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Room Booking 
Register New Member and Buy Monthly Practice Plan
1. Choose “Room Booking Management” in the Tool Bar as shown as Fig R-1
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 Fig R-1

2. Click button “New Member” as shown as Fig R-2
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 Fig R-2

3. “Practice Room Application Form” show, the Date and the Non-Student Code are generated by the computer. Input all the Personal Details of the New Member as shown as Fig R-3
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Fig R-3
(a) Input the English Name in the text box, e.g. “Jasmine Chan”.
(b) Input the Chinese Name in the text box, e.g. “陳心心”.

(c) Select the Sex in the combo box, e.g. “Female”.
(d) Input the Age in the text box, e.g. “20”, should be input in numeric form.
(e) Select the Birthday in data time picker, e.g. “Friday, 25 February 1983”

(f) Input the Chinese Residential Address in the text box, e.g. “香港仔香港仔中心B座H室”.
(g) Input the Residential Phone No. in the text box, e.g. “25695698”.
(h) Input the Mobile in the Text Box, e.g. “98696963”.

(i) Input the Office Phone No. in the text box, e.g. “26589635”, if no Office Phone No., input “ ---- “.

4. Choose the tab “Booking Details”, and Input all the Booking Details as shown as Fig R-4.
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Fig R-4

(j) Choose the Rental Room in the list box, e.g. “Piano”.

(k) Select the Rental Mode in the combo box, e.g. “Monthly”.

(l) Select the Start On Rental Date in the data time picker, “Tuesday, 25 March, 2003”. Default is Today Date.

(m) Input the Remarks in the text box.

5. Click the Button “OK” as shown as Fig R-4.

6. “Room Booking” form show as shown as Fig R-5, the Date and the Booking Record ID are generated by the computer and the Student/Non-Student code and the Name are copied from the last form “Practice Room Application Form”. [image: image6.png]for Member
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Fig R-5

7. Click “Check” to show the details of the New Member as shown as Fig R-6.
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Fig R-6
8. Choose the tab “Booking Details”, and Input the Booking Details as shown as Fig R-7.
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Fig R-7
(a) Select the Rental Mode in the combo box, e.g. “Monthly”.

(b) Select the Practice Room in the combo box, e.g. “Piano”.

(c) Input the No. Of Practice in the text box, basic on 30 minutes per one lesson, e.g. 4 hours per month, should be input “8”.
(d) Select the Start On in the data time picker, e.g. “Tuesday, 25 March, 2003”.
(e) The Card No. is generated by the computer or input manually, e.g. “C0023”.

9. Choose the tab “fee” as shown as Fig R-8
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Fig R-8

(f) Computer generates the Invoice Code, e.g. “P0236”.

(g) Payment Details show for confirmation.
(h) Fee of one practice lesson are generated by computer, or input manually, e.g. “12”.

(i) Number of Lesson is input by last tab “booking details”, or input manually, e.g. “8”.

(j) Total are calculated by computer.

(k) Select the Payment Method in the combo box, e.g. “Cash”.

(l) Select the Received By in the combo box, e.g. “Chris”.
10. Click “OK” as shown as Fig R-8. Print invoice.
Register New Member and Book Practice Room (Each Time)

1. Repeat step 1-7 in Register New Member and Buy Monthly Practice Plan.

2. Choose the tab “Booking Details”, and input the booking details for each time booking as shown as Fig R-9.
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Fig R-9
(a) Select the Rental Mode in the combo box, e.g. “Each Time”

(b) Select the Practice Room in the combo box, e.g. “Piano”.
(c) Select the Booked Date in the data time picker, e.g. “Tuesday, 25 March, 2003”.

(d) Input the Start time in text box – From, e.g. “12:00”.

(e) Input the End Time in text box – To, e.g. “12:30”.

(f) Input the Room No. in text box, e.g. “6”.

If (d), (e) and (f) are blanked, click the button “Room Status” as shown as Fig R-9. And Follow the Steps of Room Status.
3. Choose the tab “fee” as shown as Fig R-10.
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Fig R-10

4. Click “OK” as shown as Fig R-10. Print invoice.
Steps of Room Status
(I) Check Room

1. Fill up the Room Status details by Checking the Room status manually as shown as Fig R-11. And choose the tab “Checking Room”.
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Fig R-10

(a) Select the Rental Mode in the combo box, e.g. “Each Time”.

(b) Select the Booking Date in the data time picker, e.g. “Friday, 28 February, 2003”.

(c) Select the Practice Room in the combo box, e.g. “Piano”.

(d) Select the Room No. in the combo box, e.g. “1”.

(e) All the Booked Times are highlighted in grey and checked the tick Box.
(f) Tick the Start time e.g. “12:00” and the End time, e.g. “12:30”.
2. Click the button “OK”.

(II) Search Room

1. Fill up the Room Status details by Searching the Room status manually as shown as Fig R-12. And choose the tab “Searching Room”.
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Fig R-12

(g) Input the Start Time in the text box- From, e.g. “12:00”.

(h) Input the End Time in the text box – To, e.g. “12:30”.
2. Click the button “Search”, all the available times are shown in list view (i).

3. Tick the available time in the tick box as shown as (j).

4. Click the button “OK”.
Buy Monthly Practice Plan for Member
1. Choose “Room Booking Management” in the Tool Bar as shown as Fig R-1
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 Fig R-1

2. Click button “Member” as shown as Fig R-2
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 Fig R-2

3. Repeat the Steps 6-10 in Register New Member and Buy Monthly Practice Plan.

Book Practice Room (Each Time) for Member

1. Repeat the Steps 1-2 in Buy Monthly Practice Plan for Member.
2. Repeat the Steps 1-4 in Register New Member and Book Practice Room (Each Time).
Book Practice Room (Each Time(Paid)) for Member
1. Repeat the Steps 1-2 in Buy Monthly Practice Plan for Member.

2. Repeat the Steps 6-7 in Register New Member and Buy Monthly Practice Plan

3. Choose the tab “Booking Details”, and input the booking details for each time (Paid) booking as shown as Fig R-13.
[image: image16.png][Artworks Mus

Stu

0om Booking

Room Booking

for Member

Personal Detall Bor
Rertal Mods.

Booked Time.
Booked

gD e |

EEa

Date:

Floom No.

Tuesdey 25 Mamﬁgé
o [z (Clro: [ ()

E(fy Femsaw

Card Details

Vald Period

Tuesday 18 _Marc

Cadlo. [coom (1)
LessanRenain: [ (1)

Prctce Room: [Pere (D) |

03 7

: =101 x]
Date Tuesday .25 March 2003 x|
Bosking oD op1s

o, Of Practice Lesson

No, Of Practice: (30ins/lessor)

Start On

Tuesday .25 Maich 2003

Card .
Chesk Plan

o sl




Fig R-13

(a) Select the Rental Mode in the combo box, e.g. “Each Time (Paid)”, Member who bought practice card should select “Each Time(Paid)”.
(b) Select the Practice Room in the combo box, e.g. “Piano”.

(c) Select the Booked Date in the data time picker, e.g. “Tuesday, 25 March, 2003”.

(d) Input the Start time in text box – From, e.g. “12:00”.

(e) Input the End Time in text box – To, e.g. “12:30”.

(f) Input the Room No. in text box, e.g. “6”.

If (d), (e) and (f) are blanked, click the button “Room Status” as shown as Fig R-9. And Follow the Steps of Room Status.
(g) The Valid Period of the Practice Card is shown in this data time picker.

(h) The Card No. is shown in (h), or input manually, e.g. “C0023”.
(i) Number of Lesson Remain is shown in this text box, e.g. “8”.

4. Click the button “OK”. Finished Booking.






