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To launch Hotel Manager, press “Start” button (in the left lower corner of the screen), select programs/Hotel Manager. You will be prompted for a password. There are two predefined passwords you can use: Manager and Guest. You will see later how to change them. Respect upper case (for the first letter). You are now in the main screen or Home.

Home

[image: image1.png]ile
Look jn: 3 disp ~

=1}

R P s e
Homed  mgowoDs sl egecs s 7dcontd
ERET P R SR~
(S - Y SR ERe
IS ~ A - P P
=1 = =

“ach ~panch “etody  slAba

[

o
R | Goen
Fiesoitpe: [TabsCcbrdt < cores

Aiiss: [EWORK <
SOk N
[Sbackak:
(Sconti: =
=i

(B nuovo: H TucSoff





When you want to come back home you can generally do it pressing alt-h or selecting from the menu “home”.

Here you can perform some operations or go to other windows like “individual book”, “mail”…

If a letter in a button is underlined you should be able to “press the button” without the mouse, from the keyboard try to press simultaneously “alt” and the letter which is underlined.

To open other windows right click, the following choice will appear:
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Like that only the most frequent used items will appear, the other can be reached through the buttons and the menu.

Buttons:

Availability: enter in the 2 fields in the upper left part of the window 2 date, choose one or two hotel/category or “all” from the list and press the button "Availability”(or alt-a). There is another availability based on all reservations or only confirmed reservations; there is not a button but you can get there right clicking on desktop, pressing alt-d , or from the menu “windows”.  

Total of persons: fill the dates and press the button "Tot Clients” (or alt-t). You can use this function to organize your food commands, note for the breakfast commands of day x that you have to look for the client number in day x-1!

Printing group buttons:

They all refer to the date “from” and sometimes also “to”for their calculations. They also refer to the hotel/s specified.

· Arrivals: no comments
· Departure: no comments
· List Clients: no comments
· Records: gives you the list of all private and group reservation between two dates, you have to run “Availability” before.  Very important to manage the overbooking.

· Over List: Overbooking between two dates

Gouvernante: presences, departures, and arrivals to organize the room work. Use the first date. 

· Closure: list of clients who are not checked out or have not cleared their bill. Use the first date.

 I and II group buttons:

They are needed to open other windows. There are two exeptions:

· Give room: to distribute automatically the rooms to the clients for a specified date. You will however be able to decide if a client need a special room or if for some clients the room must be attributed later. 
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Avail. Graph.: transform the availability table in a graphic, which gives you a faster idea of your reservation status. You have to run “Availability” before. 

 For the other buttons refer to their respective section.
Miscellaneous group button:

· Parameters: refer to its section later in this document.

· Chk Rooms: verify that two client do not receive the same room. Even if you try it should not be possible but who ever knows?

· Ind. Book List
· Pres. Stat.: a presence statistic (between dates “from” and “to”) which give the list of clients grouped by country

· Arr. Stat.:  an arrival statistic which give the list of clients arriving each day between dates “from” and “to”,  grouped by country

· Search: give a list of present clients whose last name is like the one you type-

Util. group button:

· Backup: execute a backup of your data in c: \back\alb (this directory will be created the first time). The files take the name of the day and month followed by the original name. On Christmas the file movi.db will be called movi2512.db. Files representing indexes (.px, .xg0,…) will not be taken. You can try to work with backup data changing your data alias path (see later) and renaming the files with the original name. Don’t forget to restore the right data alias path after this experience”! Backup can be executed automatically (see later in local parameter).

       You must not fully trust this backup so please remember to use a third part backup utility. 

· Restore Backup: before pressing the button copy all the files of the day from which you wish to restore data (i.e: movi2512.db, prendef2512.db...) into an empty directory . Press the button and follow instructions.

· Restructure: if you have some strange messages and the software stop working you should try first to use this button. The program will close and restart by itself after some correction operation. It is not the same as rebuilding indexes (see later) and can try it without fear.

· Data to send and Get Data: To manage two hotels in distant sites from a unique center. 

· Table Utilities: Will give you the possibility to check that all the data files can be opened (this means that they are not corrupted neither  lost. If you get an error with this operation and the file concerned is not lost (deleted) you should execute an index rebuild on the concerned table (or on all tables if you are not sure which file is corrupted or you are not able to select the file). If Hotel Manager is installed on network (data are shared on a server) ALL user have to close their Hotel Manager!

Menu: under the title “TucSoft” in the left upper part of the window you will find the menu with four main choices containing other choices.

· file 

· cascade: show all the opened windows (one over the other)

· tile: show all the opened windows (one beside the other) 

· close: close Hotel  Manager

· window 

· confirmed availability: run this if you want to exlude not confirmed reservation in the calculation

· addresses: agency addresses used for “mail» see later for details.

· pers. adresses: all other adresses see later for details.
· mail: to compose your letter, eventually with a group book, see later for details.
· text: to compose the standard letters used in “mail”, see later for details.
· hotels: you can get there with a button described previously, see later for details.
· Time switcher: another product of tucSoft to check the work time of the employees, disabled unless you have the program

· other
· disk space: free space on the drive (usually hard disk) you ask.

· drives: list of drives (usually hard disk) available on your system .

· who am I: the user name in a network, does not depend on Hotel Manager user name (see few lines lower)

· alias path: Hotel Manager uses three directories to store data. The alias is the nickname of the path. By default the three alias with the correspondent path are “control» for  “c:\program files\tucSoft\control”, “data” for “c:\program files\tucSoft\data” and “priv” for “c:\ program files\borland\paradox runtime\private”.

· change path: if you move your directories, for example to a server, you have to tell Hotel Manager where to look for files. Read install.doc (on the CD) before changing any path.

· current users: list of all users with status (active: “yes” or “not”) last login and logout time. With manager rights you can correct manually wrong data (i.e. if an active status user is incorrectly “yes” you can change it to “no”.

· Sys info: a list of parameter in your system, the only important is “net dir” which tell the path of the file pdxuser.net. If you have a problem in a network check that all Hotel Manager user point to the same directory.

· Users: to add new users. When you enter and confirm the password, the text will not be visible unless you double click on the small man picture. If you want the user to be able to change his password, give him the right “change”.  Give the right “full” only to trusted administrators. Specific Rights: after you have given a password to a user, you should give him some rights. The basic right is “hotel manager” which should be given to a secretary. The right “Manager” should be attributed to the boss, it let him see some data which are not necessary to a secretary. Some data can not be seen or deleted after the departure of  the client unless you have this right. “Get encashment” for the boss or a secretary who can get money from other employees working in restaurants and bars. Other rigths concern another programs of TucSoft.
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· Change Passwor: Allows user with right “change” to change his 

· Calendar:  give the calendar of the current month unless you don’t change the number of month and year when prompted. You have to press “Ok” to continue your work. You can open it pressing ctrl-c.

· Calculator: bug: use your keyboard buttons instead of the mouse

· Help: 

· Restructure: close Hotel Manager, check integrity of some files and eventually correct them. To use when you get some unusual errors.

· About: when asking for support be ready to tell the date shown.

Help file is not ready and you should refer to this manual to learn how to use Hotel Manager.
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Individual book
 to launch Individual book press the correspondent button (or press alt-b).

To create a new book press the button “new book” (or press alt-n). A book number will be assigned automatically. This number is unique and can not be changed (1). Fill name, date, write the hotel (or category code) in the hotel field (the code must already exist, see later how to add new hotel/category ).

If this book belongs to a contract enter in the field agency and press insert (from your keyboard). A form with contracts will open and after having located the right contract (be careful because you may have more than one contract for an agency) press ok. The agency name and contract number will be inserted automatically. You can not write down values that do not exist.

Fill the type of pension (CC for bed and breakfast, MP for half pension or FP for full pension. In new versions you could also write respectively BB, HP and FP but you might still encounter errors) 

Type number of persons.

If you don’t want that the bill use the price list (or contract prices), enter the rate. ALSO if there are more than 2 persons if you MUST to enter the rate! (This is not the case with books belonging to a group reservation.

Discount can be determined also if you don’t specify a rate. It can be the amount of discount per day or the percentage. If so you need to type “%” after the number.

You can write notes not exceeding 140 character.

To confirm the reservation, press the button “Confirm”.
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To give a room, press the correspondent button

The right hotel/catgory is showed but can be changed. If you want a particular room write it otherwise pressing “OK”  Hotel Manager chooses the room for you. If no free room can be found it will try to find a bigger room (i.e. your book is for one person and there are no more single room, a double room will be given) or, if there are no more bigger rooms the room given will be “over” (that you can change later when a room will be available)

If you want to change the room with another client, change before the room of the other client (you can give to him the room “over” (there are infinitely “over” rooms, it means in fact over booking).

To give an “over” room type “over” or click on the check box  “over booking”.

Don’t use the other check boxes preferences (any, north, south, lake, balcony) because this options are not yet available.

Only when the client/s arrive press the button “Check In”.  If you integrate a telephone SWITCH in your Hotel Manager this will prevent to use the telephone of an unoccupied room. It will also be impossible to check in another client until the previous will be checked out.

Pressing the button Check Out will launch automatically the bill. If the total to pay is not 0 you want be able to check out.
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You can press the button “bill” at any moment to receive a payment. If the client belong to a group or a contract he will have to pay only the extras (i.e. drinks, telephone,…). In order to see in details the room costs (you can have 2 lines if the stay is on 2 different rate period), the extras and the amounts already payed, press the button “Show Details”.

To get a payment press the button “New Payment”; as mode of payment it be suggested  “CASH” but you can change from the list (open the list with the mouse or from the keyboard use then down arrow) another mode.  If you choose a credit card and you have a bar code reader you will have less chances to enter a wrong value. Furthermore the credit card name will be compared with the client name. The amount to clear the bill will be proposed but you can enter any value you wish.  When ok press the button “I got the payment”, to cancel press the button  “Not got the payment”.

To print an only a text bill (very fast with an Epson like 9 or 24 PIN) (in local parameter define the port2 of the printer, printer 2 : you have a citizen idp3546 choose it, you will get a better printing). To have a nice print (but slow), press the button "Big Print”.

Locate a client: in the lower part of the Individual Book window there are 3 empty fields, enter a values and press enter (or carriage return). You can alse press the button "Locate”.

Change order of the records: from the menu file you can choose either alphabetic or numeric order.

Contracts
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Do not do as in this picture, date “From” of a new period must be the same as “To” of the previous period!
Mail

To lounch Mail press the correpondent button (or press alt-m).

In “Mail” you will create your group book and the correspondent letter to an agency.
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New letter: press the correspondent button or alt-n, open the list and choose an agency (this list is issued from “addresses”) (opening the list and then typing the first letters will help you locating the right agency). If the name is not in the list you’ll be asked to entry its data in the address book. If it will be the first and last letter you’ll write dont do that; otherwise next time agency data will appear automatically.  Don’t write last name and name for an agency, this is only for reservations of privates (actually “Mail” is not dedicated to private reservation). Choose a text from the list  (opening the list and then typing the first letters will help you locating the right text), german texts start with “D”, french texts with “F”, italian with “I”, english with “GB”. Choose the hotel (or category) from the list or writing the code in the field “Hot.” of the grid, type the date with four digits for the year, the number of rooms with the correspondent price. “TP” means type of pension, right click to see the choice. (For a banquet do not define the second date, enter the number of persons in the “single” field and the pricein single price field.) To enter a second reservation press tab or enter (=return) until another line will be added. When completed press the button “Continue” (or alt-u). You will see the letter. Correct it (the middle part containing the reservations with their details can not be changed from inside the letter. When the letter is ok press the button "Save Letter”. If you press the button "Create Book” a group book with all its single reservations will be created. After that press the button "Close”. (In order to see the result of pressing the button “Create Book”, have a look in Group Book pressing the correspondent button) 

The number of the letter appears in the top left corner. The number of the group book appears in the fourth field of the grid.

If you want to print the letter press the button "”View” and from the menu displayed choose “Print”. If you want to send your message by fax, press the button "Printer Setup” and choose your fax software from the list. After that press “Print”. If your default printer is already your fax software you can press directly “Print”. If Delrina WinFax is installed on your system you can press the green button “WinFax” and the fax will be sent automatically without typing the number.
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If you want to send your letter on Internet, press the button "E-mail”. You must have installed a 32-bit e-mail software compatible MAPI (Messaging Application Programming Interface) like Microsoft Outlook (in windows 2000 the parameter are already correct, otherway you have to  set « use MAPI » in the option.) or Netscape Messenger.
Locating a letter: if you remember its number press the button "Locate N Letter” (or alt-o) otherwise press the button "Locate Letter” and choose from the list, when you will have found the right letter double click on its nuber or name. 

When you have many letter of the same agency you can help yourself watching at lower grid containg the dates of the book or press the button “show Text”.

Create a reservation from a previous letter: if you wrote a letter without creating the reservation (simply because you were waiting for an answer from the agency), locate the letter, press “Continue” and then “Create Book”. 

The button “Temp. Availability” (Temporary Availability) will allow you to make yourself an idea of the availibilty considering the offers you made even without having created the reservations.

Group Book

From home press the button "Group Book” (or alt-g). The same from  “Mail» but you arrive on the reservation figuring in “Mail”. From “Individual Book” double click on “G. Book”.
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In the upper part you can see some details concerning the letter bound to the reservation. In the green part there are the details concerning the group book. Remember that with one letter you can create several group books. To see other group book of the same letter use the green arrows.

Buttons:

· Cancel Book: cancel the group book (and the individual book which were created with) unless the group is already checked in.

· New Book: Better not to use this button. If you do it you can add a reservation to this page in spite that no mention will be found in the letter you probably already sent. So avoid using it, create a new book from “Mail”.

· Confirm: Maybe the agency will tell that until now 8 doubles were sold (instead of 10), use this button on this purpose. This information will be important when you do not  know if you can dare to sell more rooms to other agencies (over booking) To change definitely this number just rewrite it in the green field and press save.

· GiveRoom: already explained in “home”. From here allows you to give the rooms only to this group. Book must be confirmed.

· Check In: the group book and all its individual books will be “IN”. Not possible before arrival.

· Check Out: the group book and all its individual books will be “OUT”  and individual books will be checked for unpaied extras. At the opposite of private individual book, a group book can be checked out before payment.

· Details:
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· Extra: to add extras to the group (i.e. music group that will be payed by the agency).

· Bill: the bill to address to the agency.
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Get Payment: when you receive a payment from the agency. After the password (which allow to add the amount in the cashbook of the user) you enter the amount and the mode of payment.

· Edit: before being able to change some values, you have to press this button (or f9).

Counter
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For bar, restaurant and reception. For a new record press “insert” from your keyboard, enter the client room number, the code of the consumption, the quantity and then press “enter” (or “return”).

The record will be put on the bill of the client.

If you prefer to use the client number instead of the room, from the menu “Parameter” select “tab stop”. “N Client” from the grid will get yellow and “room” white.

 If you get payment cash (i.e. an outer client), type “c” instead of a room number or 0 instead of the client number, if a printer is defined in “Local Parameter”, a bill will automatically printed

If you do not remember the code go in “Search” (without mouse press alt-s) and write the name of the article. While you write the program try to locate the article so that you can find it even if you don’t know exactly how to spell it.

Consumption record contains date, time and the name of the PC on the network. If you have to enter records of another day and you worry that the client get confused by the date that will appear in the bill, you can change the date writing the new date in the field below today date.

If you want to enter records from a PC that is not the one were the article or service were sold (but you want to know how many bottles of coca cola you need to order for YourRestaurant or barNumber3) (see “Cellar”), you have to change the name of the PC choosing from the list. In the above picture the current PC name is administrator but could have been “Best Bar”…

For articles with variable price (you need to be able to write a price) use code “900”. For the telephone (if your Hotel Manager is not connected to telephone switchboard) use code 902.

You can create so many codes as you want but only 900 and 902 allow you to change price on the fly.  

IMPORTANT: the grid is conceived to enter new record and the previous record of the session but you can not modify a previous record from here! If you notice an error, create a record with code 900 and a negative amount.

Price List
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You get here choosing the corresponding menu item in “Counter”. (In other words “Counter” must be opened before)

Use price list to add items and correct prices. Remember that code “900” and “902” are reserved for “other” and “telephone”. For items not belonging to restaurant and bar (i.e. garage, sauna…) use code higher than 902.

Code can not contain caracters and can not be higher than 999. Do not change them. To insert an item, press the button "Insert”. A code will be proposed, it corresponds to the higher code+1. You can change it but can not be the same of an existent code (you can change the existent code).

To modify an existent record, press the button "Edit”.

To delete an item (the whole line) press Ctrl-del from the keyboard. (Press the button "Edit” before)

Cellar

Run from home (group button “win II”).

Enter the dates, pick a PC name from the list, press the button "Run Query”. You get the list of all items sold from that PC (wich is in fact a counter) and the quantity. To see the amount of money correspondent press the button "Show Sum”(You must have the same rights as “Manager”).
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Cash Book

From “Home” press the button "Cash Book” in the group button “Win II”.
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Enter the dates (if “To” = “From” you get the result of one day), select the name of the secretary and you get automatically his/her cashbook with the total. To get the money from a secretary (you need the right “Receive Cash”)

Press the button "Get Money”. The amount received will appear in your cashbook.

Button “Show All” allow you to see all records concerning a given secretary, independent from dates “From” and “To”.

Button “Tot from – to” shows you the total in the period chosen for all secretaries together.

Button “Tot a date – each empl.” shows you the total on chosen date (that appears in “From”) for each secretary.

Button “Credit Card” show all payment of the type picked from the list beside the button.

Parameters

Local Parameters:

· Backup every  … min. Hotel Manager can execute a backup. Data will be stored on the local drive (C:\back\albe). The new files will take the their original name followed by day and months for example “~cassadef121.db” is like a copy of “~cassadef.db” on the 12th January. To reuse a file from backup “121” must be deleted and index must be rebuilt (see in Home). By default a backup will be done every 180 min but if you have many data this operation may take a long time. If you do not transfer data in c:\back\albe on another drive (CD-ROM, iomegazip, floppies) and your database is big you might run out of disk space and your PC may act strangely. Ten second before the start of backup you will be told and you might stop it. IT IS STRONGLY SUGGESTED TO USE ALSO ANOTHER BACKUP SYSTEM (for example pkzip). If you will do not cry when you run into data lost!

· Printer 2: define the epson compatible printer (the small printer for counters). You have to specify how your printer is connected (COM1,2, LPT1,2).

· The other fields are not used yet or anymore.

Net Parameters:

This parameters are shared by all users of a workgroup. If you put a wrong parameter, all PC using Hotel Manager will make a mistake. 

· Hotel name : will appear on the “small” bills printed with Epson Compatible (see above). You can place spaces before the name in order to place the name on the bill where you prefer.

· #TVA: TVA number that will appear on  the bills.

· TVA night: TVA rate for  the bed. Used in country where there are 2 different TVA.

· TVA Extra: in Switzerland correspond to the TVA applied to what is not concerned by TVA night.

· TVA calculation mode:  In Switzerland “on board cost” means that TVA for pension will calculated on a rate. “on portion of total” TVA will be calculated on a percentage of the full price.

· Half Pension: in Switzerland, in order to determine the part submitted to TVA Extra, you can specify the value in Sfr corresponding to the meal of the half pension or the percentage of the full price.

· Full Pension: as above. Actually our actual clients don’t have full pension and some errors might still occur.

· Thank text: the text appearing at the end of the small bill.

· Check rooms..:If you add a room in the room list and you don’t raise the number of rooms in the Hotel List specifications, when running availability, you could think that you don’t have free rooms anymore, while in reality there is still the new one. This button correct the problem.

· Payment Modes: to add a mode of payment that does not appear in the choices.

Troubleshooting

When you get an error message, be sure to visualize the full message: sometimes you will see a button “>>”, in this case  press it!

If you are working with Hotel Manager installed on a network, it is very important to verify if the same error occurs on other PC. If it is not the case the problem is local: a local file (not shared on the network) might be corrupted or missing. Try to press the button “Restructure”. If it does not help try to copy all the files contained in  “c:\program files\tucsoft\hotel manager”  from another PC into yours in  “c:\program files\tucsoft\hotel manager” ). Tip : keep a copy of this directory on the server and refresh it after each update download from our Internet site. 

A full disk can also give errors only your PC. If you need to delete files remember to empty your recycle bin, too.

Another local problem can be a defective CPU fan!

Error messages:

“You have tried to access a document that is not open”. Probably a file normally present in  “c:\program files\tucsoft\hotel manager” is missing. Pressing the button “Restructure” you will be told which file is missing.

“Can not open :albe:xxx.db, invalid path”. Most probably the data files are on a server which is not accessible. Verify if you see other files present on the network. If Hotel Manager is not your problem. If only your PC encounters this problem, verify your cable connection. If it happened after a thunderstorm (a real one, not your son) consider that the network adapter could be burned. If everybody has this problem, verify the server and the hub. In 10base2/5 network, only one burned network adapter can turn down the whole network.  

“Can not open  xxx, index is out of date”.  See below.

“Record already locked by this session”. Try to close and re-open the window. If it does not work try to close and re-open Hotel Manager.

“…date...”

Date type in bde (run it with a double click on “c:\program files\borland\common files\bde\Bdecfg32.exe) and “regional settings” in control panel should be the same. Swedish date type (yy,dd,MM -> 1999.31.12) is not supported yet and American type (MM,dd,yy ->12.31.1999) has not been deeply tested.

If you correct the windows date format after you have installed Hotel Manager, Hotel Manager will still use the first settings. If you get errors correct the settings in bde (run it with a double click on “c:\program files\borland\common files\bde\Bdecfg32.exe)

Decimal separator in “regional settings”  in control panel and bde  (run “c:\program files\borland\common files\bde\Bdecfg32.exe)  should be the same. If you encounter problem try with “.” in both settings
“…net file…” read install.txt about network installation. Close Hotel Manager from every station and delete all Pdoxusrs.net files that you can find on the server or the PC. Hotel Manager will rebuild it.

“…lck...” read install.txt about network installation. Close Hotel Manager from every station and delete all Pdoxusrs.lck and Paradox.lck files that you can find on the server and the PC. Hotel Manager will rebuild it.

Not all errors occur with a message and if an error has always occurred maybe you need to download the last update from www.tucsoft.com/download.html.  If you are regularly registered (for free) you would get an email alert when an update will appear.

Index problems:

“Can not open xxx, index is out of date” where xxx could be “:albe:movi.db”.

“An error was triggered in the ‘executeSQL’ method on an object of SQL type” >> “index is out of date”. In this case it is not said which file is corrupted. In order to find out run “Table Utilities” and press the button “Check Tables in Data and control dir”. 

Once you which table (=file) has a problem rebuild its index: CLOSE Hotel Manager, restart it without opening windows like Individual Book (if you work with a network, ask absolutely all other user to close Hotel Manager), press the button “ Table Utilities”, press the button "Rebuild Index”. When asked if you want to rebuild just one table answer yes. The following box will appear.
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From the list “Alias” select “albe” (or if you prefer, browse from “Look in” until you reach “c:\program files\tucsoft\data”) and then double click on the file. If the corrupted file is “agenzia” then from the list “Alias” select “contro” instead of “albe”.

If you do not understand which table is corrupted, when asked if you want to rebuild just one table answer no. All tables will be rebuilt and on a network it can take a long while. Do not trust Windows Task Manager that could tell you that Tucsoft is not responding!

Tables (and their index) do not get corrupted by themselves. The most frequent problem is a PC which has been turned off incorrectly (and by consequence Hotel Manager, too). If the problem is frequent have a look at the error log (select menu item “other”, ”current user” and press the button “error log”. You will see a list of incorrectly shut down. Note that the date and time correspond to the first logon after the error and not at the error moment.

If your error log is empty, and the error is frequent, consider disabling opportunistic lock of an NT server or the correspondent of your linux/samba server. A defective network adapter can also be the source of repeated table corruption. Very rarely the offense is so severe that the table can not be recovered so do not forget a regular backup!

(1) Unless you change manually from inside the table movi.db, at you own risk and using the program paradox7. 
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