€vanced Rooms 7.0

X Ability To Select Contact
Information within View
Print Room Report
Overview:

The ability to select contact information within view print room report within Rooms was a function that
was desired to assist with giving the staff user more information within one screen.

How To Create:

1. Login at the All Branches (or main branch in password: |
single branch system) using any level of Remerber M ]
password or user name and password. Login

° Requested Equipment
2. From the Room Reservation Maintenance page Select | ReauestsdRoom setips

" View/Print Room Schedules
“View/Print Room Schedules”.

“ Room Usage Report
° Room Usage: Reservations Vs. Events
“ Room Utilization Report

“ Equipment Utilization Report

. View/Print Room Schedules [:
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4. Go To “Display By” Select “Full List” |Displayfy: (Date ©Room Include AL Arcived tems [

Note: The Contact Information will only display when Full List is selected
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Display Columns
5. Go To ”Disp|ay Columns” [Tl check all7Unchedk All
[¥]1. Location [¥]2. Date [¥] 3. start Time
and Select the “Contact [¥]4. Meeting Start Time | [V]5. Meeting End Time 6. End Time
. . [¥]7. Description [¥]8. Organization [¥19. Status
Fields” you would like to [¥110. Calculated [¥111. Attendees Entered | [¥]12. Setup
. . Attendance
dlSpIay In your report [#113. Hotes [T114. internal Motes [¥]15. Equipment
[¥]16. Quantity [#117. Type [T]18. category
Note: The fields that already [[119. internal [[120. Event Type [[121. Payment Method
Classification
have been marked were the ||[Cz2. peposit []23. Fes [ 24. Food
def . . . [[125. contact Mame [F]26. contact Phone [T]27. contact address
efault fields in previous Tt
versions. You are able to [C128. Contact City [C129. Contact State [7]30. Contact Zip Code
[[]31. Contact Email [[]32. Date Entered

remove those from vyour
selection.

6. Once you have completed your selections Select “Submit” to view
your report

Example:
LOCATION DATE START TIME CONTACT NAME | CONTACT PHONE NUMBER | CONTACT ADDRESS | CONTACT CITY | CONTACT STATE | CONTACT ZIP CODE | CONTACT EMALL
Story Time Carpet. | 7/27/72010 200 PM Mr123 1
Story Time Carpet | 7/28/2010 11:00 A Mr. Wander Bread | 1111111111
Story Time Carpet | 7/29/2010 1200 M Jim Cook 1
Story Time Carpet | 7/30/2010 1200 M Jule Andrews | 1111111111
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