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Facilities Module
Facilities and their rooms need to be setup first before user can assign where a course is being held at. It
also needs to be setup prior to scheduling rentals or child care activities.

From the main menu, select Facilities > Facilities

singCart  Customers Courses Child Care  Faci

Facilities

® Facilities

[ Calendar
[ Book Events
[E Reservation Listing

lln Usage Statistics

The Facilities screen will display; select the Add button which enables the screen so that a new facility
can be added to the database or select the Search button to locate a record.

s | |
ate: | | |
e A
|
sie; | s
| %)
= | = @ = = = =
Open [1za0am | [1z00am i [1200am i [1200am i [rzo0av G| [1200am i [1200a0
ose [1200am | [ooam g [12aoam g [1mooam | [1zooam g [1zooam i [1zeoan ] D
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Ec  Facilities =0 E=R
” @ Add @ Delete E Save x Clear %% Search % SearchRooms | Show Schedule
Mame: |Sandy's Study Station Category: |Other & [Jiwactive [Jrosshiploc  [v] Show Oniine
Descripton |
Address | Contacts| Rooms  Courses | Events | Fadlity Rental Email Users |1ce /Roller Rinks
Location Lodg.||.1g .
- Municiple Facility
Address: | 555 Main 5t. Museum f Zoo
Address: =
ress Park y |
Tip/City/State: 48035 |4 Clinton Township ML Schoal |

Primary Phone: |(386) 444-7777

Type the Facility Name and select the Category using the drop down menu. Check Inactive to hide
record without deleting from the database. Check POS Ship Loc if this facility is a Point of Sales Shipping
Location. Check box Show Online to allow facility to be viewed on the website.

Address Tab
Address | Contacts  Rooms  Courses | Events | Fadlity Rental Email Users
Location
Address: |555 Main 5t.
Address: Type the Zip Code, press the tab key
Zip/City/State: 48035 o |Clinton Township M _ and ReCPro™ will automatically fill
Primary Phone: |(586) 444-7777 in the City and State.

Secondary Phone:
Other Phone:
Fax:

Website: | sandystudystation.com

H B

EMail: |info@sandystudystation, com|

Motes:

Type the Address, Zip Code, Primary Phone, Secondary Phone, Other Phone (if applicable), Fax,
Website, Email and Notes in the fields respectively.

ReCPro™ is designed with a built-in zip code table. Click & button to open Zip Codes Lookup to scroll
through the list. Cities are in alphabetical order. A new zipcode can be enter in the system default (see
the User Manual_Admin Module for details).

Zip City State iad

45035 Clinton Township MI
43037 Southfield MI
43038 Clinton Township MI

Facilities Module R.C. Systems, Inc. | _
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Normal Facility Availability Times

Mormal Facility Availability Times
Mon Tue Wed Thu Fri Sat 5un

Cosed 4] =] “ = = = =
Open [12:00AM | [12:00AM || [12:00AM || [12:00AM || [12:00AM || |12:00AM || |12:00 AM ||
Close  12:00 AM || 12:00 AM || 12:00 AM | [12:00 AM || 12:00 AM | |12:00 AM | [12:00 AM | = p—
- - - = = = = ({) Time Setup

The systems default settings have the facility Closed each day of the week. Uncheck the box and the
Open and Close time fields will be enabled.

3 TimeSetup | Or click the Time Setup button for setting up
Mon Tue Wed Thu Fri  Sat  Sun multiple days that have the same open/close
% I N 7 (R > B ) B ) B times.

Open | 12:00 AM |
Close 11:53FM |5

Time Setup screen displays; check the days of
the week and the open/close time. Click OK

[@ oK Il® Ca"':e'I button.

Navigation Tips for Setting the Time Fields

[~ Navigate to the time field using the tab key. This will completely highlight the field. Type
the hour, press the space bar or colon on the keyboard once; this will move the cursor to the minutes.
Type the minutes, press the space bar or colon once and either leave the default set to AM or type “P”
for PM. Tab to the next field.

After entering the data in the applicable fields, click save button; this will generate the map and pin
point the location.

3 raciites ' =

() Add @ Delete [ESave K Clear W Search W SearchRooms | Show Schedule

Name: |Sandy's Study Station Category: | Other led [Jnactve []POsSshipLoc [ Show Online
Address | Contacts Rooms | Courses || Events | Faiity Rental Email Users |

| Location

Address: | 555 Main St. Map  Satellite Bl

Address:
Zip/City/State: | 48035 lad| | Clinton Township M1 Hunt's Gymndstma@ g =
Academy % 5
Primary Phone: | (586) 444-7777 ) 3 7
;) 5
Secondary Phone: @ 2
Dueling Dart}
Other Phone: @
Dollar Generul@ in
Fax: T =
Website: s
EMail: ™ O FedEx Ship Center &
ost =+
Motes: 3 & Townhouses Co-(
o : Wh\rIyBallo &
uffy Tire & Auto Rutn® —
Service Center 2
Googl)  cuy e @ s i e

Normal Fadiity Availability Tmes
Mon Tue Wed Thu Fri sat sun

Eloxsd =] = (=] "] L "] "]
Open 1z:00aM [ 1200aM [ [1z00am [ [1200am [ |1mooaM [ 1zo0am  [1z00am (G

Close |11:59PM [ 1us9pm o [1usepM () [1nsepm () |1usapm (G |1nseeM | [1nserm
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Contacts Tab

B o el

) Add @) Delete  [E] Save K Clear &% Search & Search Rooms [ | Show Schedule

Mame: :Sandy's Study Station Category: Oﬂ'IEr Q _lInactive |_|POSShiploc  |w] Show Online
[‘Address| Contacts | Rooms | Courses | Events | Fadity Rental Emai Users |
| Contact Name + Tite | Primary Phone EMal ' Secondary ' Other Fax Note|

| Jim Beam Assistant (588) 444-7777 jb@sandystudystation. com (536) 444-7111

(G |

¥ | Sandy Shores

Type the Contact Name, Title, Primary phone, E-Mail address, and Secondary phone, Other, Fax, Notes
and check the box if this is the Primary contact.

Rooms Tab
= Facilities |

H @) Add @ Delete [ Save [ R Clear @ Search % SearchRooms | [ Show Schedule

Mame: Sandy's Study Station Category: Other bd (dInactve |[]POSShipLoc  |v] Show Onine

Address I tnntat:ts_ Rooms Courses | Events Fadit\rRenlaIEmﬂUsusg

Name « | Room Category Copacity SR CEEWD  pyaster Room flow Double.  Rentable SR . Tnactive
.*. I
Arts & Crafts Room Classroom 50 0 0 ™| [ iad
| Auditorium Auditorium 400 o 0 o =] @
B conference Roam Conference 100 0 0 " | vl ]
T Conference Rocm A Conference 50 o 0 Conference Room | ] ™ ]
il Conference Room B Conference m - ““
Kitchen Kitchen 0 0 L] = v i
[ Room 1 Classroom 0 0 0 = |+ ]
Room 2 Classroom 0 ] 0 = s "]
| Room 3 Classroom 0 0 0 [ vl el
[ Room 4 Classraom 0 o 0 = =] a
Room 5 Classroom 0 0 0 J & | i

1. Enter the Name and select Room Category from the pick list. These 2 fields are required in order to

save the record.

2. Enter numeric values in Capacity (for online rentals / requests head count cannot exceed this
number), Setup Minutes and Cleanup Minutes (no rates are calculated).

3. Master Room is defined as a room that can be divided into smaller rooms for use.

e In this example, there is a room called Conference Room but it can be divided into two rooms,
Conference Room A and Conference Room B.

e Conference Room is selected as the Master Room from the pick list in both Conference Room A
and Conference Room B, indicating a parent-child relationship in the software tables.

Facilities Module R.C. Systems, Inc. | -
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e Itis critical that a Master Room is attached to the two smaller rooms to prevent ReCPro™ from
double booking in the calendar. This means if Conference Room A is booked for a specific
date/time, the user will not be able to book the Conference Room (Master Room) for that exact
same date/time because a part of it is already booked. Alternately if the Conference Room
(Master Room) is booked, then the user will not be able to book Conference Room A or
Conference Room B during the exact same date/time.

4. If applicable, check the box to Allow Double Booking (example: a pool may be used for multiple
classes) and Rentable if the room is used for rentals. This checkbox also activates the Room Rental
Option button to enter more details used for rentals.

5. The Setup Instructions is a note field used for instructions to maintenance departments. It will print
in schedule reports and display on calendar (example: put out extra trash containers). Checkbox

Inactive to hide room record when creating a rental and searching available rooms without deleting
from database.

Edit Room Times, Room Rental Options and Copy Room

™ Edit Room | =% Room Rental [E }
|i\..:} Times = T Options l Eany Haam

Edit Room Times — From the navigation toolbar, found at the bottom left side of the screen, click Edit
Room Times button; the screen displays. Edit Room Times is mapping from the Address tab where the
Normal Facility Availability Times has been set up as a default. Use this button to change a specific

room’s Open and Close time. Use ‘Time Setup’ button to change multiple days at one time. (Refer to
‘Navigation Tips for Setting Time Fields’)

4= Edit Room Times: a

Fadility: |Sandy's Study Station Room: | Auditarium

Mormal Room Availability Times

Man Tue Wed Thu Fri Sat 5un
Closed [ [ ™| ™| [ [ ™|
Open  10:00 AM &3 |10:00AM g2 10:00 AM 5| | 10:00 AM ) |10:00 AM = | 10:00 AM (= | 10:00 AM 5

Close | 10:00 PM & 10:00PM g |10:00PM &5 |10:00PM |55 (10:00PM &5 | 10:00PM &5 | 10:00PM 5

IQ__/, Save ‘I@ Cancel I

Copy Room — highlight the room you wish to copy, click Copy Room button. Enter the New Room Name
in text field.

= Copy Room a

Copy From Room: |Room 1 Click Ok button. ReCPrOTM will copy the exact
data including details in Room Rental Options
and Room Times.

Mew Room Mame: |Room 6|

I';\:/'," oK ‘ .@ Cancel‘
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Room Rental Options — click this button to setup details for Rental Options, Optional Items, Email
Users, and Qualifying Memberships (if applicable).

RetalDptons e o d

Fadility: | Camp Algonac Room: Campsite 1

Rental Options | Optional Ttems Emal Users | Qualifying Memberships

Defaults and Requirements Days in Advance to Reserve (Times Reflect Contract Date)
Min Age to Reserve: 18 |v]Require Signature for Rental o Resident o
0 | days Untl: |11:59PM &

Terms and Conditions: | Campsite .j i
Use Type: | Camping [+ Max: | 0| days Staringat: |12:00 AM [

Rental Desaription: | Camping Mon-Resident
Room Rate: |Campsite - Tent Min: 0| days Untl: |11:59PM 5

Security Deposit: Max: 0|days Startingat: |12:00AM [

Setup Instructions: | A] d Onfine Setup Instructions: ' i

Member {with qualifying membership)
.| A
Contract Notes: J d Min: 0| days Until: | 11:59PM d
] e BEOW
Reservation Reminder: | A1 pars 0| days Startingat: |12:00aM (g
Online Options
Owvernight
%] Show Online [ : 400 PM
SRR el g ¥] Overnight Rental ChedkIn: |4 d
- : Check Out: | 11:00 AM g
Sales Description: | A
Max Consecutive Mights: 3

bd
Rental Information: | (A7 ]
Photo: | = g (Under 200 KB recommended)
1] Require Headcount

Setup Instructions Entry: | Display ad

Request Notes Enftry: ad

© s (@ en ]

Rental Options tab

1. This section is for room defaults and setups.

e Enter the Minimum Age to Reserve (optional)

e From the pick lists select Terms & Conditions, Room Rate, Security Deposit (if applicable). Use
Type and Rental Description can be setup now as a default or selected when creating rental.

e Setup Instructions will display on the calendar and print on the Facility Schedule Report
(example: put out extra trash containers in lobby).

e Online Setup Instructions will display for the customer during online facility rental or request,
and it will also print on the Facility Schedule Report.

e Contract Notes that apply to the specific room and will print on the contract (example: no food
allowed in auditorium; pick up the key 24 hours in advance).

e Reservation Reminder is an in-house staff reminder only and does not print on reports.

Facilities Module R.C. Systems, Inc. | _
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Check box for Require Signature for Rental (optional). This feature works with online rentals and

requests. It will require an electronic signature from the customer before they can continue with
rental payment or submitting rental request. The desktop version will display the signature and
date signed after the rental has been created, and captures the signed by information in shopping
cart.

Online Options

Check box for Show Online and then select one of 3 choices for Online Reservation Options:
e None (will display room only but no rental or request online permitted),
e Request (requires staff approval before rental can be added to the calendar and
payment made), or
e Rent online (requires NO staff approval, customer adds to the calendar and makes
payment in full in checkout screen).
Sales Description is a text field to describe the details about the room and any amenities,
benefits, etc. (Example: The ReCPro Pavilion was built in 1995 and is a great venue to host family
reunions, birthday parties or general gatherings for up to 50 people. There are 8 picnic tables
and a barbeque grill available at this location.)
Rental Information is a text field to enter details about renting the room and any additional
information, instructions or warnings and will display online. (Examples: “Additional fees may
apply if your guests’ park on the lawn. You may also lose your security deposit” or “Parking is
adjacent to the building”).
Photo is a way to upload a jpeg photo of the room at the facility. Click arrow to open box, right
mouse click, menu displays, select ‘load’, it will become a browser to user network.
Require Headcount — check box if this is a required field for your rentals.
Setup Instruction Entry — user can customize this field; select:
o Hide — the setup instructions will not display online
e Display — the setup instruction field will show online but the customer will not be
allowed to type in the field.
e Allow — the setup instructions will show online and the field is open for your customer
to type in the field but not required.
e Required —the setup instruction field will require the customer to respond in the field.
Request Notes Entry — this feature only works with rental requests online.

Days in Advance to Reserve (Times Reflect Contract Date) — Use this feature to create date/time

restriction.

Min x days until x time means ‘how much advance notice does the office staff need?’

e Example: 2 days advance notice until 5:00pm when the office closes. So if today is July 8
before 5:00pm, the earliest date the customer could get the rental is for July 10. After
5:00pm, earliest date would be July 11.

Max x days starting at x time means ‘customer is restricted advance registration’

e Example: 7 days advance notice starting at 12:00pm. So if today is July 8 before
12:00pm, customer could rent on or before July 14. Starting at 12:00pm, rentals would
be accepted for July 15.

Enter by resident, non-resident and membership (if applicable).

Facilities Module R.C. Systems, Inc. | _
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5. Overnight — Check box for Overnight Rentals, enter begin / end time and enter maximum

consecutive nights.

e If the room only allows overnight rentals, then check the box labeled Overnight Rental. When
selected, user will need to specify the Check In time for the initial rental date and a Check
Out time for the last rental date. The check in time must be after the checkout time. User must
enter the Max Consecutive Nights, which indicates how many consecutive nights a family can
rent the room. This is helpful because it will prevent the same person from renting the facility
for a long period of time and not allowing other people to rent the facility. It applies to any
members of the same family and searches through multiple rentals.

Optional Items tab

13 Room Rental Options. o

Faciity: | Sandy's Study Station Room: | Auditorium

Rental Options | Optional Items  Email Users | Qualifying Memberships
Question to be Asked “  Required

*

b | Are you going to need a janitor? [~ [ ]
Did you want a DJ? =]
Did you want a photographer? =]
Did you want to reserve a cook? [~}

Select from the pick list, optional items available as part of the room rental. If the rental option must be
applied to the room rental, click checkbox Required.

Note: if Required is checked, it cannot be overwritten in desktop version either. Click Save button.

Email Users tab

13 Room Rental Options. o

Faclity: | Sandy's Study Station Room: | Auditorium

Rental Options | Optional Ttems | Email Users | Qualifying Memberships
User

*

Ben Leonard

¥ Front Desk V]

Select email user names (optional) from the pick list to send an email notification to user when a facility
request comes in from the online version.

Qualifying Memberships tab

T3 Room Rental Options/ x|
Fadiity: | Sandy's Study Station Room: | Auditorium

Rental Options  Optional tems  Email Users  Qualifying Memberships X

T Click Select Qualifying Memberships
button to create a verification that the
room can only be rented if the
customer has a specific membership.
Example: Tennis Membership to rent
tennis court.

Record 10f 1 =]
| ) select Qualifying Mermberships |
|©_sae |(© cancel |

Facilities Module R.C. Systems, Inc. |
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Multiple Edit Room Times & Room Rental Options
By holding down the control key on your keyboard, you can select several rooms and Edit Room Times
or Room Rental Options at one time.

Mame: |Sandy's Study Station \ Category: IOI:har ﬂl _|Iractive | _|POSShipLoc |+ Show Online
| Address | Contacts| Reoms | Courses|| Events | Fadiity Rental Email Users |
Name - | Room Category ‘ Capadty Isﬁr i “’ES ﬂimim Master Room "B&' AREEE WI z Inactive

& <5 .

Arts & Crafts Room Classroom 50 0 1] =] | ]
Auditorium Auditorium 400 0 [l ™ | ™ ]

" Conference Room Conference 100 0 1] ] [v] ]
Conference Room A Conference 50 0 0 Conference Room =] ) ]
Conference Room B Conference 50 0 0 Conference Room [ | ]
Kitchen ] 0 o [~ | "]

| o o of 00| W & [ B | W |

Bl Record 110f 11 | @B@E U Ul

In this example, 5 rooms have been selected; click Edit Room Times button, pop up window displays
current times. Notice the Room says ‘Multiple Rooms Selected’ and in the lower left corner states
‘WARNING: will change all values for the 5 rooms selected’.

=2 Edit Room Times "

Faility: |Sandy's Study Station | Roam: |Mulﬁ|:i|e Rooms Selected

Maormal Room Availability Times
Man Tue Wed Thu Fri

Closed [ o o [ o a i
Open  12:00 AM @|12:30AM a|1z:num a|12:unm @|12:DDAM @|12:00AM a|1z:uam @
Close 11:59PM (G| 1usopM (G |1usopm [ |1usepm (G | 1usopm [F | 1nsopm (G 1usorm [

WARNING: Will ch I wal 3
;oo osoes CY &) swm ] (0 e Grmsen]

Sun

L
1]
+

In this example, 5 rooms have been selected; click Room Rental Options button, pop up window
displays current options. Notice the Room says ‘Multiple Rooms Selected’ and in the lower right corner
states ‘WARNING: will change all values for the 5 rooms selected’.

Facilities Module R.C. Systems, Inc. |
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Select multi-rooms and click Room Rental Options button to change for all selected rooms.

Mame: |Sandy's Study Station

Arts & Crafts Room Classroom 50
Auditorium Auditorium

| Conference Room Conference

Conference Room A Conference 0 Conference Room

Conference Room B Conference 0 Conference Room

Kitchen Kitchen

E

3 Room Rental Options. ]

Fadiity: |Sandy's Study Station | Room: |Multiple Rooms Selected I
o |

JI E.emal Ophong

Defaults and Requirements Days in Advance to Reserve (Times.

T —

Min Age to Reserve: |l Require Signature for Rental Resident
Min: days Until;
Mas: days Starngat: | 12:00 AM (5

Non Resdent T EE—)
Min: days unti: [11:59Pm 5
Max: days Starting at: m

Terms and Conditions: |General Sale Terms

Use Type: |

Rental Description: |

Room Rate: |Sandy's Rate §3.33

Security Deposit: |Rocm Deposit

5@@_@@

Setup Instructions: Online Setup Instructions: e G e ==
oo e i | ods o
s i j Max: EI days Startingat: | 12:00 AM a
Online Options ———————
———— Overnight -
| Show Online : ; - -
Reserya o Oplioss || Overnight Rental Chedk In: | M

Sales Description:

Max Consecutive Nights:
Rental Information: & III

ESIHEY
<R <Y

Photo:

{Under 200 KB recommended)
|+] Require Headcount

Setup Instructions Entry: | Display

Reguest Notes Entry: | Allow a

WARNING: Will change all values for —
the 5 rooms selected W B
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Courses Tab

Mame: ‘Sandy's Study Station | Category: |Oﬂ'1er §| [ linactive | ]POSShipLoc [»] Show Online

2020 10004 Learn Computer Basics Room 1

h Winter 2018 10004 Learn Computer Basics Room 1
™ Fall 2017 10004 Learn Computer Basics Room 1
Spring 2017 1002-ART-2  Pottery for Beginners Arts & Crafts Room

As the facility rooms begin to get scheduled through the Course module, ReCPro™ automatically maps
data to this screen to quickly view data related to the facility selected.

Events Tab

Name: \Sandy’s Study Station Category: | Other §| _JInactive [ _]POSshiploc  |w] Show Cnline

¥ | Senior Tax Day
u Senior Tax Day 1/17/2018
m Sandy Appointment Setter 3172017 3172017 Room 3
| Sandy Friday 3172017  3/17/2017  Room 1

As Events are booked through Book Events feature where there is no customer record, no cost or
contract needed, ReCPro™ automatically displays data to this screen to quickly view data related to the
facility selected.

Facility Rental Email Users Tab

Mame: |Sandy's Study Station | Category: |Other §| | JInactive [ ]POSShiploc  |v] Show Online
ts| -%Ht\r Rental Email Users

to add a new user

ﬂ Sandra Witkowski a

If using online rental requests, user may set up the email notification for individual users at the facility
level. Click arrow for pick list and select user, then Save button.

Facilities Module R.C. Systems, Inc. |
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. epeas . . )
From the main menu, select Facilities > Calendar, the Calendar screen will display to Today’s date.
show: [ay O cowsy: |Onoe Qoate @llscHH Loul_ 00 2l Gl 0l_ou J . i > sz
Addison Ozks Campground-Site 101 Addison Qaks Campground-Site 102 Addison Oaks Campground-Site 103 with Options Addisan Oaks Campground-Site's 100 N SMTWTFS
Wednesday, April 8 Wednesday, April 8 Wednesday, Apri 8 Wednesday, Apri 8 " 123 4
55 6 79 1011
% 12 13 14 15 16 17 13
i v 1920 2122 23 24 25
1w 26 27 28 29 30
9= I | s
5 Filter Facilities %]
10
-
] Adgers Raceway
5 [ AgonacPark
1 [ Allmanda Recreation Center
. [ Anchor Bay High Scheal
ipad 1 Anchor Bay Parks
[ Balboa Bed & Breakfast
joo [ Barley Park
. 2] Best Fun Center
[ Bowing Alley
20 [ Brooks Elementary School
1 2] Burt-Cobb Community Center
2 ] camp Algonac
B )| O chid care Center
|} L chippewa valley High School
0o [ chris test fadiity
e | 1 ciote Toushionooea
00 Filte Facilty Categories
5
5 e T
7 5 Filter Rooms
Flter Use Types
8 00 Filter Package
Layout
9 & Misc
%] >
dd [> BNP EE &

Calendar Navigation Toolbar

To change the view of the calendar, click the Show field to select from Day, Week, Month, Work Week
or Time Line. Group By select the radio button None, Date or Location which changes the view of the
calendar.

Show: |Day i GroupBy: | OMNone (JDate (@) Location L @ h @ h =4 l @ l = l (5] I|

|£J Back Arrow button moves calendar back one day
|£ Forward Arrow button advances calendar by one day
|£J Today button takes user to Today’s date

|£J Zoom In button scales up to display more content
|£J Zoom Out button scales down to display a broader view

|LJ Refresh button will populate any updates since the last time calendar was opened

Facilities Module R.C. Systems, Inc. |
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14 12 3 4
5 5 6 7 8|10 11
16
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13
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Filter Facilities
|| Addison Oaks Campground
] Adgers Raceway

] Algonac Park

] Allmanda Recreation Cents
™ Anchor Bay High School
|1 Anchor Bay Parks

|_] Balboa Bed & Breakfast
] Barley Park

D Best Fun Center

] Bowling Alley

|_] Brooks Elementary School

] Burt-Cobb Community Center
] camp Algonac

|| child Care Center

|| Chippewa Valley High School
] Chris test fadility

Version 1.31

Click on a specific calendar date to jump to that date on the
facility calendar.

User can highlight the time and then right mouse click; select Create Facility Rental or Create Quick
Rental. ReCPro™ will bring up the facility reservation program.

i Fadility Calendar

Sow ooy @ Gapsy | ONne ODae ©Locaton

Goto Today

[ Goto Date..

B Create Facility Rental

4 Create Quick Rental

[ Create Quick Book Event

2
Blounooaa

Facilities Module

R.C. Systems, Inc. |



LD > ReCPro™ User Manual

Version 1.31

Create Rental

From the main menu, go to Facilities > Rentals > Create Rental

T Create Rental il =l
@ Sstep 1-Select Customer ©) step 2 - Fil Out Rental Information -
Company Name: | | LW Permit: | | Date: [OEEER (&) [ No Charge
Customer: | | = Edit ’ Use Type: | §|
Address: | | Description: | |
ity / State / Zip: | | I Resident Status: |Tentstive [ Resson:
EMail: | | Phone: |

0 Step 3 - Setup Location [ Package and Dates |

Select Location or Package
Type: |Room Rental a Location: | | Reminder:
CAESTTE e
"~ Search Calendar Room Rate: | %]
Capaity: l:l Sec Deposit: | IJ| COS:t:;E
Setup Min: =
Cleanup Min:
Rental 5 w——v'
Rental Fees: |
o
A Tax: 50,00
Rental Total:
2 Total Hours:
Total Rooms: l:l
Total Packages:
] Wednesday [ Thursday 2 Friday [2] Satirday Tatal Days: l:l

Facility Rentals screen displays.

Step 1 - Select Customer

€} step 1-Select Customer

Company MName: |R.C. Systems, Inc. | E — -
Customer: |Dale Geiger | @ —
|

Address: | 12345 My Street

City [ State [ Zip: |Mour1t Clemens, MI 43043 | Resident

E-Mail: |dgeiger@reqmsuﬁware.m | Phone: |{586] 469-4200 |

Click Find Customer button; Customer lookup screen displays. Search for customer, click OK button,
customer contact information populates the fields. Edit Customer button will link user to the customer
database to update any contact information.

Facilities Module R.C. Systems, Inc. |
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Step 2 - Fill Out Rental Information

Step 2 - Fill Dut Rental Information

Permit; Date: |4/2/2020
Use Type: |Fadility Rental
Desciption: |Private Event|
Status: |Tentative g Reason:

Version 1.31

ad [ ] Mo charge
d

Once the record is saved, ReCPro™ will automatically generate a Permit number. This field will remain

blank until then. Check No Charge to override any pre-set fees. Select Use Type from the drop down
menu and type the Description; select Status from the following choices: Firm or Tentative.

Step 3 — Select Location / Packages and Dates

e Step 3 - Setup Location / Package and Dates 0 Step 4 - Review Rental
Select Location or Package

Type: |Room Rental d|  Location: | Anchor Bay High School - Conference Room

. -
Search Rooms Terms & il -
L] : Conditions: | Fadiity Rental Terms ‘J&
I': Search Calendar Room Rate: |Conference Center Flat od
Eeabay A0 Sec Deposit: | Room Deposit ad
Setup Min: | 3p

Sec Deposit Biling Options

Cleanup Min: |3 Due Date: | 4/3,/2020

d &) One Time

Amount: $100.00 | | (U Each Date

Select Dates and Times

\®) Single i) Recurring

Begin Date:  4/18/2020 | BeginTime: | 1:00PM [ Reserve Begin: | 12:30 PM =]
End Date: 4/18/2020 | EndTime: |4:00PM [ Reserve End: |4:30FM g

Head Count: 75 &

Reminder:

| x Clear Location/Package
| R Clear Dates & Times

|fE)  check Availability

(© adtoren

Contract | Tables, chairs and coffee will be provided
Motes: |complimentary.|

Rental Summary

Rental Fees:

Sec Dep:

Setup Inst: |Setup tables, chairs and coffee. Tax: £0.00

Rental Total:
Total Hours:
Total Rooms:
Total Packages:

Total Days:

Type is set to the default Room Rental. Click Search Rooms button to open lookup screen; room
selection will populate Location field with Room Rate (sets to the default but can be changed). Capacity,
Setup and Cleanup Minutes with Reminder Notes populate the fields (see Room Rates for setup
details). Security Deposit and Amount (sets to the default but can be changed). Due Date is today’s
date but can be changed. Select Billing Options for the security deposit (One Time or Each Date).

Facilities Module
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9 Step 3 - Setup Location [ Package and Dates 0 Step 4 - Review Rental
Select Location or Package
Type: Package Rental il Package |Anchor Bay HS Package

4 Search Packages | Terms & | ¢ty Rental Terms &

Conditions:

Alternately user can switch Type to Package Rental and the button will change to Search Packages. (See
Rental Packages for setup details).

Select Date(s) and Times
Select Dates and Times
&) Single ) Recurring
Begin Date: | 4/13/2020 | BeginTime: | 1:00 PM |5 Reserve Begin: |L:00PM g5 Setup Inst: | Setup tables, chairs and coffee.|

End Date: |4/18/2020 |y EndTime: 400PM & Reserve End: | 400PM

Head Count: 75 &

Choose between Single Reservation and Recurring Reservation. Add Begin/End Dates, Begin/End
Times and Reserve Begin/End Times; type any Setup Instructions and Head Count.

Alternately user can select Recurring Reservation radio button.

Recurring Options - Weekly

Select Dates and Times

) Single
Begin Date: |4/16/2020 o Begin Time: | 1:00 PM 53 Reserve Begin: | L:OOPM 5 Setup Inst: |Setup tables, chairs and coffee.

End Date: | 5/7/2020 ud | EndTime: |4:00PM |5 ReserveEnd: |4:00PM 5

Head Count: 75 &

Recurring Options

&) Weekly ) Monthly - By Date Every 1 5| wesk(s) git

) Monthly -By Day [ Jsunday | ]Monday [ ]Tuesday || wednesday ,ﬂ

_IFriday | saturday

Weekly is the default and can be selected either by setting up a date range using Begin Date and End
Date fields or by selecting a number in the Weeks On field. Check the day(s) of the week; in this
example it is checked for Thursday.

Facilities Module R.C. Systems, Inc. |
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Recurring Options — Monthly - By Day - In the following screen shot the recurring option is set for the
second Thursday of the month.

Recurring Options
() Weekly () Monthly - By Date | [ 1st [ard [Jath [last |
(&) Monthly - By Day | | ]sunday | _]Monday | ] Tuesday || wWednesday Thursday _| Friday || Saturday |

Recurring Options Monthly — By Date - In the following screen shot the recurring date is Every 1st day
of month regardless of a specific day of the week such as Thursday.

Recurring Options
) Weeky -
() Monthly - By Day

| Every | 1 @ day of month

Continuing Step 3 — once all fields are determined, click Check Availability button.

%3 Create Rental T HE%

Step 1-Select Customer . " | /@ step 2-Fill Out Rental Information . »
Company Name: |R.C. Systems, Inc. | wa permit: | | Date: [4/14/2020 §| ] Mo Charge
Customer: | Dale Geiger | W Use Type: | Fadilty Rental [~]
Address: ‘ 12345 My Street | Description: |anate Event |
City [ State [ Zip: ‘Mnuﬂt Clemens, MI 48043 | |#] Resident Status: |Tentative a Reason: el
E-Mail: ‘dgeigar@raq)msnﬂware‘mm | Phone: |(586) 469-4200 |
i e_Sbep 3 - Setup Location [ Package andEbes "‘—
Select Location or Package
Type: M Location: |Am:hqr Bay High School - Conference Room | Reminder :
m Cu:;;]'gfvs&: |Faci\ity Rental Terms an
il Sea - Room Rate: |Cnnference Center Flat @
Eenmcitye Sec Deposit: |Room Deposit §| Co'&]aht:;:E “'J
Setup Min: o T =
Hesbpnc s | Due Dates /2412020 || @ oneTime °
Amount: () Each Date T
Select Dates and Times. Rental Fees:
(#) Single () Recurring SecDep:
Begin Date: |4/16/2020 || BeginTme: [1:00PM (| Reserve Begin: [1230PM [ seppinst: a Tax:
EndDate: 41672020 || EndTime: [400PM (5 ReserveEnd: [2:30PM (3 Rental Total:
Head Count: 75 E a Total Hours:
Re g Options Total Rooms:
QD Monthly - By Date Every 1 gl weekis)c Total Packages:
By Day. [ sunday [ Monday [ Tussday [ Wednesday [ Thursday & Friday [ Saturday Total Days:
Location Available
o Location is available for dates selected. Validation screen will display if the location is
available for dates selected; click OK button.

Facilities Module R.C. Systems, Inc. |
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| © addtorental . . . . .
Click button; the Verify Reservation Information screen will display. Click yes to
continue.

Verify Information x

Dates: 4/16/2020 To 4/16/2020
Activity Times: 1:00 PM To 4:00 PM
Reserve Times: 12:30 PM To 4:30 PM
Head Count: 75

Are you sure you want to add this information to the Rental?

E Yes i No ]

Select which options to add to the rental and add the quantity; click OK button.

3 Select which options to add to rental

Question Available Qty

Do you want a projector? (flat) 1 5
Did you want a photographer? 1 1
Do you want to rent a tv? 1 5

Note: options will only display if they were setup in the rental option grid and attached to the room.

Step 4 - Rental Review

) Step 3 - Setup Location / Package and Dates | @ Step 4-Review Rental 1

Description ‘ledFe&s ‘Tax |Rm|a|ro|a| |amtnied |Atha'd ‘Bda'lcellle |amtuued \ronakuvs |5ecnep \rmamm |Nn|gs |
¥ | (=) Anchor Bay High School - C 5150.00 $0.00 $150.00 £0.00 50.00 $0.00 $160.00 3.00 $100.00 Fadlity Rental Ter

D;es ]

» =) 4/16/2020

Rates | Sequrity Deposit

2 Description Quantity Units | Rate | Total | Tax
F Conference Center Flat Weekday Flat 1.00 Each £100.00 £100.00 £0.00
Conference Center Flat Weekday Flat Overage Charge 1.00 Each £50.00 550,00 £0.00
Plasma TV 507 Weekday Flat 1.00 Each £10,00 $10.00 0,00
| $160.00  $0.00) 616000 300 $100.00

Click tab Step 4 to Review Rental fees, security deposit, amount billed, paid and balance due; click the
plus sign to drill down and review the rental room rates and options and rental dates and times.

. IB Create Rental . .
C|Ick‘—J button after reviewing rental

o Are you sure you want to create this rental? . . . . . .
Validation screen will display; click yes to continue.

Once you Create Rental, additional buttons become available and you can Print Contract, Email
Customer, Address Labels, Create Invoice, Pay Security Deposit or create a New Rental.

Facilities Module R.C. Systems, Inc. |




o>

ReCPro™ User Manual

Version 1.31
Edit Rentals
Once a facility rental is created, user may edit the rentals location, rate, date/time, (add or delete
dates), change options, deposit, or details. User may also add Signed By and Date in step 2.

73 Edit Rental =1

@ Step 1-Select Customer - - B Step 2 - Fill Qut Rental Information
Company Name: |R.C. Systems, Inc. | i‘w Permit: |20-00016 | Date: [49/2020 ] [INo Charge
Customer: | Dale Geiger | [ di . Use Type: |Fadlity Rental ]

Address: | 12345 My Street Description: |Private Event |

City /State / Zips |Mount Clemens, MI 48043 | [ Resident Status: [Tentatve | Reason:
E-Mail: |doeiger @recprosoftware..com | Phone: |(s86) 4634200 | soedey: | | sgnedpales | W

W: - Setup Location / Package and Dates 6 Review Rental

s Tax Rental Total  AmtBiled  AmtPaid  Balance Due | Amt i cDep |Te  Notes
* (=) Anchor Bay High School - Co $160.00 £0.00 $160.00 $0.00 $0.00 $0.00 $160.00 3.00 $100.00 Faciity Rental Terms a
Dates. |
A pate
i 415/020 1:00 PM 12:30PM | 430PM
‘ | $160.00)  $0.00] $160.00 0.00 | 0.00] .00  §160.00 500  §100.00]
)l i Record 10f 1 (@) d i LR d

Edit Location (Change Room)
Click the Change Room button in order to change location.

3 Room Lookup x
Fadility: |And’|cr Bay High Schoal ﬂ Rentable: Rentable a Online: a @ S
Room Category: | Z' Capacity greater than: Ij| —
Fadility Categary: | g ] Indude Inactive
7 T T T
o _,_,T ’:,Eﬂ, P = F..a 2 =
| Amphitheatre (East Greenwich) Anchor Bay High School Other 1000 vl "]
 Art Studio Anchor Bay High School Classroom 100 [~ =)
| Arts &Crafts Anchor Bay High Schaol Classroom 30 [ )
| Basketball Court 1 Anchor Bay High School Gymnasium 1] =) ]
| Basketball Court 2 Anchor Bay High School Gymnasium ] 2] ]
" Classroom 101 Anchor Bay High Schaol Classroom 100 [l 2]
" | Classroom 102 Anchor Bay High School Classroom 100 [ 2}
" | conference Room Anchor Bay High School Conference 100 = =
| Conference Room A Anchor Bay High School Conference 50 vl 2}
| Conference Room B Anchor Bay High Schaol Conference 50 [ =)
= Gym A Anchor Bay High School Gymnasium 1] vl ]
=:’ GymE Anchor Bay High School Gymnasium ] 2] ]
E Ice Rink Anchor Bay High Schaol Ice Rink 0 [l ]

Room Lookup screen displays. Select the new facility room location by highlighting the line item. Click
OK button.

Facilities Module R.C. Systems, Inc. |
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Notice the new room replaced the previous room.

3 Edit Rental

@ siepi-s
Company Name: ‘R.C, Systems, Inc.

& rrdcustone |

Permit: | 20-00013 | Date: [4/14/2020 [ Mo Charge

Address: | 12345 My Strest

City / State / Zip: | Mount Clemens, MI 48043

] Resident

E-Mail: \ dgeiger @recprosoftware. com

Use Type: |Fadhty Rental

Description: |Private Event

Status: | Tentative

Resson: [ 1

| Phone: |(586) 465-4200

soedsi| | sewe|

@ Review Rental

3.00  §100.00 Fad.. 4]

; Anchor Bay High School - Gymnasium I

80,00 £150.00

o i Record tof 1 ol o D I 3

Change Rate

Highlight the date line item and click Change Rate / Time Slot button in order to select a new rate

§100.00 Fadlity Rental Terms

(=) Anchor Bay High School - Gy... $0.00 £150.00 3.00

Select Room Rate screen displays.

Facilities Module
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=2 Salect Room Rate X
Current Room & Rate
Location: |And'10rBay|—ighdeod—Gvrmas'lm |

Room Rate: |Hourly |

enReam BRI
Location: | Anchr Bay High School - Gymnasium | Select from the drop down menu a
new rate, click OK button when

finished.

Room Rate: [Room Rate Flat

@ o (@ con | =

Notice the new rate description

|

' | = Anchor Bay High School - Gy... $1440  $0.00 $14,40 0,00 0.00 0.00 $14,40 3.00  §100.00 Faciity Rental Terms
Dates
© 4162020  Thu LOOPM 400 PM 1230PM  430PM 0 $1440  s0.00 $14.40 3.00 sw0000 4]
Rates

Foom Rate Flat Everyday Flat

Change Date & Time

Highlight the date line item and click Change Date & Time button

oom Rate Flat Everyday Flat

- sna| e ssw el el s
)l KB Record 10f 1 il @l Ll

Change Date & Time screen displays

Facilities Module R.C. Systems, Inc. |
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Change Date & Time
Current Time ~

Activity Date: | 4/15/2020 | Current Date & Time
Begin Tme: Reserve Begn:
End Time: Reserve End
MNew Time
pcityDate
Begin Time: Reserve Begin: | 2:00 PM a

New Date & Time, click OK

Version 1.31

: : button
End Time: ReserveEnd: B00PM
~/
© ok | @ cancel || showCalendar |
Notice the new time
© Step 3 -Setup Location ;Padzgea-dnang| @ Review Rental
Description Rental Fees | Tax Rental Totsl | AmtBiled | AmtPaid  BalanceDue | AmtUnbiled TotalksHrs SecDep | Terms &Conditions | Notes
» .40 §0.00 $100.00 | Fadlity Rental Terms
VD;es’]
4 Date A‘M ‘TmeBeg ‘l’lneEnd ﬁ“rﬂ wrm ﬁt ‘leﬂﬁ:ﬁ Tax Total ‘Hms ‘SECDEp ‘mll —
) 4/16/020  Thu 2:00PM 5:00 PM 2:00 PM 5:00 PM 0 $14.40 0,00 $14.40 3.00 §100.00 o
| $1440  £0.00  §440) 300 $100.00
Add Date
Click Add Date button to enter an additional date to the permit.
@) step 3-Setup Location / Package and Dates J @ Review Rem;l'|
T T TR RenteTod AmtBled | AmtPad GdancaDue AmtUnbled Toldsrs SecDmp  Tems &Condtons Notes |
¥ & Anchor Bay High School - Gy... $14.40 £0.00 $14.40 £0.00 $0.00 50,00 $14,40 300 $100.00 Fadiity Rental Terms
-Dges-|
a Date
¥ T 4/16/2020
$14.40)  $0.00 $14.40 3.00 $100.00|
| | s1440)  én.00 $14.40| 0.0 $0.00] $0.00] 514.40 3.00[  $100.00] |
oJ UKD Record 10f 1 (@ e )\ i [
%  ChangeRoom |  conRer

ReCPro™ will automatically switch the screen to Step 3 — Setup Location and fill in the location, room
rate, security deposit (if applicable), begin / end times. User only needs to select the Begin / End Dates.

Click Add to Rental button.

Facilities Module R.C. Systems, Inc. |
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rﬁep 3 - Setup Location / Package and Dates | |
Select Location o Package '
Type: Room Rental b Location: ‘Andux Bay High School - Gymnasium | Reminder:
Search Ry Co;‘r:‘;:s": ety Rental Terms o]
]
[¥]

Room Rate:  Room Rate Flat

Capacity: m Sec Deposit: ‘Room Deposit
Sec Deposit Billing Options
Due Date: | 4/10/2020 (&) One Time
2 Each Date T T
Amount: | $100.00 (5] | O Each 02 T y—
Rental Fees: £14.40
secce

Begin Tme: Reserve Begin: setup Inst: |

- v ) Monthly - By Date
') Monthly -By Day i sunday [ Monday [ Tuesday [ Wednesday [ Thursday 2 Friday ] Saturday

Click tab Step 4 — Review Rental to see the new date/time added to the same permit number.

_o Review Rental

$0.00

$0.00 $0.00

3.00

2:00PM 5:00 PM 2:00 PM 5:00 PM $1440  £0.00 §14.40 £100.00
2:00PM 5:00 PM 2:00PM 5:00PM 0 $1440  $0.00 §14.40 3.00 §10000 )
ss80 .00 s®80 600  $200.00

button to save the new date/time.

Delete Date
Select date you want to remove and click Delete Date button to remove a date from the permit.

o Review Rental

Anchor Bay High School - Gy... §28.80 40,00 §28.80 80,00 40,00 80,00 428,80 6.00 §200.00 Fadility Rental Terms aj

Dates.

Thu 2Z:00PM 5:00 PM : ;i ] E 3.00

smen| wo0|  sme| w0 s 00|  smes| 6o soo0, |
]

) D Record 20 2 |l Ll L Ll

Facilities Module R.C. Systems, Inc. |
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Remove Dates

0 Are you sure you want to remove the selected dates?

Gl

Validation message will display. Click Yes to continue.

Version 1.31

[3) SEpS—SeuanmlimfPadagemdDam‘ @ Review Rental ]

Descrinti

Terms & Conditions | Notes

¥ i=) Anchor Bay High School - Gy $100.00 | Facility Rental Terms
-D;es-]
Day of Reserve Tir Reserve Tir Head Setup
o Date o ‘l’meBeg ‘l’meEnd e e s ‘lealﬁm Tax Total ‘Hm ‘SecDm ‘[ AT
v @ 4/16/2020  Thu 2:00 PM 5:00 PM 2:00 PM 5:00 PM 0 $14.40  $0.00 $14.40 3.00 $100.00 a
| §14.40 000 §1440 300, $100.00)

Click

Change Options

button to save.

Click [l heneecptens | 5 add or delete rental options from the permit; quantities can also be altered.

E Change Rental Options

Current Rental Options

| Desaription | Quantity |

Scoreboard 1

Voleyball Equipment Current Rental Options are items
and quantities already selected
for the permit.

Mew Rental Options

Question Yes | Quantity Available Oty

Do you need to use the scoreboard vl 1 1

Do you want to use the volleyball equipment? v 1 1 New Rental options are |tems

Do you need Custodial Option? =] 1 10 -

Do you need chairs? m 1 s and quantities that can be
altered. Click OK to change
permit.

)

Click

button to save.

The changes appear in the Rates tab.

Facilities Module
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Room Rate Flat Everyday Flat 2 £14.90 £14.40

Scoreboard Flat : £10.00 £10.00
Volleyball Equipment Weekday Flat i &0.00

Change Deposit
Click the Security Deposit tab to review rate.

b | (=) Anchor Bay High School - Gy ... §24.40 $0.00 §24.40 50,00 $0.00 §0.00 524,40 3.00 $100.00 Fadlity Rental Terms a)

2:00PM

w| ww|  aw] se smij

ML@—M

Click Change Deposit button to change the Security Deposit rate and/or Due Date.

E Change Security Daposit »
Current Security Deposi
Sec Deposit: |Room Deposit ﬂ
o ot
e
o Soriy Do ——(
Sec Deposit: (Gymnasium Deposit

New Security Deposit fields can
oueae:
be changed. Click OK to change

permit.

Current Security Deposit is what
was originally selected for the
permit.

Amount: £300.00

9 ok (@ cnce |

Facilities Module R.C. Systems, Inc. |
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Click |=

button to save. Security Deposit is changed in the grid below.

@ Review Rental

£300,00 Fadlity Rental Terms a]

% Change Rental Details

x‘

Current Rental Options
rezd Counts Current Rental Details is what
Setup Inst:
has been selected for the permit.
New Rental Options N —

Head Count:

Setup Inst: | Will need a few chairs for scorekeepers|

New Rental Details fields can be
altered. Click OK to change
permit.

9 x ||@ canel |

Facilities Module R.C. Systems, Inc. |
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Click m button to save.

€D Review Rentzl

'¥ [Z) Anchor Bay High Schoal - Gy.. f 1 ; : 1 $0.00 $24.40 3.00  $300.00 Fadlity Rental Terms a'

J -Dabes-
i M 1o | Will need a few chairs for
©4) 000 440 300 _ el -

Create Quick Rental

This feature will reduce the number of steps required to create a rental where in some cases just one
room is wanted for one day and time. From the calendar, highlight time by using the mouse to click and
drag start / end times. Right mouse click time frame, and select Create Quick Rental option.

3 Facility Calendar

Show: Day  [d GoupBy: | OMene ODate (@ Location

Goto Today

€ Go to Date...

Create Facility Rental

% Create Quick Rental

¥ Create Quick Book Event

Find Customer screen will pop up to search for customer, click OK button.

Facilities Module R.C. Systems, Inc. |
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73 And Customer "
Last Name:  geiger a First Name: | E Phone: |
Address: ‘ ﬂ Email: | ﬂ
E (5 0
i Geiger Jacob (586) 469-4200 12345 My Street Mount Clemens 43043 Clinton Township
I Geiger John (586) 469-4200 12345 My Street Mount Clemens 48043 Clinton Township
I Geiger Kara (586) 469-4200 12345 My Street Mount Clemens 48043 Clinton Township
i Geiger Luke (586) 469-4200 12345 My Street Mount Clemens 48043 Clinton Township
I Geiger Susie (536) 4694200 12345 My Street Mount Clemens 43043 Clinton Township
& P [inactive] = 'Unchecked' Bt Filter

Create Quick Rental screen displays, prefilling Customer Information, Location, Date and Time. User
only needs to fill in Head Count, select Use Type from the pick list, enter a Description and any Setup

Instructions or Contract Notes. Click Create Rental button.

3 Create Quick Rental £

R —

Customer Rental Information | rentdlsummary |
Company Name: |R.C. Systems, Inc. | [d Head Count:
Customer: |Da|e Geiger | m Use Type: |Persona| Training ﬂ Henalbeess :|$30.00
Address: | 12345 My Street | Description: |Tenﬂ|g Lessans | SecDep: £0.00
City [ State / Zip: |Mount Clemens, MI 48043 | 1] Resident Setup Instructions: || [ e L]
E-Mail: |dgeige(@recpmsnfh~are.mm | Phone: |(585) 469-4200 | = Rental Total: $30.00
e G e | Contract Notes: s
Location: | Ternis Court 2 @ Sandy Authority Park |

Date: [4/10/2020
s
e

Reserve Begin: | 11:00 AM |
Reserve End: |1:00 PM a

Select Rental Options and Quantity (if applicable), click OK button.

Facilities Module

R.C. Systems, Inc. |
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3 Select which options to add to rental T
Question 1% Yes

Do you need to rent a tennis racquet?

a
Do you want tennis balls? ]

o o

© o ||® cnal |

Verify Rental Information will display, select Yes button to continue.

Verify Rental Information T

Dates: 4/10/2020 to 4/10/2020
Activity Times: 11:00 AM to 1:00 PM
Reserve Times: 11:00 AM to 1:00 PM
Head Count: 2

Are you sure you want to create this rental?

P —

After Facility Rental Contract has been created, ReCPro™ will automatically open the Checkout screen

in Shopping Cart which means ReCPro™ automatically created the Invoice too. Select payment, and
process the receipt transaction.

Facilities Module R.C. Systems, Inc. |
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HE N EE
=) B B ) B [

lE|
Edit Filter
.;r- = il | st "
—— p $0.00 4/10/2020

p— ——

reestone

PaidBy: | Dale Geiger

Payment Mote: |

Once the transaction is completed, and the sales receipt and rental invoice is printed (optional),
Shopping Cart will close and the rental will be on the calendar.

3 Facility Calendar

Show: |Day GroupBy: | (J None (D Date @ Location

Friday, April 10 | Friday, April 10

Friday, Apri 10 I Friday, April 10 |

Facilities Module R.C. Systems, Inc. |
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Book Events
From the main menu, go to Facilities > Book Events

Step 1 — Enter Event Information - Type Event Title in the description field and select Use Type from the
drop down menu.

72 Book Events

@ hdd @ Delete [ Sa Cle:

I step 1-Enter Event Infi

Event Title: |Independence Day | Use Type: |H0|ida¥ g ‘M ‘M

Step 2 — Setup Schedule - Click Add Locations button and the pop up screen will display. Use the check
box to filter by Facility Categories, Room Category or Facilities.

3 Book Events

= Add Locations

D Step 1-Enter Event Information
B 1-Brownwood Development Dist
] 2-sumter Landing

Event Title: | Independence Day
|| 3-The vilages Charter Campus

0 Step 2 - Setup Schedule ﬁ |1 a-village Center District
PR Al || Amusement Park

] Banquet Hal

] Camp Grounds

|»] sandy's Study Station-Auditorium
|+| sandy's Study Station-Conference Room

|+ sandy's Study Station-Conference Room A
|+ sandy's Study Station-Conference Room B ]
|»] Sandy's Study Station-Kitchen
sandy's Study Station-Room 1
[+ sandy's Study Station-Room 2
| sandy's Study Station-Room 3
|v] Sandy's Study Station-Room 4
| [+ sandy's Study Station-Room 5

B Athletic Field
] Auditorium
] Baseball

] cafeteria
] campsite

|1 child Care
] Classroom

] samuel Adams High School
] sandies Park

] sandy Authority Park

|| sandy's Parks & Rec Center
|1 sandy's Recreation Center
¥ sandy's Study Station

D Senior Services

D ek |[@

9D cheokar |[® uncheca |

i (Jrecord 0 of 0 | L L) G

Click Add Dates / Times button

Facilities Module R.C. Systems, Inc. |
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Popup displays. Enter Begin Date, End Dates, check Days and enter Time Range. Click Add Dates/Times

for Event button.
=

3 Add Dates/Times

Title: | Independence Day
Use Type: |Holiday
Setup Instructions: ‘

)

] 7

Begin Date:
End Date: !_3;5_.'2020 ﬂl

Day Recurring Options o
(&) Weekly Every | 1 a week(s) on:

(0 Monthly - By Day
) Monthly - By Date

Event Dates _
71372020 ]

| EventTimes

| Time Range
Activity Start Time: |7:00AM (5| Reserve StartTime: |7:00AM 5
3

) Range
| & Peion || ActvityEndTime: [9:00 0 (g ReserveEndTime: [%:00eM @

:Type

|@ Add Dates Times for Event: | @ Cancel ‘

Event Dates — enter the Begin Date and End Date.

1.
2. Day Recurring Options — choose from:
a. Weekly - default is Every 1 week(s) on: and check the days of the week that apply
Day Recurring Options
() Weekly | Every | 1 J week(s) on: |
(2 Monthly - By Day
() Monthly - By Date | |v] sunday || Monday [ ]Tuesday [ |Wednesday || Thursday [v]Friday [+ Saturday |
b. Monthly by Day (use for a larger date range to indicate which week and day of the month)
Day Recurring Options
(0 Weekly | [ J1st [wlond [3d [Jath [ ]Last |
(®) Monthly - By Day
(O Monthly - By Date | [ Jsunday | ]Monday |[«]Tuesday: | ] wednesday | ] Thursday | ] Friday | ] Saturday |
c. Monthly by Date (use for a large date range to indicate specific day of the month)
Day Recurring Options
(0 Weekly | Every | 15} @ day of month |
(U Monthly - By Day
() Monthly - By Date

R.C. Systems, Inc. |
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3. Event Time — choose Type:

a. Range —enter Activity Start Time and End Time and Reserve Start and End Time if applicable.

e ——-—-——1
T e —--——-]
® Range Activity Start Time: | 7:00 AM Reserve Start Time: | 7:00 AM
Duration
© Activity End Time: | 3:00 PM Reserve End Time: |3:00 PM

b. Duration (Appointment Setter) — enter Start Time, Length (in minutes), and Number Per Day.
Go to www.ReCProSoftware.com/video to watch Feature Enhancements version 1.19.0

Event Times
Type —_— Time Duration T
- st e
(®) Duration Length (in minutes):
Number Per Day: IS

From the calendar, right mouse click the requested appointment time, change the Use Type
(which will change the color), enter the customer’s name and phone number in the Title field.

3 Facility Calendar

e —

2 Appointment Form

et Jrree: rosmyever

Title: | Senior Tax Day - Geiger 586-463-4200 |

Company Name: | |

Contact: | |

Permits: | | sths: |

escane [ o

Location: | Ancher Bay Hich School - Classroom 101 |
vy s 100w g remesis o
s @ v zoom 6

Setup Instructions: || [ |

B e ) )

Facilities Module R.C. Systems, Inc. |
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For Book Events, once both sides of Step 2 are completed, click the tab Step 3 — Create Event Dates

Book Events

| @ Step 1 - Enter Event Ink

Event Title: |Independenoe Day Use Type: | Holiday

9:00 PM
Saturday 7:00 AM 9:00 PM F:00 AM 9:00 PM
h 7/5/2020 Sunday 7:00 AM S9:00 PM 7:00 AM 9:00 PM

( new lo n

. Sandy's Study Station Room 2

- Sandy's Study Station Room 3

‘ Sandy's Study Station Auditorium

. Sandy's Study Station Conference Room
‘ Sandy's Study Station Kitchen

Sandy's Study Station Room 4

| sandy's Study Station Conference Room A
i Sandy's Study Station Conference Room B
|| Sandy's Study Station Arts & Crafts Room
- Sandy's Study Station Room 5

Step 3 — Create Event Dates — click Create Event Dates button. This will populate the grid below based
on criteria entered in step 1 & 2. Then click Book Event button to book it to the calendar. Click Show
Calendar button to review.

% Book Events

D Step 1 - Enter Event Information

EventTile: |Independence Day Use Type: |Holiday

© 5tep 3 - Create Event Dates |

Create Dates and Book Event

Fri 7:00 AM 9:00 PM T:00 AM 9:00 PM Sandy's Study St... Arts & Crafts Room  Independence Day Holiday aj [l
Fri 7:00 AM 00 PM 7:00 AM 9:00 PM Sandy's Study St...  Auditorium Independence Day Holiday aj ™|
Fri F:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study 5t...  Conference Room Independence Day Holiday i) [l
Fri 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study 5t...  Conference Room A Independence Day Holiday al [l
Fri 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study 5t... Conference Room B  Independence Day Holiday ajl [
Fri 7:00 AM 2:00 PM 7:00 AM 9:00 PM Sandy's Study St...  Kitchen Independence Day Holiday al [+
Fri 7:00 AM 2:00 PM 7:00 AM 9:00 PM Sandy's Study St... Room 1 Independence Day Holiday al ™|
Fri 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study 5t... Room 2 Independence Day Holiday aj ]
Fri 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study 5t Room 3 Independence Day Holiday aj ]
Fri 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study 5t Room 4 Independence Day Holiday aj |
Fri 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study 5t Room § Independence Day Holiday ajl [
Sat 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study St...  Arts & Crafts Room  Independence Day Holiday aj v
Sat 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study St...  Auditorium Independence Day Holiday ajl )
Sat 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study 5t... Conference Room  Independence Day Holiday ajl v
Sat 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study 5t...  Conference Room A Independence Day Holiday ay v
Sat 7:00 AM 9:00 PM 7:00 AM 9:00 PM Sandy's Study 5t... Conference Room B Independence Day Holiday a) v
Sat 7:00 AM 2:00 PM 7:00 AM 9:00 PM Sandy's Study St...  Kitchen Independence Day Holiday aj v
Sat 7:00 AM 2:00 PM 7:00 AM 9:00 PM Sandy's Study St... Room 1 Independence Day Holiday aj [«
Sat 7 9:00 PM 7:00 AM 2:00 PM Sandy's Study St... Room 2 Independence Day  Holiday al vl

00 AM
Wil record 10f33 @E@EGL

Facilities Module R.C. Systems, Inc. | {3



Rental Request

When a customer sends in a facility rental request through the web module, users will get an email
notification and the request can be found in Rental Request to approve or reject request. The customer
rental request does not book to the calendar until the user ‘approves’ the request.

ReCPro™ User Manual
Version 1.31

From the main menu, select Facilities > Rentals > Rental Request

Facility Rental Request screen displays.

Fadility Category: d Manager: d ‘I,_—.} P GK
Room Categary: g Head of Household: d B SaveFﬂ?
Use Type: J From Request Date: “ [ x d;arﬂ
Faility: = Thru Request Date: ad
Room: d |_] Include Rejected @ Befeh
Request Date * Customer : Description Use Type Request Mote
3 .I:_J 4/10,2020 3:13PM [ Sandra Witkowski | Private Event [ Fadility Rental [ 1
Locations
A Description Renta] Fees SecDep | Rental Total  Totals Hrs
3 LEJ Anchor Bay High School - Arts & Crafts
£50.00 £100.00 $0.00. 50,00
5 3/10/2020 12:30 PM Elena Starr TEST Faciity Renta
@ 3/10/2020 11:44 AM Elena Starr TEST! Fadiity Rental
@ 3/10/2020 11:43 AM Elena Starr TEST ! Fadity Rental
|E] 3/10/2020 11:36 AM Elena Starr TEST 4 Fadiity Rental
@ 3/10/2020 11:25 AM Elena Starr TEST 3 Fadiity Rental
EJ 3/10/2020 11:22 AM Elena Starr TEST 2 Fadility Rental
[# 3/10/2020 11:19 AM Elena Starr Rental Description Fadility Rental
@ 11/7/2019 8:56 AM Kevin Schaible a ATest
(¥ 9/4/2019 11:38 AM Kevin Schaible @a Fadiity Rental
@ 9/4/2019 11:33 AM Kevin Schaible bbb Fadiity Rental
.LEJ 9/4/2019 11:27 AM Kevin Schaible aaa Course
(¥ 7/18/2019 10:31 AM James Bond Test Camp hﬂ
Dptions
P e e OWE fo i (= recren ] [T oo

User can Create Request without using the web module however, the request will NOT be put on the
calendar or create a permit number.

o =y Create
Click |M button to generate a rental request. This button will open the Create Facility Rental
Request screen.

CI|ck| - button to make changes to an existing rental request.

Email Notification with Approved Request or Rejected Request
When a customer sends in a facility rental request through the web module,

| Approve
Click | button to remove from Rental Request grid and move to Create Rental grid.

Facilities Module R.C. Systems, Inc. |
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Approval Email

o Would you like to send an email notification to the customer?

d

Version 1.31

Attachments: | FadlityRentalRequest.pdf (107 KB)

Message

Thank you for your business. We appreciate your patrcnageL

Sandra Witkowski

Vil 48035

| Mo
File: Home: Insert
T e [ i . ABC (
% r | Calibri M B I uu Line Spacing « < Find \/ :j
Ld u g AvipeAn q showHide §
Paste e = Check  Undo
A Font... 5 = X' X: 4 Paragraph... | AB M= speling
Clipboard Font 5 Paragraph 1 Editing ®
— {For multiple email addresses, use a semicolon ;) to separate)
To: | switkowski @recprosoftware.com
D Send E
| BCC:
Subject: |Fadlity Rental Request Approved
From: |support@recprosoftware.com Template: | Thank you template d Send on Date: | 4/10/2020 3:42PM ad

| Atiadﬂ_ Ix Clear_

=

If a request has been approved or rejected and the user sends out an email notification, ReCPro will
automatically attach a PDF of the rental request.

35807 Moravian Dr.

Rr‘ SR— E> Rental Request has been APPROVED

] @Sﬁms‘ g Clinton annstp M| 48035
s nme REQUEST ONLY
Facility Rental Request
Page 10of 1 H H H
Request Date: 04/102020 Notice the information
Use Type: Facility Rental
ReCPro Software Description:  Private Event Rental ReqUESt has been
Sandra Witkowski Registrar: Web Modul .
;S?tM:navian Dr. P:gl:e:m [5:6}5;5—“:865 1 (586) 7110000 APPROVED but that it is
uite il
Clinton Township, MI 48035 Email: switkowski@recprosoftware.com nOt a COntraCt or permlt

Rental Information

Location: Arts & Crafts @ Anchor Bay High School
459 County Line Rd.
New Baltimore, MI 48051

Total Hours: 3.00

Date | Day | Time ] Description

[aty [ unit | Rate |

Total | Tax

42472020 |Fn |4:O[I PM -7:00 PM |Ar\s and Crafts Flat (Head Count: 25)

| 1 00|Each | $50 O[Il

$50 EID| $0.00

Total Hours
Total Fees
Total Sec Dep

Total Tax
Rental Total

$150.00

Facilities Module

R.C. Systems, Inc. |
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—

mjhﬁt flemoon - E

Unavaiable as requested|

Reason can be viewed by the customer on the website

@ o ||© cancel |

idl|
o S E> Rental Request has been REJECTED Notice the
) 35807 Moravian Dr
S E 5, . Chirten Township, Ml 48035 . .
B TSm0 ) o e asosa0 REQUEST ONLY information Rental
[ Sy Fax: (586) 4604867
Facility Rental Request Request has been
Page 10f1
Request Date:  04/10/2020 REJECTED.
Use Type: Facility Rental
ReCPro Software Description:  Private Event
Sandra Wi!knws Ki Registrar: Web Module
437 Moravian Dr. Phone: (586) 586-5385 / (586) 711-0000
Suite 1 . Email: switkowshki@recproscfwars.com
Clinton Township, MI 48035 |
Rental Information
Location:  Arts & Crafts @ Anchor Bay High School Total Hours: 3.00
459 County Line Rd.
New Baltimore, MI 48051
Date | Day | Time | Description |aty | unit | Rate | Total | Tax
4/242020 |Fri |4 00 PM - 700 PM |An3 and Crafts Flat (Head Count: 25) | |,0|]|Ex:h | SEE,DD‘ 55‘],DD| 3000
$100.00

Facilities Module R.C. Systems, Inc. |
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Create Rental - (see Calendar section)

Manage Facility Rentals

From the main menu, go to Facilities > Rentals > Manage Facility Rentals

= dald

Fadility Category: il Package: - |+#] Only Open Rentals ‘@ Refresh
Room Category: hJ Customer: = |_| only Rentals that Need Signature ‘ T select Al -
Use Type: ¥ Status: ¥ |_] only Rentals with Balance Due ‘é e =
Faclity: {d| contract From Date: “ |_] only Rentals with Amount Unbilled : =
‘E Save Filters
Room: & Contract Thru Date: V]
Shift-Click or Ctrl-Click to Select Multiple
Permit¥ * g:rg:act Customer Use Type Description Rental Fees Tax Rental Total AmountBiled  Paid To Date EE
» (E 20-00018 4/14/2020  R.C. Systems, Inc. Fadility Rental Private Event $150.00 $0.00 $150,00 $0.00 20,00 |
|+) 20-00016  4/9/2020 R.C. Systems, Inc, Fadility Rental Private Event £24.40 £0.00 £24.40 £0.00 1’0.00‘5
(£ 20-00015  3/31/2020 R.C. Systems, Inc. Facility Rental Family Reunion $500.00 £0.00 $600.00 $600.00 £500.00
1+ 20-00013  3/9/2020 Elena Starr Fadility Rental Rental Request with Rental Q.. $100.00 £0.00 £100.00 £0.00 £0.00
[+ 2000010 2/25/2020  RCS Course test $100.00 50,00 $100.00 50,00 $0.00
|+] 20-00007  2{13/2020 Harley Zhang Camp Test OVernight £30.00 50.00 £30.00 £30.00 40.00
|+] 20-00006  1/29/2020 ReCPro Software Facility Rental Awards Show £328.00 50,00 £328.00 50.00 £0.00
] 19-00115  13/3/201% Ben Leonard Course Test £100.00 £6.00 £106.00 £0.00 £0.00
(+) 19-00114  12/3/2018 Ben Leonard Child Care Test £200.00 £0.00 £200.00 £0.00 0,00
[+ 19-00113 11/26/2019  Charles Xavier Fadility Rental cc £4,330.00 £0.00 £4,330.00 $4,330.00 £0.00
(+] 1900110 11/15/2019  Ben Leonard Child Care Test £100.00 0,00 £100.00 £0.00 40.00
[+ 1900108 11/11/2019  Robert Reed Facility Rental party $24.00 $2.07 $26.07 $0.00 $0.00
] 15-00107 11/7/201% Elena Starr Facility Rental Rental Option Answers £77.98 £0.00 £77.98 £0.00 £0.00
[+ 1900105 11/6/2019  Amy Schaible Facility Rental arental $100.00 £0.00 £100.00 $0.00 .00 |
£247,284.94 §700.51|| $247,985.45 $28,106.31 $22,536.70|. I
.; ¢ | i ad d
Tentative Overdue Closed
Options Forms
|(§ View Customer D Email Customer l@ ALdah‘{r:lzs l .T Edit Rental lf__ﬁ Create Invoice # . Apply Payment |L[-J;—U Contract }IE!U Invoice l@ Statement

Use the various filters in order to isolate the data; click Refresh button. Isolate data further by utilizing
the check boxes: Only Open Rentals, Only Rentals that Need Signature, Only Rentals with Balance Due
and Only Rentals with Amount Unbilled.

Click & button when highlight all items in the grid. Click lm button to display

grid for printing. Click & save Filters | button to save the filter setup for future use.
Options

— — —
d : Address :
|‘~%J View Customer | | b L J Edit Rental

Click View Customer button to open customer record; click Email Customer to open an email with
address already populated; click Edit Rental to make changes to existing rental (see next section for
details); click Create Invoice to generate invoice for selected record; click Apply Payment and ReCPro™
will automatically open Shopping Cart to process payment.

Facilities Module R.C. Systems, Inc. | m

i___'ﬂ Create Invoice ‘i %: Apply Payment

| [ | Email Customer { ,
| B
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Create Facility Rental Invoices
From the main menu, go to Facilities > Rentals > Create Rental Invoices

Filter Information Invoice Information
Customer: d Faility: d Invoice Date: | 4/14/2020 d Q Refresh i
From Rental Date: | 1/1/2020 [~] Room: ad Due Date: V] s Select Al
: | Package: Invaice Note: A ——
ThruRental Date: |430/2020 g adkage & || tnvoice No A % printrid
Fadility Categary: lad| UseType: d
Room Category: d
Permit¥  ~ Customer Name “  Description Use Type TotalsHrs  Rental Total Previgusly Billed giﬁ o ?::::':To =
»|[* 19-00110 Leonard, Ben Test Child Care 1.00 £100.00 £0.00 £100.00 £100.00
|+ 20-00016 R.C. Systems, Inc. Private Event Fadility Rental 3.00 £24.40 £0.00 524,40 £24.40
I+| 20-00018 R.C. Systems, Inc. Private Event Fadility Rental 3.00 £150.00 50,00 $150.00 5$150.00
I+| 20-00010 RCS test Course 1.00 £100.00 40,00 £100.00 £100.00
(+| 20-00006 ReCPro Software Awards Show Fadility Rental 3.00 £328.00 50.00 $328.00 $328.00
1+) 19-00076  Xavier, Charles Recurring Rental TEST2M F Fadility Rental 51.00 £34,000.00 £0.00 £34,000.00 £11,560.00
62.00 §34,702.40 40.00 $34,702.40 $12,262.40
Record 10f 5 (1 d
Options
Tentative On Hold = e - s -
iew ai f eal
|(§ Customer ID Customer ‘L‘ﬁ Invoice(s) ] J Edit Rental |

Use the various filters, in order to isolate the data; click Refresh button. Highlight the Permit record and
then use the Invoice Information section to determine Invoice Date, Due Date and Invoice Notes.

Click | SSSEE8L. button when highlight all items in the grid. Click IM button to display
grid for printing.

Options
fre Create
3] Invoice(s)

% Wiew Email
| Customer Customer

j Edit R.en:‘

Click View Customer button to open customer record; click Email Customer to open an email with
address already populated; click Edit Rental to make changes to existing rental; click Create Invoice(s) to

generate invoice for selected record.

Facilities Module R.C. Systems, Inc. |
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Manage Rental Invoices
From the main menu, go to Facilities > Rentals > Manage Rental Invoices

Customer: |Harley Zhang | Feity: | =] From Invoice Date: | %] B Refed
Facility Category: | a_i Room: | a_i Thru Inveice Date: |7a_| m
Room Category: | a__! Package: | a! From Due Date: |7_] m
Use Type: | ] +] Only Show Open Tnvoices || Only Overdue Invoices ThrubDueDate: | 4| @

Ctrl + Click to Select Multiple Entries
Invoice o e pate ‘Mr[ |[nw‘i¢e-r'ni'ae |A'.mnt§aid |Basamzme el i |n.mm—ﬂme ‘Pf‘mayw;m ll'ﬁium'u |UseType

i \

‘ | $30.00| 50.00 $30.00] 46.00]

Use the various filters in order to isolate the data; click Refresh button. Isolate data further by utilizing

the check box: Only Show Open Invoices.

(& PrintGid | 110 1o display

grid for printing.

Options R

o | O oo, | T mae | 5 o0 | D o || () sitmen |

Click View Customer button to open customer record; click Email Customer to open an email with
address already populated; click Edit Invoice to make changes to existing invoice; click Apply Payment
and ReCPro™ will automatically open Shopping Cart to process payment. Click Invoice or Statement

button to print forms.

Facilities Module R.C. Systems, Inc. |
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Facility Rental Security Deposits
From the main menu, go to Facilities > Rentals > Security Deposits

tal Security Deposits
Customer: e Fadiity: \ad| From Contract Date: ad B el
Fadility Category: d Room: | Thru Contract Date: d | G select Al >
R Cate: - Package: Fi Due Date: 3
oom Category lugd| Package d rom Due Da ad L§$ St
Use Type: d Thru Due Date: V|
|| only Deposits Ready for Return || Only Unpaid Deposits || Only Overdue Deposits From Rental Date: | 1/1/2020 hd
Thru Rental Date: | 4/30/2020 d
| Ctrl + Click to Select Multiple Entries
Permit #  * Customer Name Location [ Package Amount Amt Paid Due Date g:;ﬁ:;d | g:;:ad Rental Date g:‘;eml teg g:gem‘ e
» 20-00018 R.C. Systems, Inc. Anchor Bay High Schoal - G... $100.00 0,00 4/14/2020 $0.00 | 4/14/2020  4/15/2020  4/15/2020  4/15/2020
20-00016 R.C. Systems, Inc. Anchor Bay High School - G... $300.00 $0.00 4/10/2020 £0.00 4/9/2020 4/16/2020  4/16/2020  4/16/2020 '_
20-00012 ReCPro Software Anchor Bay High School - C... £100.00 £100,00 3/9/2020 £0.00 | 3/9/2020 3122020 3/12/2020 3122020
20-00006 ReCPro Software Sandy's Study Station - Au... £100.00 £100.00 1/29/2020 £0,00 1/29/2020  130/2020  1/30/2020  1/30/2020
20-00005 ReCPro Software Sandy's Study Station - Au... $100.00 $100.00 1/27/2020 §0.00 | 1/27/2020  2f1j2020 2(1/2020 2f1j2020
19-00110 Leonard, Ben Eisenhower High School - 10 $100.00 $100.00 11/19/2019 (§75.00) | 11/19/2019  1/24/2020  1/24/2020  1/24/2020
19-00046 EchoLand Three Ozks Recreation Are... £100.00 $100.00 5/20/2019 ($100.00) | 5/20/2019  1/25/2020  1/25/2020  1/25/2020
19-00010 Bond, James Eisenhower High School - 10 £100.00 £100.00 1/23/2019 §0.00 | 1/23/2019  2/10/2020  2/10/2020  2{10/2020 |
15-00009 Bond, James Eisenhower High School - 10 £100.00 40.00 1/23/2019 $0.00 1/23/2019 2{3j2020 2/8f2020 2{8/2020
$1,100.00 $600.00 ($175.00)
I1e N |
Options Forms |
2 View Email £ Apply £3 Return Close T
CLOSED | | READY FOR RETURN || edtRenta l‘@ Customer l L anit lea- el & S [© 5|8 sutement

Use the various filters in order to isolate the data; click Refresh button. Isolate data further by utilizing
the check box: Only Unpaid Deposits, Only Overdue Deposits, and Only Deposits Ready for Return.

s

Click & Select Al

grid for printing.

button when highlight all items in the grid. Click lm button to display

Options

,‘% View
| % Customer

Click View Customer button to open customer record; click Email Customer to open an email with
address already populated; click Edit Rental to make changes to existing rental; click Apply Payment and
ReCPro™ will automatically open Shopping Cart to process payment. Click Return Deposit to process
the return and click Close Deposit when the deposit refund is not fully returned (perhaps it was only a
partial refund). To close it would be a manual process.

Email - : 2 o Apply ‘ £3 Return ‘ Close _‘
Edit Rental ‘ =5

Customer

Payment | "™=== Deposit Deposit

Facilities Module R.C. Systems, Inc. |
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Facilities Usage Statistics
From the main menu, go to Facilities > Usage Statistics

singCart Customers Courses Child Care Facil

Facilities
% Facilities
=1 Calendar
[ Book Events

E Reservation Listing

111 Usage Statistics

Usage Statistics grid displays. Enter the From Activity Date and Thru Activity Date and use filters if user
desires to narrow the search even further. Click Refresh button.

T Usage Statistics ==
From Activity Date: Iq{l_f%oz_q_a Fadiity: iGreene Community Center a: |_] Indude Canceled Reservations Time
Thru Activity Date: !4,.’30,{2020 a| Room: | a| |_] Indude Course Reservations (&) Activity Times
Fadiity Categary: i a| Customer: | ﬂjl |_] Include Booked Event Reservations () Reserve Times
Room Category: | ﬂ Use Type: | gJ || Include Rental Options
I@ P"“tM.J IE 2 H‘Hi-xj ke e Ca(r;:zs:;:::r:mt indude fadility rental packages)
|.DETBHS —-
AV u pemts | Fadily iRmm EUSéTvi ead  rotalHours  Rental Amount mmﬂ Custome
CT o e e S B ™ N

462020 15-00076 Greene Community Center Kay Dalton Room Fadility Rental 15 3.00 &0.00 $0.00 Charles
4(7/2020 15-00075 Greene Community Center Kay Dalton Room Fadility Rental 1] 7.00 €0.00 $0.00 Charles
4{10,/2020 19-00076 Greene Community Center Kay Dalton Room Faility Rental 15 3.00 $680.00 40,00 Charles
4/13/2020 19-00076 Greene Community Center Kay Dalton Room Fadility Rental 15 3.00 &0.00 $0.00 Charles
4(14/2020 15-00075 Greene Community Center Kay Dalton Room Fadility Rental 1] 7.00 &0.00 0,00 Charles
4(17{2020 15-00075 Greene Community Center Kay Dalton Room Fadility Rental 15 3.00 £580.00 $0.00 Charles
4{20/2020 15-00076 Greene Community Center Kay Dalton Room Fadility Rental 15 3.00 §0.00 £0.00 Charles
44212020 19-00075 Greene Community Center Kay Dalton Room Fadility Rental 1] 7.00 £0.00 20,00 Charles
4{24/2020 15-00076 Greene Community Center Kay Dalton Room Fadility Rental 15 3.00 $680.00 $0.00 Charles
4{27/2020 15-00076 Greene Community Center Kay Dalton Room Facility Rental 15 3.00 §0.00 $0.00 Charles
4282020 19-00075 Greene Community Center Kay Dalton Room Faility Rental 1] 7.00 §0.00 20,00 Charles

In this example, the date range was for the month of April specifically for the Greene Community Center
to include all rentals. Where applicable, the statistics are given for Use Type, Head Count, Total Hours
and Rental Amount per rental.

Notice the summary line at the bottom of the grid indicating the total head count, hours and rental
amounts for all rentals displaying. Click Print Grid button to print out statistics for reporting purposes.
Summary tab will break out the statistics even further.
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Facility Setup Options

3Cart Customers Courses ChildCare Facilities Memberships Lockers Pointof Sale £

Facilities Setup Options

& Facilities {3 Facility and Room Categories
= calendar Use Types

(5> Book Events @ Time Blocks

Resenvation Listing ', Room Rates

llln usage Statistics % Rentable Equipment / Personnel
Rentals [ Rental Options

[ Rental Request | Security Deposit Types

fE] Create Rental @ Rental Packages

Manage Facility Rentals L&l Facility Rental Email User Setup
Create Rental Invoices

Manage Rental Invoices

B! Security Deposits

Facility Categories and Room Categories

From the main menu, go to Facilities > Setup Options > Facility and Room Categories

Facility and Room Categories screen displays.

Version 1.31

Be  Facility and Room Categories

u & save (& Print Grid

Facility Categories Room Categories

| Description - School Inactive Description

% ¥

¥ | Amusement Park n“ » | Athletic Field
Church | ™| Auditorium
Dance [ Music Studio "] ™| Cafeteria
| Equestrian Club ] B Classroom
.Equlpmant Rental ] ™| | Conference Room
| Golf Course (=] ™ ] Gymnasium
| Health [ Fitness Club ] ™| Ice Rink
Ice / Roller Rinks ] ™| Lodging
| Muriciple Faciity ] ™| | Media Center
| Museum / Zoo ] ™ ] Other
| Other ] ™| | Park Areas
| park (=] ™ ] Pavillion / Picnic Area
Private ™| ™ Playground
School [ B Fool
|Volleyball Club [ ] | Volleyball Court

Record 10f 15 (00 (00 ) (Gl (ol b ; Record 1of 15 Mduddu

[E=5 B | =)
« = 1ee Rink Inactive
(T -
=] =
= " |
" | =]
= |
" | =]
] |
= =
= |
" | =]
= |
" | =]
a " |
= " |
= |

Facility Categories - Type Description and check the box if related to a School. Inactive should be
checked instead of deleting item. Room Categories - Type Description and click save button. Ice Rink

column must first be setup in Admin.

Facilities Module
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Use Types

From the main menu, go to Facilities > Setup Options > Use Types

ReCPro™ User Manual
Version 1.31

= F=5fch "

Clidk here to add a new use type
Adult Sports
Aquatics Class [ DeepSkyBlue
Birthday Party [ Gold
Business Meeting I MediumOrchid
Craft Show [ white
Day Camp [ MistyRose
Enrichment Class [ DarkTurguoise
Haliday 1 vellow
FTO Meeting [ PowderBlus
Recreation Class [ SteelBlue
Youth Sports [ salmon

Type Description and select Color from the drop down menu.

| | Day Camp {R.C. Systems, Inc. - Garden Room)

| £¥6:45PM-10:15 PM Craft Show (Civic Center -
Cafeteria)

This will color code the Use Types on the Calendar.

Facilities Module R.C. Systems, Inc. | m



ReCPro™ User Manual

Version 1.31
Time Blocks
From the main menu, go to Facilities > Setup Options > Time Blocks

The purpose for Time Blocks is to allow the user to define the type of time frame that will determine the
rate of a facility rental. Time Blocks create a drop down menu for the Room Rates (see next section).

T Time Blocks (][ ]
H B save (2 Print Grid
Description . Monday Tuesday Wednesday  Thursday Friday Saturday Sunday Start Time End Time Rate Type
= 1 1 1
Hourly Weekday B & =) | ™| ] ] £:00 AM 6:00 PM Hourly
.Huurl\; Weekday Evening | vl [ | ] ] ] 6:00 PM 11:00 PM Hourly
| Hourly Weskend & "] @ e ] | [ ) 6:00 AM £:00 PM Hourly
Hourly Weekend Evening [} ™| T "] v v [ 6:00 PM 11:00 PM Hourly
| Weekday Daily | v v | 7] B ] 6:00 AM 11:00 PM Flat
| Weekday Evening Flat [} v T "] ] ™| ™| 6:00 PM 11:00 PM Flat
| Weekday Flat ] v @ e ] 7] 1~ =] 6:00 AM 6:00 PM Flat
| Weekend Daily [ ] ™| "] 2 v =] £:00 AM 11:00 PM Flat

J Record 10f 9 () () ) i

Type the Description, check each day of the week the Time Block applies to. Enter Start Time and End
Time and select Rate Type between Hourly or Flat.

Print Grid
Description Monday Tuesday ‘ Wednesday Thursday ‘ Friday Saturday ‘ Sunday Start Time End Time Rate Type
Hourly Anytime v v v v v v v 12:00 AM 11:59 PM Hourly
Hourly Weekday v v v v 6:00 AM 6:00 PM Hourly
Hourly Weekday Evening v v v v 6:00 PM 11:00 PM Hourly
Hourly Weekend v W v 6:00 AM 6:00 PM Hourly
Hourly WeekendEvening v v v 6:00 PM 11:00 PM Hourly
‘Weekday Daily v v v v 6:00 AM 11:00 PM Flat
‘Weekday Evening Flat v 6:00 PM 11:00 PM Flat
‘Weekday Flat v 6:00 AM 6:00 PM Flat
‘Weekend Daily v W v 6:00 AM 11:00 PM Flat

Click the Print Grid button to preview the grid and print.
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Room Rates
From the main menu, go to Facilities > Setup Options > Room Rates

fe ' Room Rates E@
N & save (& Print Grid
Description e Rate Type ggctm;ax Rev Taxable Tax Rate - ;?:xcta#ble Rev
5 | 1 | |
|+ A Sandra - Room Rates Hourly 2000-MonTax =] 2000-Tax
|+ Banguet Rate Flat 2134 v 5.00 2134-Tax
.|£| Brian's Super Uber Room Rate Hourly 1000 d
|+ Chris' spedial hourly rate Hourly 4000-MonTaxRoom 1] 5.00 4000-TaxRoom
|® Classrooms Flat 6001 ™|

Room Rates screen displays. Type Description, select Rate Type (choose between Hourly or Flat) and
enter the Non-Tax Revenue Account # (required). If applicable check Taxable; then add Tax Rate and
Taxable Revenue Account #.

Room Rates
2 Time Block Description ~ /' Staggered Res Fee LJES_RES mgl’ﬂ?um giserage g‘:;;i;i g;fer?l'gy;e
#
» (=] Weekday Daily v 50.00 50.00 0.00 50.00 50,00
(+) Weekday Evening Flat =] §0.00 §0.00 0.00 §0.00 $0.00 Flat
[+ Weekday Flat l_-l 50.00 50.00 0.00 50.00 $0.00 Flat
[+ Weekend Daily l_-l 50.00 50.00 0.00 50.00 $0.00 Flat

Click the & button to drill down to Room Rates tab.

If Flat Rate was selected as the Rate Type, ReCPro™ will automatically display the Time Blocks set up
for Flat Rates as well as a column titled Staggered. This box is checked when the flat rates are not
arranged consecutively. User may customize as many flat rates as needed.

.EJ Sandra-Room Rates Flat Staggered Flat 2000 al
Room Rates
s MNon-Res Maxirmurm Res Mon-Res Overage
o
Time Block Description -  Staggered Fes Fee Fee Hoirs e o Rate Type
#
VS weekday Daiy ] [F] £0.00 £0.00 0.00 &0.00 £0.00

Staggered Rates | Discounts

A Min Hours /m £ Res Fee on-Res Fee

3.00 525.00 $35.00
10,00 £50.00 £60.00

By checking the box Staggered and clicking the & button to drill down, the Staggered Rates tab will
display. Add the Minimum Hours, Maximum Hours, Resident Fee and Non-Resident Fee. In this
example, notice 0 to 3 hours is $25 for Resident, and 3 to 10 hours is $50 for Resident.

Facilities Module R.C. Systems, Inc. | m




- ReCPro™ User Manual
Version 1.31

When staggered box is not checked, type the Resident Fee, Non-Resident Fee, Maximum Hours,
Resident Overage Fee, Non-Resident Overage Fee, and Overage Rate Type.

Important Note: Rentals up to the maximum hours are billed at the resident or non-resident rate. If the
rental goes beyond the maximum hours, the excess time is billed at the resident and non-resident
overage rate.

Room Rates
% Time Blod: Description «  Staggered Res Fes LJSS_RES :::i':um giserage g‘;r;_rg;z g:g?rgyie
#
¥ =) Weekday Evening Flat =] £25.00 £30.00 4.00 5 £20.00 £20.00 Flat
Additional Fees | Discounts
Cushgmer_ = Res Fee Non-Res Fee Res Overage Fee Mon-Res Overage Fee
Classification

#
Yoo | 000 55500 5200} g ||

Click the &d button to drill down to add Additional Fees for Customer Classification (such as
Commercial or Business Rates) and Discounts (such as Financial Assistance or Non-Profit).

Rentable Equipment/Personnel
This feature will track inventory when setup with a room rental option, and attached to a specific facility
room during setup.

From the main menu, go to Facilities > Setup Options > Rentable Equipment/Personnel

fe ' Rentable Equiprent/Personnel El@
H & save L% Print Grid
Type «  Description 4  Qty OnHand

‘Equipment Projector 4
Equipment ReCPro Park Picnic Tables 20
Equipment ReCPro Park Tents 2
Equipment Scoreboard 5
Equipment ™ 5
Personnel Janitar 5
Personnel Scorekeeper 5

Select Type choice between Equipment and Personnel; type Description and Quantity on Hand; click
save button.

Facilities Module R.C. Systems, Inc. | m
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Rental Options
From the main menu, go to Facilities > Setup Options > Rental Options

Be  Rental Options =l ==
H & save 1‘5 Print Grid
Description e Question To Be Asked Rate Type ﬁ:::t—;ax iz Taxable | TaxRate ;:éage Rey Egi?,ﬂﬁ;\tﬁrsed g\tr;‘Use U::Qty
—
() Janitor Do you need a janitor? Hourly 1000-jan "] Janitor 1 1
(%) Mime Do you want a mime to entertain? Hourly 4000-NonTaxMime J 4000-TaxMime  Mime i 1
[+ Projector Fee Would you like a projector? Flat 1000-proj "] Projector 1] 3
|+) Scoreboard ‘Would you like to use the scoreboard?  Flat 1000-score [~ ] Scoreboard 1] z
(%) Scorekeeper Would you like a scorekeeper? Hourly 1000-score J Scorekeeper o] 2
() Setup/Take down M-Th Do you need setup/take down? Flat 5000-004 Janitor 1 1
» T e S N B 77 N
Option Rates
2 e ock escroton ol - il - i e
i
» (£ Hourly Weekday d $10.00 $10.00 5.00 £10.00 §10.00 Hourly
[+ Hourly Weekday Evening §20.00 $20.00 5.00 §20.00 £20.00 Hourly
[+ Hourly Weekend §15.00 £20.00 0.00 0,00 €0,00 Hourly
() Hourly Weekend Evening £0.00 £0.00 0.00 £0.00 §0.00 Hourly

Type Description and Question to Be Asked; select Rate Type between Hourly and Flat; add Non-Tax
Revenue Account # if applicable or check Taxable box, add Tax Rate and Taxable Revenue Account #;
select Equipment/Personnel Use from the drop down menu; add Minimum Use Quantity and
Maximum Use Quantity.

Click the &d button to drill down to Option Rates and type the Resident Fee, Non-Resident Fee,
Maximum Hours, Resident Overage Fee, Non-Resident Overage Fee, and Overage Rate Type.

Security Deposits

ReCPro™ comes equipped with the ability to collect and manage Security Deposits. The system makes
the assumption that the collected Security Deposits will be part of the normal ‘Bank Deposit’. If you
have a policy to NOT deposit the collected Security Deposits into your bank account (meaning you
simply hold on to the check and then return that same check to the customer), it is recommended that
you do not use the built in Security Deposit feature that ReCPro™ offers.

From the main menu, go to Facilities > Setup Options > Security Deposits Types

fie ' Security Deposits =n N ==
u [ save (& Print Grid
Description «  Amount :g;-::)t( #Iflevenue Taxable Tax Rate ;Eé);t:;etievenue
#
Regular deposit £100.00 4000-MonTaxSec 4000-TaxSec
Sandra's Security Deposit £50,00 2000-MNonTaxRev .i] 6.00 2000-TaxRev
Standard £100.00 2000 =

Type Security Deposit and Amount. If applicable add Non-Tax Revenue Account #, check Taxable box,
Tax Rate and Taxable Revenue Account #. Click Save button.
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Rental Package is a way to combine frequently used multiple room rentals. This creates ease for the
user to select the Rental Package rather than register each individual room. The user can also
determine a price break for Rental Packages if so desired.

From the main menu, go to Facilities > Setup Options > Rental Packages

Type Description, select Room Rate and Security Deposit from drop down menu and if applicable type
Reservation Reminder, Contract Notes and Setup Instructions.

Locations | Options
o | Fadlity
#

e Rental Packages [ B 2]
U [ save (& Print Grid
Description 2 Room Rate Security Deposit E:z_ﬁ:&z‘:m Egrget;act IS::;E e
=
. () Horse Show Horse Shows Standard Al Al A
3 ; |=) Sandra's Rental Package Sandra - Room Rates Sandra's Security Deposit Al Al

= Room

» :Dakota High School

Add Facility and Room to the Locations tab.

Locations  Options

Q4 Option Required
#

Select Options from the drop down menu and check box only if the item is required.

Facilities Module
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Facility Rental Email User Setup
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ReCPro™ email notification system allows the user to direct the notification to the facility level or down

to the rooms within the facility. This grid will automate the steps so user does not have to open every
facility and room in order to setup.

From the main menu, go to Facilities > Setup Options > Facility Rental Email User Setup

Facility Request Email Setup grid displays.

Step 1 - Select Locations (Facilities and Rooms), to add one location, click the blank line (click here to
add a new location) or click Select Locations button to setup multiple locations simultaneously.

B Facility Request Email Setup

Fadlity
#*

- Step 1 - Select Locations (Fadilities and Rooms)

4 | Room

Record 0 of 0

© Step 3 -Review Assignments

User

Aaron Smith
Aaron Smith
Aaron Smith

brianpos

-

brianpos

Chris Andrews
Chris Andrews
Chris Andrews
Chris Andrews
EdM

Sandra Witkowski
Sandra Witkowski

@ Select Locations

& Faclity

Anchor Bay Elementary School
Anchor Bay Elementary School
Eisenhower High School

Johson Elementry School
Anchor Bay Elementary School
Anchor Bay Elementary School
Anchor Bay Elementary School
Anchor Bay High School
Anchor Bay High School
Anchor Bay Elementary School
Anchor Bay High School

‘ I;lpt;_lcordll of 14 ddddud ;

/@ Step 2 - Select Users

User

Record 0 of 0

4 Room

Conference Room A
Conference Room B
Music room
Gymnasium
Conference Room
Conference Room A
Conference Room B
Room 400

Room 100
Gymnasium

Room 100

= <

'&. AddUpdate
i 4 Assignments

4 Switch All
= & Assignments for

| Highlighted User to

| ‘New User

Delete Al
| & Assignments For
| Highlighted User

| @ Delets Al
Assignments

al

0 Step 1 - Select Locations (Fadlities and Rooms}.

Faility

1 I

udd Record 1of 1

+  Ropom

) Select Locations

Select a room by clicking on the drop
down arrow or click Select Locations
button to select multiple facilities and
rooms.

Multiple Locations — check facilities and/or rooms user email will be attached to

Facilities Module
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] Athletic Center
|1 Beach volleybal
] church

Room Category (Leave Blank For Al

Display: ‘

Facilities

|_] Advanced 5alsa Dancing

|1 Algonac Elementary School

|1 Anchor Bay Elementary School
|1 Anchor Bay High School

|| Balboa Bed & Breakfast

[ Building 1

] cAW Sports Complex

|| chippewa valley High Schoal
| Clinton Township Athletic Center
|| | ] Ebeling Elemetary

|| Eisenhower High School

i_] Fern Cove

| Great Lakes Sparts City

|1 Happyworld

|_] Harper Field

|_] 7K Elementary Schoal

|1 John Adams Elementary School
| Johson Elementry School

|1 Lahser High School

|| MeMurray Middle School [~ |

|| Freedom Hil-Pavilion
|| Freedom Hil-Room &
|+#| Freedom Hil-Room B

@ credat | |@ unchexa |

@ =[]

L

Click OK button

Step 2 - Select Users from the drop down list

Version 1.31

The pick list is mapping from setup > admin tools > user group setup > user ID tab

) step 2 - Select Users

i

LS

| +| Chris Andrews

Wl reord 2072 DL O D@L

Step 3 — Review Assignments

Facilities Module
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This is a grid with all your current users who are attached to specific facility/room email setup. Use the
button on the right to Add/Update Assighments, Switch or Delete Assignments.

B étep e .nssignmeﬁi:s
* e
. 4 :Aaron Smith
I EAaron Smith
;Aaron Smith
| brianpos
?brianpos
| Chris Andrews
| Chris Andrews
:Chris Andrews
| Chris Andrews
[EdM
Sandra Witkowski
| Sandra Witkowski

I_ I.Rl.n;_lcordll.ofﬁ uuddaul H_,

< Fadity

Anchor Bay Elementary School
Aanchor Bay Elementary School
Eisenhawer High School
Johson Elementry School
Anchor Bay Elementary School
Anchor Bay Elementary School
Anchor Bay Elementary School
Anchor Bay High School
Anchor Bay High School
Anchor Bay Elementary School
Anchor Bay Elementary School

Conference Room A
Conference Room B
Music room
Gymnasium
Conference Room
Conference Room A
Conference Room B
Room 400

Room 100
Cafeteria

Gymnasium

T _.,_; -

@

AddUpdate
R

Switch All
Assignments for
Highichted User ta

Mew User

Delete All
Assignments For

Delete All
Assignments

This grid is a tool to conveniently review all email user setup, but it can also be done individually by

starting from the main menu, go to facilities > facilities > room tab

Facilities Module
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