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The user’s guide in operating the system.
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The Basic Guide In Using The Reservation System
This user manual will guide you in the usage of this database. The database, a reservation system, is responsible for recording customer details and customer reservations. In the process of making a reservation, key information must be recorded, such as customer details and of course, the customer’s reservation. Also, this information is used during the event of check ins and check outs, which are important too, and have to be recorded. This check in and check out information, is in turn used to produce the bill for the customer as well. All these procedures and processes are a must in the reservation system. That is why this database has the capability of doing all that. This database also has queries and reports to produce summarized information for the management. It has user friendly forms which assist in entering of data into records. This manual will guide you through these following steps:
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Starting up the database

Before anything can be done, you need to know how to start up the database, and how to leave it, without damaging the system. This section is a guide to opening items and closing them. It includes opening the database, forms, queries, reports and closing them.
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Using the switchboard

The switchboard is like the main screen where you can access all of the database’s functions. It is important that you know how to use it, so you can access menu items and open forms, reports, etc in as little time as possible.
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Recording a reservation

During the event of a reservation, customer details and customer reservation information have to be recorded. This section teaches you how to do all that, and shows the many validation checks which are done to ensure your mistakes do not damage the data in the database. The use of the buttons present are also explained
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Modifying records during check in

During the event of a customer check in,  data in the record is updated and modified, to show that it is a record of a customer who has checked in, and not a record of a customer who still has a pending reservation. This section has an easy step by step guide to show you how to perform such a task.
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Modifying records during check out

Just like a customer check in process, a check out process also requires modification of data, so that the customer’s record is not interpreted as a check in record. This process is important as it determines the accuracy of the customer’s bill. This section will show you the importance of this process and how to perform a check out.
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Printing of the bill for the customer

After the customer checks out, it is a must for him to settle his accommodation costs. This is done by producing a bill, which is automatically generated when the customer checks out. (provided you did the check out procedure accordingly). This is important because if customers do not know how much they have to pay, they won’t pay.
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Customizing room details and adding new rooms

At certain times you or the management may wish to edit rooms details, (room rate) and/or add new rooms. This section will guide you in doing that.
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Using reports, queries and the tables

This section will briefly explain how to access reports, queries and also how to access tables, and enter information  into the tables manually without using forms. 
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Guide to basic help functions and basic button actions

This guide will tell you all the basic buttons available on each form and their use. It will also tell  you the basic help functions and where in MS Access to turn to when a problem arises and you need help.

How to access or leave the database
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Circle (1) 

To run the database open the folder reservation system and double click on the file named Motel System (which is the only file there) when doing so, it will open the main switchboard, which will be discussed in the next section. To leave the database, click on the button ‘Quit System’ which can be seen on the main switchboard.
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When buttons like these are seen, they all perform the same action, the action of termination. They will either close the form you are currently accessing, or close the system. Such buttons should be used carefully as if they are used hastily, they may result in loss of data.

Explanation of functions in the switchboard



[image: image27.jpg][Z] Microsoft Access - [Switchboard : Form]

File Edit Insert Records Window Help
>

Main Switchboard System

ain St Board | iew Forts | Vi Repors | iow Tals | iow cusris |

Welcome To

The Motel Reservation System

/

Welcome Usert e Current T I
[P orereloogedines | BE |

This is the main switchboard for the motel reservation system. All forms
and menus are squipped with easy accessibilty buttons and help

functions, Should you get lost along the way, please refer to the user

manual. To view certain documents in the database, please refer to the

tabs above. (View Forms, View Reports, View Tables, View Queries) Each

tab has its awn buttans and a full description on that section. WA RSESTRER

Leave The Current System

Quit System

System

Records 14| )T o [ Aot 1

i) T oo | ree. R Y s | Boste. | B [@loer. ek | @S A sw7em





Circle (1)

 These are tabs which are positioned on top of the database. Upon clicking on them, you will be brought into a screen which displays all information regarding that tab. (Example: If you click on the tab ‘view forms’, you will see a new screen displaying all the forms you can use.  If you click on the tab ‘view reports’, a  new screen will appear displaying all reports which are available for viewing. The same technique applies to the other tabs

Circle (2)

This is a display of the current time, and the user which is logged in the database. It also displays the current date. 

Circle (3)

This is a button which does exactly what it said it would do, leave the system. Click this button to leave the database and return to windows.

Circle (4)

This area shows the window buttons. The ‘X’ marked in red closes the entire database program, the smaller ‘x’ just closes the database. The dash ‘-‘ minimizes the program and the two squares maximizes the program.
Entering customer details


To enter customer details, click on the tab view forms. This screen should appear. 
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Circle (1) 

After which click on the button which says ‘Open form customers’. (it is the button within the square box drawn)

After you click on the button, you will be brought to a new screen and this message will popup:
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When you click ok, you will be brought to the customer details screen. This screen where you enter customer details, customer reservations, edit check in, edit check out, and preview the customer’s bill. This is the most important form in the database and basically most information is entered through this form. For this tutorial, we will teach you how to enter customer details first, and show you the different validation error messages that will appear if you type an erroneous entry.

This is the screen that you should see, the customer details screen:
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Here you enter all the customers detail. No fields should be left out as they are important later onwards. Data is keyed into the boxes in blue, the boxes in white are automated;  they have values which are automatically assigned. 

Circle (1)

Here is where the first validation check comes into action. In this box, the customer’s date of birth must be in the format mm/dd/yy, and he/she must be above 18 to make a booking. An erroneous date such as 4/12/1821 will also be rejected as it is an illogical date. If data is entered incorrectly, this message will appear:
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Circle (2)

This area is where all the record manipulation buttons are. They each perform an individual action, which is explained on the top of the button.  One button the user should be aware of is the ‘delete customer details’ button. Accidental pressing of this button could delete the whole record!, including the customers reservation. Fortunately a confirmation message will appear reconfirming your actions, so if you pressed it accidentally, you still get a second chance.

The reservation process


Once the customer’s details is recorded and saved, he/she is allowed to start making his/her reservations. To create a new reservation for the customer, click on the button on the customer details screen which says ‘customer 

reservations’. The button should look like this: 



Click on the button and you should see this window appear on your screen, the reservations window:
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Circle (1)

When making a new reservation, the first thing you should do is take note of the room reserved. Here you select a room which you wish to assign to the customer. The view the room type of the room you chose, click on the button within square (5). (refer to (5) for more details). 

Circle (2)

The next thing to do is to enter the date in which the customer wants to reserve the room. If the customer wants to book room 101 on the date 15/6/2002, select the room 101 from the list and enter the date in the date reserved box. After that, the customer has to confirm the booking. When the customer does that, tick the ‘confirmed’ box. Multiple room reservations can be done, so if the customer wants to book room 101 for 3 days, enter the same information for the next 2 records, but change the date to 16/6/2002 and 17/6/2002 respectively. The room number stays the same. This is where another validation check comes in. If supposedly, room 101 was booked on 15/6/2002 by another customer, it cannot be booked by this customer. Hence during this event, this popup error message is seen. 
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Hence if in any course of making a reservation, you encounter this message, you know that the room you chose has already been booked by another customer. You can check who booked the room, by opening a certain query. That will be discussed later onwards in the section ‘Accessing queries’.

If nothing goes wrong during the course of reservation, the data you keyed in about room 101 being booked for 3 days will look like this:
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Circle (3)
After you key in the date reserved, it will be redisplayed under the box which says ‘Actual Date Reserved’. Here it will be properly defined, so you know the exact date in which the customer made the reservation for that room.

Circle (4)

Here there are two buttons which read as ‘Perform room check and check rooms available’. The first button, checks for the rooms currently occupied on a specific date you must enter. It is a search button and it will show you results of the rooms which are booked on the date you specified. The next button shows all the rooms which are available, last minute, due to cancellations by customers. This helps in case the customer you are making a reservation for wants a certain room for a certain day, but it appears to have been booked.

Circle (5)

This is the button which opens a report that shows all the room types available in the motel, and the different room numbers with that certain room type. Below is a preview of how the report would look like:
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Circle (6)

This button prints all the reservations that the customer has made. It can be cut into strips (like airline tickets) and used for other purposes, such as reference, confirmation, verification, complimentary meals and etc.

The check in process


Once a customer has created his/her reservation records, he/she is allowed to check in. The check in procedure is quite simple, and does not involve many mechanical tasks, just updating a small bit of data. To make a check in or check out, click on the button which says ‘check in/check out’. It is the last button on the list and it looks like this:


Once you click on the button, a new screen will appear with all the existing customer reservations on it. This time it has more features and extra data fields. This is for check in and check out purposes. Your screen should look like this:
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Circle (1)

When performing a check in, take notice of the day the customer checked in. Whichever date he checked in on, it must be the same as the date reserved. This means that he can only check in on the days he reserved the room. After that, the date of check in must be recorded under the ‘check in date’ box and you must tick the ‘checked in’ box. Remember, check in dates must be the same throughout the whole reservation form. You can’t check into the same room on different dates. Check in only occurs once.

Circle (2)

All other dates he reserved must also have their ‘checked in’ box ticked, since he is already checked in. If he checked out earlier than his last day of reservation, you can easily untick the box.

The check out process


After a customer checks in, there will come a time when he/she wishes to check out. This event and its procedures is again quite simple and only needs a bit of data modification. To perform a check out, click on the same button which you clicked on to make a check in. (check in/check out button.) It looks like this:


Once you click on the button, the same check in/ check out screen will appear, with all the customer’s check information present. Now you would be using the check out fields. The screen would look like this:
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Circle (1)

Here is where the check out details is placed. During a customer check out, the check out date is recorded down. It must be the same date as the last day of reservation. If it is not, it is then considered an extension. Example: This customer checked out on the date 18/6/2002, which exceeds the last day of his reservation (17/6/2002). Hence you have to manually create reservations for him/her until 18/6/2002 (add 1 new record), record the same check in date, and then record the check out date. The void button is only ticked during check out, or cancellations. 

After doing all this, then the customer’s bill is ready to be produced and printed.

Viewing Bills


Bills are only produced when the customer checks out. To view the bill for the specific customer which checked out on 17/6/2002, (customer ID no.11), click on the button in the check in/check out screen which says ‘preview customer bill’. The button should look like this:



After clicking that button, all the customer’s details, occupancy details and billing details are produced on one screen, which is actually the bill. To print, click the print button. (Note: the print button does not appear during printing)




Customizing room details


In the event where you wish to change room details or add new rooms, there is a special function available. To do this, click on the tab view forms. After that click on the button which says ‘open form room details. The button should look like this:

[image: image38.jpg]Click this buttton to open the Room details form,
This is where you can edit and add new room

types, room numbers and room rates.

Open form Room Detsils




After clicking the button, a screen should be displayed with a big heading saying ‘Room Details’. The screen should look like this after clicking on the button.
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Circle (1)

These two buttons are responsible for adding and removing rooms. When you add a new room, a new record will appear and the boxes ‘room type’ and ‘rate’ would be empty. The same thing would happen when you delete a room type. There would be no room numbers seen too. Your record would look like this:




Circle (2)

This is the room type box, where you enter the name of the type of room you wish to create or modify.

Circle (3)

This is the room numbers sub-form, where you enter all the room numbers under this certain room type.

Accessing reports


To view reports, click on the tab view reports. This screen should appear.
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Circle (1)

Within this box is 3 buttons which, upon clicking, will bring you to the reports they are linked to. The buttons are described as followed. (Their use is also stated)

Open Customer Information Report – This report shows a summary of all customer details in the database. 

Open Customer Report – This report shows all the rooms and the customers who occupied them.

Open Room Details Report – This report shows all the room types available in the hotel, and the room numbers    

         assigned under it.

Reports are printable documents, and are mostly used as references. Sometimes the management needs these reports, so it is important to have them in the database

In the next page is an example of the customer information report. The other reports look similar and hold almost the same type of data. (With a bit of differentiation in certain areas)

Below is an example of the customers information report:

Page 1
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Accessing queries


To view queries, click on the tab view queries. This screen should appear.
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Circle (1)

Within this box is a set of about 6 buttons, all in which link to different types of queries. The queries are already explained in detail on top of the button, so you do not have to refer to the manual all the time for reference. 

Queries are actually filtered tables. They use SQL statements to filter off unnecessary information and to perform calculations or comparisons. In actual fact, the customer’s bill is produced using a query. Queries are very important in a database and should be included as often as possible to ensure proper data organization and omission of unnecessary, space wasting data.

In the next page an example of the Customer Archives Query. It is the query which shows all information regarding customers who have already checked out of the motel. (Previous customers)

The customer archives Query: An Example –
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Accessing Tables (Raw Data)  

 
To view or modify tables, click on the tab view tables. This screen should appear.

[image: image44.jpg][Z] Microsoft Access - [Switchboard : Form]

File Edit Insert Records Window Help
>

Main Switchboard System

HeinSwich B | View Forts | Vi Reports o Tabs | iw cueris |

%

View And Edit Database Tables V/:

Thi button apens the tabe to view al rformation
(regarding customer detal) entered o the database WEIRF RS

in cancise order. It has na elp Functions and btk

‘ This page shows all buttons which are linked to

the database tables. Upon clicking, the database
T table apens and recards can be added, edited,

i TablE]

This button apens the table to view al information deleted easily. This should be used mostly as
(reqarding reservatian detals) entered into the database reference. Expert users might find tables an
in concse order. It has no help functians and buttors. easier method to edit and compare records

rather than using forms.

Reservaions Table ‘

[ i button opens the tabe to view sl normaion
(reqarding room detai) entered ntothe datsbese n
conseoncer Tt has 13 help Funchions and bt Motel Reservation

Raom e Tabe ‘

System

Records 14] |1 o [ 4fof 1

i) PO® 7| Dror. | Oreen | Yron. | Buser. | Yoo 3y o, TR (B8 2 11i39Pm





Circle (1)

Within the box is a set of 3 buttons which link to the raw data, which are the tables, themselves. The tables are the reservation table, customers table and room details table. They are explained in detail on the screen itself on top of the buttons. 

Everything looks nice and neat from the outside, but the real data flow and manipulation takes place in the tables. Using tables to key in information and locate information is slightly better than using forms. However, keying in of data into tables manually is not encouraged and should only be done by expert users who are familiar with MS Access, or a system analyst. It is a risky process and does not have help functions which the pre-designed forms have.

Advisably, once again, data should be entered through and with the use of forms rather than through tables. Use tables as references, and not as a place to key in data, preferably to prevent accidental corruption of data.

On the next page is an example of a table (the customers table) and its expanded records. (Note: records with a plus sign can be expanded and additional information related to that record can be seen)

The customers table:
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The customers table with expanded records:
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Usage of basic help functions and button actions


This database has many quick access buttons to do many actions which used to take a long time. Some of these buttons are the add records button, delete records button, clear records button and so on. Just to give you an idea on how they function and what they do, below is a screen shot of the customer details screen, with the button actions within a black box:
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Below are the functions of some of the basic buttons:

Add …….. – This creates a new record

Find …….. – This opens up a find dialogue box and prompts user to enter search fields

Delete …… - This more or less does what it says, it deletes the entire record

Save …….. – This saves the current record being edited

Clear …….. – This clears all information present in the record (an undo action)

Close …….. – This closes the form

Other help functions could include the F1 hot key, which prompts a wizard to appear and answer to your needs with the help of a knowledge base. More or less access is fully equipped and ready to handle all the problems you may encounter. Quick access buttons make work easier by providing a shortcut. If at any time, MS Access help wizards are unable to help you, there is always online technical support or the World Wide Web, where endless amounts of information dwell in millions of servers. With this technology, there is never a problem that cannot be solved.

U  S  E  R     D  O  C  U  M  E  N  T  A  T  I  O  N


A user’s guide in operating the system and data entry in the database 
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All these fields and boxes are empty and ready to have data keyed into them
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Quick Access Buttons
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