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About The Calendar
System

‘How To Get Around

Functionol Levels

GRF Calendar Operator's Monuat

GRF Calendar System Operator's Manual

The Calendar System is a data base which stores records of
calendar activities for facilities at Rossmoor. It features three
basic calendar functions: single appointments, reservations, and
multiple appointments. Each function allows for the creation,
reporting, deletion and inquiry of data recordsin the system. The
keyboard is used to access records by an easy to use menu
interface. The main menu provides a list of screens that are
displayed when numbers are entered into a prompt field. Some

- screens are informational only, and cannot be modified, while

others allow the user to change the data freely and save the
changes made. Atvarious places in the architecture of the system
other menus appear which will provide you with choices which
are specific fo the screen you are using. Prompts also appear
sometimes to remind you how to perform a task, or to ask you

- whatyouwanttodonext. Keyboard shortcuts arebuilt-in so that

your work with records can be accomplished more efficiently as
you become more familiar with the Calendar System.

The question that always comes up, especially for new users on
the Calendar System is ... “IHow do | get from oune screen to
another?” The answer is ... “It depends on where you are and
what you're doing there.” The Calendar System offers the user
many possible routes for navigating through the screens; many
of which are always available through the use of keyboard

i commands. The following paragraphs describe such topics as

how to get back to the main menu, how to get to another mery
without going to the main menu, what to do with records, and so

on.

The Calendar System, like other menu-driven software, is OTga-
nized so that screens are presented to the userinlo gical, functional

| groupings. Some screens are functionally attached to others

because they provide additional information that cannot be seen
from only one screen. Sometimes records may depend on input

~ from several screens to construct a report. This arrangement of

functionality looks much like the branches of a tree. It is important
to visualize where you are in the structure because when you
“escape” from a screen, you will often be placed into a screen that
is on the next highest functional level. Figure 1 illustrates how
the Calendar System is functionally organized.
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The Main Menu | When you firstenter the Calendar System the Main Menu will be

Screen | displayed. Figure 2 shows the Main Menu. Enter the number of
the screen you want to go to (vou don’t need to press the RETURN
key on this screen) and you will be placed into the Key Field of

that screen.
GOLDEM RAEN FOUMDATION
CALEWDARA SYSTEM
CLIOd: CALERDAR CPTICN MENU
112 - Maintaln Waekly Calondar 170 - Reservafionz Entry/Malnienance
111 - Malniain Singlo Day 171 - Ragareations InquiryQuakily
120 - Mainin DaptFacilityRomm Mgty 175 - Reservatians Fila Listing
12% - Dwpartment Masler File List 18} - Annual Batch Schadule Entry

132 - Appt Listing By Dept and Dales 181 - Batch Schedule Master Listitg
140 - Appl Deleig by Dapt and Datos 182 - Baieh Schedule Fracass

180 - Single Day Facility Reviaw 185 - Aossmoor Maws Report

15% - All Facility Daily Inguiry 19} - SRF Holiday Entry/Mainiensnace

160 - Momihky Fasilily Review 185 - Mgintain CTAL Files

165 - Available Facility Saarch H0 - Calandar Syatem Help Medule
Jplion ras

Figure 2, Cailendar System Main Meny

Getting Back To The Main Menu Screen

If you are in a screen that is informational only (also called an
“Inquiry” screen) the only thing you have to do to get back to the
Main Menu is press the rRETURN key. Simply press any key to

return to the Main Menu when the following prompt appears:
< » TO EXIT

To return to the Main Menu in 2 screen that has a “FUNCTION: I
prompt, just press the eTurn key, leaving the function field blank.

Moving Befween | There are several ways o move from one screen to another. You

Screens  can leave a blank into the Key Field of a screen by pressing the
RETURN key, and depending on the screen are in, youmay goback
to the Main Screen, or go back to the last functional level that
“called” the screen that was fust displayed. From the Main Menu
you may then enter the number of any screen you wish to have
displayed.

GRF Colendor Operafors Monual 3



| If you happen to be in a record screen that has a “FUNCTION: l”

prompt, you can simply type “B” {which does not appear in the

list of functions available). The following prompt appears:
ENTER NEXT FUNCTION NUMBER:

Enter the number of the screen you wish to go to (ie. “150” for
Single Day Facility Review} and the system will take vou there.

About Records  Asstated above, the Calendar System is a data base which stores
records of calendar activities. It is helpful to visualize a record as
a mailbox, the screens used to interact with a record as paper
formsin the mailbox, and the fields on the screens as information
on the forms. The record (mailbox) doesn’t exist until you give it
an identification, called a “Unique [D”, When that happens the
record (mailbox) is automatically provided with at least one set
of blank forms (screens) ready to be filled out. See F igure 3 for an
lustration of the record and Unique 1D relationship.

ROCM AEEERVATIONS
FACILITY: NN
GCCR Seating: 1} I -
Capacily: &)
T Rete: 3) S
‘ ‘ FuncTion:
: SEECTFUNTTION wfinm ol 1 ge alur o] < ot o el o Al

! Unique I {Rgam Name)
i_Ynigque |0 {Record Mama} _|

Rracord [Mallbax) T

Sceeen (Fom) J’_-'

Flgura 3. Records And Unigue D3

4 ERF Calendar Operator's Manuo!



Concept

Koy Field

Dafa Field

GRF Calendar Ooerator’s Manual

The kinds of screens that are used with a record depend on the
type of record vou've created. Keep in mind that vou can create
virtually as many records as you wish, and can put as little or as
much information in them as you desire, The tremendous power
ofthe Calendar System is inits ability to take the information you
giveit, organize thatinformation, and provide reports thatcanbe
either printed out on paper, or displayed on the screen. As with
all data bases, the Calendar System allows you to add to, change,

~ delete, inquire about, and list or print records that have been

created.

Two unique characters, called a “Unigue [T}, must be used to
identify a facility or an area at Rossmoor in the Calendar System.
For example, the Gateway Clubhouse has a Unique ID of “GC”,
Rooms in facilities or smaller areas can then be designated by
other two additional characteridentificrs that can be an alphabet
character or a number, or a combination of both.

These Unique 1Ds are entered into Key Fields of screens that are
used to create a record, or they may be entered into Key Fields of

i otherscreens to access information about a record that is already

created. There are various ways to list facilities, rooms, and areas
if you are not familiar with the room designations.

In addition to the screens and menus that allow you to manipu-
late records, there are fields within the individual screens that are
used to enter data. Fields come in two flavors: Key Fields and
Data Fields. Cnce you've learned how to operate thern, the many
screens used to getaround the Calendar System become easier to
understand.

A Key Field is one which is usually at the top of the screen,
displayed in all capital letters, and does not have numbers next

 toit. The Key Field can be thought of as the place where you enter

an identificr for each record in the data base, or where an
identifier is displayed by the system when you are viewing an
informaticnal screen. Fach record type requires its own kind of

. identificr, which it will only accept from within the Key Field.

A Data Field is a field which allows you to enter your own
informatien, or change information already cntered into it A
Data Field usually has a number, a title, and a colon which

precedes it ... and looks something like this:
13) Res Type:



- Ofcourse, for every rule thereisan exception, and for something
as complexas a calendar there are many. 5o the general rule that
applies is this: if the system allows you to go to a field using the
RETURN key, allows you toenter your own information into it, and
doesn’t ask you to explain what you've just done after you press
~ the reTurN key again ... then you've probably just encountered a
Data Fieid.

How To Work | Once you have ¢ntered a screen, you can perform record-related

With Fieids operations in a Key Field or enter/ maodify information into the
Data Fields on that screen. The following paragraphs describe
how to work with fields.

Entering Information Into Data Fields

Ityouarcin the Data Field mode during and the “Add" function
1s active, each time you press the rETURN key the cursor will ad-
vance to the next field available for data entry. That field will be
hilighted to indicate that it is ready to receive input from the
keyboard. When you've finished entering information (or
changing what is already there), press the RETURN key again to
advance to the next data field. If youarein the “Redo” mode you
will be returned to the “Redo” prompt after making a change to
a ficld.

If you do not want to enter anything into the presently activated
Data Field, or youwant to leave it blank, sim ply press the ReTURN
key and the cursor will advance to the next Data Field.

Redo Prompt
Insome screens when the RETURN key is pressed after a Data Field

| hasbecn changed a “Redo” prompt{shownbelow} is displayed.
ENTER FIELD NUMBER TO RECC m

This prompt gives you the opportunity to change, or rede
+ something in one of the Data Fields on a screen. Simply enter the
number of the Data Field you wish to modify and the cursor will
be set to the Data Field desired.

If you want to leave the screen you are on, simply leave the
“Redo” field blank and press the RFTURN key,

Entering Information Into Key Fields

When you first enter a screen the cursor is normally automati-
cally positioned at the Key Field for that screen. Remember that
the Key Ficld typically requires that you enter the name of a
record or “Unique ID” before you can gain access to a teport

GfF Catendar Operator's Manual
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screen or Data Fields. This is because the record which contains
the information requested must be retrieved from the systemn
using that name. To enter something into a Key Field, simply
type the desired characters from the keyboard and press the

. RETURN key. If the record is not found, or something is not

understood by the system, you may see the following prompt:
RECORD NOT FOUND - HIT <ANY KEY>

At that prompt, simply press any key on the kevboard to release
the prompt. You can then enter the name of another record if you
wish.

Escaping A Screen With The Key Field

It the cursor is on a Key Field, and you dont want to be in that
screen, you may escape back to where you came from (or the next
higher functional level) by simply leaving the Key Ficld blank
and pressing the RETURN key.

Changes to records are made through a variety of means that are
appropriateto the screens that display them. Special prompts are
shown that allow you to add to, chan ge, delete, inquire about,
and list or print records. Keyboard commands are also available
at any time to change information in fields of a record.

Normaily when you have finished making changes to an existin g
record and exit that record the changes made are automaticaily
saved. There are various ways of leaving ascreen, such as leaving
a “Redo” field or Key Tield blank and pressing the reTimy key.
Generally leaving a “Redo” field blank indicates to the system
that you are finished making changes and are satisfied with the
contents of the screen. [t is at this point that new records, or
changes to records are placed in the data base.

If you do not want the system to record the chan gesyou'vemade
to a record enter an exclamation mark (1) on the kevboard at any
time. That will negate anything you've done up to that pointand
take you immediately back to the next highest functional level, or
the last screen where you came from.

Some records only require very simple interaction, while others
require more information from the user. Prompts will be dis-
played on the screen (usually in hilighted or inverse video) when
they are necessary for you to provide more detailed information

to the system. Such a prompt may appear as follows:
PRINT WORK ORDER WHEN ADDED?



| Mosttimesentering capital “Y” (for Yes) and capital "N* {for No)
is all the system nceds. Sometimes a letter from a short menu
needs to be entered.

Some screens that are used for displaying information in tabular
or graphic form have the following prompt at the bottom of the

screern:
Enter <Psreviqus page, <N-ext page or <S»inp:

Entering “P” will display the previous page of information, and
entering “N” will display the next page, as if you are moving the
screen along a continuous roll of paper. Entering “5” will allow
you to skip toany particular piece of information to be shown in
the top display slot. For example, if you are locking at a list of
rooms that have appointments and you want to compare two
rooms with each other, you “Stop” the dispiay, enter the room
name you want to view, and it will appear at the top of the
display. The other rooms in the display will be moved down the
list,

funciions | A “Function” sub-menu is displayed at the bottom part of some

screens. [t appears as follows:
FUNCTION: B
SELECT FUNCTION: <A»dd <C-hange <D-elete <I=nquiry <L=ist <X=auto

These functions affect the record you are in, and are accessed by
entering the letter contained in the brackets. The fol lowing table
explains the functions.

Add Prepares you to enter data into fields on
the screen, until the “Redo” prompt.

Change  Prepares you to specify a previously
made record which you may make
changesto. You must first entera Unique
1D in a Key Field to display the existing
record. Then select field numbers using
the “Redo” prompt, which will allow
you to type into the record ficlds. Press-
ing the RETURN key at an empty “Redo”
prompt will then place the changed
record back into the data base,

Delete  The cursor will automatically go to the
Kcy Field of the screen. Enter the Unique
ID of the record you want to delete. The
follewing prompt will appear if the
record exists in the data base:

GRF Calendar Operator's Manuat
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DELETE THIS RECORD? - ENTER «<Y> OR <ANY KEY»

You must enter a capital “Y” to delete
the record, otherwise any other key will
cause the system to ignore the delete
command.

quiry  This function allows you to enter a
Unique ID and the record for that key
will be displayed on the screen.

List Automatically prints a hard copy re-
port.
Auta Allows you to continue the function se-

lected without having to repeatedly en-
ter the command on the keyboard. In
other words, it assumes that you wish
the function to continue “autematically”.
When this function is invoked the fol-
lowing prompt will appear:

AUTO MODE: HIT <RETURN> FCR FUNGTION

See Figure 4 fora detailed explanation of
the Auto mode.

Logging into the system is very simple. Perform the following
procedure:

1} type:  Hello {your name]. COMREL.ROSS

2) press the RETURN key

3)select from menu: MANOR RECORDS/PUBLIC SAFETY/CALENDAR
4)select from menu: CALENDAR

Operation of the Calendar System can be broken down into four
major activities: 1) single calendar appointments 2) multiple
calendar appointments, and 3) calendar inquiries, and 4) reser-
vations. Screens are functionally linked together 1o form an
overall view of data. Tor instance, Screen 110 - Maintain Weekly
Calendar essentially provides a “week-at-a-glance” function for
all data inputed to Screen 111 - Maintain Single Day.
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FuncTioN: l
SELECT FUNCTION: <Aszd

=Lrhange 0 eta <lsnminry Laig <X auls

y | Enter *X" to select
"Auto' Mode

v

FUNCTION; B

SELECT FUMCTION: <Audd =Gzhinge «Cclule <l=niaing <L st

Enter the |etter cormasponding to the function you wish to automatically
repeat. The cursor will go to the Key Field for the screen, and the
Frompt below will appear.

AUTO WO

. HIT <RETUBY> FOR FUMGTION

Leave Key Field blank

and prass RETURN key. leave "Auto"

funecticn
selected?

RETLIHM

Continue using the Key Field to recall records. Follow the prompts at
—| the bottom of the screen to continue aperating in the screen. Use the
"Redo” prompt to make changes desired in the screen.

Leave "Redc™ Field blank
and press RETURM key.

RETLIRN

Want to
leave "Reda"
prompt?

MNo Yeos

Figure 4. Auto Mode Operation
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| Creation of a calendar involves several steps, which are per-
" formed by Inputing data into screens that accommodate an
orderly flow of information between records. Calendars are
created as single calendar appointments or as multipie (batch}
appointments. Reservations for rooms and /or facilities can then
be made for the rooms defined.

Single Calendor | Single calendar appointments are those which only require that

Appointments the name of an event is matched to a specific date and place for
that event. Recurring meetings or regularly scheduled activities
are handled by the multiple appointments screens. Some sched-
uling priorities will have an effect on individual days and
facilities. Where such priorities (such as holidays or regularly
scheduled meetings in the same facility room) are in conflict, the
system will prompt you about themn, Sereens associated with the
single calendar appointment creation process are the following:

110 Maintain Weekly Calendar
Provides a “Week-At-A-Glance” ability
to mark up to 12 separate appointments
per day for seven days at a time.

111 Maintain Single Day
Allowsyou toinputa detailed schedule of
events for a single day.

120 Maintain Department/Facility/Room
Creates the record for a room or facility.
This is where information concerning the
capacities, price for services, and com-
ments /descriptions about a facility or
room is initially entered. A room or facil-
ity must be added here before appoint-
ments can be made for it. Note that an
individual person cancreate a calendarby
simply making their own four character
Unigue ID.

121 Maintain Organization Master
Allows you to easily add a new organiza-
tion and its description into the system.

maddition to the three main menus for creating single calendars
there are several submenus that are displayed at appropriate
times, suchasthe Calendar Options menu, Figtre5is aflowchart
which describes the interconnections between the single calen-
. dar appointment screens and how to use them.

GRF Calendar Operator's Manual 11
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exist?

exist?

-

Yes | Go To SCREEN 121

Enter the name of the new
organization and a description of
their activities. Exit when finished.

Go To SCREEN 120
Enter the name of the new
calendar book, You cannct use
mere than 4 characters, Fill in other
information needed to descrice the
facility. Exit when finished.

Want to Wart to Finished with
create a single MNo create waakly Single Calendar
tay appoint- appoint- Appointments
ment? ments?

50 To SCREEN 111 Go To B3CREEN 110
Enter facility Header ID Entar facility Header 1D
into inderlm screen, as into interim screen, as
wall as date you wish wall as starting dats
1o view, you wish to view.

[‘ RETURM ; ! RETUAM |

Y

SCREEN 111
Enter details of the

aevents for single day,
Exit when finished.

SCREEN 110

Enter events into Hrna
slots for days listed.
Exit whan finishad,

Y

CALENDAR OPTIONS SCREEN
Enter option desired.

Figure 5. Single Calendar Appointment Screens
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Muifiple Caolendar
Appoinfments

Recurring meetings orregularly scheduled activities are handled
by the multiple appointments screens. Single calendar appoint-
ments which only require that the name of an event is matched
toaspecificdate for that event, are handled by the single calendar
appointments screens. Scheduling priorities which will have an
effect on individual days and facilities are determined by the
multiple calendar appointment screens. Screens associated with
the multiple appointments creation process are the following:

180 Annual Batch Schedule Entry
Allows for entering multiple, recurring
appointments on a regular basis
throughout the year.

181 Batch Schedule Master Listing
Prints the schedule definition records
from the Annual Batch Schedule Entry
(Screen 180) which have not been de
leted.

180 Haliday Entry Moduls
Used in conjunction with Screen 180 to
limit the automatic appointment gen-
eration function.

Inaddition to the three main merus for creating multiplecaiendars
there are several submenus that are displayed at appropriate
times, such as the Calendar Optonsmenu. Figure 6is a lowchart
which describes the interconnections between the multiple cal-
endar appointment screens and how to use them.

Scheduling Events
The scheduling of events is done in several steps, which are
summarized as follows:

1) Specify the event information in Screen
180.

2] Activate 182 to apply the event(s) to the
calendar.

3 Enter or reschedule any conflicts that
arise.

4) Fill put a Reservation Master Screen-170

to create a master "template” for the
event. It would be a good idea to note
any exception appointments in the com-
ments fields.

GfeF Colengar Operators Monuor 13
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50 To SCREEN 120
Enter the nams of the new
calendar book, Do not use mare
than 4 characters. Fill in other in-
formation needed to describe the
facility. Exit when finished.

Are

Yes

Want to

) Finished with
create multiple

holidays already
programmed?

Muttiple Calendar
Appointments

I

appoint-
ments?

Go  SCREEN 130

Eniter the haliday name

into Data Field 1, then
when GRF is closed into
Data Field 2 {"Y"=Yes,
"W'=Noj}. Exit when finished.

A prompt will ask if you wish
to clear holidays from a calen-
dar year. If you respond with
"Yes", you will then bs asked
for the year to be cleared. Any
other answer bypasses the
function.

Ge To SCREEN 180
1. Enter the narne of the appointment or
typs of activity into the “APPOINTMENT"
Key Field. This name will appear in the
time slots on Scresn 110.
2. Fillin Data Fields for Appointment Data,
Sehedule Rangs, and Method. For rmaetings
that occur, for example, every Monday and
Thursday, two screens must be created at
7 day intsrvals starting on ths first two meet-
ing days.
Assign a priotity from 1 to 89 into the
"10) Priority" Data Field
4, Exit when finished,

3

Want to

Select Option 182

automatically
creata multiple
appoint-
ments?

No

Figure 8. Multiple Calendar Appointment Screens
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| Specifying Events
~ The "Annual Batch Schedule Entry Screen - 180" allows you to
specify one of two kinds of events to be reserved; Standing or
| One-Time. Anexample of astanding reservation is a Bridge Club
meeting that occurs at Facility "AA", room "BB", the first Friday
of each month. Screen 180 is used to create a "specification” for
such a standing reservation, although it does not actually place
the reservation on the calendar. You must set a priority for the
reservation, which is used by the system to indicate whether the
i eventis to be scheduled first, in case of conflicts.

Applying Appointments and Rescheduling Conflicts

When you have specified the event to your satisfaction, activate
the "Batch Schedule Process- 182" function. The system will then
make entries into the calendar for the event, placing reservations
according to the time cycles (such as "first Friday of each month™)
requested. Any conflicts will show up on the printed "Batch
Schedule Process- 182" report. If, for example, the Bridge Club
- can't use facility "AA", room "BB" on a specific Friday, because
the room is taken, then the meeting for the club can be changed
toanother room using the Single Calendar Appointments screens
(110 or 111} as appropriate. If the system has successfully man-
aged to enter most or all of the reservations you specify the
“Scheduied" field on Screen 180 will show a "Y' This means that
you can access the calendar directly through Screens 110 or 111
to see those reservations.

Set Up Reservation Master

If a master template has not been created for the event, you must
use Screen 170 to create a reservations master, The reservation
master for the event should be scheduled for the first of the
recurring appointments of the event. A good idea is to fill out all
of the billing information on Screen 170 and print the reserva-
tion. However you proceed, i.e. having the resident come in and
fill out a Screen 170 first, or creating the Screen 180 standinyg
reservation first—you MUST make sure that the "Appointment”
field is exactly the same as the one in the Screen 170 reservation,
Thisisbecauseitis the "Room”, "Time” and "Appointment” fields
whichare used to link the calendar appointments to the reserva-
tion master in Screen 170. Screen 170 will assist in this task by
displaying the date, time, room, and appointment from the
calendar.

Delete Unscheduled Events

Note that Screen 180 entries are temporary. At the end of the

Screen 180 process you will receive a prompt which asks if vou
want to delete all completely scheduled appointments. When

GRF Calendar Operator’s Manual 15
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Calendar inquiries

Reservalions

you answer "Y"cs to this prompt, all of the master events tem-

| plates will be deloted if they have a "Y" in the "Scheduled” field.

In other words, if the appointments for the event have already
been scheduled or applied, the system indicates this now with

. the "Y" because they are no longer needed.

Screens 150, 155, 160 and 165 are Inquiry screens which are used
to display a broad view of the appointments made in the Calen-
darSystem. Any appointments made in a room orarea of a sin gle
facility may be viewed in a graphic, tabular form using Screens
150 and 155, Screen 155 is similar to Screen 150, except that it
allows you to view activitics in all facilities for a given day.
Screen 160 shows a graphic of the appointments in all rooms or
areas throughout the GRF facilitics for an entire month. Screen
165 shows a graphic of appointments in all rooms or areas for
times of a specificday. Ttis used to easily find the next available
appointment time for an activity without the need to manuaily
search through the various screens in the system. These screens
are for nquiry purposecs only (changes to schedules cannot be
made through these screens). Figure 7 is a flowchart which
describes how to use the calendar inquiry screens.

When a resident comes into the office to schedule an event in one
of the GRF facilities, it is most likely that Screen 170 - Reserva-
tions Entry /Maintenance, and 171 - Reservations Inquiry /Qualify
(and listing) will be used. The Reservations screen accepts infor-
mation regarding the host of the event and other details concern-
ing expenditures, as well as providing access to all calendar
operations.

- The Calendar system tracks both single and standing reserva-

tions through Screen 170 - Rescrvations Entry /Maintenance.
Note that entries to the Calendar (made through Screen 110 or
111, or scheduled in batches using the Screen 180,182 process)
contain only a small fraction of the data contained in Screen 170,
Theretore, the basic reservation struchire — date, time, facility,
and appointment —is used for one-time reservations. Similarly,
standing reservations have many Calendar appointments which
telate to one reservation master event {usually the master is

. entered for the first occurance of the eventappointment), and the

many appointments in the Calendar file for a particular event
share the basic reservation structure — time, facility, and ap-
pointment — with the reservation master.

GRF Calendor Operator's Monual



START

see how up to

ten rooms are No

see how up to
tan rooms are

used in ons fagi-
lity for one
day?

* Yes

used in one faci-
lity for one

For more choices)
g0 te Figura 7B.

manth?

Yes

Go To SCREEN 150

1. Enter the Header ID of the facility
in the "FACILITY" Key Field. The
Header ID must be of an already

existing facility.

2. Enter the date you wish to view
in the "DATE" Key Field,

3. The areas or rooms for the facility
will be displayed on the far left side of
the screen. Appointments will be
represented by a hilighted box
between the hours shown at the top
of the screen, If an end time is unknown
it will be represented by a dashed
line with an arrow at the end of it.

4. Enter "P" to see previous rooms and
"N" o see the next screen of rooms.

3. Entering "5" will cause a "Redo" prompt
1o appear. Erter the characters for any
room in the facility for a comparison of
rocm Uusage.

&. Exit when finished.

Go To SCREEN 160

1. Enter the Header ID of the facility
inthe "FACILITY" Key Field. The
Header ID must be of an already
existing facility.

2. Enter the date you wish to view
in the "DATE" Kay Fisld.

3. The areas or rooms for all facilities
will be displayed on the far right side of
the screen. Appointments will be
represented by a hilighted box
under the days shown at the top
of the sereen. [f anend time is unknown
it will be represented by a dashed
line with an arrow at the end of it.

4. Enter "P" to see previous rooms and
N 1o see the next screen of rooms.

3. Enfering "S" will cause a "Reda" prompt
to appear. Enter the characters for any
reom in the GRF complex for a compar-
ison of building and areas usage.

6. Exit when finished.

A

Figure 7A. Calendar Inquiry Screens - 150 & 160

SR Calendar Coergtor's Manuo
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[ From Figure 74 ]

Y

Want to
see how all
roums in all faci-

Want

lities are used in
ane day?

* Yeg

2,

5.

Go To SCREEN 155
1.

Enter the date your wish to view

in the "DATE" Key Field.

The areas or rooms for the facility

will be displayed on the far left side of
the acreen. Appointrments will be
represented by a hilighted box

between the hours shown at the top

of the screen. If an end time is unknown
it will be represented by a dashed

line with an arrow at the end of it,

. Enter "P* to see previous rooms and

"N" to zee the next screen of rooms.

- Entering "$" will cause the display to stop.

You can then enter a new date, or exit
the screan.

Exit whsn finished.

the system o Finished with
find the next Facility use
available room inguiry.
and time for

'

Go To SCREEN 185

1. Fill out the parameters you are interested
in for & search. For instance, if you just
want to know how many areas are open
at 10:00 a.m. on a particular date, simply
enter the dats into the "Date" field, then
1000 into the "Time” fisld. This repre-
sents the beginning of a 4-hour peried.

2. After you've finished entering search

parameters, enter "L" o st

3. The areas or rooms for all facilities which
mateh the search parameters will be
dispiayed on the far right side of
the screen. The cortents of an appaint-
ment field which occupies the time pericd
will be displayed.

4. Enter "P" to see previous rooms and

"N* to see the next screen of rooms.

5. Entering 3" will cause the display to stop.

You can then enter new search para-
metersorexit the screen.
8. &xit when finished.

Figure 7B. Calendar Inquiry Screens - 155 & 165
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Searching Through Reservation Data With Screen 171

Screen 171 - Reservations Inquiry /Qualify is a powerful tool you
can use to locate entries that have been made in the reservations
. master file {Screen 170). Screen 171 provides special search
features that allow you to make inquiries to the system and have
it report useful information... even if you don't know exactly
what you're looking for! "What kind of magic is this?", youmight
be tempted to ask, if you don't already know about database
- querying commands.

Screen 171 Search Commands

Each of the fields in Screen 171 allows you to enter commands
that make the system look for information in such a manner that
It can report back a list of possible choices that "qualify” for the
characteristics of search commands you give the system. These
search commands can be combined together to affect only one
field, or used with combinations of ficlds. The search commands
used with Screcn 171 are listed below:

@ Used as a "wild card" symbol

: Used to specify ranges of a search

, Used to mean "and” in a list of search
commancs

+ Used to mean "or" in a list of search
cormmands

- Used to indicate "not" in a list of search

commands

The "@" is a "wild card” symbol used at the end of a character
string in a field. This means to the system: "Look for any word in
- the database which starts with ...". For example, entering "RO@"
would cause the system to return records containing "Robert",
"Rosamooer”, and "Wild Rose”.

The ™" is used to cstablish ranges of values. The string of
characters must contain the same number of letters or numbers
oneithersideofthe ™" symbol. Forexample, "1:25" and "Bob:Ba Ty
are invalid, but "050:200", "Bob@:-Bar@" and "A@: Z@" are all valid
commands. If a range of letters is desired for search, this means
to the system: "Look forany range of letters in the database which
start with the letters ... and end with the letters ...". If a range of
numbers is desired for search, this means to the system: "Look for
any range of numbers in the database between the number ... and
the number ...".

GRE Calendar Coerator's Moo 19
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The","is used ina character string within a field to indicate "and"
in a specific text for scarch. This is how words for search are

- strung together, each separated by a *," to indicate you want the
. $ystem to search for records which contain all of the values. This

means to the system: "Look in the database for the word (or
number}...". For example, entering "Golden,Rain" would return
a record which contains "Golden Rain", but entering
"Gelden,Rain,Road" would not return the record "Golder Rain"
becausc the word "Road"” is not in the database for that field.

NOTE: In the Calendar screens, a space between words is inter-

| preted by the system as a “,-and” character. Therefore the entry

of "Golden Rain"is interpreted exactly the same as "Golden, Rain"
in the search field by the system. Also note that the order of the
words dosen't matter: "Rain,Golden” would also work.

The "+"is also used in a character string within a field to indicate
specific text for search. However, it will return any record which
contains one or more of the items in the list. For example, enterin o)
"Golden+Rain+Road" means to the system: "Look in the data-
base for all records with "Golden" or "Rain” or "Road" in the

| search field",

The "-" means that a record should be disregarded if it contains
the string following the symbol. For example, entering "Golden-
Road” means to the system: "Look in the database for all records
with "Golden" in them, but disregard any which also contain the
word "Road” in the search field”. Far example, "Golden Drive”
would qualify for this particular search, while "Golden Rain
Road” would not qualify.

+ Combining Search Commands

As indicated in the "." examples above, it is possible to comhbine
the search command symbols to perform complicated searches.
One thing to note is that the words "and™ and "or" can be used in
the place of the symbols " and "+, respectively. An example of
how powerful the combination of search commands can be is the
following:

"A@N@+WA-D@F@" means to the system:

"Tind all records containing words starting with the letter A
through N, OR starting with letter W, but NOT starting with
letter I through F' ... Whew!1!!

ERF Calendor Operafor's Manuol



Tofurtherillustrate this point, assume that there are three entries
in the Reservation master, and that the Organization ficld con-
tains the following values:

1. Rotary Club of Walnut Creek
2. Rotary Club of Rossmoor
3. Rossmoor Lawn Bowling Club

This Cammand Finds These Records:
Rotary land 2

Rossmoor 2and 3

Rossmoor Rotary 2 only

Cluk 1,2, and 3

R& 1,2, and 3
Walnut,Lawn None
Walnut+-Lawn land 3

Wea:. 7@ 1 only

Lawn Bowling 3 only

How To Operate | Nonmal operations of the Calendar System consist of: 1) data
The Calendar  configuration 2) daily aperation, and 3) housekeeping,
System

Data Configuration | Data configuration is comprised of the following activities:
U Defining the facilities and their users (Screens
120 and 121)
U Programming holidays (Screen 190)
U Defining recurring appointments (Screen 180)
Creating event cycle specifications
Applying event cycles to a calendar
(learing up conflicts in a schedule
1 Setting up work orders {Screen 195)

Daily Cperation Daily Operation is comprised of the following activities:
O Creating/reviewing single calendar appoint-
ments (Screens 110 & 111)
' Reviewing facility use {(Screens 150, 155, 160 &
165)
O Creating reservations (Screens 170}
Entering new reservations
Printing reservations
Creating automatic work orders
0O Alerting the Rossmoor Newsletter about an
activity (function 185)
U Requesting listings and reports

GRF Calendor Operator's Monual 21



Housekeeping | llousekeeping is comprised of the following activities:

: O Cleaning up the data, such as deleting com-
pleted reservations, 180 specifications, and past
appointments.

L Inttializing annual data

Description Of | The following section shows how each screen in the Calendar

Screens | System appears, along with a table which describes the major
elements on the screen. Additional notes concerning the opera-
tion of a screen are included as necessary.
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Screens And Tables
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FUNCTIOM: CHAMGE INFOCOMP SYSTEMS
CALEMDAR  HADULE

SUMDAY MOMDAY TUESDAY WEDMESCOHY  THURSDAY FRIDAY SATURDAY
AH c01-082 AM (13-

ENTER FIELD NUMBER TO REDO [

Screen 110. Maintain Weekly Calendar

# Label Parameters Description

1 Date Sunday-Saturday Headings across the screen show the day and date for each
appointment slat. If this date is a holiday the date header will
be hilighted.

2 Appointment Up to 10 Charactars A ten character description of the appointment can be

antered into any Appointment Slot field. Entering an aster-
isks (*} or a space in the first character of an appointment
field will cause the field to dim, indicating that a tentative
appaintmert has besn made in that time slot. The contents
of an appointment slot can be used to look up a record in
Screen 121 - Qrganization Master. If the organization is not
in the systam you will see a prompt telling you so.

3 App. Slot# AMPM fxx-wx) Each day has 12 appeintment slots: 6 in the marning (AM)
and & in the evening (PM). The number of a siot is labled in
the parenthesis with either AM or PM,

4  Slot # g2 This is shown as an example of the Appaintment Slat
rnumbering systemn. The first slot of the six under tha “Pi
{79-B4)" heading is number 78, and the last ons is number
B4,

24 GRF Calendar Operator's Manual



5 Start 00:00 - 23:59

& End 0000 - 23:59

7 Comment Up to 40 Characters

ERF Colendar Qperator's Monual

A 24 hour clock numbering convention is used. The allow-
able numbers are “00:007 (12:00 AM) to “23:59” {11:58 PM).
An "unknown" time is indicated by the number “25:00". The
start time must not overlap with the end time, atherwise the
appointment will be rejected.

A 24 hour clock numbering convention is used (see Start
above). The end time must always be after a start time. If
an “unknown” time {25:00) is at the start of a time slot, it
must be followed by an "unknown™ as the end time. Other-
wise, any valid starting time can be followed by “25:00" 1o
indicate that the and time is undetermined. Far example, if a
meeting starts at 2:00 M and will go the rest of the day,
“25:00" is used to indicate this.

Any comment which helps to describe the purpose or nature
of an appointment can bs made in thiz field.

25



FUNMCTION: CHRMGE INFOCOMP 3YSTEMS
CALENDAR MOOULE SINGLE DAY DETAIL

TUESDRY 0E/07.231)

AN Appointments Strt - End Conment
13 AFFOINTMNT 0800 - 0910 SPECIAL IMTEREST ASSCCIATION MEETINMG
23 500 - ZE0p

37 Z500 - ZE00

43 ZEQ0 - 2500

E) ZL00 - ZEA0

EX 2500 - 2500
FM Appointments Strt - End Commen t

T 2500 - 2500

2 ZE00 - 2500

= 2500 - 2500

103 Z500 - 250

112 2500 - 2500

123 2=00 - 2500

ENTER FIELD WUMBER TO REDO i

Screen 111. Maintain Single Day

# Label Parameters Description
Date Sunday-Saturday Headings across the screen show the day and date for each
appainiment stot. |If this date is a holiday the date header will
be hilighted,
1-8 Appointmant Up to 10 Characters A ten character description of the appointment can be

entered into any Appointmant Slot field,

Sirt 0000 - 2353 A 24 hour clock numbering convention is used. Tha allow-
able numbers are “00:00" {(12:00 AM) to “23:55° {11:59 PN,
An "unknown” time is indicated by the number “25:00", The
start time must not overlap with the end time, otherwise ths
appeintment will be rejectad.

Erd (000 - 23:59 A 24 hour clock numbering convention is used (sea Start
above). The end time must always be after a start time, |f
an “unknown™ time (25:00) is at the start of a time siot, it
must be followed by an “unknown” as the end time. Othar-
wise, any valid starting time can be followed by "25.007 to
ndicate that the end time is undetermined. For example, if &
meefing starts at 2:00 PM and will go the rest of the day,
“25:00" is used to indicate this.

Cormment Up to 40 Characters Any comment which helps to describe the PUMROSE ar nature
uf an appointment can be made in this field.

26 GRF Cofendar Operotor's Monuat



GOLDEN RAIN FOUNDATION
CHLEMDAR  HOOULE
CL1Z0 - MAINTAIM DEPARTMEMT./ROOMAFACILITY

ROOMAFACILITY ID:
12 DESCRIPTION:

Guect Capacities: 23 Saated:

FUMCTIOH: K
SELECY FLMCTION! <R =

Basic Room Charges:

Conlents 2

3) Standing:
4> Dining:

E) Setup:
By  Kitchen:
7Y Equipment :

g2

LEXngQuiry TLrist dEn

Screen 120. Maintain Department/Room/Facility

# Label Parameters Description

RoomFacility 4 Characters The four character name of a calendar book for depart-

o ments or facilities is entered in this field. The first two
charactars of the ID must correspond to a facility or depart-
ment which has been previously entered in a Calendar file.

1  Deseaiiption 40 Characters This field s used to describe the department or facility
2  Guest Seated Enter the number of people who can ba

Capacities segted in the area in this fieid.

2 Standing Enter the number of people who can be standing, while
tthers ara seated in the area in this field.

4 Dining Enter the number of people who can be dining in the area in
this field

5 Basic Room Setup Enter the dollar armount required to configurs

Charges the area for guests it this fisld.

3] Kitchen Enter the dallar amount required to use the kitchsn for the
area in this field.

7 Equipment Enter the dollar amount required to use the eguipment in the
area in this fiald.,

B Comments 40 Characters Enter comments about the department, raom, or facility into

ERF Calandar Operator's Manuo

this figld.
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GOLDEM RAIN FOUMDATION
CALEMDAR MODULE
CL1Z1 - MAINTAIN ORGANIZATIONS

CRGAMIZATION IO
1 Description:

SIlxnguiry L=

Screen 121. Maintain Organization Master

# Label Parameters Dascriptlon
ORGANIZATION 12 Characiers Name of the organization to bs added, changed, deleted,
D inquired about, ar listed,
1 Dascription 40 Characters This figld is used to describe the orgarization when the Add
or Changa functions are selected,
28
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FUNCTION:

A.M

1201
202
303
“OF
EIR
E)5
T
g2
=)
102

?*****I—****
?**********

CHRANGE

FRACILITY: GC

FREA =6 #* 7 # 8 * S % 10% 11% (24 1 k2 %3 % %5 k6 T %8 %9 & 10% 114
A et —— s = S i e e b o — i i i — — S Ao S e e 3

+Hll+« o+ o &
s * ¥ *
* e
*  ow &k Fm
A T
o ® ®
" %k &
* £ % ok om
o ok ok sk *
* ok w0 ok

I R e Lo e e e Ty Ly S L S A S

Enter {Pireviocus page, <N*ext page or iSxtopt _

GOLDEN RAIM FOUMDATION
CALENDAR SYSTEM
CL1S0 - FACILITY REUIEN

GATEWAY CLUBHOUSE DATE: 020790
F.H

¥ E FFE % X E ¥
EF XXX 24 £ %%
FEFEFELXF %
* EE K EEF ¥ %=
FEXTEEEEXEFTEX
FREEFEEEFES
* E XL ¥ K ¥ X E
XFXFEELETXFF
FEXT X EFXREE LR
*EFEEEEFE XX
FEEEEEEE XS
EFFEL X FEEFE R

# Label

1- Areg

(M)

{(=—>]

Fagility

NAME

Date

Screen 150. Single Day Facility Review

Parameters

Area or Room

Hilighted Block

Arraw

Two Characters

Up te 20 Characters

MM-DD-YY

AM/PM.

GRF Calendar Operator’s Manuaf

Description

This portion of the screen shows the area or rcomin a
facility where an activity will be held. The first two characters
of each facility represent the “Header ID" ({see item 4 of this
table), while the last two sharacters represent the actual
room or area. In this exampls, all areas and rooms are part
of tha “Gateway Clubhouse".

Lised to represent that an appointment takes place within the
hour indicated.

Used to represent that an unknown time completes an
appointment entry.

A two-character Header ID used to describe the name of a
facility. In this case, “Gateway Clubhouse™ is represented by
"GC

Full name of the facility.

This field shows the date of the appointment.

The time slots are shown in this area. The asterisks (*) are
only used te to provide a column for the screen display. All

appomtments, and portions of appointments are shown
within a hilighted hour time sfot.
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FUNCTION: IMGQUIRY GOLDEM RAIN FOUNDATION
CALENDRR SYSTEM
CL1EE - ALL FRCILITY DARILY REVIEM
DRTE: 09+15.-9z2
A.M. F.f.
ARER #=6 * T + 8 # 9 % (0% 11% {1Z% 1 *Z k32 kY kb RE T k5 kT % 10k {1
e i e e — = e — e — — i — S e s = S — — o e — e s — e o
RE % * * % * * B * #* & * * * * % * * ® *
DSFR****#**************
CEE1 » * * * * » & * * * #* * * * * * e * ®
CSGZ************m******
ESHG******m**********m*
P R
CSHE # * H * # w * * e * #* # * #* 4 * EH * ™
DCEi*****m*mm*******m**
OCCz =+ & e * e * e W # #* * *# * * * #* *# * *
DECS**********a:****m***
au—-—a-——*-—-*——-m-——*-—-m——-—ao-——a-—-m—--m-——*--—m——-a-—-—*———*-——a-—-m-——*
Enter {PXrevious page, <{Mdext page o <5xtop: _
Screen 155. All Facility Daily Review
# Labei Parameters Description

Area Area or Room This portion of the sereen shows the area or room in a
facility where an activity will be held. The first two characters
of each factlity represent the *Header ID”, while the last two
characters represent the actual reom or area. |n this ex-
ample, all areas and rooms are part of the “Gateway Club-
house".

{i) Hilighted Block Used to represent that an appointment takes
place within the hour indicated,

= —=) Arrow Used to represent that an unkrown time
complates an appointment entry,

MAME Up to 20 Characters Full nama of the facility.

Date MM-DD-YY This field shows ths date of the appointments,

X AMPM. The time slots are shown in this area, The astetisks ("} are
only used to to provide a column for the sereen display. All
appointmants, and portions of appaintrments are shown
within a hifighted hour time slot.
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FUNCTION:= CHANGE GOLGEN EAIN FOUMDATION
CALEMDAR SYSTEM

CL160 = MONTHLY FACILITY REVIEM
FRCILITY: GC

135C01
2GR
SACECO3
4 »GCF
S GCR
EJGCE
T

82

Q32
102

1 23456
AREA W T FSsH

g

— -

1
gEant za
HTFSsSH

GATEMAY CLUBHOUSE DATE: 0£30
o

Y567
THTF

Z ]
250 4 E a2 1
£SS5H F S T F

= = L

1 23 6T 819
THUT EMTU

Erter {Pirevious page, <{Mrext page or {5>top: -

Secreen 160. Monthly Facility Review

# Label Parameters Description
1- Area Area or Foom This portion of the screen shows the area or raom in a
10 facility where an activity wili be held. The first two characters
of each facility repressnt the “Header ID" {see itam 4 of this
table), while the |ast two characters represent the actual
room or area. it this example, all areas and rooms are part
of the “Gateway Clubhouse”.
(I} Hilighted Block Used fo represent that an appointment takes place within the
day indicated,
Facility Two Characters A two-character Headsr ID used to describe the narme of a
facility. In this case, “Gateway Clubhouse™ is represented by
G,
NAME Up to 20 Characters Fult name of the facility.
Date MR-y This field shows the date of the appointment.
Date/Day XE&EMTW, ete, The date is shown in the top two lines of this portian of the

GRE Calendor Coerctor's Manua

display and the day is showr on the bottom line of this
portion,




GOLDEN RAIN FOUMODATION
CL16S—HEXT AVARILAELE APFT INQUIRY

12 Search from date: 09/15-1997
ZiTime Hindow Start: [ERN

3} Facility Header:

YAt tend — S=ated:
SoAttend — Standing:
EJAttend — Rssembly:

Screen 165. Next Available Appointment Inquiry (Search Parameters)

Label Parameters

Search from date MM-DD-YY

Time Window 00:00 - 23:R5
Start

Facility Header Two Characters

Attend Seated;
Attand Standing

Attend Assembly

Description

Used to enter the date of the appointment ta search for.

A 24 hour clack numbering convention is used to tell the Bys-
tem when the appointment search starts.  The allowable
numbers are “00:00" {12:00 AM} fo “23:59" (11:59 Pr). An
“unknown” time is indicated by the number “25:00". The
start ime must not ovedap with the end time, otherwise the
appointment will be rejected.

A two-character Header ID used to describe the name of a
facility. In this case, “Gateway Clubhouse” is represented by
"GoT

Enter the number of people who can be seated in facility.

Enter tha number of people who can be starnding in facility.

Enter the number of people who can be present for an
assembly-lika meating in the facility,

GRF Calendar Operator's Manual



Fac

o CSFR
0z CSGi
0% CSGZ
04 CSMG
05 CSF

O CSUG
07 DCCH
08 OCCE
03 DCC3
10 DCCR
och

Z OCER
3 OCGR
4 DCIR
5 DCHc
E GCRS

DATE :

10wdZe1992
Facility De=zc

FRIEHAY ROOH

GYM MO.1

GYM HO. 2

MEM '3 GOLF ROOM
PRTID RRER
HIOMEM 5 GOLF ROCM
CARDROOM HO 1
CARDROOM MO 2
CAROROOM MO 32
CHEES ROOH

DEH

EISENHOWER ROOM
GARDEN ROOM

IVY ROCH

OOLLAR CLUBHOUSE MATN COMPL
ART STUDIO

A 12200 pm * 1:00 pm % 2100 pm *  3:00 P

¥ FFXFEELFEFEETEXEELE
TEEXEEEEEE RS
FEEEELLEEEERE AR
FEERELEEELEEL LS

Enter {Pirevious page, <N>ewxt paga, Mext <Date or <Srtop:

# Label

DATE

Screen 165. Next Available Appointment Inquiry {List Display)

Parameters

MM-DD-¥YYY

ERF Calendar Operafors Manuci

Description

Displays the date of the appointments searched for.
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GOLDEN RAIN FOUMDATION
CL170 - RESERVATION MASTER

1> DARTE: Organization:
Arriva; Clubhs Cmplesx:
Capart : RoomsAres:
Appt: 2 Eunt Typ:
Z)Host MHame: 4 Hme Phone:
Rddrass: 8¥th Phone:
TX 11 Phone:
B» Alt Host: Capacities—Seat:
82 EBill to: Ashl @
Address: Dina:
S)Expec ted Attend:
File: Fees—Ktcn:
103Rc=c Mems: 11 2 tcn: 1Z35atp: Skich: Setp:
132 Res Type: 1438011 1830 #: 16Eqip:
17T Caterer: Phr: 180thr:

FUNCTION: W
SELECT FUMCTIGH ;-

sIFiguiry CXE goto €

Sereen 170. Reservations Master

# Label Parameters Description
1 Date MM-DD-YYYY Key figld used to anter the date of the
raservation,
Arrive Arrival time on date of appaintment.
Depart Depariure time on date of appointment
Apnt This is filied in autormatically by the systern based upon the
information on Screent11.
2 Evwnt Typ Up to 40 Characters Enter a desctiption of the type of event to be held.
3  Host Name Up to 32 Characters Enter name of parson hasting the event.
Address Address of parson hosting the avent.
4  Hme Phone Enter home phone number of the person hosting the avent.
5 rh Phone Enter angthar phone number of person hosting the event.
& Al Host Enter name of a persan who can act as an alternate in case

the person hasting the event is not available.

7 Alt Phone Enter an aftermate phone number in case the person hosting
the avent is not available.

8 Billto Addrass Enter name of parson or organization to bill to.
Enter address of person or organization to bill io.
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10

11

12

13

14

15

16

17

18

19

Expected Attend

Ross News

Kicn

Satp

Res Type

Eill

WO #

Equip

Caterer

Othr

Comments

¥ ves, "N” no

" yas, "N no

" yeg, "N" no
Skich

Sord

¥ yes, "N" no

XXX,

™ yag, “N" ng

XXX XX

Up to 40 characters

ERF Calendor Coergtors Manua!

Enter the number of people expected to attend the evant.

This field is used to indicate whether the Ross News should
be notified of the avent,

This field fs used to indicate whether the facility has a
kitchen or nat,

This fiald is used to indicate if room setup will be required,
Indicate hare if a sketeh of the facility setup is available (Yes
or Me).

Indicate the type of reservation — "S"tanding or "O*ne-time.

This field indicates if the host person or organization is ta be
billed.

This field indicates the Wark Order Number for the evant,
Enter the cost to use equipment in the room.

This field is used to indicate if a caterar will be used, A 44
character field to tha right of the Caterer indicatar is used to
enter the nama of the caterar,

Enter other miscellaneuos costs in this field.

These twa fields are used to enter comments regarding the
event.
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11 Ho=t Hame:
22 Drganization!
3 RoomsFacility:
4 Event type:
5o Euvent Data:
BX Facility ID:
T2 Appointmant:?
8 )Resarvin type:

GOLDEN RAIN FOUMDATION
CL1T1-RESERVATICN QUALIFICATION

Z found

<nn> Rado, <L>ist, <{Erxit

“4.B5% of total 100.00% of priar

Thru

Screen 171. Reservations Inquiry/Qualify (Search Parameter Entry)

# Label

1 Host Mame

2  QOrganization

3 Room/Facility

4  Event Typa

5 Event Date

6 Facility ID

7 Appointment

B Reservin type
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Parameters

Up to 32 Characters

Up to 40 Charactars

Up to 40 Characters

Up to 2 Characters

Up to 40 Characters

SorQ

Description
Enter name of person to host everits. Entering "GAF" in this
field will fill in all informatian in Screen 170 up to the "Ex-
pected Attend” field.

Enter name of the organization qualified te sponsor events,

Enter nama of the facility and room for events.

Entar a description of the type of events being held.

Enter either a single date for an event ar a range of dates
using the "Thru" field,

Enter the two character Header 1D vsed to describe tha
name of the fagility.

Enter a brief description of the appointments made.

Indicate tha type of reservation — "S"anding or “0"ne-time.

GRE Calendar Opercrior's Monuerd



1 to

T of

1104

C=Chocze ore;

5=%top; R=Raverse; {RETURM»=continue

DatasAppt TimesTyp Rocm/Organization Host/Typ= of Event
01 01/06/1982 10:00 am PINE ROOM THOMAS .11 HOONEY
ROTARY STAMDING BOARD MEETIMG FRIOR TO REG COMMITTEE MEETIMGS
0Z 01,06,1992 12200 pm HILLSIDE DIAEBLG ROOM THOMAS WM.II HOOMEY
FOTARY STANDING ROTARY CLUB OF ROSSMOOR <1 SERVICE CLUB MEETIMNG
03 01 A13,1933 10:00 am FIME ROON THOMAS W.II MOOMEY
ROTRARY STHNDING EBQARD MEETING PRIOR TO REG COMMITTEE MEETINGS
4 01+413,1993 1Z:00 pm HILLSIDE DIABLO ROOM THOMAS W.IT MOOMEY
ROTRRY STANDIMNG ROTRRY CLUE OF ROSSMOOR <1 SERVICE CLUB MEETIMG
05 01#20-13992 10:00 am PINE ROOM THOMAS .11 HOOHEY
ROTARY STANDING BOARD MEETING PRICR TO REG COMMITTEE MEETINGS
06 01,20-1932 1200 pm HILLSIDE NIRELC RGOM THOMAS W.II MOONEY
ROTHRY STANDING ROTARY CLUB OF ROSSMOOR <1 SERVICE CLUB MEETIMG
07 01,27+1993 10:00 am FPINE ROOM THOMAS W.II MOOMEY
RUTFARY STANDING BOARD MEETING FRIOR TO REG COMMITTEE MEETINGS

# Label

End of list

When the reservation you want to see is shown, entara "G"
along with the line number next to the desired line at the next
prompt. You will be taken directly to the Reservation Master
Screen - 170 and all of the key fields for the chosen record
will be pre-loaded. Simply select a function {not add...) and
hit <RETURMN: at sach key field to accept the values dis-
played there, and the raservation mastsr will be loaded.

Screen 171. Reservations Inquiry/Qualify (List Display)

Parameters Description

Choose

Reversse Goes 1o the previous screan of the listing.
Stop Stops the listing.

GRF Cotendor Operalfor's Manta




Appointment 12
Schedule Within

Date Ranga: B0 To

FUNMCTION:
SELEZT F IMCTION: P>

APFOTHTHENT
Facility
Data: 2> Start

23 End

4> Comment

20 From

or 9} Schedule

Friority

GOLDEM RAIN FOUMDATION
CALEMOAR SYSTEH

Hethad: T2 Schedule svery
or &2 Scheduole every

ANMUAL BATCH SCHEDULIMG MOQOULE

day= starting om
day of each month
Clashdsy b nopbar af aach month

1123 Bcheduled?

# Label

APFPOINTMENT

1 Facility
2 Start
3 End

4 Comment

5 From

8 To

7 Schedule
B Schedule
9 Schedule
10 Priority

11 Scheduled?
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Screen 180. Annual Batch Scheduling Module

Parameters

Lip to 4 characters
MM-CO-YY
MM-DD-¥Y

Up to 40 characters

MM-DD-YY

MM-DD-YY

days starting

day of sach rmonth

{Weekday) numbar

1 -to-99

Ii\'fﬂ 'Dr HNH

Description

Key Field used to enter the name of the appointment or
event to be reguiarly held.

Enter the Linique 1D of the facility to be schedulad.
Enter the starting time of the appointment or event.
Enter the ending tims of the appointment or event,

Enter any combination of letters and numbers to describe
the kind of appeintment or avent to be held.

Enter the date when the appointment or event will begin as
a regularly scheduled activity.

Enter the date when the appointment or event will end as a
regularly scheduled activity.

This option is used to enter a command such as: “Schedule
every 10 days starting on 05/28/92"

This option is used to entar a command such as: "Schedule
every 3 day of aach month”

This option is used to enter a command such as: “Schedule
MON (Weskday) numbar 2 of each manth.”

Enter a priority which will indicate to the systam the relative
importance of this event over others,

This field is used to indicate that an event is already sched-
uled within the time frame specified.

ERF Cotendar Operator's Manue!



FUNCTIOM: INQUIRY GOLDEN FAIM FOUNDATION
CALEMDAR SYSTEM ANNUAL HOLIDAY ENTRY MODULE

HOLIDAY DRTE: 12,2590
12> Holiday Mame: CHRISTMAS

23 GRF Closed : AM Y
35 PR Y

TRMYEENY': TO COHTIHUE

Screen 190. Annual Holiday Entry Module

# Label Parameters Description
HOLIDAY DATE MM-DD-¥Y Enter the date of the holiday or special day.
1 Holiday Name Up to 40 characters Enter a name or description of the holiday or day.
2 GRF Closed ™" Yes, "N” No This field is used to indicate that the Golden Rain
AM Foundation will be closed in the moming.
3 GRF Closed ¥ Yes, "N" No This field is used to indicate that the Golden Rain
PM Foundation will be closed in the evening (after noon).

&RF Catenaar Operator's Monuat
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GOLOEN RAIN FOUNDATION
CALENDAR MODULE
CL19S — MAINTAIN CTRL FILE

CTEL KEY :
12 Ctrl Data:

Calendar System User-Modifiable KEYS:

‘HOYS™ = Mode| Hork Ordar # for Eillable Starding Work Order
HWOVYN" = Hode| Work Order # for Billable One—tine Work Order
WOME™ = Hodel MHork Order # for Mom-Eillable Starnding Hork Ordev
WOMO™ = Mode!| Work Order # for Mom—Eillable One—time Work Order

First 4 characters of the Logon User Hame may ba entered a2z a

key, for example "COMR". The data fieid should cantzin the
printer ID where output from the appaintment | fstings should be
zent. This will default to "LP" if no entry is made for the user.

FUNCTICH: W
SELECT FUMCTION:

AN JCrhange cDrelete <Iraogurry o9

Screen 195. Maintain Ctrl File

# Label Parameters Description

CTRL KEY Lip to 4 characters Key Field used as the contral key. These should be the first
four characters of the Logon User Name. This field indicates
the printer device to which individual reports will bs sent.

An example of this wolid be the user "COMR" for community
redations {not necessarily a genuine user). In order to have
calendar, deletion and any other reports called from this
menu sent to printer 222 for exarnple, just enter a 222 in the
CTRL DATA field with a key of COMR. The first 4 charac-
ters of the users logon will be checked. Any users not
entered here default to the system line printer.

1 Ctrl Data Up to 40 characters Work orders are enterad in this field, Work orders and a work
program will have {0 be determined by Accounting and
Service, and 4 work orders assigned each year. All work
ordars should be created and left open. 3 of them will not
receive any actual time charged, while the one for “Non-
billabls Standing” will actually be assigned to any reserva-
tiens so designated. Once these are entered here, they
should only be changed at the beginning of a year.

40 GRF Calendar Operaior's Manual



