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Introduction

Introduction @A)

RV Park Software is a very simple and easy tool to use. There are a few simple Concepts you
need to understand about the program, followed by the proper setup, and in about an hour or two
(depending on how many sites and what features you need to use) you will be ready to manage
your Park or Properties.

Concept One: Itis important you take the time to properly enter all of your setup information in
the Campground Information Setup area. The program will not function correctly without
accurate information. All your Sites MUST be defined with "Site Aliases" (or Site Names you
want to use in the Reservation Grid and Maps). It is also recommended you create "Other
Charges" you will need for Charging Guests things you want to include on their Bill or want to sell
in a Point Of Sale store you may have. Other Charges can always be added as you go, but it
makes sense to set up common charges you know will be needed. Examples, could be: RV
Wash/Dump Fee/Meter Charge/etc.

Concept Two: Once the Campground is fully defined, a Guest needs to be PROPERLY
registered. That means, there are a minimum of things that must be entered to have them show
up and be located. Fields that are required: Name / Arrival Date / Departure Date / Site / Stay
Type (Daily, Weekly, Monthly, etc.) everything else is at your discretion. The Arrival and
Departure dates are used to show the Guest in the Reservation Grid and on the Maps. They act
as a place holder for the site.
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NOTE: The Stay Type is how they are Paying NOT how they are Staying. That is, if they are
Staying for a Year, but Paying Monthly, they should be set to a Monthly Stay Type.

Concept Three: There is a process for a Guest to be Billed and Money collected. Generally,
when a Guest arrives you want to collect money for their stay up front. The process is:

1) Enter a Paid Thru Date - most easily done by double-clicking the Paid Thru Date field and
selecting a Date they will be paying thru. RV Park will figure their costs from your Site and
Information setup. You can add up to 5 "Other Charges" if needed. If you leave the "Do
Not Show Amount Paid" check box blank, the printed Bill will look like an Receipt, check the
box and it will be more like a Invoice. You can press the "=" (equal) button to make the
amount paid equal to the amount due if needed. The Amount Paid will turn colors to help
identify differences. Green for Amount Paid equal to that due, Yellow for Amount Paid is
Less than that due, and Red for the Amount Paid being more than that due.

2) Press the Generate Bill button - to print the Bill (this saves some of the information and is
an important step in the process). This step can be done several times as necessary to
create as many paper copies or corrections as needed, as long as you don't tell RV Park
you have collected the money. The Generate Bill will ask you if you want to mark the Bill
Paid ... if you press Yes, it is just like pressing the 2) Bill Paid button.

3) Once the Money has been received, press the Bill Paid button - this will complete the
transaction by adding it to the Billing Table in the database and move the Paid Thru date to
the Last Paid field.

NOTE: This process may be repeated many times for a Guest staying for a Long Term period.
Once the Guest is ready to leave, and after you have completed their finial Billing Process, if is
important you Check them out:

4) Use the Ck Out button to return the site to the site pool, making it available to future
Guests.

NOTE : This also removes them from the Reservation Grid and is critical for RV Park to
function properly.

NOTE: If a Guest needs to stay longer than originally provided, you can simply change their
Departure Date to the future date (or make it less if they are leaving early) as long as the site
they are in has availability for the extra days. If not, you may need to complete their Billing
process for their current site, remove the site number, and Assign them a New Site for the rest
of their stay. You can reassign the next Guest to a different site and let them remain in their
current site. Whatever is most convenient.
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Welcome @A)

We just want to welcome you to the RV Park Software program. A program we have developed
to help the smaller parks get into the computer based management arena without costing a lot of
money. RezPlot Systems, LLC d/b/a Campspot owns this program. Please review the Help
files in the various RV Park programs. Yes, there are 4 programs that come with RV Park
Software. Each has a Help File to help with using the application. This Training Help File tries to
provide the Concepts of how to use RV Park software, but there is also a Detailed RV Park Help
File that covers every aspect of the program. There are also:

MapMaker - a simple tool to create and maintain up to 4 Maps of your facility.

Park Calendar - another simple tool to help manage reservations for a Rec Room, or Pavilion,
or other type of facility. It will support many facility areas, or you can just keep track of activities
for the park and then print a calendar for others to see.

Datalmporter - this is a tool | built to help parks Import Guests, Point Of Sale items, or even
Sites, from a spreadsheet or text based file. It even Exports data from a MS Access database to
a spreadsheet, should you want to go with another Park Management application.
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The Help files will answer most questions and clear up most confusion. When you can't figure it
out, just give us a call or an Email.

Thanks for your Interest,

RezPlot Systems, LLC d/b/a Campspot
Easily create Qt Help files
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Getting Started @ ‘ﬁ“ @

Before setting up RV Park Software you may want to consider how you need to organize your
Park. Do you have different "Sites" (RV Spaces/Storage Lockers/RV Storage area/Boat
Slips/etc.) that you may want to consider in your setup? Sites use a "Site Alias" name that can
have as many as 7 alpha-numeric characters to "Name" a Site. The Site Alias is displayed in
your Reservation Grid, on Maps. and in the Guest Information Panel, so determining Names that
best describe your situation can be very helpful.

Some examples could be just using numbers, but since the Reservation Grid can be sorted by
the Site Alias, you may want to start with zeros like: 001, 002, 003, etc. In this manor, if you set
the software to sort by Site Alias things would stay in order, where if you left off the zeros, you list
may look like: 1, 10, 101, 102, 11, 12, 13, 14, 15, 16, 17, 18, 19, 2, 20, 21, etc. in a Park with 102
sites ... Not the best list.

You can also use alpha characters to denote site features like S for Shade and/or P for PullThru.
Example: 001, 002S, 003P, 004, 005PS, etc.

If you have Boat Slips, you could precede the Site Number with a B and all of the Boat Slips
would be together. Example: 001, 002, 003, ..., BO01, B002, BO03, etc.

When you get ready to define the Sites there is a tool that will assist in creating groups of Sites
with similar or the same amenities. The "Copy" feature also assists in creating the Site Aliases
when they have preceding alpha characters.

Another item to consider is the Site Types which you define. These can help define what type of
Camping will happen in a Site. There are as many as 10 Site Types, but | recommend you use
only those that you need and make sense for your Park. In my opinion, Motorhome; Travel
Trailer; 5th Wheel; A Class; and C Class are all RVs. So why not just use RV as a Site Type to
cover all of those. Cabins, Park Models, and Mobil Homes are another example of Site Types
that are virtually the same. Pick one, and save your effort.

There is a feature that will let you change your Rates by Site Type. This may be an exception to
your Site Type naming convention if you plan to change your Rates periodically, and the Rates
are different for various Site Types. When you define your Sites, you can include as many of the
Site Types for each Site defined. In this approach, you could have defined the following 4 Types:
RV, Cabin, Tent, and Storage and then also defined 3 other Types as: NoElec, 30AMP, 50AMP
Now when defining your RV Sites, you can check the RV Site Type and one of the electric Site
Types, so that 2 Site Types are checked for each RV Site. Then when your Rates increase on
RV Sites, you can use the electric Site Type to change ALL of those types at once, as opposed
to, doing them one at a time.

Free EPub producer
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Contacting Us
Contacting Us @A)

If you need help, have questions, or even have an enhancement you need, please let us know.
We try to not be a training stop for Windows and focus mostly on the RV Park Software suite of
programs. You can contact us at:

Phone: (616) 226-5500 Please leave a message if we can't pickup, we try to return calls as
soon as possible.

Email: support@campspot.com

Website: RVParkSoftware.us

Easily create Web Help sites
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System Requirements are @TALG

RV Park will run on any IBM compatible computer running Windows 95 or greater Operating
System. RV Park is a 32 bit program, but runs well on both 32 and 64 bit Windows Operating
Systems.

On Windows 7, 8, 10, & 11 the Compatibility Mode for all of the RV Park applications MUST be
set to Windows XP Service Pack 3. This is due to the Virtual environment Windows 7 & up
provide that needs to be turned off for RV Park to run properly.

Hard Drive Space - RV Park Software will work on any version of windows. You need about 16
meg of Hard Drive space to start with, the database will grow as you use it. You can archive old
information (probably yearly). RV Park shouldn't ever exceed about 20 — 24 meg of your Hard
Drive space.

RAM Memory - RV Park runs well on 2 gb of RAM for an average size Park (less than 300
sites). RV Park is a 32 bit program and as such too many gigabytes of additional RAM may not
buy you much. In 32 bit processing a Windows computer can only map 4 gb of RAM, so anything
over 4 gb will not provide much to programs in the 32 bit world. If you intend to use other
programs in the 64 bit arena, additional RAM will be a good choice. NOTE: RV Park will run on a
64 bit Windows operating system, it will just be in a 32 bit mode.

Processor - Virtually any processor will run RV Park Software. The faster the processor, the
faster the program will run.

Other Requirements - The Program is designed to operate with an active Internet Connection
for On-Line Reservations, sending Email confirmations or Bills, and checking for new versions.
The Internet Connection will also provide a mechanism for Free Software Updates (yes, we still
don't charge for updates after more than 11 years). RV Park can operate without the Internet
Connection, you will just not be able to use some of the functionality.

Another requirement is a Default Printer to generate receipts, output for reports, and Billing
Statements. Almost any printer will work, but inkjet and laser printers will most likely provide
speed. By design this is a standard 8.5 X 11 inch printer. RV Park does NOT support 3"
or 4" type printers.
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Not required, but HIGHLY RECOMMENDED is an external hard drive for auto-backup.
You can get one for around $50 and may be the best $50 you ever spent should your
computer crash.

Optionally, RV Park will produce a MS Excel spreadsheet if your PC running RV Park software
has a copy of Excel. It can also create a CSV (comma separated values) file which can be read
by virtually all spreadsheet programs. The benefit of the Excel program is all of the nice
formatting that is used, where a CSV file cannot have this formatting. If you're PC is running
Windows 7, Excel 2003 can be used fairly inexpensively (less than $45), Windows 8 may require
a minimum of Excel 2007 (less than $120). This is dependant upon the MS support policies.
There may be issues with the new Version 2015 (and greater) of Excel, please verify if you are
using it. You can always use a CSV file and call it up in the newer versions of Excel.

The last requirement/recommendation is only valid if you choose to use the Point of Sale
capability of RV Park, and that is a Bar Code Scanner. A Bar Code Scanner can be purchased
for as little as $20 to $30 on-line and greatly enhances the Point of Sale experience. A Bar Code
Scanner is really not a requirement, it just simplifies the use of the Point of Sale capability. See
the Help Files for additional information.

Screen Resolution -

NOTE: If using Maps, there is a limitation of 1000 Sites or Properties. The Software
was designed for a small to medium sized park or property management activity (1
to 300 sites). More than this will slow down the software when loading the
Reservation Grid and Park Maps. We have a Customer with over 700 Sites that is
using the Software, but we think this is a little too many. You need to be the judge

if you have a large park.

There is also a minimum Screen resolution of 1024 X 768 display setting. This is important
because the Billing Output printout is restricted by the screen Resolution. If your screen
resolution is too small (making the windows panels larger), the bottom of the Billing Statement
may be cut off.

To set the screen resolution:
1) Right-click anywhere in your desktop screen area and select the Properties option.

2) In the Display Properties panel select the Settings Tab:
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And change the Screen Resolution to a minimum of 1024 X 768 as shown above, and click OK.

The application doesn't require much other than that. If you have problems, please let us know.
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Setting Up RV Park @ G} @

This Help File will cover the basic RV Park Software Setup requirements. There are some short
videos on-line that also provide a quick tutorial you can link to via this symbol:

Use the Video Links to see a short Overview of the Topic being presented. With the Video
providing a brief overview, the details will then be provided in the Chapters. Please take the time
to read thru the Help Files and possibly use it in conjunction with your setup.

NOTE: The Videos are not always current to the actual software. It is because there are always
improvements being made to the program.

Easily create Qt Help files
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RV Park is a simple, easy to use program for Property Management type application. The tool
was designed primarily for RV Park management, but can be adapted for almost any Property
Management situation. There are 3 simple Concepts you need to understand about the
program, followed by the proper setup, and in about an hour or two (depending on how many
sites and what features you need to use) you will be ready to manage your Park or Properties.

If you already understand the Concepts from the Introduction, you can go to the Campground

Setup Section:

Concept One: It is important you take the time to properly enter all of your setup information in
the Campground Information Setup area. The program will not function correctly without
accurate information. All your Sites MUST be defined with "Site Aliases" (or Site Names you
want to use in the Reservation Grid and Maps). It is also recommended you create "Other
Charges" you will need for Charging Guests things you want to include on their Bill or want to sell
in a Point Of Sale store you may have. Other Charges can always be added as you go, but it
makes sense to set up common charges you know will be needed. Examples, could be: RV
Wash/Dump Fee/Meter Charge/etc.

Concept Two: Once the Campground is fully defined, a Guest needs to be PROPERLY
registered. That means, there are a minimum of things that must be entered to have them show
up and be located. Fields that are required: Name / Arrival Date / Departure Date / Site / Stay
Type (Daily, Weekly, Monthly, etc.) everything else is at your discretion. The Arrival and
Departure dates are used to show the Guest in the Reservation Grid and on the Maps. They act
as a place holder for the site.

NOTE: The Stay Type is how they are Paying NOT how they are Staying. That is, if they are
Staying for a Year, but Paying Monthly, they should be set to a Monthly Stay Type.

Concept Three: There is a process for a Guest to be Billed and Money collected. Generally,
when a Guest arrives you want to collect money for their stay up front. The process is:

1) Enter a Paid Thru Date - most easily done by double-clicking the Paid Thru Date field and
selecting a Date they will be paying thru. RV Park will figure their costs from your Site and
Information setup. You can add up to 5 "Other Charges" if needed. If you leave the "Do
Not Show Amount Paid" check box blank, the printed Bill will look like an Receipt, check the
box and it will be more like a Invoice. You can press the "=" (equal) button to make the
amount paid equal to the amount due if needed. The Amount Paid will turn colors to help
identify differences. Green for Amount Paid equal to that due, Yellow for Amount Paid is
Less than that due, and Red for the Amount Paid being more than that due. If the Amount
Paid is NOT equal to the Amount Due, an Outstanding Balance (positive or negative) will
be maintained.

2) Press the Generate Bill button - to print the Bill (this saves some of the information and is
an important step in the process). This step can be done several times as necessary to
create as many paper copies or corrections as needed, as long as you don't tell RV Park
you have collected the money. The Generate Bill will ask you if you want to mark the Bill
Paid ... if you press Yes, it is just like pressing the 2) Bill Paid button.

3) Once the Money has been received, press the Bill Paid button - this will complete the
transaction by adding it to the Billing Table in the database and move the Paid Thru date to
the Last Paid field.

NOTE: This process may be repeated many times for a Guest staying for a Long Term period.
Once the Guest is ready to leave, and after you have completed their finial Billing Process, if is
important you Check them out:

4) Use the Ck Out button to return the site to the site pool, making it available to future
Guests.

NOTE: This also removes them from the Reservation Grid and is critical for RV Park to
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function properly.
NOTEL: If a Guest needs to stay longer than originally provided, you can simply change their
Departure Date to the future date (or make it less if they are leaving early) as long as the site
they are in has availability for the extra days. If not, you may need to complete their Billing
process for their current site, remove the site number, and Assign them a New Site for the rest
of their stay. You can reassign the next Guest to a different site and let them remain in their
current site. Whatever is most convenient.
NOTEZ2: There is a "Hold" feature that can be used to Hold a site for a Guest that thinks they
may stay longer, but are not sure. This feature is discussed further in the DEtailed Help files.

___ CampGround SetUp |

Create iPhone web-based documentation

Campground Setup

Campground Setup @ ‘ﬁ“ @

The Campground Information Setup panel is fairly large, but contains many of the important
settings for RV Park Software. The first thing to note is the panel is divided into several areas. If
you work through it one at a time, it won't seem quite so intimidating. NOTE: While you are
going thru setting up the areas, just hold your mouse over a field and you will see a Tip displayed
describing the purpose or other information about that field.

Park Information Area - The first area is where you enter your Park's or Business'
information. The information entered will be used on your Billing Statements, Emails, and Main
Panel of the software. Key fields include: Park Name 1; Physical Address 1; Physical City;
State; Zip; Email; Phone; and Website. The other fields may be used in future releases of the
Software.

— Park Infarmatiamn
ParkNamel [Your Park

ParkName2 |

Physical Address 1 [Your Address

Physical Address 2 |

Physical City |Cit&* Siatel Co p |81233
Phone |L123-123-1234 FAX Email [MyParkBhost. com
Wehsite [http: /7 OurR¥Park. con/

Mailing Information Area - this area will automatically get filled in when you enter the Park
Information fields. If you set up your Outgoing Malil, provide an Email address and check the Auto
Send Backup DB box, a copy of your DB can automatically be sent to a Corporate or Off Site
Owner that needs to create reports of view activity whenever RV Park is exited. They can then
place it in their RVPark directory and, using the RV Park Lite version of the software (Free
Version), review what is going on.

10/ 47
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b ailing Information

Company Name 1 |Y-:ur Park

Company Nama I |

Mailing Address 1 |‘f-:ur Address

Mailing Address 2|

Mailing City [City State | CO Zip |
Phone |123-123-1234 FAX Email |support@e-businessm
Wehsite | v Auto Send Backup DB

General Settings Area - The General Settings area lets you set Defaults for some of the
programs operations.

NoShow Amount Due on Bill - actually sets the default for showing the amount Paid on a printed
Bill. You can change the Default before actually printing a Bill in the Guest Panel.

Show New Version Pop-Up - This will check the Internet to see if a Newer Version available, and
is recommended that it is checked. If your computer is NOT connected to the Internet, uncheck
the box.

Sort By Alias - Normally your sites are listed on the Reservation Grid in the order they are
defined, that is, in the order of their Number. But, you can enter a Site Alias (up to 7 alpha-
numeric characters) when you define your sites. Checking this box will cause the Reservation
Grid to sort by those Aliases. Make sure the AlphaNumeric sort is what you want, that is, it sorts
by the Aliases. Look at the Reservation Grid and be sure you are getting what you are expecting,
Grid Days - can be set from 30 to 190 days. This is how many days will be loaded in the
Reservation Grid. NOTE: If you have a lot of Sites, this can slow down how quickly the panel
gets loaded. You can always change the Current Date on the Reservation Grid panel to view the
date needed. You need to be the judge of what is quick enough.

General Settings
[ MoShow Amt Due on Bill v Show MewVer Fop-Up [ Sort By Alias Grid Days | 30

Taxl Name |Sa1es Tax Taxl Rate IW
Tax2?Name  [City Tax Tax2 Rate [. 010000
Tax3 Name |HY Tax Tax3 Raie IW
Daily Charge | Amt Maximum Num of Days I_
DatahasePath |:: ' LusbyData\VBE\EVEark3s0 CountryCode m
BackUpDEPath |:; \MyPark Receipt Num lf
Summer StartDate | 5,97 SummerEndDate | 5,15 Unit Name Jite
Winter Start Date 3/16 Winter End Date Iﬁ e T e e |

There are 3 Taxes for your use that can be set up and named as you see fit. The taxes can later
be applied to Site Rent or Other Charges in whatever combination makes sense. If you enter O
as a Tax Rate, it is never used, as shown on Tax3 Rate.

Daily Charge - is the Name of a charge you want to standardly apply to all Daily Guests for some
number of days. (example: State Recreational Fee)

Amt - is the amount you need to charge for each day.

Maximum Number of Days - number of days you will be charging the Daily Charge.

Database Path - This is the path where you will be storing the Park.MDB database where all your
Park data is stored, as well as, the Other.MDB database is stored which is essential for RV Park
to operate. When networking RV Park Software, this is how you point back to the Hosting
Computer.

BackUp DB Path - is the path to where your Backups of RV Park software database are stored.
It is recommended you use an external hard drive, like a USB drive. They are around $50 and if
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your computer's hard drive fails you won't loose everything.

Country Code - can be set for the United States, Canada, or Australia. This just sets the Zip or
Postal codes to a more familiar pattern, as well as, states in Australia have 3 characters.
Receipt Num - sets the number for Billing receipts.

Unit Name - Changes the default RV Site nomenclature within the program to whatever you
deem appropriate for your requirements ... Like, Room for a Hotel or Slip or Berth for a Marina.
You have up to 7 characters to reflect your requirement.

Change Season Dates - provides you access to set the Season Dates for your Park. NOTE: It is
recommended you wait until you define your sites if you need to use this feature, because that is
where you will be taken via this button.

Billing Area - this is where you can create custom messages on your Billing Statements and
Confirmation Emails you can send.

Payment Due - This is a statement just to the left of the amount due and can be up to 100
characters.

Thanks - is a short note, centered, at the bottom of the page.

Turn Off Showing Late Guest Payments - This CheckBox is used to turn off the Red Italic Guest
Names in the Reservation Grid for those Parks that do not use the Rent Billing feature and don't
need to see the Guest Names in the Red ltalic.

Turn On Guest Address for Window Envelope - allows you to alter the Billing Statements so that
the Guest's Address will be visible in a #10 Window Envelop when properly folded. Also, note
the Text Position from Left notes below.

Text Position From Left - is the measurement (in inches) from the left edge of the Billing
Statement to the Guest Address. The standard Window #10 Envelope would be .875 or 7/8 of
aninch.

News And Announcements - can be one or two columns at the bottom of the page. This area
can be used for almost anything you want from Park Rules to News and Announcements.
Announcement Title - field lets you change the Title of this area on the Billing Statement to what
you want to call it.

Announcement Area Height - Some printers can produce a larger Billing Statement than others.
This field will allow you to experiment with the Height of the area.

TxtHgt - allows you to change the text height of the News and Announcements text area. This
helps if you need to have a lot of information on the Statement.

One or Two Columns - you can change the Announcement Area to have two columns for Text if
needed by changing the radio buttons.

Eiling

Pavment Due |"fc:u1: Totzl amount is ¢ lhanks |‘f|:ur Fark sppreciates 3

[ Tum O Showing Late Guest Payments [ Tumn On Guest Address for Window Envelope

Text Position from Left 0.875

Announcements |

Announ Title |News| And Annour ABBOUR | 5ynn  TxiHet |10 f* One Cal
Area Hgt " TwaCol

|I:' vou need to cancel this reservation, you must do

Cancellation
Policy

Network Settings Area - lets you determine if you will be running a single or multiple
computers with RV Park Software. Using the Multiple Computer setting would need to be set on
all computers networked to the Hosting Computer. This will refresh the Grid and Maps more
frequently to help assure currency of the Guests. This is also where you set the system to use
the on-line Reservation System. Thereby, turning on 2 buttons on the Guest Panel to retrieve
and delete reservations made on-line. You can also turn off the Group Reservations option on the
main panel if you don't need this feature.
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Rezervaztion System

Electric Company Billing Settings Area - is where you setup the way Electric Billing will be
handled. RV Park allows you to have up to 2 different Electric Companies or Electric Billing
approaches for your Park. Each Site or Property can use only one of the Companies. Each
Company can have up to 3 different Rates based on the Sites use of KWH. In this manor, an
Electric Company could charge one rate from 1 to 1400 KWH, and another rate from 1401 to
2000 KWH, and a third rate for anything over 2000 KWH. The Electric Charges can also have a
Tax charged against them. The Tax Rate must be entered and the Box must be checked for the
Tax to be charged. If the Electric charges are not Taxed, just don't check the Tax Electric box. If
there is only one Electric Rate, just enter from 1 to 9999 for the first Range and whatever the
Rate is for a KWH, as shown below.

|E—'E'?r"c_'§ e [0034 | KwHRangs/Rate 1 | KwH Range/Rate2 | KwH Rangs/Rate 3

Electic Company 1 Rates || 1 9999 | 0095 || | | | | |
Electic Company 2 Fates | | | | | | | | |

Default Site Rates Area - this area can be used to set which of the 3 standard Taxes should
be charged for Rents with the Taxes button and also the Tax checkbox below each Type of Stay
must be checked for the Taxes to be applied. This area also can help to change Rates for a
Park's Site Types when you want to change Rates for certain Site Types or it will also change
ALL sites to the Rates you enter in this area.

— Default Site Rates

D il Wwieekly I'-.-1|:|nth|'r' IMonth B Manth early
Surmmer I 35 I 150 300 E {1150 | 1450

Wwinter |z | 125 | 250 [T Tax [ Tax [ Tax
T ares I M Tax [ Tax [ Tax Set & Sites to Default Rates |
j === Set Site Tope to Default Fates |

Site Type |

Note the Taxes button, this will open another Panel to determine which of the 3 Taxes will be
applied to each of the Site Rate types checked.

E| Tax Rent Settings ]

H—Ell:lil:laily Fent Taxes Applied —weekly Rent Taxes Applied — Maonthly Rent T axes Applied
[+ Sales Tax [~ Sales Tax [+ Sales Tax
[~ City Tax v City Tax [~ City Tax
[~ My Tax vty Tax [ Wy Tax

— 3 Maonth Rent Tawes Applied
[v Sales Tax

— & Manth Bent Taxes Applied
[+ Sales Tax

— 12 Month Rent Taxes Applied
[v Sales Tax

[~ City Tax [~ City Tax
[~ MuTax [~ MyTax
Save Cloze

You can see how each of the Rate types can be set for a Tax to be applied ... or not.

Site Types - You can define up to 10 different Site Types. These are used to determine what a

Site can accommodate, or you can also use them to isolate or group Sites for rate changes.



This common for Parks that may want to frequently change the Rates for certain sites several
times a year. There is a feature called Set Site Type Rates to Default that will be discussed after
this. Simply enter a Site Type name you want to use, or you can leave the field blank and it will
not be used and the word "None" will be added. Note, it is best to keep the Types in sequence;
that is if you need/want 4, use 1-4 not 1, 3, 5, and 8. Also Note, if you change one from ... say
Cabin to RV, you may want to review your Site Definitions in Setup and be sure they still make
sense. If you changed the text from Motorhome to RV, | would think everything would be fine, it's
just when the Type is not the same.

TIP: Use only what makes sense. That is, Motorhome, TravelTrailer, 5th Wheel, are all RVs ...
just use RV for a Site Type. Same thing with Cabin, ParkModel, etc. pick one Site Type for them.

Sike | ypes

Enter the twpes af BYs ar Bental Praperty vau are handling. Examples: Tent; Baat: Camper; Trailer; ete.
1 |Cabins 2 |Campers  3|Boats 4|5th vwheels ®|Motorhome  ® [Mone
7 |N|:|ne 8 |N|:|ne EINDHE mINDr'IE Default Site Type Number I g

The Default Site Type Number will set the selection in the Guest Panel to your default number.

Set Site Type to Default Rates - This is a way to quickly alter all Site Types with this Site
Type checked, to whatever rates you have entered into the Default Site Rates area. For this
feature, there is no need to save the rates, it is just to change them for one of your Site Types.
Just select the Site Type you want to change from the Drop-Down box shown below and then
press the Set Site Type to Default Rates button and ALL sites that have that Site Type checked
will be changed to the Default Rates entered,

— Default Site Bates

IMV_ IMV. le IManth B Manth early
Surnmer n 100 3845 1155 [z3t0 | [aszo
Winter | | 100 | a3ss W Tax | Tax [ Tax
T anes I W Tax v Tax v Tax Set &1l Sites to Default Rates |
Site Type || j ==>  SetSite Type to Default Rates |
PaidThiul gy g e
Weeldy | |Park Model jth [o0 6 Menth 150 Yearly [ 365

Auto Compress and Backup Database Options - This is a really nice feature that
(providing there are no other Users in the Database) it will be compressed and Backed Up
automatically when you close the RV Park Software. Remember, you can have a different
location set for Back Ups like a different hard drive or computer (Highly Recommended).
Compressing the database removes excess space and actually repairs problems in the
database. The Back Up is labeled with the day of the week in it's name, which limits you to no
more than 7 back ups. Just set the radio buttons to Auto Compress DB and Auto Back Up DB.
NOTE: We have had several Customers that have NOT backed their Database up to a USB
External Hard Drive and their Computer has crashed leaving them with NO Backup. You can buy
one a 500 GB USB External Hard Drive for less than $70 at Walmart, small price for your sanity
and trying to recreate it.

Comprezs Databagze Options BackUp Databaze Options
’71["' Auta Compress DB % Manual Compress DB ’7'{" Auto BackUp DB % Manual BackUp DB

Paid Thru Incrementer - This can be a very handy feature. It is where you can set how many
days will be added to the Last Paid Date in the Guest Panel when you Click on the "Paid Thru"
label just to the Left of the Paid Thru field. This action will set the next Paid Thru date to what
you want as opposed to trying to count days on the Calendar.
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" FPaidThru ncrementer

Weekly |T Monthly E 3 Monih m & Month W Yearly Iﬁ

Calendar Font Selection - This is a tool to change the Fonts in the Pop Up calendars used
throughout RV Park Software. Some Users have experienced issues with not having certain
Fonts on their computers. This allows one to select the Font and Sizes of the text on the
Calendars. The first 2 fields are for the Font and Size and the next field is for a Color scheme.
Just press the View button to see what your calendar will look like. Remember to Save your

configuration.

Settings :

| ne

 Default Site flates == 2 = un Mon Tue Wed Thu FriSat I
Sunmer | 0 | too 28 29 a0 31 1 2 3 Irz;
. 4 5 B T 8 9 10
S o W iod o o e s o
Tawes [M T VT yg g5 50 31 22 @ 24 uhRates |
Site Type | 25 26 27 28 29 30 31 aulRates |

1 2 3 4 5 B 7

— PaidThru [ncrementer ——
E yToday: 8232013
WEE]‘]'J' I ? I!Innﬂ'l]y I-\.Au ay-l - | Lo Yea.'rly 365

— Calendar Font 5 election

I,.-l-.,ria| j I?I,&,qua j Yiew | Save | Exit |

Save and Exit buttons - are for Saving any changes made to the Campground Information
panel and to Exit the Panel and return to the Setup Panel.

This concludes the Campground Information Setup panel. The next area is the Site Definition

Setup.

Free iPhone documentation generator

Site Definition

Site Definition @ ‘ﬁ“ @

All sites are numeric, that is, the Program uses a number to address the site internally. However,
you can use an Alias that the User will see, which can contain alpha characters. In this area you
will define each site and it's size and what Site Type it can accommodate, plus the daily, weekly,
monthly, quarterly, bi-yearly, or yearly charging rates for each site. There is also a way to
standardize the rates by using default rates when the Campground information settings are
made that use the Site Type to set the values.

The Site Information panel has really one area that needs to have information entered. One of the
nice things you can do to quickly get setup Sites is to enter as much information common to ALL
of your Sites and then "Copy" that Site profile as many times as needed to set those Sites.
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Before we make any settings permanent, lets discuss the Site Alias feature. Note on Site
Number 1 there is a Site Alias provided that should be "001". As new sites are added, the Alias
will continue to automatically be incremented with the preceding zeros. This is because on the
Reservation Grid, you can have the Sites listed in alpha-numeric order. Without the preceding
zeros, the list would look out of order. Likewise, if you decide to precede the Alias text with
characters like RV or PM (for Park Model), the list CAN be sorted accordingly. You may also
consider using text characters at the end of the 3 character numbers to designate special
features of the Site, like Pull Thru or Shade with a "P" or "S" respectively. The Site Alias can be a
very nice feature if thought through a little before setting up your Sites. The Site Alias can always
be changed later, but depending on how many Sites you have in your Park may make it a much
larger task ...

OK, lets review the fields ...

Site ID - is a Number assigned by RV Park software that you have no control of. In our opinion,
you may want to basically ignore this number. If you never Delete any Sites, the ID should be the
same as the Site Number.

Site Number - is a Number used primarily by RV Park Software and should be a unique integer
value. This is used in the Guest Panel to link to the Site they are occupying. The Site Number is
normally something you need.

Site Alias - As discussed above, this is a text based field displayed in the various panels to
designate the Site. It is recommended you use a minimum 3 character string to represent the
normal site Number (Example: 002). But you can use whatever approach makes sense to your
park. We have one Customer that uses an address number to reflect the Site number
(Example: 1935A).

Electric Amps - This field can only be a number. It is used by RV Park Software to determine if
a Guest's electric requirement can be met by the amount of Amps at a particular Site. Example:
If a Site has 30 in the Amp field and a Guest requires 50, that site would not be suggested as a
valid Available Site. If a Site does NOT have electric, simply enter O.

Water and Sewer - These check boxes are to identify whether or not the Site has Water and/or
Sewer. They function similar to the Electric Amp value, in that, if a Guest is set to needing these
site attributes, and the Site does NOT have them, it will not be shown as an Available Site when
in the Guest panel looking for an Available Site.
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Help

B azic Site Informatin

Site ID 1 ﬂ Num | 5 SiteAlias | 2001 ElecAmps | 30 :g;:::

{* Electic CO 1

Length (Feet) |20 Width (Feet) |3'E Last Meter |14311 ™ ElecticCO 2

Summer Rates T ‘winter Fates ] Rate Adjustments |
Start Date |4 | (20 w EndDate |9 | |30 Save Seazon Dates |
Daily Kate |25 Weekly Rate 140 Monthly Rate |[300
Enter Num of Guests before Rates In:rease| 1 Set |.l'1".LL ﬂ Types to these Rates o

Enter the Amount the Daily Rates will be Increased 10.00 Or 0 for No Rate Change
Enter the Amount the Weekly Rates will be Increased (0,00 Or 0 for No Rate Change

Enter the Amount the Monthly Rates will be Increased |0, 00 Or 0 for No Rate Change

3 Month Rate |0 & Month Rate |0 Yearly Rate i}

Tyvpe of Camping at this Site

[ Unavailable | Motel [ Limited [ Average [v Large [ Storage
[ House

QuickBooks Fields

Type |Elther Charge ﬂ Setup OB ook

Account | j tellze

Delete Clear/Mew Save | CopySite
Current Guest
Name |
Arrival Date Departure Date Num in Party
Go To Guest
E xit

Length and Width - These must be a numeric value and represent the largest (Length &
Width) RV or Vehicle that can be placed on the Site (not the physical dimensions of the Site).
They are also used to select Available Sites for Guests, if provided in the Guest's profile.

Last Meter Reading - This field can be used to enter the Site's last meter reading. When first
setting up the Sites, one should enter the value of the Last Paid meter reading. This will be used
when Billing Electric for this Site at the next interim Billing period. If the Site will never have
Electric Billing, you may want to leave it at 0. If you want to track the usage at sites even though
they are not Billed you can also do that by entering the last meter reading.

Electric Company 1 or 2 - Here you can designate whether Electric Company 1 or 2 is used
at this site. Electric Companies are setup in the Campground Information setup panel. If you
setup both Electric Companies, you can select which company is providing service to this Site
by selecting the appropriate radio button.

Rate Adjustments Button - The Rate Adjustment button applies to ALL sites. The Site
Definition panel is simply where you access the feature for entering Rate Adjustments. These
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are different than a Percent Discount. Rate Adjustments can be defined to provide Guests
with a dollar amount discount or increase that will be applied to either Daily, Weekly, or
Monthly rate. The Adjustment can be either positive or negative and are applied to the base
values of the guest stay type.

B Rate Adjustments |

Y'ou can create Positive or Megative Bate Adjustments which will be applied to
a uest's Rate. A Pozitive Adjustment would increaze their Rate and a Megative
Adjuztment would be a Discount, R ate Adjustments occur before any
percentage Discountz are applied.

Rate Adustrment Mame or Descnption Amount [+ ar -]

Save Clear | Cloze |

With this panel you can define Discounts or Increased Rates for things like:
Seniors Daily Discount -$5.00
Washer Daily UpCharge $2.00
Armed Forces Discount -$7.00

When used on a Daily rental, for 3 days, the total Rate Adjustments would be applied for each
day. Likewise, if the rental type is Weekly, it would be applied for each week. The Rate
Adjustments are saved with the Guest for Future Reservations/Stays.

To apply the Rate Adjustments, use the "Adjust Rate" button on the Guest panel. When you
press the button, a Rate Adjustment panel will be displayed so that you can select as many as
needed.

ﬂ Guest Information

Help ¥ Rate Adjustments/Discounts x|

Check all Dizcounts that applhy

— Guest Infarmation

Name IBill Az | se| Dizcount | Amount
Address1 | v | Senior Daily Discount [$4.00]
Washer Dailp UpCharge $2.50

Address2

City State I_
Phone I Pets I
Cell I Notes I

Drivers License I
Deposit I Apply II_Discou.ni I a
Raie Adjustment | -4,00

—Yehicle Information
Vehicle |

Plate No |— vim [
Length |— Width |—

" Motorhome © Bth'whesl  © Park Model

Apply Adjustments

Delete | Clear | Save | Cloze

B e e e e B o e e | |
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NOTE: The Rate Adjustment label will turn RED to signify that the Rate Adjustment is being
applied to the Daily, Weekly, or Monthly periods. If a Discount is also being applied, it will be on
the Adjusted Rate.

Summer and Winter or Seasonal Rates - If you want/need to use Seasonal Rates, you will
need to enter a Start and End Date for the Summer and Winter. This part of the panel applies to
ALL Sites. Once you select the Start and End Dates for the Summer from the drop downs, the
Winter Start and End Dates should be correct. Just press the Save Season Dates button and
they will apply to all Sites.

NOTE: If you do NOT use Summer and Winter Seasonal Rates, don't set the Dates. Setting
them will require you to properly set Summer & Winter Daily/Weekly/Monthly Rates using the
Tabs.

Summer Rates T "winter Fates ] Rate Adiustments |

Start Date m m End Date m m Save Season Dates |
Daily Rate |35 Weekly Rate IlED Monihly REate |3|:||:|

Very Important - Rates for Daily, Weekly, Monthly, 3 Month, 6 Month, and Yearly mean, the
Guest will be PAYING for that period. A misconception is if a Guest is staying for a Year,
you will set them up for the Yearly Pay Rate. Not necessarily true, it is only true if they
are paying once, that is, one payment in full for the year. A Guest that is staying for a
Year but paying every month is Monthly NOT Yearly. A Guest's Stay Rate is based on
how they Pay NOT how they Stay.

Daily/Weekly/Monthly Rates - These Rates are for this Site only. You can have all rates set
for all Sites the Same, but note, they can all be different if needed. If you are using Seasonal
Dates, you will need to set the Daily/Weekly/Monthly Rates in BOTH Tabs.

Charging Extra for Additional Guests - You can charge extra when more than some
number of Guests is in a Site. This applies to this Site, but there is an option to set other Site
Types to the Same values. The area below lets you set the number of Guests that are
acceptable for the Standard Rate, if you enter values for the Daily, Weekly, and Monthly delta
values. If you leave the values "0.00" then no increases would occur.

Enter Num of Guestis before Rates ]'.m:reasel 2 [ v| Types to these Rates _Go |
ER (HEP AR L e le il a0y T e b Wl b o renia ] IF T e T e
Enter the Amwount the Weekly Rates will be Increased IW Oz 0 for Mo Rate Change
Enter the Amount the Monthly Rates will be Increased W Or 0 for No Rate Change

If you want to set the other Existing Sites Rate Increases to the ones set here you can use the
Set Type Drop Box & Go Button below. This will let you use a Site Type to set the Rates.

Set I'.-j.'|_|_ - I Types to these Rates Go I

3 Month/6 Month/Yearly Site Rates - Set the rates for this site to whatever is appropriate.

3 Montih Eate IBSEI & Month Eate IllSEI Yearly Rate Il-’-lSEI

Type of Camping at the Site - Determine the type of Site this is by checking all Types



allowed at this site. Depending on what Site Types (up to 10) you defined in the Campground
Information, they can be selected for this Site. These parameters are used when looking for
Sites that have the Guest's Type selection for Available Sites. If you check "Unavailable”, the Site
cannot be occupied and it will be listed in Blue on the Reservation Grid & Maps.

Type of Camping at this Site
[T Unavailable | Cahins [ Campers [ Boats [ 5th Wheels [v Motorhomes

QuickBooks Fields - Each Site can be associated with a QuickBooks Type and/or Account,
which can be used when Rent is received into the Billing table of the Database. This will allow
you to Filter your Tax/Revenue Reports to only show these records. This can be helpful if you
have Cabins and RV Sites and for accounting purposes, you want to separate the records for a
report.

QuickBooks Fields

Type | ﬂ Setup OBook
Account | ﬂ e

NOTE: This applies to just this site.

Delete button - Will permanently delete the active Site. That Site Number will be gone forever.
Clear/New button - Clears the Panel for entering a new Site to be entered.

Save button - Saves the current Site changes.

Delete | Clear/Mew |

Copy Site field - allows you to create a number of new Sites with the same settings of the
active Site. Simply enter a number, like 25 and the Save button will change accordingly. When
you press the Create 25 button, 25 new sites will be created.

Delete | Clear/Mew | Create 25 | CopySite I 25

You will be given a message with the action to be made.

Rvpark x|

You are abouk to create 25 Mew sites with the same settings as currently shown?

ik I Cancel |

The bottom of the panel cannot be filled out, it is simply a courtesy panel to let you know who is
in the active Site. You can press the Go To Guest button and go to the Guest Panel.

Current Guest

Mame I

Arrival Date I— Departure Date I— Num in Party I_
Go To Guest |

Using the panel you need to define all of the Sites in your park. When they are all defined, you
can go to the next step, which is to define the Other Charges.



Create cross-platform Qt Help files

Other Charges

Other Charges @Al

Other Charges can serve several purposes. You can track expenses you have for your Park,
like Paying the whole Park Electric, or Water/Sewer expenses for the Park, maintenance repairs,
etc. as negative cash outlays. You can also enter items you want to sell in a Store as a Point of
Sale system; tracking inventory and setting Reorder Points, etc. Or, you can create Charges for
Washing a Car, or RV, or some special Meter Fee you wish to levy each month on a Guest.
Whatever your needs, you may want to enter things into the Other Charges area.

The interface is fairly simple. You can Change or Delete existing Items by selecting them from
the Existing Items dropdown list, or enter a new Item from Scratch.

Other Charges

Help
Fxisting Ttems I j
— |ter Infarmatian
Name I [T Taxable
[~ Sales Tax [ Other Tax N

Amount I Quantity GnHa.mll 0 Renn]erPnintl 0
Ttemu Cnstl Eeorder Quantity I 1] Qua Receired I

UPC Code |
CuickBooks Fieldz
Type I j Setup QBook
Account I j Yalues
Delete | Clear | Save | Check lnventorny |
E xit I

Name - Enter a Name for the Item/Service/Charge

Taxable - Check the Box if the Item is Taxable. At least one of the next Check Boxes would also
have to be checked to charge a Tax against the Item.

Taxes Used - These 3 Check Boxes are the Taxes you entered in the Campground Information
Setup panel. If you didn't enter a Name for one of the Taxes, it will appear as the third one in the
above panel with No Text. Simply check whichever Tax boxes are appropriate for this Item.
Amount - Here you enter the Amount you want to charge for the Item.

Quantity On Hand - is the number of Iltems you currently have in your Inventory. NOTE:
sometimes a Quantity On Hand has no value, example: Car Wash You don't need to track Car
Wash for reorder, so just enter 0 and it will not be tracked.
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Reorder Point - This is a number, that when your Inventory gets to this point, you want to
reorder whatever the Item is. NOTE: If this is an Item that you won't be reordering (like the Car
Wash), just leave the number 0.

Item Cost - This is what the Item will cost you to reorder. It is just used to provide you with an
estimate of your Order when created. Again, if you are not tracking or reordering this Item, the
Cost may not be helpful. If it isn't needed, just enter 0.

Reorder Quantity - This is the number of ltems you would typically want to reorder when your
Inventory reaches the Reorder Point number. Again, if you are NOT reordering, just enter 0.
Quantity Received - You can use this to update your Inventory. If you enter a number in this
field and Save it, your Quantity On Hand will be incremented by the number you enter. There is
a better interface to update multiple Items received, which will be covered later.

UPC Code - This is the Universal Product Code which is the Bar Code found on virtually every
product. If you have a Bar Code Scanner, using the UPC could really simplify Point Of Sale
transactions. You can use the Scanner to enter this field. With the UPC Code field selected,
simply use your Scanner and "Bink" or scan the bar code and it will be entered into the UPC
Code field. NOTE: You can download a Code 39 Bar Code from our website HERE and create
your own Bar Codes to be used for Items that don't have UPC Code. Read the instructions,
each Bar Code you create must begin and end with an asterisk ( *).

QuickBooks Field:
Type I j Setup GIB ook
Account I j Walues

Quickbooks Fields - These 2 fields can be associated with each Item entered for extraction
purposes to be put in an Excel spreadsheet for importing into Quickbooks.

Simply, select the Type and Account you need for the Item, or use the Setup Quickbook Values
button to create a Type or Account not available.

The remaining buttons are used as follows:

Delete | Clear I Save | Check rnventony |
E xit I

Delete - will permanently remove a selected Item.

Clear - will Clear all fields for a New Item entry.

Save - will Update existing ltems being Updated or Save a New Item in the Database.

Exit - will close the Panel, returning you to the Setup Panel.

Check Inventory - Is a tool to assess what needs to be reordered, what might be overstocked,
and what is properly stocked. Once the order is received, one can also enter received quantities
on one panel to save time when updating your inventory. You can also use the Print Inventory
Form button to get a complete Inventory list of Items to validate your real inventory.

NOTE: There is another tool that came with RV Park named Datalmporter. If you have all of
your Store items in an Excel Spreadsheet or CSV file, this tool can import them into the RV Park
database quickly. See the Datalmporter Help file for more information.


http://rvparksoftware.us/IDAutomationCode39.zip
JavaScript:popuplink('csv-file.html')
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x
Change or Update the Quantities for Other Charge [temz. Date of Changes to
Invertory IEIBH 8/2013
Itemn M arne | QuaDrHand |RearderPoint|  Ordlua | QuaRecd | Cost
12 [tem 1 3 ] ] 0 $2.50
13 [tem 2 5 E! 1EI 0 $5.37
[tern 3 0 $3.74
Itern 4 0 $3.E5
‘wihat to Ligt ———_Print Inventary Farm | Update Quantities | Cloze Panel | ot ————
" Reorder Now Legend: | Over Stock | Order Mow | Qua Good (" Stock Ascending
" Overstock ltems . E..l..r]!?!??'.‘ ........... ,
& Al ltems [wreorder Gua & Jtem N ame

This really concludes the RV Park Training on setting up RV Park, with the exception of the
Outgoing Email, if you need that.

The next thing you may want to do is to enter Guests that are already there and any
Reservations you may have. Let's look at how that can be done.

Produce online help for Qt applications

Setting Up Outgoing EMail
Setting Up Outgoing EMail @Al

You may want to send Confirmation Emails to Guests for which you have made a Reservation.
RV Park has a built in Email tool for this. You may need a little information from your Internet
Service Provider about what settings you will need. Here are the settings you will need (some of
them, you may already know):

MailServer - this is typically the SMTP Address of where your Emails are sent from. Example:
mail.myserver.com

UserName - This is typically your Email Address, like MyName@myserver.com
UserPassword - This should be fairly obvious ... just enter the password you use for this Emalil
account.

SMTP Port - This can be almost anything in this day and age. Many SMTP servers are trying to
protect their Users, so you need to get this from them. NOTE: Use the SMTP Help link at the
top Left of the panel for possible assistance for some of the Email Clients.

SMTP Requires Authentication - This needs to be checked if the SMTP Server needs to be
Authenticated.
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Server Encryption - If the server needs encryption select the appropriate type (SSL or TLS).
Preview/Edit Confirmation Emails Checkbox - The Preview/Edit Confirmation Emails before
sending checkbox lets you review the Confirmation Emails. There is also a Blind Carbon Copy
(BCC) checkbox to send yourself a copy of whatever is going out for your records.

k) EMail Setup [

SMTP Help

—Sending [SMTF] Email Setup
MailServer Ima il.e-businessmadesimple.com

TUszerMName Isuppu:urt@e—bus inessmadesimple.com

UzerPassword I,, R TR v SHMTP Requires Authentication

Server Encryption
e I 23 ¢ Mo Server Encryption

W Check to Preview/E dit Conf E mailz " Server Requires Encryption [55L)

- . = Transport Laver Security [TLS)
Check ta BCC Biling/Confirmat
I__ =c I_:l P ETIEELS = 5S5L and TLS Encryplion
Chilkat *'ersion: 3.5.0.52

Please refer to SMTFP Help for assistence
[T Show Password

NOTE: You may find that several of the Email Clients like GMail and/or Yahoo may not let
you use their service to route Emails to your Guests without setting their "Less Secure
Applications" setting in their on-line applications to "OK" ... and then may not let you use
them. | recommend you contact whomever setup your website to see if they provide
included Emails. If they do, they most surely will be good to use with RV Park Software.
It may also look more professional to have your Emails use your Domain Name in the
address ... example: info@YourWebsite.com

Enter all of the Values and press Save. To test, you need to have filled out your Park information
with everything correctly; create a reservation for yourself with an Email Address you have
access to, and use the Output Reservation button on the Guest Panel and pick the Email to
Guest button. Within a few seconds you should get your confirmation or an error ...

Produce Kindle eBooks easily

Setting Up Your Park Maps
Setting Up Your Park Maps @A)

It is important that you first define all of your Sites in the RV Park Software before trying to create
your Maps. This is because the application (called MapMaker) used to create your Maps uses
those defined Sites to build your Maps, so if you don't first define them, they will not be there to
use in MapMaker. The second key component needed to create a Map (OK, maybe it should be
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the first), is a computer based image of your Park. This can be a JPEG, GIF, or BMP type
image. It needs to be in your RV Park Directory. When you have your Image(s) in the RV Park
directory, and all of your sites defined in RV Park, you can begin creating you Map or Maps ... up
to 4 of them.

First, you need to start MapMaker. This can be done from the MapMaker shortcut on your
Desktop, or from a button on the RV Park Setup panel in the Other Tools area called Park Maps
Tool.

Once in the MapMaker application you should see a panel similar to this, with a message that
lets you know that Maps are disabled in RV Park, because the number of Maps required is set to
0.

= Maps Definition Form -0l =]

Help

Maps are Disabled in RV Park
Software Because Required Maps
are setto 0

1] Enter the %/ idth and Height for the Image 2] Mumber of Maps Bequired ID j Hum of Sitez for ALL Maps Defined | 79

I 10000 I 7000 Remaining Sites to Define 79 [f the Mumber of Sites are less than those
reeded, pleaze qo to BYFPark Setup and

Looking at the bottom of the Panel, there are 2 areas to set, the first is the size of the panel. Itis
important to use the computer with the smallest screen to set these parameters. That is
because if you are using more than one computer with RV Park, and you use your Larger screen
to set these parameters, you may not be able to view sites positioned on the far right or bottom
areas.

1) Enter a large number in the Width field like 999999 and press enter. MapMaker will stretch
the Map screen as far as your screen will allow for it's width. Do the same thing in the Height
field and it will be stretched as high as the screen will allow.



TIP: You can use smaller numbers
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2) Now you need to determine how many Maps you need to best convey your Park. Most Parks
need only one to show all sites, but you may have Boat Slips, Storage Sheds, RV Storage area,
etc. that you want to separate from your regular Park??? For this example we will set the
dropdown to 1, for only one Map.

Once you set the dropdown to anything other than 0, you will see the Map Tab(s) and definition

area.
w5 Maps Definition Form
Help
r Legend
Occupied
Site Bow Size 3 Map Image Mame Instructions
300 Add 1916 Sichos | MapImag Change the Bax
Map Tab Text .
RefreshMap | R Tan e Size; Add a Maw

11 Erter the "/idth and Height far the Image

| 10000 | 7000

Remaining Sites ta Define

2] Murmber of Maps Required |1 j Mum of Sites for ALL Maps Defined | 70

79 [F the: Mumber of Sites are less than those
needed. please ao to BYPark Setup and

Now, by double clicking on the Map Image Name field, you will get a list of all acceptable image
files in the RV Park directory.
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== Find Park Map Images x|

Remember, the Park Map Image MUST reside in the BY Park D atabaze Directary. Select the Image File
Mame and Press Continue.

ParkMapa e
Parktap3. gif
RYPicture. jpg

Map Image File Mame | Continie

Add 1915 Sitebos | Map Image Name

Enter abMap Image
Map Tab Text
Refresh Map | R Tan e

Mame. Ex:

|—Instruc:tiuns

Left Click on the desired image for Map 1, press the Continue button and then use the "X" in the
upper right corner of the Find Park Map Images panel to close it. Enter Text for the Map Tab Text
field and you are done setting this Map. Example: Park Map

Your Map should be visible in your panel. If you have other Maps needed, go to each Tab and
repeat the above steps to have all of the Maps you need defined. A Site can only exist on one
Map, but you will need all of your maps defined to be able to place the Site Boxes on the
appropriate Map.

The Last thing to do is to position all of the Site Boxes. Site Boxes can be as small as 200 pixels
square. The "Default" is 300, but you can preset the Box Size to whatever is best for your Map.

At the bottom of the Tab you will see the Box Size field and an Add button. The Add button will let
you know which Site Number (or Site Alias) will be created next. The next one in this example is
1916. So, with the Map Tab for Site 1916 selected, press the Add 1916 Sitebox button. A blue
box will appear in the upper left of the Tab. This is Sitebox 1916. Simply left click on the box
(holding down the left mouse button) and drag the Sitebox to approximately where it belongs on
the Map and release the button. A Tweak PopUp will be displayed for you to better position the
Sitebox. By just clicking the Arrows the Sitebox will slightly move to better reflect it's location.

) g

Tweak Box 1

e )

N

|

[ G0
3

|

You can also use keys on the keyboard to adjust the location. U for up, D for down, R for right
and L for left (lower case).

The Box can be resized after created, or deleted. Just select the box and enter a new size in the



Box Size field (it's a little touchy, you may need to highlight the number you need to change and
enter that number). You can also right click a SiteBox and it will ask if you want to Delete it.

For more information, please review the MapMaker Help files.

\

News and information about help authoring tools and
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Entering Existing Guests

Entering Existing Guests @ ‘ﬁ @

First, let me suggest, if this is an existing Park, you may want to pick a point in time to start using
RV Park. | would suggest, the last time everyone paid. It is "nice" to have everyone paying on
the same day (say the first of the month) and then everyone's arrival date could be their last paid
or paid thru date.

Entering Existing Guests can be done several ways:

1) Using the Guest Panel and just enter their information and assign them their existing Site.
2) Using the Reservation Grid and selecting the Arrival and Departure dates on the Site Row.
3) Using the Map.

It is our opinion, that when initially loading your Guests into RV Park it may be best to use the
first option.

Now, with that said, there could be an easier way to get all of your Guests loaded into RV Park
without typing each one in from scratch. Boy, would that ever save some time!ll OK, it requires
you have (or can create) an Excel spreadsheet (must be a 97-2003 xIs version) or CSV File of
those Guests. If you have a previous computer based application that can export an Excel (or
CSV) or already have that or maybe used Quickbooks that have your Guest information, etc.,
you may be able to use Datalmporter (an RV Park provided application) to import your Guest List
into RV Park. You can go HERE for more information. If you can get access to your Guests in a
computer based file, we may be able to help you get them imported.

We will focus on the first option to Enter Guests into RV Park; the Guest Panel Entry approach.
You will be entering their Name, Address, etc. or if they were imported, you simply find them and
their information will be provided. You will need to enter their Arrival and Departure dates. This is
where you may want to think about what Arrival date you want to use ... RV Park keeps financial
records and you need to determine where you want to start tracking Rents and/or Electric
payments. We would recommend you enter the last date you got paid for their Rent as their
Arrival date. This is because when you enter their next "Paid Thru Date", RV Park will calculate
their Rent as of their Arrival Date.

So, you will need a list of Guests, their information, their Arrival (last paid Rent date), Departure
date, type of Vehicle or Stay Type (like RV; Cabin; Tent; etc), and Rent Type (Daily, Weekly,
Monthly, etc. NOTE: This is How They Pay, Not how long they Stay.) and you will be ready to
start.

Let's begin:

_Enter Guests thru Guest Panel
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Guest Panel Entry

Guest Panel Entry @ ‘ﬁ“ @

1) Go to the Guests/Sites button on the Main Panel.

2) First you need to either enter the Guest Information or if the Guests have been pre-loaded,
you can enter a part of their Name in the Name field like "lus" and if there are more than one
Guest with that string of characters in their Name, you will get a list to select from.

In our example, | will use Lusby, Bill. After entering all of Lusby's information (or entered lus {&
press Enter} and already had him on file to get his data automatically), we can select the Type of
Stay, which is Motorhomes at the bottom Left of the Vehicle Information area.

L'Q‘J Guest Information EI@

Help  Set Default Printer  Print Form

Guest Information ; !
Site Information

Name |i[.uaby, Bill Assgn'd Site | 001 Sited [ 1 (™ Dailp & Weekly ™ Maonthly & 3Mo & EMo  Yearly
Addressl |PC' Box 70 Electric Amps| 350 [v Water [ Sewer Assign Mew Site
Address? | Primary Guest Arrival Date | 7/15/2013 Departure Date | 7,/22/2013 Avail Sites
Cir  |Howard State| CO Zip |e1233 Last Meter 0 Current Mater 0 [ Bill Elect
Ph P
i | i | Other Charges Prev Balance 0.00
eall | }Dtes| Select Charge | j SiteRate | 130.00
1ie a 1laU.UU
Drivers License NoPeople | 1
| : O iy 0 | omerch [ 0.0
Deposit Apply [ Discount a Cuest No 1
Adjust Rate Rate Adjustment ¥ Flag Guest On Grid Electric 0.00
Email [~ DoMNOT Tax Rent g -
DERE |suppc:rt@e—businessmadesimple.c:c:m ™ Do NOT Rent e
Member# | 212345678901 Reservation Date | /0272015 11:47:27 AM Reset Date | Rate Details | Amount Due 150.00
Wehicle nf L
A n°|'ma i - | Pay Thra | 7/22/2013 Amount Paid 150.00
Vehiele 1 Length
Platel # = i [~ Do MNOT Prorate [~ Do Mot Show Amt Paid on Bill 1.0 Weeks =
| | HeH A [~ RrdProatedRate 1) Create Bil | 2) Bil Paid | 31 Ck Dut |
Vehicle 2 | Plate 2 # I Th?s is an Interim Bill Cancel Rasy | Guest Histary | Farmn Of Papment |
(™ Cahbing (" Campers  ( Boats (" Bth'wheelzs @ Motorhomes [~ Adijust for Seasonal
[~ Email Bill to Guest
Delete | Clear Save | Close | Return To Grid |

D
How Did You Find Out About Us? jE‘

Print Reservation | OutPut Resery | Other Reseryations forThisGuest|

Now it is time to enter the important information for Bill's Stay in the Site Information on the Right
hand Side of the Guest panel. Very Important: Select correct Stay Rate to be used ... we are
selecting Weekly, because this Guest will be PAYING on a Weekly basis. It doesn't matter how
long they intend on staying or if they have entered into a longer term contract with you. If is How
They are Going to Pay, that is what this is for. RV Park will use that Rate when figuring their
Rent Amount Due.

The next Key piece of information for registering a Guest is their Arrival and Departure date. If
you are entering your existing Guests into RV Park, remember we recommend you enter the last
date you got paid for their Rent as their Arrival date. This is because when you enter their next
"Paid Thru Date", RV Park will calculate their Rent as of their Arrival Date. So, enter the Arrival
and Departure dates. NOTE: If you enter a date prior to Today, you will be warned you are
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entering a date before today. Just press Yes and continue.

- -
Arrival Date ID?;"lE;’EDlS Departure Date I AxailSites

Last Meter

— Other Charg

Select Charge I

o s

Feset [

~ I Bil Elect

alance |

Sun hon Tue Wed Thu Fri Sat
an 1 2 3 4 & K
o8 9 10 11 12 13
14 @8 16 17 18 19 20
2 22 23 24 25 26 27
28 28 30 31 1 2 3

4 8 B ¥ & 4§ 10
o yToday: 82372013

Rypark

171701

Yes

L] E The Date entered is before Today? Select Wes to Override.
L

Mo |

Next,, you will need to determine the Guest's Type of Stay or How They Will Pay. We will select
Monthly, as shown below ...

mation

Site Information

|Lushy, Willieam Assigned Sitel Site No | " Daily © weekly & Monthly & 3Mo ©© EMo © Yearp
' Wate 5 Azzign Mew Site |
[0152 Kathleen Lane Electric Amps| L EE =
Arrival Date ID?,-"lS,-"2013 Departure Date IDB;"lE;"ZDlS AvailSites I
FE— State | mr | Fin 21222 || s Motnm | CeemnetWoiam | [ Bill Elect
_|I:I| =
I g _I e 0.oa
I_ Site: Aliaz  Length Wwidth Elechic W ater Sewer I—
I fo0001 1916 &0 25 50 Tes Tes a
i [T 19128 60 25 50 Tes Tes =
I o004 19054 &0 5 =1u] Tes Tes I—
hdjst |0005 1908E 60 25 50 Tes Tes
0006 19044 60 25 50 Tes Tes 2 |
|luSt 0007 1004E 60 z5 50 Tes Tes S —
wmafic | |0008 1500 60 zs 50 Tes Yes = e
IIJin.r Close | I"1_
[ T T ; [

Lastly, you need to press the Available Sites button to select the site where the existing Guest is
staying. You can then select the Site they are in from the list. You can also, in this situation,
enter the Guest's Site Number in the Site No field as shown below, and press Enter:

— Site Infarmation

Site Nul 3 T Daily  weekly & Maonthly ©© 3o © Bka © Yeary
Eleciric ﬂ.mpsl 0 v Water

Arrival Date |07/15/2013 Depariure Date IDB!lEIEDlS ﬂvaiISitesl

Last Meter I ] Current Meter I ] [~ BillElect

[¥ Sewer

Azzign New Site |

The Site information will be filled in, and you are ready to press the Save button. This will Save
the Guest Reservation and you will be ready for the Payment process. Remember, if the Guest
decides to extent their Stay, just change the Departure Date (providing the Site they are in is
available for that new date). The Arrival and Departure Dates set the Reservation Grid for this
site and days to Yellow and lets RV Park know this site is already occupied when making other
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reservations.

Usually, you will be taking money for whatever Pay Period the Guest will be staying for, or you
may be taking a Deposit. You can enter a Deposit and press the Save button and you will get a
message about Adding the Deposit to the Billing Records. Usually, you will be refunding or
applying the Deposit to the Guest's final Bill. Generally, you will be Applying the Deposit to their
last Bill, so it is recommended you Add the Deposit to the Billing Records, so when you apply the
Deposit later, the accounting will be right.

Deposit I_]_|:||:| Apply I [T Discount I o

Adjuzt Rate I Rate Adjustnent

mlrveark X
Ve g wou want ko Add the Deposit b the Biling Records? |
Ve,

Pla Yes Mo | B
La; B

You can also register How Did You Find Out About Us, if you want to track where Guests are
finding you. This may provide you with information on where to spend your Advertising dollars ...

How Did You Find Out About Us? | ﬂﬂ

You can use the drop down to select an existing Advertising Item, or enter a new one and press
Enter to Save it. If you have an Item selected, the "R" button will allow you to Revise that Item.

See Processing a Payment for the steps to Billing a Customer.

— '
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Reservation Grid Entry

Reservation Grid Entry @ ‘ﬁ“ @

This is the second way to enter Guests or take Reservations. If you are entering existing
Guests, it is recommended you use the Guest Panel Entry approach. This is better for taking a
Reservation.

The Reservation can be configured to display as many as 190 days or as few as 30 days in the
Setup Campground Information panel. The more days and sites you have the longer the
Reservation Grid Panel takes to refresh.
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NOTE: If the Grid Cells are Green, that Site is Unoccupied, Yellow Grid Cells indicate
the Site is Occupied, and Blue mean the Site has been made Unavailable or not in
service.

Entering a New Reservation - If the reservation will be for a few days, you can position your
mouse over the desired Site and Arrival Date and holding the left Mouse button down, drag over
to the Departure date and release the mouse button. That will enter those two dates in the
Guest Panel. If the reservation will be for a longer period of time, just left click on the Arrival date
and use the Guest Panel to enter the Departure Date. You can always change either date once
you get to the Guest Panel.

ﬂ Sites Available for Next 30 Days

Help

Select an Arval Date for a Mew Armrival from a Green Gnd, or go o th
Chck an the Armval Date and [Halding the Left Mouze Buttan] D

Site
1745
1746
1748
1743
1750
1751
17h2
1753
1754
1756
1757

If the Reservation Grid isn't at the date you need, simply click the Date field and go to the date
you need and then press the Go To Date button.

Taday I IE},-'EEI,.-'EEHE GoToDate I

I

Sun Mon Tue Wed Thu Fri Sat

28 28 30 31 1 2 3|
4 5 6B ¥ & 49
11 12 13 14 15 16
18 18 20 21 22 23 24

B
|
|
25 25 27 25 @0 N |
|
|

a4 &5 B 7

Once you have the Date visible and the Site Cells for the desired timeframe are Green, you can
left click on the Arrival date and be taken to the Guest Panel.
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E Guest Information
Help  Set Default Printer  Print Form
Guest Information
[2ill Lusby
Addressl [P0 Box 70

Name

Asspn'd Site 0oL

=8 EC8 =

Site Information
Site # 1 " Daily & Weekly© Monthly ¢ 3Mo & BMo O Yearly

Electric Amps| 50 v Water [ Sewer Azzign Mew Site

Address? | Primary Guest Arrival Date | 8/31/2015 Departure Date | 9/07,/2015 Avail Sites
Ly |Hc:war::l State| co Zp |21233 Last Meter 4] Current Meter 4] I Bill Elect
Ph Pet
S | i | Other Charges Prev Balance 0.00
Cell | Notes | Select Charge | ﬂ i
Site Rate
Drivers License | No People | 1
Other Chy
Deposit 35.00 Apply " Discount | g Guest No 1 i
Adjust Rate Rate Adjustment W Flag Guest On Grid Elactric
Fmail - - [ DaMOT TaxRent S
|suppc:rt@e—bu31nessmadesnnple.c.c:m ™ Do HOT Bent
e i - > 106710901 Reset Date | F ate Details | Amount Due

Yehicle Information

Pay Thru | 8/07/2015 Amount Paid [ 150200

Last Paid
Veahicle 1 | Length | 7 f
Plate 1 # it v DoMOT Prorate [ Do Mot Show Amt Paid on Bil 1.0 Weeks =
i | wH 1) Create Bil | 2)Bil Paid | 3)Ck Out |
Vehicle 2 | Plate 2% r Th?s i an Interim Bil Cancel Resy | Guest Histary | Form OF Payment |
" Cabins ¢ Campers ¢ Boats " Bth'wheels & [ Adiust for Seasonal
v Email Bill to Guest
Delete | Clear Save | Close | R eturn To Grid | " PrintOut & MO PrintOut

Print Reservation | OutPut Resery | Other Reservations for This Guest |

How Did You Find Out About Us?

IR

Enter the Guest Information (remember, if the Guest has been there before, you can enter a few
characters of their Name in the Name field {press Enter} and get a list of Guests).

Very Important: Select correct Stay Rate to be used ... we are selecting Monthly, because this
Guest will be PAYING on a Monthly basis. It doesn't matter how long they intend on staying or if
they have entered into a longer term contract with you. If is How They are Going to Pay, that is
what this is for. RV Park will use that Rate when figuring their Rent Amount Due.

— Site Information

Site No [ 33 Daly (" Weekly & Monthly ¢ 3Mo (" Bho ( Yearly
Eleciric A_mpgl &0 [V Water [V Sewer

Lzign Mew Site |

Arrival Date | 5/31 /2013 Departure Date IDQ;’EDEEMS .-'E-.vaiISitESI

Last Meter |j|—' I~ Bil Elect

— Other Charges ' alance |  0.00
Sun Mon Tue Wed Thu Fri Sat

SElECtEhargEl_ 25 26 27 28 29 30 31 B 0.00
1T 2 3 4 5 6 T zChe a.an
8 9 10 11 12 13 14
15 16 17 18 19 @ 21 ™ | 0. oo
220023 24 25 6 2V I8 s."FeesI 0.0a
26 30 1 2 3 4 § —

Reset D4 T aToday: 8292013 nt Due 0.00
Last Paid | Pay Thru | AmountPaid [ 0.00
_— e Liem - . _— e L1 . s PR - PR, - i

Next, double click on the Departure Date field and navigate to the appropriate Departure Date.
By left clicking on the month (September in the above image) you will get a list of months or left
click on the Year and you will get up & down arrows to scroll to the Year:
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873172013 Depariure Date IEIE',-"ZEI,-"ZEIlS |

e[| i:';':j::y L ngt o /2013 Depariure Dase ||:|9,=z|:|;2|:|13_ []
March 0 - r
! April 5 B T oac
185 Mpay S : 1214 ric |Sun Mon Tue Wed Thu Fri Sat :m
e
i; jz:;e 35 2;, 258 o/Fe 215 225 23? 248 259 35D 3?1 el
T P 3 wr | B9 10 11 12 13 14
= September 15 18 1single Click the Desired Date|
October Amount | 55 53 94T 05 J§ 27 28 sifee
‘rorate [ Movember Faid on Eill Co 29 30 1 2 3 4 a
tedFate 1 December  [Paid | 3)CkOuwt | 1{ 5 Today: 8292013 o
lnbarire Pl T —— — i = 1

Usually, you will be taking money for whatever Pay Period the Guest will be staying for, or you
may be taking a Deposit. You can enter a Deposit and press the Save button and you will get a
message about Adding the Deposit to the Billing Records. Usually, you will be refunding or
applying the Deposit to the Guest's final Bill. Generally, you will be Applying the Deposit to their
last Bill, so it is recommended you Add the Deposit to the Billing Records, so when you apply the
Deposit later, the accounting will be right.

Depozit Ill:ll:l Apply I [T Discount I o

Adiust Rate | Rate Adjustmend

T =

Ve Do wou wank bo Add the Deposit ko the Eiling Records? |
Ve,

Pla Yes Mo | B
La; B

See Processing a Payment for the steps to Billing a Customer.

___ Map Panel Guest Entry |

Free Web Help generator

Map Panel Guest Entry

Map Panel Guest Entry @ ‘ﬁ“ @

Maps can be a way to graphically look at your Park's occupancy. It requires you enter dates for
the Map to properly illustrate that period of time. Simply, double Click on the From or To Date
field and using the Calendar, select the Date you need.
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Set From and To Dates for Site Map

I oeAM0/2013 0 <) > I I 12/05/2013  Retum To Grid | béx

From Date  Todap I Ta Date Fiefresh | Cloze Maps

With the Map set to the appropriate time frame, select any Green Sitebox and the Site Number
and From and To Dates will be entered into the Guest Panel.

Enter the Guest Information (remember, if the Guest has been there before, you can enter a few
characters of their Name in the Name field and get a list of Guests).

Very Important: Select correct Stay Rate to be used ... we are selecting Monthly, because this
Guest will be PAYING on a Monthly basis. It doesn't matter how long they intend on staying or if
they have entered into a longer term contract with you. If is How They are Going to Pay, that is
what this is for. RV Park will use that Rate when figuring their Rent Amount Due.

ﬁ Guest Information EI@

Help  Set Default Printer  Print Form

Guest Inf ti i i
uest Information Site InFormation

Name |Bill Lusby Assgn'd Site | 001 Site # 1 & Daily  Weekly ™ Monthly ¢ 3o & BMa & Yearly
Addressl |PC' Box 70 Electric Amps| 50 v Water [ Sewer Aszign Mew Site
Address? | Primary Guest Arrival Date | 8/31/2015 Departure Date | 9/07/2015 fwail Sites
o |charc1 State| CoO Zip [31233 Last Meter a Current Meter ] [~ Bill Elect
S | ltets | Other Charges Prev Balance 0.00
eett | }mesl Select Charge | j Site Rate p——
Drivers License | NoPeople | 1 T
Other Ch 0.00
Deposit 35.00 Apply [~ Discount a Guest No 1 il
Adjust Fate Rate Adjustment ¥ Flag Guest On Grid Elactric 0.00
Fmail [~ DaMOT TaxRent L = nn
wt |suppc:rt@e—businessmadesimple.c:c:m ™ Do NOT Rent s
! 5 7Eo01 |HHE | e A S e
Memb x| 7112315678901 Reset Date | R ate Details | Amount Due Lol o
Yehicle Infarmat
ikt LastPaid | Pay Thru | 9/07/2015 Amount Paid 150.00
Vahicle 1 | Length ! i
e _ i v DoMNOT Prorate [T Do Mot Show &mt Paid on Bill 1.0 Weeks =
el vl QRuiE 1) Create Bil | 2)Bil Paid | 3)Ck 0wt |
Vehicle 2 | Plate 2 & N This iz an Interim Bill Cancel Resy | Guest History | Form Of Payment |
™ Cabing i Campers " Boats " Bth'wheels @ [~ Adiust for Seazonal
[v Email Bill to Guest
Delete | Clear Save | Cloge | Return To Grid | ™ PrintOut €& NO BrintOut
< z = - How Did You Find Out About Us? ﬂE‘
Frint R ezeryation | OutPut Resers | Other Reservations far This Guest |

You can always change the Arrival or Departure dates, just remember to stay within what you
were using in the Map, so the Site will stay available.

Usually, you will be taking money for whatever Pay Period the Guest will be staying for, or you
may be taking a Deposit. You can enter a Deposit and press the Save button and you will get a
message about Adding the Deposit to the Billing Records. Usually, you will be refunding or
applying the Deposit to the Guest's final Bill. Generally, you will be Applying the Deposit to their
last Bill, so it is recommended you Add the Deposit to the Billing Records, so when you apply the
Deposit later, the accounting will be right.

Depozit I]_Ijl:l Apply II_ Dizcount I 0
Adiust Rate | Rate Adjustment |

- T x|
Ve Do ol wank to Add the Deposit ko the Billing Records?
Ve

Pla Yes Mo | B
Le B

See Processing a Payment for the steps to Billing a Customer.
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Making Multiple Reservations for the Same Guest

Making Multiple Reservations for the
Same Guest @ ﬁ @

Concept: There are "Primary Guests", which are the Key Guest instance in the Guest Table of
the database, and there are "Duplicate Guests”, which are temporary Guest instances in the
Guest Table. Once a Primary Guest's stay is over, if there are future reservations in the form of
Duplicate Guests for that Primary Guest being Checked Out, the next Reservation is
automatically updated into the Primary Guest and that next Duplicate Guest instance is deleted
from the Table.

When a Guest is Active in the Guest Panel and is still checked in, you can create a future
reservation for that Guest. Just press the Other Reservations for This Guest button at the
bottom left of the Guest panel. NOTE: If the Guest has already been checked out, you can
simply use that Primary Guest to create the new reservation.

Delete | Clear | 5 ave | Close |  PFetumToGhid |

Frint Reszervation | OutPut Re wl Other Reservations for This Guestl

A new panel for Multiple Reservations will be displayed.

E Guest Reservations ﬂ

Help

Lusby. Bill

Either Select a Reservation from the List below to Change or Remowve it
Y'ou can alzo wuze the button to Create a Mew Beservation or Print the List,

Aqriveal Departure Site Guest Type Depozit
1170872013 1171172013 ool Primary & 35
Create a Mew Reservation for This Guest Return Ta Pimary Guest

Cormert Thiz Primary Guest to a Duplicate Guest

Frint Reservations for This Guest E sit
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The panel will list All reservations related to the active Guest.

Clicking on a Reservation in the List will make the Selected Reservation active in the Guest
panel for changes or review.

Create a New Reservation - Simply press the Create a New Reservation for this Guest button,
and the current Guest information will be used to create a new reservation. Itis NOT saved, so
you have to enter an Arrival and Departure date and select a Site for the Duplicate Guest before
saving them. NOTE: You can enter a Deposit and/or Rate Adjustments, and when the Primary
Guest is Checked Out, that information will transfer back to the Primary Guest automatically.
Return to Primary Guest - will simply return the Guest panel to display the Primary Guest.
Convert a Primary Guest to a Duplicate Guest- This is a tool for Customers that had to
create Copies of Guests to have a Future Reservation. If you have any of these for future
reservations, you may want to convert them to Duplicate Guests of the Primary Guest, so when
they Check Out, their next Duplicate Guest can be handled automatically. NOTE: This will only
happen if you press the Check Out button of the Primary Guest. The Check Out button will allow
you to import Duplicate Guest information into a Primary Guest when the Primary Guest has
already been Checked Out.

There is also a tool to convert a Duplicate Guest to a Primary Guest available when the
Duplicate Guest is active in the Guest panel.

Print Guest Reservations - This button will provide a hard copy of the Guest's Reservations.
EXxit - exits the panel and returns you to the Guest panel.

Create help files for the Qt Help Framework

Group Reservations

Group Reservations @ ‘ﬁ“ @
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Concept: There are times when a Group of Guests will be registering for a Rally for some
period of time. The Group Reservation feature lets you work with the Group as a Collection
of Guests, simplifying the Reservation and Billing process. Generally, all of the Group
Guests will arrive and depart on the same dates, so as you set the Group up, the dates are
all the same. The individual Group Member's dates and information can be changed later.
This feature simply lets you organize the Group, select the Sites they will be in, and enter
their Names. Detail Guest information can be provided in the Guest Panel when they arrive
or at a later time. The Group reservation process is done in 3 steps: 1) Create the Group,
which consists of a Group Name and a Contact; 2) Create an Event, which is the name of
the trip or Rally with arrival and departure dates and types of Sites that will be required; 3)
Adjust the Attendees or Guests for the Event with their Names and their assigned Sites.

The Group Contact does need to be in the database, but if they aren't, you can still add
them.

Process:
1) Select a Group or Add a New Group - the first thing you will need to do is create a
Group, which is simply the name of the Organization or Group that is sponsoring the


https://www.helpndoc.com/feature-tour/create-help-files-for-the-qt-help-framework
http://rvparksoftware.us/ShowVideo2.asp?ID=17

Events, Trips, or Rallies. The Group needs a Name and a Contact person. Usually the
Contact is one of the Attendees, or at least should be. They will be the one who sets up the
Event and whom you will most likely be dealing with throughout the time the Group is at your

Park.

You can use the drop down to select an existing Group or simply add a new Group. The
Contact can be changed when creating a new Event. The Contact is only relevant if you
are putting the Deposit for the Event on Only their Attendee instance.

2] Group Reservations — a = | B S
Help
Groups T Group Events T Group Altendees
Select Group ﬂ
Or &dd New Group ‘

Group Information

Name [ e e

Contact |Rij| Lishy

Clear Group Change Contact Go To Contact Save Group Delete Group

Returm To Reservation Grid | E xit | Returm To Map

You MUST Save the Group before going to the Event Tab.

2) Select an Event or Add a New Event - once the Group has been saved, you can go
to the Event Tab and either select an existing Event or create a new one.
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Help

Groups T Eluup T Group Altendees

Add New Event |

Current Group Events For: Super Travelers

000001 Colorado Trip

— Ewent Information

Event Name |Eolnladn Trip
Arrival Date I FOES2015 Departure Date I 3/05/2015 Cabins I ] Campers I ]
Deposit I $35.00 Boats I i} &th Wheels I i}
Payment Type
Motorh:
" Daiy & ‘Weekly ¢ Monthlp ( 3Mo ¢ EMa ¢ Yearly | HE

* Bill Paid By Each Guest ¢ Bill Paid By Group Contact

Check Availability | Clear Evwent | Save Event
I Number Attendaes I 3
Delete Event |
Return To Reservation Grid | E xit | Retumn To Map |

After entering an Event Name, you need to provide the Arrival and Departure dates, a
Deposit amount (for either each Guest or just to the Contact Guest). You also need to
select the Payment Type (i.e. Daily, Weekly, Monthly, etc.) and how many sites of each type
are needed for the Group. Then Save the Event. After it has been Saved, you can go to the
Event Attendees Tab.

3) Select Sites and provide Names for the Event Attendees- this is where you will

select the Sites for each Attendee by Left-Clicking the Site Cell that you want to set. A pop-
up with valid Sites will be presented and you can pick the one you want.
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i " e ——
E Group Reservations == 2 ‘
Help
Groups T Group Events T Group Attendees )
D Site | Grouphame | EventName | GuestName
0 oz Super Travelers Colorado Trip Attendes 1 Group=1 Event=1
1] Super Travelers Colorada Trip Aftendee 2 Group=1 Event=1
0 Super Travelers Colorado Trip Attendes 3 Group=1 Event=1

|- sites Available for 2/26

Site Aliaz Site Tepes Allowed
0001 001 Motorhomes
0003 003 Motorhomes
0004 004 Motorhomes

ar

Select by Single-Clicking you mouse over the choice|

aoo7 o7 Motorhomes
o008 008 Motorhomes

Delete all Attendees Save Afttendees | Paid Thiu Date I 30542015 Create Bills CheckOut |

Feturn Ta Reservation Grid | E it | Feturm Ta Map |

Knowing your Park, you can select Sites in close proximity of each other for the Rally.

Likewise, by clicking the GuestName Cell, you can enter the Guest's Name. If the Guest
exists, you can use them, if they are new, entering their name will create a new Guest.

-
E Group Reservations =8 2
Help
Groups T Group Events T Group Attendees
D Site | GroupM are | EwentMame | GuestN ame
0 anz Super Travelers Colorado Trip Attendes 1 Group=1 Event=1
0 a0z Super Travelers Colorade Trip Attendes 2 Group=1 Event=1
| 1] o4 Super Travelers Attendee 3 Group=1 Event=1

Colorado Trip

Enter a Mame or part of a Mame for thiz Attendes

_Cance |

f If the |0 Mumbers are "0 then the Attendee has not vet been Saved. “ou can Left-Click the Site Cell to Select a Site for the Attendee or Left-Click
the Guest Mame field to enter a Guest Hame. |f the sting of the Guest hagz been at pour Park, before, a ligt will be pregzented. [f it iz a new Mame,
the Guest will be numbered with '000000°, 'ou can alzo Right-Click a Bow to Delete it Thiz will alzo remowe the Tepe of Stay' from the Event

automnatically. [~ DoMat Show Amt Paid on Bill [~ DoMNOT Prorate
Delete All Attendees Save Attendees | Paid Thru Date I 30542015 Create Bills CheckOut |
Return To Reservation Grid | E =it | Return Totap |

After all Attendees have Sites and Names determined, you can press the Save Attendees
button. RV Park may ask you questions about saving the Deposit, similar to the Guest
Panel. You can make changes to the Names or Sites as needed. You can also go to the
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Guest and alter their actual Arrival or Departure Dates if they are coming in early or staying
over after the Rally. Just make sure you Save them once before leaving the panel.

4) Create Bills for the Attendees - when creating Bills for the Group, you may want to not
show the Amount Paid on the printed Bills and/or Not Prorate a Bill that is Weekly or
Monthly by checking the appropriate boxes before pressing the Create Bills button. When
you press the button, if the departure date and Paid Thru dates are the same, the Deposit
may be refunded on the Bill automatically. You will also be asked if you want the Bill to be
marked as Paid. This is the best way to process the Group as Paid, otherwise, you have
to go to each Guest ...

E Group Reservations =8 RS ‘
Help
Groups T Group Events T Group Attendees
I D Site | Grouph ame | Eventhlams | Guesth ams
4 anz Super Travelers Colorado Trip Q00007-Bill Lusby
a3 ooz Super Travelers Colorado Trip 000002-T om Jones
5

nn4 Super Travelers Colorado Trip 000003-5 ann Frank

= Doyouwant to Save the Money Recieved for Bill Lusby's Bill as Paid?
g lé If Mot, you will have to Mark it Paid in the Guest Panel,

L If the 1D Mumbers are EI

it 0 Select a Site for the Attendee or Left-Click
the Guest Mame field to enter a Guest Name. |f the sting of the Guest haz been at _l,Jour Park befnre aligt WI” be presented. IFitiz a new Mame,
the Guest will be numberad with 000000, vou can also Right-Click a Row to Delete it This will also remove the 'Type of Stay’ from the Event
autarmnatically. [~ DoMot Show Amt Paid on Bl [~ DoMOT Prorate

Delete All Attendees Save Attendees | Paid Thru Date I 30542015 | Cle_ate Bills I CheckOut |

Retumn To Reservation Grid | E xit | Feturn To Map |

5) Check the Attendees Out when the Event is over- the CheckOut button will check
out all of the Attendees at one time, completing the process. NOTE: It will check All of
the Attendees out. If someone is staying over, do Not use this feature.

The Group Attendees will be shown in a Gray background on the Reservation Grid and
Maps. When you view a Group Attendee Guest in the Guest Panel there is a RED Group
Attendee label on the panel. If you click on it ti will take you to the Group listing.

,

Help Set Default Printer

— Guest [nfarmation —Site In
=511 Lusby Assigned Site [ 002 Site N
Addressl Group Attendee
Address2 Primary Guest S
City | State | |Left-Click to View Group| | | LastM
Phone I Pais I |— Othe

41147



The Group Attendee Tab handles bogus Guest Names, which you can change to Guests
that are already in the database, or New Guests, or even create Duplicate Guests when a
Guest is already at the Park. The Attendees arrival and departure dates can be different
from the Group Event dates and you can process the Bills from the Guest Panel or the
Group panels. The Group Reservation tool is intended to help create and manage Rally
type gatherings.

Easily create Help documents

Processing Payments

Processing Payments Overview @ ﬁ @

Generally whenever a Guest is initially checked-in you charge and collect at least the first
payment period fee. If they are staying Weekly, that would be the first weeks rate. Sometimes,
you collect a deposit, which can also be handled nicely by RV Park Software. First, we will
handle a Deposit.

Deposits - a Deposit can be secured via a Credit Card over the phone or through an Email.
Simply enter the Deposit amount in the field provided and press the Save button. You will be
asked if you want to Add the Deposit to the Billing Records. It is recommended you do that.

Especially if you will be applying it to the last Bill or refunding some portion of it, to keep your
accounting right.

Phone 7109424772 Peis | | | [~ Uther Lh:

can | O en

Drivers License I

Deposit |1|:||:| Apply |
Adjust Rate | Rate Adjus

E“"*"11| nuunm-msm—l—l-:

There is no receipt per se, for a Deposit, however, you can Email or Print a Reservation via 2
buttons at the bottom of the Guest panel. They look a little different, but both reflect the Deposit
amount.

Do o wank to Add the Depasit ko the Billing Records?

Yes Mo |

Delete | Clear | Cave | Cloze | BRetunToGid |
Get Internet Guest from ‘Web | Remove Intermet Guest From Web |

Frint Rezervation | QutPut Resery | Other Rezervations for This Guestl

Regular Payment - When a Guest "Checks In", usually you collect the first Rate Period
Payment. So, if the Guest will be Paying Weekly, you typically want to set his Paid Thru Date for
one week from their arrival date. With all of their reservation information correct you should see
the Guest's Weekly Billing. NOTE: You can Click the Paid Thru label (Circled below), which will
enter a date 7 days after the arrival date.
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Arrival Date | 9/4/2013 Departure Date I l0/2/2013 AyvaillSites I
Last Mater I S80.5 Cumntl'![eterl 0 [" Bill Elect

— Other Charges Prev Balance Iﬂ
Select Charge I j Site Rate Im
Other Che 0.00

Electric 0.00

Taxez/Fees I 1a. 10

Fieset Date | Fate Detalz | Amvount Due 110.10

Last Paid | Q‘Pa,}"l']'lr‘l:l>| 9/11/2013 AmeuntPaid [1 110,10

Or you can double-click the Paid Thru Date field and use the PopUp Calendar to enter the Paid
Thru date.

— Site Infarmation
Site Nul = Daily @+ Weekly i~ Maonthly & 3Ma © BEMo  Yearly
Flectric ﬂ_‘n‘mgl W Water |V Sewer AssignMew Sie |

Arrival Date | 9/4/2013 Depmumnamllufzfznm .&.vall5|tesl

Last Meter 380, E 4 Wndon | [~ BillElect
— Other Charges +| September 2013 ' | Balamce Iﬂ
Select Charge I
: Rate I 0.0o0
2B O 248 289 30 A

1 2 3ZF3 5 B 7 werChg .00
g 3 10 11 12 13 14 .
15 4B 17 19 49 20 N nirie 0.00

73 [Single Click the Desired Date vo/Faas Iﬂ

&4 30 1 2 3 4 5

Flacet Dat El} Today: 9/4/2013 i Due 0.00

Just click the 11th and you will get the panel filled out. You can enter Other Charges or Bill
Electric to the Guest if needed. Once the Billing is what you need, press the 1) Create Bill button
to update the Guest information and create a Paper Bill on your Default 8.5 X 11 Printer. There is
also a Checkbox to Email the Bill to your Guest if you have their Email and the Email SMTP has
been properly setup in RV Park. NOTE: If you check the Do Not Show Amt Paid on Bill
checkbox, the output will be more like a Bill, where if you don't check the box, it will be more like
areceipt. You are also always able to alter the actual Amount Paid field to more or less than is
actually due.

43147



— Site Information
Site Nul a 1 Daily & weekly © Maonthly ©© 3o ©© EMa © Yearly
Hlectric Ampsl 50 [V Water | Sewer Assign New Site |

Arrival Date | 9/4/2013 Deputmnamllﬂfzfznm ﬂvaiISitesl
Last Meter I 560, 5 CurmntMeterl 480 [+ Bill Elect

— Other Charges Prev Balance 0. 00

Select Charge I j Site Rate I loo. oo
I 1 B0 AMP Service I 10.00 Other Chg 10. 00
T -

Electric 15,32
Taxez/Fees I 10.10
Feset Date I E ate Details I Amount Tue 155,42
Last Paid I Pay Thru IUQ,-"ll;"ZDlS Anvount Paid 135,42
[T Do MOT Prarate [T Do Mat Show At Paid an Bill 1.0 Weeks =
[T RndProrated Rate  [£T]CiEaEEilE 2] Bil Paid | 3] Ck Ot I
[ This is an Interim Bil Cancel Fesv |  Guest History | Form Of Payment |

[T Adjust for Seazonal
[~ Email Bill to Guest

Usually, the Guest is there during this process, so if needed you can uncheck the Do Not Show
Amt Paid on Bill box and print another Bill as a receipt, then press the 2) Bill Paid button to
record the transaction when the Bill is paid and you get the payment.

This process is repeated until the Guest is ready to leave. When the Guest leaves and has
made their last Payment, it is VERY IMPORTANT you use the 3) Ck Out button and properly
release that site. It is also important that the Last Paid date and Departure dates are the same.
If they are not the Unoccupancy Report may not be accurate, so if those dates do not match, you
will be asked if you would like the Departure date to be changed to match the Last Paid date.

NOTE: There is a capability to track the Form of Payment for a Guest via the Form of Payment
button. This provides a panel to track the various ways a Guest may be paying their Bill. If they
generally use a check, you can enter the check number each month or period for your records.
You can also enter the Guest's Credit Card information, if you want ... itis NOT used anywhere,
but will provide you with a record of that information.

NOTE: Upon CheckOut the Credit Card information is automatically deleted.

In the Form of Payment panel, you can also enter a Credit Card processing Up Charge
percentage if desired. This percentage will be the same for ALL Guest's Credit Card
processing fees. That is, if a Guest is flagged with the Credit Card form of payment and a
percentage is in the field, the Guest will get an Other Charge called Credit Card UpChg added to
their Bill each time they make a payment.

=) CAUTION: There are 10 States where this practice may be illegal. Please check your
Credit Card Processing Agreement. The States to be concerned with may be: CA, CO,
CT, FL, KS, ME, MA, NY, OK, TX.

There are also Group Reservation Billing that is much more simplistic. See Group Reservations
for Details.

This concludes this RV Park Training Help File. There is a lot of detailed information in the RV
Park HELP Files.
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Other Features
Other Features @A)

There are a lot of other features and functionality included in RV Park Software. This Training
Help file does NOT address all of them. The Detailed Help files cover all of the Features.
Please refer to it for information on:

Point of Sale

Reports

Electric Meter Reading Automation (Updating the whole Park and not just one at a time)
Multiple Billing Statements

Creating Your Own Special Reports (Exporting Excel Data from the Database)
Overridding Rates in the Guest panel

Sending Email Reservation Confirmations and Billing

Tips and Tricks

And much much more. RV Park is designed with a LOT of features, but it is also designed so
that you do NOT have to use them if you don't want them.

Write EPub books for the iPad

DataImporter Overview

Datalmporter Overview @ ﬁ

The primary purpose for this Tool is to import Guest or Point Of Sale data into the RV Park
database. The tool provides an interface to Match fields from other systems to the RV Park
Software fields. You can Import Text or Excel formatted files. Either type MUST have the
first line contain the Field Names so you can match them with the RV Park Software Field
Names in the corresponding Table (Sites, Guests, or Other Charges). If at all possible, try
to use Excel files, because they will have the highest success rate.

It isalso critical that if the dataisin an Excel format, it MUST be an Excel 97-2003 file format, which is
simple to produce using the Save As option in Excel.

1. First, determine which Table will be imported (Site Definitions; Guest Data; or POS
Items).

2. If the File is Text based and not Excel, select the type of delimiter used in the File
(comma or semicolon).

3. Next, select the Text or Excel File in the RV Park Database Directory from the List for
Import. This action will import the Field Names from the File into each of the Dropdown lists
below each RV Park Field Name. You will be given an option to use the first Sheet of the
Spreadsheet or select a different Sheet, if the Spreadsheet contains more than one. NOTE:
Thefile MUST bein the RVPark directory.
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E_-. Read CS¥ or Excel Spreadsheet

Help

Thiz process requires you Export a Test C5% or Excel Spreadzheet of the Site or Guest information. The exported file MUST have the Titles of the Fields as
the first line and each field, and in the caze of the Txt TS5V files, be seperated by either a comma or zemicolon. Then pou must be be aware that if pou uze a
comma you can't have any ather commas in the data; likewize, i pou uged zemicolons there can't be any zemicolons in the data. If there are commasz or
zemicolons in the data it will cauze extra fields to be created and that will make the record input Fail. The emar will be reported and you can continue the
import just without that record. The E xcel Spreadsheet will have the best success rate for Importing.

—1) Determine Which Table Will Be Imported 2) Select a CS5V or Excel Spreadsheet for Import

* Site Definitions - Select Delimiter Exportl . cav 2] Text Case

¢ Guest Data ’7 f* Comma " Semicolon Guest csy el &y

(" 2 Guest s & Tilel
POS toms GuestList 07-31-2013.cxv =l e hed

—3) Match the Field Names for Site Definitions

Mumber AliazMumber Length width W ater Sewer ElecticAmp Prevbdeter
[ [ | =l [ | [ | [ | =l | =l
[~ YES/MO [~ YESMNOD [~ YES/MD
Carbd eber SumD aily Sumieekly Sumbd anthly WwinD aily Wi eeky Wfintd anthiy 3 Month
| [ | | [ | [ [ | [ | [ | [
B bonth 12 Manth
| | | [ | I | | [ | H

Place your Mouge over the Figld Text to undergtand what the [nput Format Muszt be. Then Select the Field Header framm the DropDown that best
matches the Label above. If there iz no match, leave it blank and nothing will be imported for that field. Site Murber and Site Aliaz can be |eft Blank.
and will be entered automatically. vou can ahwaps edit these entnies later

Import

Purge ALL Site Data |

== Enter Siteg Manually

== Return to Site Types

¢== Modify Guesgt Data

Ewport Accesz DB

4. To better understand the RV Park Fields, you can put your mouse over the Field Name
and get information on that field.

5. Select the Field Name below the RV Park Field Name that best matches the old data. If

there isn't a match, leave the dropdown empty and no information will be imported for that
field.

NOTE: There are some Fields in the RV Park Software database that are Boolean
(True/False or Yes/No type) These MUST have either True/False or 1/0 in them. If the File

has Yes/No, you can use the checkbox just below that field to convert the Yes/No to True
False.

ill Be Imported 2] Select a C5Y or Excel Spreadsh

Jelimiter

Guest cav
Guest. @z
Guestlizt 07-31-201 3 cav

a { Semicalon

Site Ll x|
Lengtt  Your File does NOT have quotes around the Fields! Electnc
Select OF ko create a Mew file with quakes, jl_
K[, W E
(84 I Cancel :
St | [ Winkd o
= || 7] :I'

Sometimes, the CSV file does not have Quotes around each field. When this happens, you
can add Quotes with this tool. Just pick the OK button and a new file will be created with



each field being bound by Quotes.

6. Once all of the Fields that have a matching choice, press the Import button to Import the
data into the RV Park Software database.

The Purge ALL Data button will remove ALL records/data from the Table you are working
with.

Easily create Qt Help files
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