you are ready, choose “Create Real Datafile” from the Financial Menu at the Home screen to delete all of the sample
data and set things up for your real entries.

After you create your real datafile, it will run for 30 days without restriction before it asks for entry of your serial number.
Please be sure you obtain your serial number before this happens. Serial numbers may be obtained once you have tried
Book’em! and know you want to keep it.

Registering Book’em!

To register and obtain your serial number, open Edit Return Address from the File menu at the Home screen.
Click Request Serial Number.
Enter the number of users you need, and select the optional modules you want to purchase.

Click Send Serial No. Request. If you've set up email it'll be sent direct. If not it'll create a file that you can attach and send to
register@outsidetech.com.

If you have already arranged payment, a registration file will be returned via email within 24 hours. If not, we’ll contact you.
Current pricing information may be found at http://www.outsidetech.com/BkmPrice.html, and purchase arrangements may

be made by emailing salesinfo@outsidetech.com or phoning (888) 7-BOOKEM (726-6536).

General Setup

Let’s start with a few basic settings and entries.

Administration

This area is available from the File menu at the Home screen. Users tagged as administrators may set password parameters,
add and delete users, and assign and modify passwords and priviledges.

Administrators have additional powers that non-admins don’t have, such as modifying program-wide preference settings,
rebuilding indexes, running a data dump, and using the search and replace function on a selection of records.

At least one user must be tagged as administrator, but there’s no upper limit to the number of users that may be. Remember
that any administrator may control access to the program by all others.
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Preferences

Although this is part of basic setup, it is recommended that you skip this section for now and come back to it after you have experimented
a bit and feel comfortable with creating events and taking reservations.

The Preferences area is available from the File menu at the Home screen. Some of the settings are interface settings that apply to the user
that’s logged in. In addition, administrators have access to program setup functions. Most of the settings are self-explanatory. In this
manual we'll just take a look at a few items that require some clarification.

The Reservations Page

1- CIICk on ReCUlTlng ShOWS Events'" General Reseryations I Invoices ![ Payroll I[ Communications l
If set to zero, when a master event is clicked at the _ _ 1

. Click on Recurring Shows Events from E Days Past B AutoSpool Reservations
Home screen, events Startlng tOday or later are Show Active Calendar Dates in Color Sort Printed Labels by :
displayed. Enter a positive number to have X number ® zip (O Mame
of past days’ events displayed. Default Size of Party o

Expect Oth 2 e
2. Expect Others i 3 L @ Keep Parties Together
B Others in Party Default to Carryover dddress
. . 3 O Sort by Name
If you want to list the names of all people in a party, e T T =
. fad Print Credit Card Mumz
and keep records for them in the Customer database, Larruoysr ddresses
mark this option. If you list only the reserving person,
. . . . Check Status When Clozing Event Window
deselect it. This setting may be overridden for any o i e
reservation by changing the quantity of the invoice’s
. . Set Palicy Info
line item. (LSetPolioy info ],
|:| Force Informed Selection When Reserving

3. Carryover Addresses

When creating a new customer record for an
additional person in a party, Book’em! will auto-enter the surname and address info of the primary reserver if the checkbox on
the Reservation Creator is marked. The preference sets the default state of that checkbox.

When the carryover address feature is used, you may choose to set that record’s Mail Pref to Don’t Send Anything (or
something else) to avoid sending duplicate mail to the same household.

———— [ ferentas——-———| The Communications Page
[General || Reservations || Invoices | Payroll | Communications | 1. Customers Mail Preference
Default Area Code [ Default Custemers Mail Preference — Every Customer record contains a Mail Preference
{ L] save Default Mail Pref 4o New Records setting. You may choose: All Mail, All Except Promos,
2L T —— Confirmations Only, or Don’t Send Anything.
e R e e When you are printing a mail merge letter to a
B it con |3 selection of records, Book’em! will respect the setting.

Account Email Address |s|uggoraft@attbi.com |

The Default Mail Preference has two functions:

a. If the Save Default Mail Pref to New Records
If Customers Record Does Not Specify Mail Type . .
SRR e s checkbox is marked, every new record in the Customer
table will default to it. (The exception is the Carryover
Address setting -- see above.)

Account BCC Address | |

rDefault Email Subject Line

Standard Letters i.‘\ Message from Slugge Rafting |

Confirmations |Your Confirration for <Ewent Marme:

[cancer | [ save || b. It a Customer record has not been assigned a Mail
Preference, the Default will apply when printing. This

allows you to “float” the behavior based on the mailing.

2. Validate Non-US/Canada Addresses with no State or Zip
When printing hard copy letters or spooling labels, Book’em! will ignore records without a valid address. Normally, to be

deliverable, an address, a city, state, and zip (postal code) is required. If this checkbox is marked, records with a country other
than US or Canada are given more slack and the state and zip are not required.

3.SMTP Server

The SMTP Server is your send email server address, as provided by your ISP. You can copy this from account settings in your
email program. The Account Email Address is the address that recipients will reply to, and will also receive any undeliverable
bounces. These two addresses usz be entered or none of the email features will work.

4. Send Email if Email Address Exists

Makes email the preferred method of communication if the record has a validated email address. The setting is available when
setting up a mailing; this is the default.
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Master Events Setup

Book'em! handles events through a template system. The system’s goals are speed, flexibility, and logical organization.

Recurring Event Masters are described by a name, a location and departure point, a cost, a size limit (number of reservations), a
duration in days, and start and end times.

Using the Recurring Master definition, individual events may be created simply by clicking a date on a calendar. Any of the
characteristics may then be modified, although the event will always be found through the Master it was created by. If the Master is
changed later it will not affect event records that already exist, although you will have the option of automatically updating future

events. Likewise, as reservations are made for events, specific defaults carried over from the Master may be changed for each customer.

Creating Recurring Masters

=10l x|

DATE LIMIT SOLD OPEN Introductory Class

Eazt Annex, Bldg. A
Event Size Limit: 1%

17 Cost: $85.00

16 Wied, Dec 25, 2002

15 00 AM - 430 P

13 Sold: 17 Awailable: 1
18 Total Receivable: $1,003.65

10/30/z002 18 O
11j1f2002 18
11j11/z002 18
12j19/2002 18
12j20f2002 18
122102002 18
\2j22(2002 18
] ;
12j27/2002 18
1zj28(2002 18
12j29(2002 18
1}2/2003 18
1312003 18 18
1j4/2003 18 15>

o e e Y FY e =] Do ) N e |
-
o

Mew Reseryation I Edit Ewent I E

|=i|Book'em! Demo
|AII Categories =
Empower Me Seminar =
Introductory Class
River Trip
i
T
Add Master Add Ewert
Edit Master Shaw all

T i
F L
;

Book’em!, just type in lowercase.

5. Click the Add Master’ Button on
Book’em!s Home screen

This will create an event definition which you
may use to generate actual events. All of the
settings are flexible defaults and may be
modified for any occurrence.

The Master definitions allow automated
schedule creation and keep your schedule
organized. They do not lock you into rigid
boundaries.

6. When the Recurring Events Window
opens, type the name of the event.

This name (and other entries to follow) will
appear in letters and printed reports, so use
the name that you want to present to your
customers and be sure to spell accurately.
Capitalization is automatic throughout

Optionally, you may assign this master to a category. Depending on the nature of your program this may be helpful.
7. Press the TAB key and enter the name of the location.
Press the TAB key again.
Always use the TAB key to move from field to field. If the field

TABbed into already contains text it is highlighted and anything you
type will replace the old contents.

Book’em tracks user days by the Location record; this is where the
event actually occurs. Use the Departure field for the place where

participants are to meet you. Info from the Departure is used for

confirmation letters.

I=i] Add Recurring Events

14 2
Event Name |Tomales Bay Kayak Tour

Category INo Category Assigned ﬂ
3 Location |T0ma|es Bay E Edit
Departure |East Annex, Bldg. & E Edit
Pick-Up Itinerary | [=] i
Size Limik 15 8
Cost $1z5.00 9 pays| 110

|_ Mot Currertly Offered
I_ Don't Count User Days

Start Time [&:00 AM
End Time |4:45 PM

11

Confirmation Letter |Defau|t Confitmation Letker

Sessions

[=] _Edit |
Difficulty

|0123456?8910

Destinations |
Crescription |

[elete Cancell Save [13
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8. Would you like to create a record for the location? Yes!

. : S Book’em! must have a “Locations” record for any Event Location or Departure.
There iz no record for Tomalez Bay in the Locations file.

Enter one now? 9. Type or paste directions to the event’s location. TAB.
Directions and maps may be printed on confirmation letters. You can come back
and enter this later, if you like.

10. Paste a map to the location.

No | JPEG is the recommended format, especially if confirmations might be sent as
email. Keep the file sizes small for good performance. The map may be entered
later.

Any given map need only be pasted once. Once a iy e —

map has been entered, it will be available to other B lomaics b
. . . omales bay
records by clicking the Select From Library button. ocation
. ¢ 5 _Ehange Lacation Mame | Mal Select From Library I
11. Click the ‘Save’ button to return to the e :

Recurring Master. | Tan District [ = 6

Once you've saved a record for a location it will be Directions 5
FROM THE SOUTH: Take the first exit north ﬂ

available from the Location and Departure popups.  |of the south cutcff, tahon Ave. Follow this

road through downtown Quandry, Ak the

12. Enter the event size. wery north end of town you will see bwo red

A different limit may be set for any individual pairoad boxcars on the right. Ignore them.
. Take the second soft left at the fork and

occurrence of this event type, and you may choose antinue until you see the four square

. CSCPIESERN T . telephone poles, Turn right at the nest
to override the limit in individual cases. Enter O if i ko S e e btaits
there is no limit. d=ad end. The connecting street on the left is

Augerplatz, which is not marked. Drive down
13. Enter the event cost. the ramp and turn right &t the bottom. When 7
.. . . vou hit the bay tuen right again and ask. the Events Cancel Save I

ThlS 1S the default fu]l prlCC fOr thls event type A iy in the nas stakion for directinns b ﬂ | |

different cost may be set for specific occurrences,
and you may charge whatever you like for any individual reservation by changing the amount on the invoice. Also, you may
define discounts from the Financial menu at the Home screen.

14. Enter the length of the event in days
15. Enter the event’s usual start and end time.

You may enter 24-hour time, or 12-hour time with a ‘p’ appended to afternoon times. Typing either 14.45 or 2.45p will enter
2:45 PM. The end time is calculated.

16. Select the event’s Confirmation Letter
You may edit the selected letter by clicking the button or write a new one by selecting Create New from the popup menu.
Other options available on the Event Master

« Pick-Up Itinerary is a list of shuttle bus pick-up points and each one’s number of minutes from‘home.'If an itinerary is
defined you can select a pick-up point for each reservation and generate bus rosters.

+ Not Currently Offered maintains a record for an obsolete event so customer histories are maintained, but keeps it off
current lists.

+ Don’t Count User Days keeps reservations for this event from being counted on the location’s User Day Report.

« Difficulty can be used to compare against a customer’s Skill Level.

« Sessions allows individual non-consecutive days to be scheduled. A class may be scheduled to meet, for example,
Tuesdays and Thursdays for six weeks.

- Destinations can be hotels, campgrounds, restaurants, etc. that you want to create rosters for. A record must exist in
the Destinations table to be added to the list.

« A Description of the event may be entered that may be viewed by clicking the Description button on the Home
screen. This description will also be used to generate web pages when that feature is available.

17. Click ‘Save’ to save the record and return to the Home screen.

This Master template may now be used to create events.

Modifying Recurring Masters

A Recurring Master may be modified by selecting it from the list and then clicking the Edit Master button. When you are
finished with your changes Book'em! will ask if you'd like to have the changes applied to existing future occurrences, as of an
effective date that you specify. Only events which had the old default value will be updated. For example, if there were 20
upcoming events of this type and two of them had a different location, changing the location of the master would change the
location of only 18 occurrences. Dates and times are not changed automatically.

Under no circumstances will amounts charged for reservations that already exist be automatically changed.
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Scheduling Events from Recurring Masters

There are three primary ways to schedule events based on Recurring Masters. The best choice depends on the regularity of the schedule and
whether the individual events’ details deviate from the masters.

The“Add Event” Button

Use this method if you want to add a single event, or a series of irregularly scheduled events with the =

ability to change details (times, charges, locations, etc.) for each occurrence. All Categaories s

. . . Empower Me Seminar
1. The Add Event button is located below the list of Recurring Masters. Select the master, Introductary Class

then click the button. River Trip
2. A mini calendar opens. Select the date and click OK.

=—— Select Date ==
|§| October = @ |2002 |

1]2[32 |45
|7 l|e]sopipz
124 iISH&[IT[IE[19
20|21 |22 |23 pEges 26
27|28 |29 203
l 2
Thur=day , Dotober 24, 2002 .

T
0K I!] [ ddraster | dd Event y |

[ Edit Master J[ Show all |

]

3. The Edit Event window opens with all the master’s details entered.

Add Tomales Bay KayakTour ———=| Any of the details may be changed for this event. Save the Event record
— s and you may take a reservation for it immediately.
[fomales Bay Kayak Tour | You may also schedule from the main calendar.
e Location [Tomsles Ba =] [(Eait ] Book’em!’s main calendar is available from the File menu, or by using the
Departure [Tomales B2 |[=] (Ceait ] keyboard shortcut CTRL (Win) / Command (Mac) - B from anywhere
Pick-Up Itinerary [ I[=] [CEait ] in the program.
Siellimit Date Select the day, and then the event definition from the Create New Event
N Time popup.
Eed pate The Edit Event window will d allow you to modify any of th
End Time ¢ Edit Event window will open and allow you to modify any of the
| I pon’t Count User Days | Total Days 1| master’s definitions.
| Sponsor | | [ hzsign Sponzor ]
Confirmation Letter [Default Confirmation Letter |E
Difficulty
01 2z ¥ 4 S & ¥ = 3 10
Destinations I L = l
Description I | = lom: I I Delete | [ Cancel ] “ Sare ]I
Schedule by Calendar

Use this utility to schedule one or more events that will retain all of the details of the master.

Schedule by Calendar ————=| Jclect ‘Schedule by Calendar’ from the Events menu at the

Home screen. (Book’em!’s menus are specific to the frontmost
EEI Events for Saturday, September 21, 2002

window, each screen’s menus relate to the contents. The menus

River Trip

Tz a5 e 5]  [Empower Me Seminar (3 days, start: 9/20) at the Home screen lead to other areas of the program.)

(2 o1 1z15]14 .

=TehThals oty 1 1. Click the date of the event you want to schedule to select

20 |2z |24 |25 ze 27 |22 it.

2320 .

=] | Change the month from the month popup menu, or click the

(introductory Clss $]2 “| | two arrows to move up (right arrow) or down (left arrow) one

[ CREATE EVENT : Introductory Class (RET) o 3 | | Cancel I Save I month. The year may be Changed by typing it in. After typing
- in a year, press the TAB key to make the Calendar change. If

Book'em! QuickStart ....... 6




any events are already scheduled for the selected day, they will be listed in the large open area.
2. Select the Event Master from the popup menu.
3. Click the ‘Create Event’ button once, or press the keyboard’s RETURN key.

Each time the ‘Create Event’ button is clicked an event is created with the characteristics of the currently selected Recurring
Master. If you have many occurrences of this event type to enter, it is very fast to a) click the day with the mouse, b) press the

RETURN key with your other hand.
When you are finished adding events of this type, you may select another from the popup and repeat until done.

And when you’re finished scheduling click Save to save all changes and return to the Home screen. Click Cancel to return
Home and discard all changes.

Create Weekly Schedules

This is the tool to use if you offer regularly scheduled events that occur at least once per week for an extended period of time.
Choose ‘Create Weekly Schedules’ from the Events menu at the Home screen.

Create Weekly Schedules————————————— 1. Select the event deﬁnition from the Event
1 5 popup.
Select Event: |Tomales Bay Kavak Tour * | Day(s): [Select Days ]
[ aih | paytsy: | L | 2. Select the day(s).
DAT EYENT LOCATION SIZE COsST START END DAYS

Each time a selection is made from the Day(s)
popup, the selected day(s) are added to the list. If
the event occurs more than once on a given day
select the day again.

Sunday Tomales Bay Kayak Tour Tomnales Bay 13 $125.00 5:00 Ak 4:45 P
Tuezday Tomales Bay Kayak Tour Tomales Bay 13 $95.00 S:00 Ak 400 P
Thursday Tomales Bay Kayak Tour Tornales Bay 18 $125.00 S:00 &k 4:45 P
Saturday Tomales Bay Kayak Tour Tomales Bay 18 $125.00 2:00 Ak 4435 P

3. Any day may be selected and edited if any of the
details differ from the master.
Maybe you offer a Tuesday special, or the start time

=1'| varies by day-of-the-week, etc. Highlight the line
and click Edit, or double-click the line.

I Edit ][ Deselect ” Femove ” Clear ]

4
Schedule from [4/15/2003__ | to [9715/2008 | [ Schedule |5

e e

Edit Tuesday Departures

4. Select the start and end dates.

. . . [Tomales Bay Kayak Tour |
An event will be created for each line on the list for the ‘season’ defined by the
Location [Tornales Bay ! vI

(inclusive) start and end dates.

Departure |East Annex, Bldg. A !'_!
3

5. Click the ‘Schedule’ button Once. Event Size 13
Hundreds of events can be scheduled in a matter of seconds. But don’t create too o Gostl 13000
| i A A L . art Time [2:00 AM

many if you have an old, slow computer; it will just cause delays in building lists when End Time [4:00 FM -
a master is clicked at the Home screen. "I;'“r‘ % = |

. ays Don't Count User Days
6. When finished, Save or Cancel. e

ifficulty 5

Either button will close the form and return Home. Use the Cancel button if you've L I |

made mistakes and wish to back out gracefully. If you do not click Save all of the
created events will be discarded.
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L]
OnE'Tlme Events 0O=——-—0neTime lvents=————H
Hame Date Limit Sold Available
Tom's Big Adventure 8/9/2000 3z 0 Past|a
_TY ¢ 1 ; 1 0e _ . Bay Area Girls Center 3.5 Days, 7/22/2000 16 12 Past|=
A One-Time .e‘vent 15 just what the name implies: a one off that do?sn tfit any e AR h b dpgnon e, 12 Da
of your established templates. It could be a custom trip or party specially Bay Area Girls Center 3.5 Days, 6/25/2000 16 & Past
. 5 . . . . . Nicasio School &7 42000 18 18 FPast
arranged to meet a client’s specifications. 1o avoid cluttering the list of Masters, ||christmas Paddie 12/25/1993 16 & Past
. : Absolute Adve. Elkhorn Eve_ 10/20/1999 16 7 Past
use the One-Time Events option. Bay Area Girls Center 10/2241999 12 15 Past
Bay Area Girls Center 3.5 Days, 2/17/1999 16 5 Past
;- —f7 ; ; Jones Gulch Full Day 271641999 40 27 Past
The 07'1/)) difference between one z‘zmei and recum"zng events is the way they are e Al bl Wl o g
organized and accessed. The reservation process is exactly the same. Pleasant Hill Rec. Am Paddle 2/7/1932 16 12 Past
Bay Area Girls Center 3.5 Days, 7/24/1999 16 2 Past
Girl Scouts Drernight
. 2 99 3
creatlon and Access [ Mew Event ”Clone Ewent " Edit Ewent " Mew Reservation ]
. All Past - (1] Select
One-Time events are accessed from the Events menu at the Home 135504 I ) [(oone ] ([setest ]

screen, or CTRL (Win) / Command (Mac) - O. You have the option of
having the One-Time Events List open automatically every time Book'em! starts up. Set this option in Preferences.

You may also create a One-Time event from the Quote Estimator. This is a powerful tool for determining pricing,
discounts, food, lodging, staff, and profit totals for a custom event. For detailed information on this tool see "Event
Quote Estimator" on page 89.

The time in the lower-left is the last time the information on the list was updated. This is of concern only if there are
other users taking reservations. The list is updated when the window is brought to the front, or by selecting the time
frame from the popup menu that’s next to the time indicator.

Use the ‘New Event’ button to add an event. Give it a distinctive name that you'll recognize; if it’s a trip
commissioned by a customer, you may give the event the customer’s name (keep in mind this is the name that will
appear on customer’s confirmation letters, etc.). If an existing event is selected from the list the New Event button
becomes ‘Edit Event.’ This button will allow you to modify basic characteristics of the event, such as name, date, cost,
location, etc.

The event’s reservation screen may be opened by double-clicking the event or by selecting the event and clicking the
Select button. You may take reservations without opening that screen by selecting the event and clicking the ‘New
Reservation’ button.

On the other hand, if you organize a special event that may happen once or infrequently, but it is an important event
and when it’s over youd like to be able to easily find everyone who attended, create a Master for it and use the ‘Not

Currently Offered’ checkbox in the Recurring Master record to have it not show on the list after the event is over.

L] L]
|zi| Book'em! Demao ~:.V 1ol x| Taklng Reservatlons
IAII Categones vl DATE LIMITSOLD OPEN Introductory Class
Empower Me Seminar - || Lor30r2002 L Ea A Elq?' ~
11/1f2002 ia 0 ia Ewent Size Limit: 18 . . .
Introductory Class Witzioe 18 11— Cost: $85.00 The Reservations process is sequenced like a
River Trip 1219/2002 18 2 16 Wed, Dec 25, 2002 7 » ; ;
Tamales Bog Kisik Tt i in o nin bR et Wizard.” Completing each step leads logically to
12/21}2002 15 0 18 Sold: 16 Awailable: 2 the next.
12(22/2002 o 18 Total Receivable: $912 .65
g 16 2 This makes it easy for you to train new users to
18 0 18 .
12/28/2002 18 3 15 take reservations.
1zf29/2002 18 0 18 i .
1{zf2003 1B 117 %, | 1. Start the Reservations Process.
1/3/2003 18 0 18 i
1/4[2003 15 @ |13 = Select the event and click the New
Mew Reserwation | Edit Event .
: & [ Reservation button.
There are New Reservation buttons on the
- Home screen, the Calendar and the One-
- (EE | i Time Events list. You can also start a new
Add Masker Add Event x . . .
Eo e | Shomel | i . reservation by double-clicking the Event open

- and clicking the button there. The process is
identical when started from any window. For any window where a New Reservation button exists, CTRL (Win) / Command

(Mac) - N is the keyboard shortcut.
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The Reservation Creator opens.
2. Enter the number of people in this party.

If the number entered plus the number already sold puts the event over the defined limit, when you click the Reserve button
you will be warned and given the options of overriding the limit, putting the party on the waitlist, or cancelling the reservations
process. You can put a party on the waitlist even if the event is not full by clicking the Waitlist button.

The Reserve and Waitlist buttons are dimmed until a customer’s name is selected.

If you are running Book’em! on a network, a

_|oj =
hold for the requested number of reservations is | TI—I_I
immediately placed to prevent inadvertent : Patyof [ 2 2 LRI
overbooking. When the reservation process is Search for customer fichn02465 3 _serch | 2]
consummated or cancelled the hold is RSB A

X Michael Johnson,,, 142 B
automatically released. Susan R, Johnson, ., 12 Spar

3. Try to find the guest in the Customer
database.

It’s very important to avoid creating duplicate
records. If there is any chance a record already
exists in the Customer database for this person,
try to find it and use it.

In the Search for Customer box, type all or part
of the name of the reserving person. Enter last

name <space> first name. Optionally, you may = = = |
.« . . ew Customer Recor dnce PeENn
append a 5-digit zipcode. The number of letters & I Fully Informed
i Resd |
that’s necessary to enter depends on how many Double click to: [Reserve = B

records are in your Customer table and how
common the name is. Once the search name is entered, the TAB key will search the database.

As you can see from the example above, entering John02466 will find everyone whose last name starts with John in the 02466
zipcode. Entering Johnson R will find all Johnsons whose first name starts with R. This may seem counter-intuitive at first, but
once you get used to it you'll love it. Guaranteed.

You may click the Open button to check, add or modify information in their record. When you save the record you come back
to the Reservation Creator.

4. If a record for this person does not already exist, click the New Customer Record button to create it.

, . ..

: |zi|New Reservation: Introductory Class 9/26/2002 o ] | Enter all of the persons information in the

| Main |History | Notes | Detail | a0 | appropriate fields. Use the TAB key to move

: First Name Last Name Mail Type: m from field to field.

| [=] |Melvin |Cowznofski e .- . . . .
Mail Pref: a1 i 21| Capitalization is automatic (unless you turn it

Address [1445 Hootvale Blvd.
Address 2|
City, State, 2ip [l valley [ca ]| [aaman Country|

off in Preferences), and telephone and credit
card numbers format automatically (just enter
the numbers).

Phone 1 |(415}! 385-1234 Phone ZI = . . C.
T Teiecoui-o Bl | _rrdoue | Chck th‘f Detail tab to enter additional
. | ol Print Label | information about this customer. You can enter
ompan e . . . . . .
_Spool Label | height, weight, diet & medical info, interests,
: - Apply Maling |
| Credit Card | ExpDate[ | ppy eng and more. If any of these fields have data they
[Mail Marge . . .y
Keywords == e will print on the trip’s roster.
= 2 Mew Invoice
Source |Maga2|ne Article E O Boat — —_—
Recrestion Department e When you save the new record you come back
Hotes_| ﬂJ 5 to the Reservation Creator.
= > -m
skill Level
01 2 3 45 6 7 & 910 Cancel |
j [ | ]

5. Once the person’s record is shown in the list,
click their name to select it.

If appropriate, mark the Fully Informed checkbox to indicate the guest has been informed of your company’s cancellation and
liability policies. You may enter the policies in Preferences (File menu at the Home screen) and view using the Read button. Or
you may choose to use this to indicate you've received a signed contract or liabilty waiver.

6. Click the ‘Reserve’ button.

The reservation is saved. Now you need to deal with the money.
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7. Book’em! creates an invoice and opens it.
i

i |zi|New Reservation: Introductory Class 9/26/2002 =1ol =l
| | Michael Johnson Invoice N® 0007352
142 Bostwick 7 Invoice Dat[o]17/2002
Mewton, MA 02466 S
Phone: (617) 244-3285 Due Date |3/19/2002
Printed 0000700
- - .
Michael Johnsan: Introductory Class | 125.00 2] 250,00 =
Weksuit Rental | 1tool 2 22.00 I
Camp T-Shirk L | 1s7sl 1|V 18.75
M2: Child funder 12) Discount | -zsool 1] -25.00
| [ 1]
| [ 1|
| [ 1]
I [ Rd|
Drelete I 8 I:a Add Discount  2pen Event I Subtotal 265,75
Tax 0,94
Payments Add to Invoice: Total 266,69
9/17/2002 ... $100.00 ~ Mew Reservation Pag—:leDn::: $1gggg
Mevy Ttermn 8
-
Enter Payment or Refund I 9 Edit Message I Print I Cancel I Save ||0

9. If a payment is being made, click the Payment button.

Partial payments are OK. Click the payment type and add any notes regarding

the payment.
10. Save the payment and the Invoice.

If the number of reservations charged is less than the number in the party, you'll
be asked to add them now. This request works just like the one described in #4,

with the addition of the ‘Carryover Last Address’ option.

That’s it! You have just completed the process for taking a reservation. Once you

have done this a few times it will be easy and very fast.

The Event/Reservations Window

You don’t need to actually invoice the customer;
this is just the way charges and payments are
managed.

8. Enter other charges or discounts.

From the Home screen, entries may be made to
the ‘Equipment and Sale Items’ table (Databases
menu), and added to invoices by using the New
Item button. Also from Home, standard
discounts may be entered with the Discount
Editor (Financial menu) and applied to
reservations by using the Add Discount popup.
If other people in the party are being paid from
this invoice, either click the ‘New Reservation’
button or change the quantity in the reservation
line to the appropriate number. If others in the
party will have their own invoice, you'll be able
to enter them after this invoice is saved.

Enter Payment or Refund

Michael Johnson

‘ 10 Event Dat

142 Boshwick I aizEiz002

Mewkon, MA 02466 P t Dat

Phaone: (517) 244-2255 mn e
I /1842002

' cash {* Credit Card
C check O Gift Cert

Note
non-refundable deposit

) Apply to Account
Total 266,659
= Balance Du 266,69
Paymentl $100.00
of ool

This is the window that lets you view and control the details of an actual event and its reservations. Open the window by double-

clicking an event from any of these screens:

» The Home screen

» The Calendar

» The One-Time Events List

» The Reservation Finder

+ A Customer record’s History page

1. The Event Title Button

The button containing the event’s name in the
upper left opens the window that lets you edit
the event’s definition: locations, cost, limit,
times, etc. This is the same window that opens
when the Edit Event button is clicked from the
Home screen.

2.The Sponsor area

If this event has a sponsor, they’ll be shown
here. A sponsor is billed for all or part of an
event’s cost. This is the mechanism to bill a
person or company who does not need a

O Baja's Sea of Cortez-8 Day 3/15/2003 (8 days) B
Baja's Sea of Cortez—8 Day 1 Sponsor | Inviice | 2008
Location : Sea Of Cortez | 2 |
Sat, Mar 15, 2003 - Sat, Mar 22, 2003
300 A 5
6 E Hew Reservation 3 I TF PR CC PD
8 9 10 1 _Ivartie Iartin...
— 2 _John Kemochan.
Sandra Yingling..
Size Limit: 12 2_sheloy Kennedy
Reservations: 12 Linda Lawrence. ...
Available: ] 2 _Bill & vlarie Sofsak !
Wait Listed: 4 2 _Tom Chuelph. o
Standard Cost Each: $995.00 Ed Friftoe..
Total Collected:  $58,597.50 1 Susan Woo o
Total Receivable:  $3,717.81 Q:JeffR ] 3 4§
Ernily Firkpatrick ... oo

-
-

Katie Fehring ASSISTANT
Arthur MeClain LEAD GUIDE
Torn Shores INSTRUCTOR 1

[ Invoice ” Rezchedule " Add to Farty ” Cancel Rez ]
[ Hotel ” Werify ][ Send to List ” Payment ”v’ Note]

[+ wait List | [ Print |[ Detete | [ pone |
1 3

reservation for the event. Set up sponsorship from the Edit Event window, page 6.
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3. The New Reservation button
Creates a new reservation for this event. The process is described starting on page 8.
4. Reservations List

All people with reservations to this event are listed here, organized in parties and listed in the order their reservations were
entered. The number of people in the party is shown in red to the left of the group’s ‘Kingpin.’

Reservation ———————7——— Double—click a reservation to Open and edlt the
Reservation record, shown to the left. The person’s
Pick-Up Point . . .

Tom Guelph | | = name is a button which opens their record. You may
el SR e open the customer record directly from the

‘ Eininilne reservations list by holding down the Shift key while
Fhone 2: (415) 621-20Z7 . . . .
Fax: (415) 665-5520 Focies Naie double-clicking the reservation line.

i i i dit of $150 for hi . .

e TS P e o Select a reservation to activate most of the buttons

processing charge if he cancels. TS 9/29/02 belOW the llst

FPeople in party: 2

Cost: $995.00

Faying for: 2

Total charges: $2,225 67

Fayments: $415.00

Ealance Dus: §$1,21067

Rezerwvation taken by Tom Shores

POF SIZE: ¥L  HEIGHT:5' 11" “WEIGHT:
175

SPECIAL DIET : Lactose Intolerant

rec'dh.q. 2/19/03 .
going down 3720 and 2 nights need reservation 5' RCSCI’Vathn COlumnS
The 4 columns on the right side of the reservations

list provide valuable information:
TP: Told Policy. This column is checked if the Fully
Informed checkbox has been marked. This may be set

while taking a reservation and in the reservation

4k]

Cancel ] ” Sare ll

record.
PR: Printed. A checkmark (V) indicates a confirmation letter has been printed.

CC: Credit Card. Shows a checkmark (V) if a valid number is on file and a question mark (?) if there is a number which
couldn’t be validated. This is particularly useful if you hold reservations secured by a credit card.

PD: Paid status. Shows a checkmark (V) if the account is paid in full, a hyphen (-) if there’s a partial payment, zero (0) if
there’s an invoice with no charges, a plus sign (+) if overpaid, and a blank () if the reservation is billed on another person’s
invoice.

6. The Index Popup

A list of all people with reservations to this event in alphabetical order. Select a person to highlight their name. This is very
useful for events with more than 20 or so reservations.

7.The Small Buttons
Invoice opens the invoice for the selected reservation.
Reschedule opens a list of upcoming events into which the selected reservation may be rescheduled.

Add to Party starts the reservation process and adds the new person to the selected party. The new person has his own invoice.
To add to party and bill the new person to an existing invoice, open the invoice and use the New Reservation button.

Cancel Res cancels the selected reservation. Allows you to refund and/or credit the person’s account.

Hotel. If a reservation is selected and at least one hotel is defined for the event, the Hotel button lets you make room
assignments and enter bed prefs. If a reservation is not selected, or if the Control (Windows) or Command (Mac) key is
pressed, you receive the total of rooms needed and a breakdown by type, ie singles, doubles, etc. If no hotel is defined for the
event the button is dimmed.

Verify checks all reservations and alerts you to any inconsistencies in the number of people in each party, any declared
reservations that have not been billed, and any invoices that are past due.

Send to List opens the Customer database (see the next section, “Databases”) with this event’s customers in selection. Try it
and notice all the commands that may be applied to the selection.

Payment lets you enter a payment without opening the invoice. Works only if the selected person has his own invoice.
Note lets you enter or modify a roster note for the selected person.

8. The Event Note Button

To enter or modify general notes for the event. Prints on the To Do list.

9.The To Do List Button

Lets you add and modify items for the To Do List. Each item may have a designated date and time, be assigned to a person
from the Staff table, and have general notes.

10. The User Days Button

Quick check of user days for this event’s location for the month the event occurs in.
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11. The Staff Area

The Staff button opens a window (shown to the
right) which lists all staff people who are tagged
as ‘Instructor’ (this designation tells the
program which employees are eligible to work
events).

The Payroll process looks at these assignments
and pay amounts to calculate totals. Designated
staft appear atop rosters and can be referenced
in confirmation letters.

If the staff person is assigned to work this event
or any other event that overlaps this event, a
checkmark is shown in the left column.

Select a staffer and see their address info, the
events they’re scheduled to work during this
time period, and their current certifications in
the box to the right.

Select a staffer, enter a pay amount and/or

Baja's Sea of Cortez-8 Day 3/15/2003 (8 days)

Airnee Allen
Mawa dpkinar
Ty Billings

Chriz Carlzon
Hark Dezilva
John Durand
Kristen Elwell
Santiago Escruceria
Tony Farina

" Katie Fehring
Garrett Gately
Alec Hoffrmann
Linn Jenzen
Joe Kinygon
Mike Leitch
Euffy Lundine

[+ Arthur MeClain
Christina Milne
Trizh Mirabella
Catherine Peterlein
Jeff Quigley
Zed Ruhlen

" Tom Shares

Janet "Boog” Bookey

-

-

Checkmark indicates employee is already
scheduled to work within the date range of
Baja's Sea of Cortez-2 Day 3/15/2003

(8 days).

Arthur McClain

455 Borgoribnus

Movato, CaA 94949
Fhone : (415) S62-5869
Fax: (415) S62-8812
email: zippoi@earthlink. net

AH.A.CFPE. _expires 11/16/2008
Wilderness First Aid ...expires 11/5/2002

Hk WORKING THIS EVENT %

4]

Pay Amount .SDD

[ = ] remore ]
Remove I

Job [Lead Guide =

ave

Commission

commission, designate their job, and click the Select button. If the selected staffer is already working this event the Select

button becomes Remove.

12. The Wait List Button

Opens the waiting list. Those waitlisted for this event are shown, but there is a popup that allows people waitlited for other

events to be accessed and reserved.

If a person calls who is on the waitlist for Event X, and wishes to do Event Y instead, open Event Y. Click the WaitList button
and select This Event Type (if Event X and Y are the same type) or Entire Waiting List (if they are not) from the popup menu.

Confirm their reservation from there.

13. The Print Button

Opens the Print Event window, shown below. You may choose to print any or all of the items shown.

The confirmation letter shown is the one selected in the Master or Event definition, but you may select any on the list to print,
or write a new one. Click the Edit button to modify the letter. If you change the letter here it’s changed for the whole program.

O

Baja's Sea of Cortez-8 Day 3/15/2003 (8 days)

B

| Ch_eckhox Roster

I~ Pr

[ Simple Rdster

&)

[]To Do List
[ Confirmation Letter{s) include :
[Faja 2003 All =] b
B Directions

Hard Copy Only
Send Addressies) to Label Spoal

D Print Footer on Letters

(o departure location)

If Customers Record Does not
Specify Mail Preference

Send Email if Email Address Exists

|z Display Each Email Before Sending

Martie fartin E
John Kernaochan B
Sandra Yingling HC
Shelby Kennedy HE
Linda Lawrence HC
Eill & Marie Sofzak E
Tom Guelph E
Ed Friftoe HC
Suzan ‘wood HC
Emily Kirkpatrick E
Jeff Rydman HC
—
|

o] G

If there is a map and/or directions entered in
the Departure location’s record the Map and
Directions checkboxes will be active. If the
confirmation is sent as email, the map will be
attached in jpeg format and the directions
included in the body text.

The list of guests shows only those who have
not yet had a confirmation printed. To print a
letter for someone who has already had one
printed click the Show All button. The primary
reservers’ names are flush left and others in their
party are indented.

The letter to the right of the names indicates
whether the confirmation will be printed hard
copy or sent as an email. Book'em! makes that
determination based on settings in the customer
records and whether the records contain valid

email and/or physical addresses.

You can send email to any customer whose record contains a valid email address by marking the Send Email if Email Address

Exists checkbox. And you may print hard copy for any customer by holding down the Alt key (Windows) or Option key

(Macintosh) and clicking the name.

You may select as many guests as you like to send the selected letter to. For contiguous selection click names with the Shift key
down; for individual selection click with the CTRL (Win) / Command (Mac) - key down. The number just above the list of
guests on the right shows the total letters/emails that will be processed.

In order to print confirmation letters the checkbox must be marked and at least one person must be selected.
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The Databases

Leader %1
Customers ®2
. . . s s Companies *3

The Database menu at the Home screen gives direct access to records in some of Book'em!’s data tables. PR T 54
Some of the items under the Financial menu also access main data tables: Receivables (opens Invoices Destinations %5
with a balance due), Payroll Records, and Transactions (payments, refunds, payroll amounts). Events ®6

Locations ®7
In these areas you may (if appropriate to the data) add, modify, and delete records, import and export, Pick-Up Points *®8
create reports and graphs, send mail merge letters and manage mass mailings, and many other things. Equipment & Sale Items %9

Customer Sources
The QuickSearch Window Line Items

Reservations

When any item from the Database menu is selected the QuickSearch window opens. This
allows you to tell Book’em! what records you want to find, or that you want to create a new record.

The available fields to search are different for each table. In most cases a
“Starts With” search is the best option. If the field you want to search on

QuickSearch: Customers

search for: [sy | is not available, click the Search Editor button for access to all fields and
Field to Search: multiple criteria. When you use the Search Editor, any settings you may
9 Lo={lame FheatMame G TataE et have made in the QuickSearch are ignored.
O Zip O Cornpany Marme .
@ ruira St If you do not care that the list be sorted, and you suspect the number of

records found will be large, turn AutoSort off.

2 1 52le The New Record button will let you create new records. Every time you
Mail List Only

O Exact Match

=i @ Starts Yith save a record a new blank is created. When you are finished adding
O Gontains (slow) records, cancel the next blank. (the add-until-cancel feature may be
Ferey Seareh Glowd ~ in
b Fuzzs Arare Gl turned off in Preferences by an Administrator.)
==
The List and Selections 0 ——— Customers: 401 22272 B
The window title of the data lists tells you how [|Evts | Hame | Address / Company | City __ LastEvent Mai
many records are in selection and how many 1| Cathy Sy | £85 deffery hve Campbell 25008 7/5/1998| HC
I'CCOI'dS are iI’l the table. In the example there are 0| Paul Sycamore 1358 Union St San Francisco 24109 00/00/00| HC
22 272 total customer I'CCOI'dS and 14 iI’l the I_ Jon Syder | F.0. Box 420 “Winters 5594 6;’27.-’1_998 HC
CUI,'I‘GI'lt SClCCtiOl’l Performin a SC&I'Ch chan es 1 | Barbara Sykes &42 Armaranth M1l Yalley F4941 242901997 =
. ’ g g 0| Pete Sykes ZT77 W Portal AYE ®hb San Francisoo 94127- ooA00/00 E
the selection. i i T
1 | Mark Sylra Corte Madera Parks Richmond 24804 5/21/2000| HC
You may also make a direct selection by single- 1| Jane Sylvester | 6027 Park e Richmand 4805 | 10/3/1995] E
CliCking reCOrdS Wlth the mouse. HOld down the 0| Toby Symington 23 Knoll Road San Anzelmo 94960 o00/00/00| E
Shift key and click any 2 records for a 0| Allen Symonds | F.0. BoxsEs Aspen 21612 oo/o0/00| HE
contiguous selection. Hold down the Control 1| Ms Angela Symons 2715 1dth Averue San Francisco | 94127 2/17/1996| E
key (WinOWS) or Command key (Mac) and IJ_ Darid Syms | Balance Point System | San Anzelmo 24950~ 000000 E
. . . 1| Susan § ki 9/24/1998
click to toggle selection of any single record on Lusan Synars
or Off 1 | Rosalie Synder | T_DD Lake 5t. San F_rancisco 24118 9.-"28.-"1_99? E
: l]_ Diane Syverson | 102 Henry 5t | Cambridge 02139 | DD.-"DD.-"DD_ HC
When you select an action item (Apply il
-1 Select Search It ] -
Keyword, Send Letter, Apply Mailing, Spool [setet searan tem a -] =
Labels, Add to Base Selection, Export, etc) [iE [«]r]

from the menus, the action is applied to the

records in selection unless you have made a direct selection with the mouse, in which case the action is applied to the direct
selection. The exception to this is the Delete command, which is applied on/y to a direct selection. A complete description of
the many commands available from the list screen menus is beyond the scope of this QuickStart, but most are self-explanatory.

Double-click a record to open it for editing.

Creating Selections

The Search Editor, available from the Tools menu at all of the database list screens, allows you to select any field and specify a
value to search for. You can add lines to query multiple criteria. Please see the accompanying document Search_Sort.pdf.

The Base Selection commands allow you to set up a “bucket” and add or remove the selections created by multiple searches.
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oo ekttt SSERRLE Y There are popup menus in the footer area of many data table list screens that change

fﬂ?ﬁﬁgﬁearch et [ 2] the current selection. The Staff, Companies, and Destinations table search by
L —— keyyvord, the Events table has a date range search (as well as a popup tl.'lat lets you
Hard Gapy Ha Prora decide whether to open the Edit Event window or the Event/Reservations Window).
%EE%E{S E Ha Promo The popup for the Customer table has many options. You can find customers who
Iy lid Email dddress have taken a certain event, or received a certain mailing, or qualify for a certain mailing
fei Event: list, or any of the other items.
Totaerents b When you make a selection from the customer list footer popup, holding down the

Shift key causes the search to be done within the current selection. Holding down the
Alt key (Windows) or Option key (Mac) searches for people who do not meet the
selected criterion. The two keys may be held down in combination to remove those who do not meet the criterion from the
current selection.

The Reservation Finder

CTRL (Win) / Command (Mac) - F opens the Reservation Finder from almost anywhere in Book'em!

The Home screen indexes events by type; the Calendar indexes events by date. The Reservation Finder indexes them by participant - it
does a fast search by customer name and shows you all their reservations.

Also, it’s an ideal tool to use when adding new customer records. Do a search and, if the person is not found, click the New Customer
button.

1. Type the name and TAB. 0 =—Reservation findler———F¢&
The search works just like the customer name request in the
reservation process: the format is any amount of last name Bill & Lucille Holloway.. 34532 Bernard Dr ... Tracy Cé 95576, .(925) 422-5439

. X K ; . Scott Holloway.. 446 ZTth St Apt 3...0akland CA 94609, (S10) 655-0250
<space> first name + Z1pcode. Addmg the z1pcode 1S optlona_l, [ Jerernizh Hollowsd...2961 Ashby Ave...Berkeley CA 94705...(510) 848-9697

. L. . Leigh Hollowell...... ... (5100 428-1319
but if you do add the Z1p 1t must be exactly 5 numeric Leigh Hollowgrass... 6524 Dana 5t...0akland CA 94609, (5100 658-7591 2
Rachel Hollowgrass.. 6524 Dana St.. Oakland CA 94609, (5100 652-7691

ChafaCtCrS. [ena Hollowood .. 328 Paraiso Dr .. Danville CA 94526, (925) 5S52-7926

After TABbing, the name box is highlighted again and
another name may be entered. Remember, typing over

highlighted text replaces the text.

(]

2. Select the person to show reservations (L0gen Customer ] (_New Customer ]
After selecting the person, all of their past and future B jurnaei Overnight, 107871999 3 days  Location: Ahjumawi St Park

. . . [rakes Estero, 941171999, 1 day ... Location: Drakes Estero *
reservations are shown in the second list area (3) and general 3

account info is shown in the lower text area (4).

4]¢]

Select a reservation and the account info for that reservation is

shown in the lower text area (4). ?Z?E,'Z,:Zf;::ﬂf—,-g_m

. . . F ts: $170.00
Double-click a reservation to open the Event/Reservation Balance bus- $0.00 4
window for the event and highlight the reservation on that
list.

Using the Finder to add new customer records

It’s extremely important to avoid entering duplicate records. There should be only one record for any person in your database.
The Reservation Finder is a great tool to use to quickly search the customer database before adding a new record for a person
not making a new reservation. If there’s any doubt about the spelling try variations, or just the first few letters of the last name
plus zipcode.

When you’re sure there’s no existing record for this person, click the “New Customer” button, or CTRL (Win) / Command
(Mac) - N.

Book'em! QuickStart ....... 14



The Calendar

CTRL (Win) / Command (Mac) - K opens the Calendar from almost anywhere in Book'em! The Calendar shows all events occurring
on a selected date, including multi-day events that started earlier.

|=i|Calendar = o ] |
Wednegday, November 13, 2002 Tasks, Appointments fo ITom Shores vI ? I
Thu, Sep 26, 2002 Go to Taday | [Time  |Whe [what I
& 920 0M - skaff reeting -
?
November 2002 —I B 11:304M  Performance Printing approve postcard proofs

Mon Tue Discowery Expeditions Inc, Fax rosters and releases

Collen Jallie get camping permit

Ferrand
Wicki Smith

performance review

24 | 25 26| 27 | 28| 29| 30

-
ﬂl November ;I ﬂ I 2002 Recurting I Delate I Cut | Cop\,rl Paste I Newl Modiﬁrl

Events for Wednesday, November 13, 2002

EYENT LIMIT SOLD OPEN Kids Kayaking School
Estero Ameticans 16 9 7& Golden Hind

Ewent Size Limit: 2
Rentals &0 37 23 Cost: $59.00

Wied, Mow 13, 2002
Q00 AM - 200 PM
Sold: &  Awailable: 0
Total Receivable: $472.00

Check, Staff I
- 2
Descriptionl Schedule | Maw Reservation I Edit I Cpen I | I:zl «- Create New Event |

The Calendar Key

Dates that have any event scheduled are shown in color.
Dates on which an event begins are shown in bold type.
Dates with appointments are underlined.

The selected date is darkened. All other sections of the Calendar screen pertain to the selected date.

Creating Events with the Calendar

Select the date (1), then select the event type from the Create New Event popup (2). The Edit Event window will open and
allow you to modify any of the master’s definitions.

Tasks/Appointments

The Tasks/Appointments section shows reminders for users of the database, color-coded by priority. Appointments with
customers, staff, contacts, etc. may be created here or by clicking the small Make Appointment icon in the individual records.
(To-do items assigned to staff from event windows are not shown here.)

Marking a task “Completed” causes it to be removed from the list, unless “All” is selected from the popup. A setting made in
Preferences causes uncompleted past tasks (except meetings) to be moved forward to the current date.
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Printing Reports and Letters

selectReport Wherever you go in Book'em! the menus relate directly to the content of the frontmost window.
Print... There are different menus for the Home screen, the database lists, database records, the event
' Events Listing window, calendar, efc.

¥ Daily Receipts
From [3/75/2002 |te [afzefzo0z |[=]

Use the Print command (File Menu) in the various locations to print pre-built reports based on
the record(s) displayed. Use the Report Editor (Report Menu) to build you own reports based on
the records displayed.

' Rosters for Day:
(! Income Summary
' Income by Event
' User Days Report Reports
" Transportation Bequirements
{1 Staff Assignments

Cancel |

The Print command from the Home screen opens the report selector shown to the left.
When a report is selected, you may then select the date or date range the report will
include.

The Run Payroll command from the Financial Menu at the Home screen results in a
printed report that itemizes and totals each employee’s assignments for the specified payroll period.
The Print command in Receivables results in a pre-built report containing the customer name, phone, event, and amount
owed.
The Report Menu at the Event window contains a number of pre-built rosters and reports. Also, see "The Event/Reservations
Window" starting on page 10, for a description of printing functions available there.
When the Print command is selected from the File Menu at any of the database lists, the records in selection are printed. See
the earlier chapter "The Databases" starting on page 13 for info on creating selections. Also from any of the database list
screens, the Report Editor (Report menu) may be used to build custom reports. Please see the accompanying document
Reports_Labels.pdf for instructions on using the Report Editor.
When an individual record is opened from the database lists, use the Print command for a detailed printout.

The Calendar may be printed either as a graphical month or a daily listing of events or tasks.

Letters

Book’em! allows letters to be composed to anyone in the Customer, Staff, or Contacts database, using data specific to the
person and the event they’re reserved into. They may be printed or sent as email. Confirmation letters may be sent from the
Event window, and general mail merge letters from the database list screens. Any number of letters may be composed, named,
saved, and used at any time.

General Mail Merge x

Pictured to the right is the Mail Merge - Promo Letter Name ST
: : : Baja Thank You and Roster MB - X
controller, Wl'.nch is accessed from the Ser%d Mail Bowking Agent Thank You € Piink Hard Copy
command (File menu at the Customer List). Eampmg Eermll-No-Hefund C Send Email
. ontract Letter
The Mail Merge button from any customer SIEdelplials P o
M M M onauon
record opens a s.1mphﬁed VCI‘SIOI?. " ard Copy Only
The Smat:t Mailer feature examines each record _Palk & Rec. Sale Lelter Ird Send Address(es) to Labei Spo
to determine whether to print hard copy, send Haceeedties I Print Footer on Letters
. . . . . . .an ou an oster ¥
email, or do nothing. Following is a description Thanks For Your Interest 1Y oo On a0 )

v Trip P | Lett
i T:::: P:zgg:; St::hz::hls If Customers Record Does not

. ) Unhappy Client-Refund Specify Mail Preference
Every Customer record contains a Mail v eiification 6F Deposit I¥ Send Email if Email Addrass Exists

Preference setting. You may choose:

of how the decision is made.

I Display Each Email Before Sending

« All Mail -

« All Except Promos M ﬂl
+ Confirmations Only Edit... |
» Don't Send Anything T | Cancel |

The same choice list is available on the
Communications page of Preferences and will
apply to customer records that have not been set manually.

The first thing Book’em! does is determine what kind of letter is selected. You may designate any letter as a Promo. If a Promo
letter is selected, only customers tagged All Mail will be printed or emailed. (Confirmations are printed at the Event window.)
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Every customer record also contains a Mail Type setting. You may choose:

» Email
+ Hard Copy

If the setting is made it will be used. If the setting is not made for the record, and the Send Email if Email Address Exists
checkbox is marked, and the record contains a validated email address, Smart Mailer chooses email. If those conditions are not
met, the physical address is examined and -- if it’s a valid address -- hard copy will be printed. If the address is not valid,
Book’em! checks for a valid email address and sends email if present.

This sounds complicated, but it’s designed to make the appropriate choices without much user intervention.

Alternately, you may elect to use either the Print Hard Copy or Send Email modes and Book’em! will either send hard copy to
all qualifying records in the selection with a valid physical address, or email to all with a valid email address.

Composing the Letter

This info pertains to both the standard text editor,
and the 4D Write word processor.

Under the Merge Items menu are data that can
be added to the letter. The merge item will be
replaced with data specific to the record being
printed. For example, the item <<Dear...>> will
be replaced with Dear Bill, if no salutation is
entered, or Dear Mr. Gates, if one is.

There is an area in Preferences for a default
email subject, which will be used if none is
saved with the letter.

If an existing letter is opened and modified and
the name is changed, the letter is saved with the
new name without deleting the original. This is
equivalent to the Save As... command and is a
way to use existing letters as templates.

The Standard Text Editor

If you have not purchased the optional word
processor module, you may compose the letter
with the plain text processor, shown to the
right.

You may set the font, size and style for the
entire letter.

] _ = —lo| x|
Delete | Cancel I Save I

Merge ltems
a

Thard o for choosing Gadzooks Fayak Towrs! We look forward to sharing with sou o lowe and
knowledge of the ratural world and our enthnsiasm for sea kavaking. This letter confites a reservation
for wou ¢and Otherss on our «Event Mares event on «NT Dates. The event begins at «N'T Tirmes and
finishes at approxiately «End Tirnes. Here's the schedule:

«Schedules

Letter Name: |Default Confirmation Letter

Email subject: |

Font Size Style

«Headings

¢ Dlear.. %

"We e enclosed an event deseription with information regarding what o right expect for this event,
what to bring with wou, directions on how to find us, and a release of lability form.

Om the day of the event please read, sign and brivg with you the RELEASE OF LIABILITY FORIM.
If sron have any additional questions, always feel free to call us at (415) 555-1234. We are happy to
help o in any way we can.

Please note that gratuities are not included in the cost of the trip. Acknowledgement of your guide's
exceptional service is not expected bt 1s certainly appreciated. & 10% gratuity is suggested.

Happy paddling!

«Hes Takers
Gadzooks FKayak Tows
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] R ~10f x|

Letter Name:lDe[ault Confirmation Letter Delete | Eancell Save I

Email 5uhiect:| [Merge Data

| File Edit Yiew Insert Style Colors Paragraph  Format  Tools

e Ro K %s8|w=|aujom| [==

JINormaI ﬂ“TimesNewRoman _‘;l||12 L|| |7 u |
EZ"""'2"'3'"4"'5"'5"'?"'3"'9'""3"'
sHeadings
wDeat..

Thank you for choosing Gadzooks Kayak Tours! We look forward to shanng with you our love
and knowledge of the natural world and our enthusiasm for sea kayalang. This letter confirms a
reservation for vou gand Othersy on our gEvent Namen event on «I4T Dater. The event begmns at
T Timey and finishes at approzmately «End Tines. Here's the schedule:

«NT Schedule»

We have enclosed an event description with information regarding what yvou might expect for this
event, what to bring with vou, directions on how to find us, and a release of lability form.

O the day of the eveni please read, sign and bring with you the RELEASE OF LIABILITY
FORM. If you have any addibonal questions, always feel free to call us at (415) 555-1234. We
are happy to help you m any way we can.

Please note that gratmties are not included m the cost of the tnp. Acknowledgement of your guide's
exceptional service 1s not expected but 18 certamly appreciated. A 10% gratutty 15 suggested.

Happy paddling!

uRes Taker

Gadzooks Eayak Tours -
[4] | 2
|Page 1 11 [ Line 16, Col 36 HUM [CAPS

If you have purchased the word processor module (shown above), font characteristics may be applied to selected text, and you
have access to standard word processor functions like margins, tabs, indents, paragraph and character styles, etc.

Also, in addition to the Merge Items popup, there is direct access to all of the fields in the database: choose 4D Expression
from the Insert menu.

Labels

One at a time labels
Book'em! provides a simple mechanism for printing individual mailing labels to a printer such as a Dymo (tested and
recommended).

On the first page of Preferences, click the Label Printer Application button and select the software program that operates the
printer.

When in a person’s record, click the Print Label button. The full address is copied to the clipboard, the label printer’s

application is opened, and you can paste to the default label form.
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|=i| Label Spool: 87 of 87 Label Spool

Name City State  Zip printed 2| 7 c concept behind the Label Spool is to allow you to accumulate records of
Andy Smith Mew Tork G 025 people that you need labels printed for as you work, and also to consolidate all
Buck Smih blorth Hemplon |ET_ P12 L of the label printing tools in one place. If you are running Book'em! with 4D
Caitlin Srnith Mews Hawver T EE11 ' .
e, e | = Server, labels from all users are sent to one spool so that one user may print
#idam Smith koo s M1 o024 o all accumulated labels.
E:;iimsi:ith :lr'::g:q;::;gs :: 12:2: :: Records in any of the people tables may be sent to the Label Spool by clicking
Mark. & Margaret Smith Frlanderddle | L pmateadn | the Spool Label button in a record screen or by selecting records from a list
T screen and choosing Spool Labels from the File menu. There are Spool Label
o B = i f checkboxes in the Mail Merge and Apply Mailing dialogs. If the Preferences
KN k option is taken, new reservations will be automatically sent to the spool.

Also, you may manually add people to the spool that do not have records
elsewbhere in the database.
To access the Label Spool, select it from the File menu.

Any names you have saved while working in other areas of the program are shown. You may convert any selection of records to

ALL CAPS or Upper and Lowercase (Title Case) by choosing the appropriate command from the Tools menu.
Double-click a line to view or modify the formatted label.

Choose the printing format from the popup menu in the footer area of the Label Spool list, then one of

Robertr 2 Open Saved > B
Nancy Smi Custorn © the print commands from the File menu.
5 o EMYEDDELS . . . .
;’;’g Em_':rgogtinuous 3x10 is the standard mailing label, will print to the standard Avery 5160 laser labels, 3 across by 10
ety Smith 2

down.

o B Custom allows you to design a label using 4D’s Label Editor. See the accompanying document

Reports_Labels.pdf for instructions.

Quick Reference

To create a one-time event

Choose ‘Create One-Time Event’ from the Events menu at the Home screen, or click the ‘New’ button on the One-Time
Events List.

To open the One-Time Events List

Choose ‘One-Time Events List’ from the Events menu at the Home screen.

To open the Calendar
Choose ‘Calendar’ from the File menu, or command-K (Mac) control-K (Windows) from anywhere.

To enter a new reservation

Use the ‘New Reservation’ button that is available on the Home screen, the Calendar, and the One-Time Events List. The
event must be selected from the shown list. Or, open the event’s record from any of these three ‘Launchers’ and use the ‘New
Reservation’ button.

To add someone to an existing party

Open the event’s record. Select the maker of the party’s reservation and click the ‘Add to Party’ button. Or open the invoice
and add from there.

To add someone to the Wait List

When you try to enter a reservation that would exceed the limit of an event, Book’em! will ask if you'd like to put them on the
Wait List. (You may override the limit and book anyway, if you choose.) Or you may click the ‘Wait List’ button from the
Reservation Creator (page 8).
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To move someone from the Wait List to a confirmed reservation
Click the ‘Wait List’ button from the event’s record. Select the person and click the ‘Confirm Reservation’ button.

To enter a payment for an existing reservation

Open the event’s record. Select the person making the payment and click the “Payment’ button. Or choose ‘Receivables’ from
the Financial menu at the Home screen and double-click the person’s line. Unpaid reservations from all events are listed here.

To add a roster note to a reservation
Open the event’s record. Select the person and click the ‘Note’ button.

To reschedule a reservation to a different event

Open the event’s record. Select the person and click the ‘Reschedule’ button. Choose the new event from the list. Any
payments will be transferred, and you’ll be asked if others in the party should be brought along.

To reschedule an entire event

Select the event from the list (center) at the Home screen. Click the ‘Edit Event’ button and change the date and/or times.
Any existing reservations will stay with the rescheduled event.

To cancel a reservation

Open the event’s record. Select the person and click the ‘Cancel Res’ button.

To find a person’s existing reservation(s)

Command-F from anywhere opens the Reservation Finder

To create estimates for a client’s custom event

From the Financial menu at the Home screen, open Quote Estimator Defaults. For each of the items that may be used, enter
the amount it costs to provide the service, and the profit margin you hope to earn. The profit margin is expressed as a
percentage of the amount the client pays.

From a Customer record, click the Prepare Quote button and enter number of people, duration, etc. You may save any number
of quotes for any customer. Any quote may be used to generate a One-Time Event.

To create and apply discounts for reservations

From the Financial menu at the Home screen, open Discount Editor. You may create standard discounts based on many
criteria. If the discount is set to Auto-Apply, when creating a reservation, Book'em! examines the data and alerts you if the
reservation is eligible. All saved discounts are available from a popup menu on the invoice and may be applied to any
reservation.

To create an invoice not connected to an event or reservation

Open or create a customer record and click the New Invoice button.

To enter payments for multiple open invoices

From the Receivables list, select multiple invoices and click the Payment button. Each Payment window will open sequentially.
See the chapter The Databases for tips on making multiple selections from a list.

To print trip lists and other reports

Several important reports may be accessed with the ‘Print’ command from the File menu at the Home screen. Others are
available from the Report menu at the Event windows, and custom reports may be built at any primary list screen.

To print lists of people

Create a selection in the file you want to print from (see the User Guide) and choose ‘Print’ from the File menu at the List
Screen.

To print mailing labels
Send records to the Label Spool by creating a selection of people and choosing ‘Spool Labels’ from the File menu at the file’s
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List Screen, or by clicking the ‘Spool Label’ button in a person’s record. When printing letters, if the Send Address to Label
Spool checkbox is marked, a label is spooled when the letter is printed as hard copy..

To import or export records

From the list screen of any of the databases, choose Import or Export from the File menu. The Export command exports the
records in the current selection, which you control by query. The Import/Export editors let you choose the fields, delimiters,
and formats for the procedure.

For more complex exports including data from related tables the Report Editor may be used. From the File menu, go to Print
Destination and select Disk File.

To change the logged-in user without quitting the program.

Choose Log Off from the File menu at the Home screen. The program will not be able to be used until a user enters their
password to enter.

General Hints & Tips

* Back up your datafile regularly. On Macintosh the datafile is named Book'em!.data, on Windows it’s Book’em!.4DD.
* Use an Uninterruptable Power Supply (UPS) for your computer (single-user) or server to prevent possible data corruption in
the event of a power failure or brownout.

* Move from field to field using the TAB key on the keyboard.

* If the field you TAB into contains text, it is highlighted. If you type anything, you replace whatever was there before. This
means you don't need to swipe existing data to remove it, but it also means you should be careful not to delete valuable data. If
you accidentally do this, use the Undo command from the Edit menu.

* Buttons should only be clicked once. Never double-click a button.

* Whenever an actual record is open for modification, there will be a Save, Cancel, and Delete button. All 3 will close the
record. The Save button saves your changes, the Cancel button leaves without saving changes. Pressing Delete will
permanently delete the record.

* For records on a list: click once to select; click twice to open.

* Many buttons won’t work until something is selected. The general rule is to select records first, then choose the action.

* Back up your datafile regularly. On Macintosh the datafile is named Book’em!.data, on Windows it’s Book'em!.4DD.

Dire Warnings

* Never turn the computer off while Book’em! is running. Always quit Book’em! by selecting Quit or Exit from the File menu,
or using the corresponding keyboard shortcut.

* Use an uninterruptable power supply (UPS) with battery backup.

* There are many ways that computer files can be damaged or lost. Power surges or failure, crashes, fire, theft are just a few. It
is essential that you get into the habit of making regularly scheduled and properly stored archived backups. Back up whenever
you've entered more data than would be convenient to re-enter. Never store backups on the computer! Store backups on
removeable media such as CD-R, Zip or Tape. Keep a recent copy off-site, like in a safe deposit box. Using a compression
program such as Stufflt or WinZip a datafile archive can be shrunk to 20%-25% of its full size. Never keep more than one
uncompressed data file on your hard disk. Lost data could result from any confusion.

* Avoid creating duplicate records.

* Did we forget to mention? Back up your datafile regularly. On Macintosh the datafile is named Book’em!.data, on Windows
it’s Book’em!.4DD.

Outside Technology = PO Box 685 = San Anselmo, CA 94979 = (415) 488-4909 = (888) 7-BOOKEM
www.outsidetech.com = salesinfo@outdisetech.com = support@outsidetech.com
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