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Manual

RUBIN Dates and Facilities form the basis for the congress and event business and for trade fair events.
With the booking overview there is a powerful tool at work, with which events can be searched for and
created. In further mask the event is surrounded by services and workflows. Optionally bookings for
events can be generated. The invoice management of the event uses all types of common invoice
methods and supports presale invoicing, the creation of final invoices and credit notes. A whole register
of lists and statistics complete this module.
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RUBIN - Dates and Facilities

1 Dates and Facilities

1.1 General things about RUBIN Dates and Facilities

RUBIN Dates and Facilities support the resource management of an event company.
Also the correlating offer, rent contract and invoice functions are parts of this RUBIN
component.

Rooms (Halls, open air sites, multi purpose area), services (services for organisers,
exhibitors and visitors), material (energy supply, furniture, general eventing material,
catering) and specific personell services (technical service, hall master, ambulances)
can be allocated to defined processes.

The complete contract processing that covers all areas of the automatic contract
creation and pricing over the work commands for the technical department to the
invoiceing and factorizing. You can differ between personal events and rental
businesses. The aim is to provide up to date and immediate information about the
work progress of running and planned projects.

The integrated and central schedules replaces the conventional booking books and
has unlimited, company wide validity. Vaque, duplicated and wrong bookings are
there through avoided.

In an event booking all relevant data for an event are entered. In a complete event
booking the following data is remarked:

- The resources (rooms, services, etc.)

- Dates and Facilities are saved centrally and accessable over graphics and
evaluations.

- The business processes in combination with the event are defined and all created
documents, dates and written traffic are documented (workflow).

- The services are remarked with their specifications, amounts, peculiarities and
prices. They are available for invoice and factorizing (rooms, services).

- The involved divisions / crafts have access to the applicable information (check
technic).

© infoteam GmbH Berlin 2017
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RUBIN - Dates and Facilities

1.2 Booking overview

The button booking overview in the start up mask under favourites or the button
booking overview in the room booking mask.

Hint: All screen shots are available in the in the button version ,Classic” and ,lucid
blue”.

The booking overciew is the central information instrument to display the current
booking situation.

In the upper area, the company calendar is available so that all current events, results
or specialties are easily viewed in context with the booking situation.

The calendar standarldy displays the situation of the building that is entered in the
user defaults.

Gebaude: | GO L4

II. 1 The building drop down menu in the user defaults

In this field you can enter the building that is to be displayed. It can either be a real
or a virtually composed building. You can get a list with “F9”. The black arrow opens
the list of values of all buildings as well.

Here one can display an unlimted number of physical or respectively virtual buildings.

When opening the booking overview, then either the current date is displayed or a
day that has been previously defined in the user defaults.

@ « E]loos.os.zo0s P » & & [ vzt [E] B B

Ill. 2 Date selection buttons

Over these buttons the user can move in time through the calendar, in other words
can access other data.

« The triple arrow to the left means ,one month back”
« The double arrow to the left means ,,one week back”
- The double arrow to the right means ,,one week ahead”
- The triple arrow to the right means ,,one month ahead”

Apart from this, the exact date can be entered in the respective field. The arrows next
to the date move it by one day. If a date component is marked (e.g. the month) then
the arrow keys can navigate through the months. With the calendar button a small
calendar for the applicable date is opened. With the button “go to today” the current
date is set.

© infoteam GmbH Berlin 2017
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RUBIN - Dates and Facilities

fAnzahl Tage: | 60 25 | [1] (7] 23] 31 en| 2009 5| KW 253
anzshi Tage: | 43 (3] [Z] 8] [ (s 2012 4| KW | 10 &

ll. 3 Number of days mask

With this mask the number of days that are displayed can be altered. Here again the
system works with direct entry of the date or by navigating the dates by using the
arrow keys. The setting with which the mask starts, every user can individualize this
in the user defaults.

With the buttons ,17, , 7%, ,14”, ,31”, ,60" the value of the day can be changed by
the number of days which are displayed on the calendar. For “7” a whole week is
ment while “31” means a whole month.

The other buttons control the year and the calendar weeks and each can be changed
with the arrow keys or the drop down menu.

Ill. 4 Update button

The button updates the calendar. This can be applicable when colleague update
their systems with new bookings while your mask is still open, so that you can be
up to date with the bookings. An overbooking of rooms is yet still not possible.
The button is further of use if the user wants to use the “Display changes” func-
tion. After updating this function, the calendar has to be updated.

Ill. 5 Visualization button

This button can display additional information cards. Currently four information
types can be displayed simultaneously and this over colourful areas in the corners
or edges respectively as a frame around the bookings. The colours for the infor-
mation type in the calendar are set under Admin / Colour definition Calendar. After
updating the setting the information is displayed in colour in the calendar.

© infoteam GmbH Berlin 2017
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RUBIN - Dates and Facilities

Visualisierung suskunftsarten

Warkflows vorhanden: () Hintergrundfarbe () 4 Ow
Y&-veranbwortlicher: () Hintergrundfarbe () 4 O
Wg-Status: () Hintergrundfarbe () 4 Ouw

VYg-Art: () Hinkergrundfarbe () 4 Ow

Mutzungsart: (3) Hintergrundfarbe () 4 Oy
Bestuhlung: () Hintergrundfarbe () 4 Ouw

¥ I {®) Micht visualisieren
" I () Micht visualisisren
() Micht visualisieren
"] I {#) Micht visualisieren
" I () Micht visualisieren
"] I {®) Micht visualisieren

111110
&

O0OCOO0O0

IIl. 6 The visualization of the information types

With the context menu option ,Show details” of the week day, the day is displayed
with detailed information concerning the bookings. In this mask you can also see the
event without room bookings and the booking history.

With the context menu option ,Display laid off events” the room bookings for laid off
events are displayed. The context menu option ,Display and Layout” offeres two
display versions for the booking overview.

v fhoelegte Veranstaltungen anzeigen : : : : : :
Detailliert (Standard) -

Gruppiert nach Yeranstaltung

Darstellung und Lawout

Ill. 7 The context menu of the booking layer in the booking area.

By double clicking a booking the corresponding booking is opened.

Ill. 8 Search function

With the ,Book”, the colour key is opened. Depending on the chosen information type
the colour and their meanings are explained. With the search function you can mark
bookings and respectively navigate them over the arrow keys with the magnifying
glass. The buttons right of the field go into the future while the left ones scroll into
the past.

In the user defaults, the user has multiple options to adjust the booking overview
according to their requirements.

© infoteam GmbH Berlin 2017
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RUBIN - Dates and Facilities

Use magnetic grid

When activating this function the user can only book in specific time frames.
Depending on the settings then, you can only allow bookings for hourly, half hourly
and quarter hourly (only for function “Graphical booking”).

- Grid level
In this field the gril unit is displayed for the prior selected magnetic grid, 60 for
example means that bookings can only be done every hour, 1 means every minute
(only for the function ,Graphical booking®).

- Maximise window
With this setting you can decide whether the mask is to start in full screen mode or
not.

- Search for window activation
Should the display be updated automatically when returning to the allocation over-
view or only manually by the user.

- Booking en block / Display waiting lists separately
This decides whether bookings that go over multiple days are to be displayed as in-
dividual bookings or one coherent in the allocation overview.

- Utilise grid
This grid is used in the allocation overview to ensure a better orientation for the
day. The grid is displayed as a vertical line.

- Grid for one day / multiple days
This entry defines with which distance the selected grid is displayed. With this you
can define the day grids or multiple day grids. Depending on the screen size the
grid will not be displayed after a certain number of days because the overview will
then be lost.

- Number of displayed days
With this you can define the number of days that are to be displayed when the user
opens the mask. This can be changed at any time.

- Position of start date
With this parameterization you can define where the chosen date is to be displayed
(left, right and centered). This parameterization is valid for the current opening of
the mask as well as for future search requests. With the option “absolute” you can
define that the displayed date is to be shown in any position. So if ,2“ is entered
then on Monday the previous Sunday is still shown.

- Connection target when double clicking
This defines what happens when the user double clicks on a allocated booking. Cur-
rently there are the options for either linking into the room booking or into the
event. A larger choice of connection possibilities is available over the right click
menu.

- Start date
The user can enter a fixed date so that the allocated overviews are always dis-
played in relation to a certain event. If this field stays empty then the current date
is entered.

© infoteam GmbH Berlin 2017
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RUBIN - Dates and Facilities
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Ill.: User defaults

1.2.1 Business calendar and date marking

With the right click one can link into the business calendar. Here holidays, bank
holidays and specialties are displayed that influence the event business (for instance
sporting events in the vicinity). The entries can be color coded with a freely choosable
color.

Donnerstag Freitag
03.03.2012 - - 09.03.2012
3 i} 0 17 15 Details anzeigen 9 12 15 18 21 3

|||||!|||||l =l =NOer Dear! |||l|||||!|||||||||
Neue Yeranstaltung anlegen. ..

1. 9 With the context menu you can link directly into the business calendar.
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'rem| B s
Wache: Jahr: Wochentext:
Wocheninfo: =
RUBIN - Farbe auswihlen 3]
Datum Tagtext _— T

Mo: |05‘03.2012 ||

Di |06‘03.2012 ||

Akbuell:

Mi 07022012 || |

Do. [0s022012  ||Felertag |

b 4
Fro |ooozzodd |

Sa |10D3.2012 ||

Yorschau

So |11‘03.2012 || | o - E Boispickest Beispiekeest

. . . Beispislext Beispiclext .

[ (a4 H Aabbrechen H Zurlcksetzen ]

30 I G T

Z

lll. 10 In the business calendar the fields ,Week text”, ,Week info” ,Day text” and ,Day info” can be
filled. With the color selection a color can be chosen for the entry.

|07, Mrz. 12
Mittwoch Donnerstag Freitag
07.03,2012 09.03,2012 09.02,2012
3 G 9 12 15 I 21 3 & o 12 15 18 =1 3 =} 9 12 15 15 =21
v e v e |||||!|||||l|||||!||||| |||||!|||||l|||||!|||||
H : J H H H 3 g g

IIl. 11ADbb.: The result in the allocation overview.

As an alternative or addition to the business calendar the ,Date marking” can be

entered. This is opened with the button ? directly in a room in the allocation
overview. The date marking are always daily and can only be used once on the same
day and are allocated a color.
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2
— |
Mittwoch Donnerstag Freitag
07.03.2012 038.03.2012 09.03.2012
G =] 1z 15 18 21 3 [a} 9 iZ2 15 18 21 3 5] =] 12 1f
!|||||l|||||!||||||||||!|||||l|||||!||||||||||!|||||||||
: J 1 . z

D= A A
il 75 Terminmarkierung anlegen

F.aum | won | bis | Farbe | —

SU107 08.03.2012 08.03.2012 R20G100B20 . — - —
konkurrenzveranstaltung in Potsdam -
Aukarnes:
Aukames: =

Aukomes:
: : Terminmarkisrungen anlegen ] —

ll. 12The assistand for the creation of date marking.

With the button ,Further editing” the assistant is opened for the creation of date
marking.

1.2.2 Graphical booking in the allcoation overview

r
rd

With the ,Brush button” ¥ < a booking can be created. By clicking and dragging
further bookings are done. After all bookings are made, the usage type can be
chosen with the ,Arrow mode” and the right click. For this there is the optin ,Change
usage type” in the context menu.

| |MeweBuchung AMeueBuchung  PiNeueBuch |

Meue Buchung § Newe Buchung W o :
TTTTTTRTTTTT i zum Weranstaltungsworkflow

zum Buchungsworkflom I

Aktionen Buchung »

IIl. 13Booking function in the allocation overview
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With the button ,Further editing” one links into the booking assistant for the event.

In the booking assistant the user sees the selected rooms with the time and usage
type. The data is always changeable. The user can decide whether the booking is a
roomb booking or a waiting list. Furthermore is there are daily bookings or ongoing
bookings. The conitnuous booking corresponds with the display in the allocation
overview. A daily booking is only viewable after the saving and updating of the
booking. The function can be found in the same way under the room booking.

The red ,-, at the end of the row can delete the entire booking.

With the room booking the user can see a main event, this one is implemented from
the user defaults and can be changed. There under are the fields ,Event ID” and the
option buttons ,Create new event” and ,Attach to current event”. When creating a
new booking the field “Event” can be filled with an ID. Should this stay emptyt then
RUBIN fills in these fields automatically.

If an existing event is being exapnded then there is a list of values in the field
,Event”. Like this it is possible that the user can select an event from the probided list
of values. The booking can so be added to the chosen event. Already existing
bookings for said event will not be displayed. A changing of the event title is not
possible in this case.

g Buchungen anlegen

Oberveranstaltung: I:I (®) Meue Veranstaltung anlegen (O An bestehende Veranstaltung anhangen

Yildent: Vg Titel: |Bitte VG Titel eintragen | Zeitraum: [25.032014 | [25.03.2014 | )
Preisliste Kurztitel Sprache: D

Raum |VDr| ‘ |b\s ‘ |Nutzungsart |An\egen als | ‘Zyklus | |

KIEW 25.03.2014 09:00 |(25.03.2014 |/16:00 |AUF (&) Raumbuchung ) Wartelste (8 durchgehend O taglich == =
MOSKAU 25.03.2014 09:00 |(25.03.2014 |/16:00 ||AUF (&) Raumbuchung ) Wartelste (8 durchgehend O taglich == j
BRUESSEL |25.03.2014 09:00 |(25.03.2014 |/16:00 ||AUF (® Raumbuchung ) Wartelste (8 durchgehend O tiglich ==
BERLIN 25.03.2014 09:00 |25.03.2014 16:00 |AUF ® Raumbuchung O Warteliste  (® durchgehend O taglich == ﬂ

Name / Firma

|+

[ anschliessend in die Veranstaltung verzweigen
2

g2
| Informationsfreigabe:  |GESAMT

Template [ Teinehmeranmeldung

Allgemeines | Allgemeines 2 Statistik

Werantw, V. Ra\na Dorfeld

“Wertragsadr Vo Ty

W Art:
Mandant: DCo050 Diisseldorf Congress d

Bemerkungen | Sond
Bem

|+

: Buchungen anlegen B

Le]
4

lll. 14The booking assistant for the event

Under the booking the address data can be entered. Either the address data is added
in free text or can be entered in the structure provided behind it so that sending an
order is directly possible since a letter head, email address and address is then
available. The entereing of the address can be split into contract, correspondence and
invoice address. A later and direct implementation in RUBIN is not planned currently,
these address datas can be seen completely through the address directory in the
event. It is essential that such a freely entered address is later on replaced by a real
,0rder address” otherwise no invoice is possible. This shortend entry stops the entry
of addresses for events that later on do not exist.
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\Iertr{gsadresse |Rechnungsadresse || Ansprechpartner

Firma: Siemens AG
Straile: Minchener Strae 23
Land: D |pLz: 89123 | Ort: [Minchen

Anrede: E Titel:

“arnarme: Hermann

Machname: |Thesing
Telefan: |
E-Mail: h.thesing@siemens-ag.de|

Briefanrede:

Formatart:  |F Siemens AG

Hermann Thesing
Fenster- Minchenear Stralbe 23
Automatik: 89123 Minchen

IIl. 15Structured entry of address fields

If the address already exists in RUBIN then the address ID can be entered and you are
linked into the address search mask to search the address.

Once all data are entered properly, the booking can be entered. Now with the button
“Create booking” the booking is entered into the data base with the corresponding
checks and examinations and price definitions. The mask is still open and the user
now has the possibility to switch into the event specfic workflow to send the client
an appropriate order (buttonbehind the event ID). Or he can link into the room
booking to execute necessary changes / specifications like for instance the number
of participants. Once these changes are done the mask can be closed. There is also
the possibility that by setting a check box after the booking the user links directly into
the event.
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1.2.3 Changing of existing bookings

With the lock button the existing bookings can be changed.

Il. 16Lock buttons

After opening the locks, the displayed bookings are chaneable. A change can
mean that the booking is timly limited or prolonged or is being switched in
room and tag (only necessary for ,Graphical booking”).

By clicking the complete booking (cursor is a cross) the book-
ing can be moved to another room and/or time.

Tesl
Fos
————— By clocking on the ends the booking can be changed in time
B .
% ¢ (cursor is double arrow).
: : Te

] Zuricksetzen | Weiterbearbeiten, .. (0 ausstehend)

Zurlicksetzen idEl Weiterbearbeiten. ., (0 ausstehend)

Ill. 17Reverse and further editing

These two buttons correspond to the buttons ,Reject” and , Accept”. ,Reverse” de-
letes all bookings that have not been saved. ,Further editing” also displays the book-
ings that would be saved in the data base, in other words the bookings that have
not been saved yet. When saving the booking assistant then opens that displays the
complete booking again.

0 ||

1. 18The fixed time and the visualisation of the changes

The first button (,Fixed time”) enables that while moving the room booking the
times of the original are always displayed as a magnetic grid (only in the function
“Graphical booking”).
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Like this the user can orientate himself along the original time and only change
room. Yet this is only an orientation so that the time can be completely changed if

wished so.

08115 (Saal 102) N
N — ey SR R Ly
1

______

s s S S— FE S
|

1. 19Alignment according to original booking

The second button ensures that when you change the booking that you see the
status (currently saved in the data base) as well as the not yet saved change. The
original booking is displayed as a shaded region. Both of the bookings are connected
with arrows (necessary only for function ,Graphical booking”).

After the activation of the function the display has to be updated (individual button).

-

1. 20Visualisation of the booking change

The option ,Expand event” in the context menu of the booking overview ena-
bles that you can book single rooms into the chosen event. This function is
also available in the booking assistant. If the function was chosen in the con-
text menu then a notice appears in the menu bar that the event is now being
expanded. To deactivate the function click on the entry in the menu.

Via the context menu a row of further actions for the booking and events can
be executed:

- Deleting a booking

- Cancelling or deleting an event

- Copying, moving or changing an event

* Remove room group

- Remove booking en bloc

- Changing a room booking into a waiting list
- Changing a waiting list into a room booking

© infoteam GmbH Berlin 2017
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kopieren

Werlegen

zur Raumbuchung en bloc
zur Weranstaltung

2urn Vertragspartner

zum Veranstaltungsworkflow
zum BuchungswarkFlow

Akkionen Yeranstaltung

Werkzeuge l !

Gehe, ..

Raumbuchung en bloc auflésen
in Warkeliste urmwandeln

Loschen

IIl. 21The context menu of the allocation overview

1.2.4 Graphic area layout (optional)

With the context menu on the date display the function ,graphical area layout” can
be opened. In the graphical area layout the room allocations are graphically
displayed. If a room of an event is booked for a certain day, then the room is
displayed red. If the room is free then the room is displayed in green. If there are
multiple bookings for a room on one day then the room is displayed in magenta. The
bubble help displays which event is relevant. For the graphical area layout itself a JPG
- file is sufficient. The saving of the event in RUBIN is responsibility of the RUBIN

hotline.

© infoteam GmbH Berlin 2017

13

infoteam



RUBIN - Dates and Facilities

"e8 Graphischer Gelandeplan

Grundplan: |EVENT Event und Messe Seite: Messegeléinde
Dawm:  [29.08.2012 4/p|

Eventund Messe GrbH - Messegelande

Eingang

ADR:  Ewvert und Messe GmbH
Pk Welt 2012 (nicht freigegeben)

Halle 5

offizieller Aufbau (maskiert)

29,08,2012 00:00 - 00:00

Kalender: DEF

Personen erw.

Status; GP - Geplant

Wg-Ark: Kongress

Kostentrager: 10194

Verantwortlicher: Rainer Dorfeld-R ainer Dorfeld
Bemerlwung: OFfnungszeiten: 10-18 Uhr
Worlflows VG: 1

Workflows RB: 0

lll. 22The graphical area layout displays the orders graphically.

1.2.5 Booking in different calendars (optional)

If needed one can book in different ,Calendars” A calendar in itself is con-
sistent which means that no overbooking is possible. But one can book on
different calendar simultaneously that are then displayed accordingly. Stand-
ardly the ,Default calendar” is used for bookings.

The calendar can be saved in an individual master data mask. For a new cal-
endar the ID, the description and a term is entered. In needed the calendar
can be activated for scenarios (is the check box not activated, then these can-
not be added over the Bulb button of the allocation overview). Then infouser2
can also utilize these calendars in the scenario view.
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Bezeichnung: ‘Beispiel-KaIenderS

won: ‘

| bis: |

Zugriff: ALLE Allgemeiner Zugriff

Freigegeben zur Aktivierung in Szenatien

Ill. 23The new master data mask for the calendar

Kurzbezeichnung:  |Kalender 5

With the *

1.2.6

Each event including all bookings have a new ,information access”. With the
information access the display in the allocation overview for infouser and the

- buttons can turn calendars on or off.

Information access for event (optional)

printing of lists and the interface of different systems.

There are three information conditions:

Condition

Description

View power
user

View info
user 2

View info user

1

Display

The event /
bookign is dis-
played without
limitations (as
long as the user
has the author-
ization for this
calendar!).

LALE -1

LALE -1

LALIF -1

Masked

The event /
booking is dis-
played
,masked”.
Masked means
that the area is
occupied but
not by who or
what. Bubble
help, usage
type, etc. are
not displayed.

LALFE -1

© infoteam GmbH Berlin 2017
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Hidden Hidden - the
event / booking TALE -
is not dis- — -
played. For the
info user it
looks like the
room is free in
this time frame.

The information conditions can use so called ,information access”. For this dy-
namic usage types with different information conditions can be allocated.

Standardly there are three information accesses:

Accesses Description

Total All usage types and event without limits are displayed.

Run time »display only run time”. The usage type is displayed. All other us-
age types are hidden.

Blocked »not allowed”. No usage data are displayed.

Next to the three standardized available information conditions, an unlimited
number of new ones can be defined. Respectively tell us which further infor-
mation conditions you need.

19032009 2359 TRoe. Warteliste  ® durchgehena o

19.02.2009 2253 LAUF ® Raurbuchung O Warteliste @ durchgehend O taglich T3¢
19.02.2009 2253 LAUF ® Raurbuchung O Warteliste @) durchgehend O tiglich 3¢ =

|»

[ anschliessend in die YWeranstaltung verzweigen

Si% Kalender: DEF
Infarmationsfreigabe:

Auzyrahl: Regel fir Informationsfr igabe

Ll

ische Buchung

PR Suchen| %

Diisseldarf W0 ¢

nur Laufzeit freigeben
nicht freigegeben

aller-Driosel Wer:

\

IIl. 24Abb.: In the new creation assistant of the allocation overview the information condition can be
defined for an event. Apart from that you can define in which calendar it is to be used.

The information access can be defined when creating a new event in the new crea-
tion assistant. For later changes these can be only edited in the event. For this you
can link directly into it by right clicking. There are the information access in the regis-
ter “Publications” and can be changed under F9.
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_ /A I

/ | Status:
{? Tage (21.09.2009 - 16.10.2009) 0 am:
sigah VTR RUmET 54 Allgemeines | Veranbw, Statistik, | Verdffentichung | StatistikiMesse)
ungsadr. O nicht vertiffentlichen
Sprache: D auf Wg-Kalender
\ [ fiir Presse
// im Internet
\\ [ auf Plakat:
1. Wahrung:
2. Wahrung: Infor mationsfreigabe:  |GESP nicht freigegeb.
!
I ¥ Kennungen “ Raumbuchungen J
I Pauschalpr. ] I * Raumbuchungen en bloc J
I Warkeliste
11
L T r— |

Ill. 25The information access can be changed here. So that the event is displayed in the “Event list Exce
the control box “in event calendar” has to be checked.

|//

1.2.7 Project and plan event (optional)

For the graphical booking there is the possibility to reserve specific information over
so called “Projects” and “plan events”. In the new creation assistant of the allocation
overview or while copying and moving events these can be chosen (only for the
defaults calendar). These information’s are maintained over the mask “Addresses /
Project acquisition”.

The following fields are available in the project:

Field Description

ID Individual abbreviation for the project

Description Description of project (for internal use)

Comment Comment for project

Type Here ,Project” must be chosen

Short description Short description of project. 16 characters max that
are displayed in the masks in RUBIN.

Type Type of project - used for internal evaluations

Status Status for this project. The RUBIN manager can define

the status themselves over a key.

© infoteam GmbH Berlin 2017
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Responsible Responsible for the project. Can be a different person
then the person in charge of the event.

Access Access for this project. Only users with corresponding
access can change the information in the project.

Event type Defaults for the plan event.

Contract partner

Default of the contract partner for the plan event.

Exhibitor area in m?

Probable exhibition area for this project.

Cycle Cycle for this project

Month Month of project

Week day Week day of first run day for event

Week Week in month in that the project begins.
Duration Number of days for that the project runs

Rooms / Halls

Currently not in use. The idea is to pre reserve the
halls here.

Attribute Attribute of the project. These can be defined by the
RUBIN manager

History Here the history of the project can be entered. Is in-
teresting for the foreign events that are changing
campus.

Plan event From here one can create a plan event out of the pro-

ject.

Ident: |MUSICA ‘ Bezeichnung: |musica | Bemerkung: |
kurzbez.:  |musica | Art: ME Messe Status: KO Konk.Yerhandiung

Typ: |Pn:|jekt j‘ lm Verantw.:| RDO Hr. Dorfeld Zugrift: ALLE allg.2ug B

Wg-Typ: EXT Externe Ausstellungsflache in m2: Zyklus: J&HRL Einmal im Jahr

Vg-art: MES Eigenv. Monat: April - ‘Woche:

Vertragspartner:  [ELUI Event und hMesse GmbH Wochentag: Mantag = Daver: Tage

Korrespondenz:

___Kennun gen )| Histarie ]

#dressen flr das Projekt

eeeeee

e ———— | [_Auswahiin Selektion

R | i = p—

IIl. 26lmportant fields for the new mask ,Project acquisition”.

From the project a new plan event can be created. After clicking on the button with
the same name the assistant is opened. In the assistant the next year is automatical-
ly reserved. It has to simply be entered (in instance in the format <PROEJECT_ID>YY,

so for instance ,MSUCIA11” for the “musica” in 2011) and then “Start” clicked.
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RUBIN automatically creates the potential date for the created plan event. The date
can be changed if this year there is a different date needed.

The following fields are interesting for the plan event:

Field Description

ID Individual abbreviation for the plan event

To project Shows the ID of the project to which the
plan event belongs.

Description Default for the event title

Short description Default for the short description of the
event.

Event ID of the event with connection possibility.

If the plan event has not been allocated to
an event yet then the field stays empty.

Potential date: The potential date is automatically calcu-
lated from the project data. This date can
be changed (either now or when booking
the event).

In the new creation assistant of the allocation overview, projects and plan event can
be chosen. First the project has to be chosen. Depending on which project was cho-
sen all the plan events are displayed that still have to be allocated. If a plan event is
already allocated, then it is not displayed in the list of values.

1.3 Free dates

In the free dates option you can search in any number of room for free dates.
The time frame in which the search is to happen has to be defined.

The reservation time, in which the room is to be blocked, has to be defined. Standard
is the entire day.

The days in question can be defined seperatly. Standard is that every week day is
considered a possibility.

Days for which an entry already exists in the business calendar are marked blue. By
navigating the mouse into such blue field the content is shown in a “Bubblehelp”
field.

The found days with vacancies in one or multiple rooms are displayed on the screen
and can be printed. When needed certain events can be marked with the status
,Free” and be printed as such.
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*{E Freie Termine
(O ale Riume miissen frei sein () gesamter Zeitraum muss frei sein
(® min. einer der Riume muss frei sein (O ale gewshiten Tage miissen frel sein (innerhalb einer Woche)
Raume ® ale gewshlten Tage miissen frei sein (wochenUbergreifend) Wochenenden auf Liste aus-
2~ KIEW Raum Kiew O min, einer der gewdhlten Tage muss frei sein blenden
MOSKAU Raum Moskau Datum von: [01.01.2014 | biz:[05.01.2014 | Mo FIR
Uhrzsit von: [03:00 | bie: [23:59 | g e
=l Optionen:  |sdmtliche j Do
Froo Tarmne. D))
Raum Kiew Raum Moskau
01.01.2014 Mi E] 01.01.2014 Mi E E] E] =
02.01.2014 Do E] 02.01.2014 Do E B E
03.01.2014 Fr E] 03.01.2014 Fr E E] E]
04.01.2014 Sa E] 04.01.2014 Sa E B E
05.01.2014 So E] 05.01.2014 So E B E
g .l e s g
hed e d e d hed
g o d e g g
Y% . e g Y%
hed e d e d e IR
standard j @ =

Ill. 27Free dates

- Rooms that are chosen for research. The selection can also happen via the room
search.

+ Mon-Sun is the choice of the week days which are applicable.

- Date for the beginning of the search

- Till end date of search time frame.

- Time within the day in which the event is supposed to be placed.

- Search dates startes the search
Print dates prints a list of all available dates on paper.

1.4 Resource overview

The resource overview offers an overview for the number and usage of individual
resources (Article with Inventory) with in a certain time frame.

For this the current inventory is displayed.

Displayed are all service bookings with the booking time frame of the event as well
as the booked amount.

From the dispayed booking from an order you can link directly into the event with the

button =]

© infoteam GmbH Berlin 2017
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Ressource 25110126 GroBbildprojektor Sanyo 7700 ANSI Lumen Bestandsflhiung

Bestand
Zeitraunvor:  01.012010 | bis: [01.05.2014 estan

Buchungszeitraum | | | | Leistung | AuFtragskontext |Menge | |
21.01.2010 10:00 |21.01.2010 |13:00 |25110126 Raumbu.:VG022774 Info VA VAdr:HANNOVER LE 1 B E] =
23.01.2010 11:00 |23.01.2010 |21:00 |25110126 Raumbu.:VG022711 Delius Klasing VAdr:EVENTDI 1 B
30.01.2010 10:00 |30.01.2010 |15:00 |25110126 Raumbu.:VG022183 VDST Bundesausbi VAdr:vD 1 B
23.03.2010 09:00 |23.03.2010 [12:00 25110126 Raumbu.:VG021937 PV Stadt VAdr:STADT DUSS 2 B E]
21.05.2010 14:00 |21.05.2010 |17:00 |25110126 Raumbu.:VG022808 Sparda BV und Fe VAdr:SPA 1 B
26.05.2010 10:00 |26.05.2010 |17:00 |25110126 Raumbu.:VG022691 Deutsche Post AG VAdr:DEL 1 B
08.06.2010 09:00 |08.06.2010 |16:00 |25110126 Raumbu.:¥G019825 Trinkaus & Burk VAdr:HSBC 2 B E]
19.06.2010 14:00 |19.06.2010 |16:00 |25110126 Raumbu.:VG022725 Kumon 2010 VAdr:Kumon [ 2 @
29.06.2010 14:00 |29.06.2010 |15:00 |25110126 Raumbu.:VG022582 Brandschutztagun VAdr:Ing 1 B
13.09.2010 07:00 |13.09.2010 |13:30 |25110126 Raumbu.:¥G023392 Grips & Co VAdr:medialog G 1 B E]
13.09.2010 15:00 |13.09.2010 |20:00 |25110126 Raumbu.:VG023389 Systemgastro VAdr:Messe [ 1 B
14.09.2010 08:00 |14.09.2010 |13:00 |[25110126 Raumbu.:VG023389 Systemgastro VAdr:Messe [ 2 B E] j

IIl. 28Resource overview

Resource ID of a service with an inventory list

- Time frame from - till

- Display inventory of the warehouse

- Order context enables the search for specific orders in the field ,Order context”
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1.5 Workflow management

The workflow management shows you the pending and open workflows for the
given time frame. The possibility of limiting to one responsible or displaying the
workflows for all responsibilities.

Limitation to one perticular workflow process or the display of all processes.
Limitation through choosing the wanted order types.

There is the possibility to directly link into and event, order or address by clicking on
the arrow button behind the process. The document that is connected with the
process (RUBIN, Word, Email, File) can be viewed and respectivly edited.

| Auswahl | Verantwor ticheit | Workfiows
Wiederorlage von: ‘[I1.[I1.Z[I1[I ‘ bis: |25.[I3.2[I1d ‘ “erantw.. |RD Worgang: I:l
Weranstaltungshezug: ‘ ‘ Adressbezugl ‘
Bemerkung: ‘ | >
G| | worldows: 666 igte Work
Wv-Dstum |Wh-Zsit |Ident Yorgang  |Kurabezeichnung |Beschreibung |Bsmerkungen el |||
TIEFL |[12:00 |[ABLAGE  |[V6 abgelegt [Vg:VG025495 Geburtstagsfeier 25.03 2014 = & W=
25.03.2014 Adresse:infoteam GmhbH Berlin Berlin
[25.032014 |[12:00 |[aBLAGE  |[VG abgelegt | Konzert 27.03.2014-28.03.2014 Adresse: O & 2
infoteam GmbH Berlin Berlin Telefon (+49)
[19.022014 |[1200 |joscPw  [osc | 9: 23215 T O &-%
Gastveranstaltershop /KAISERCOMMUNICATION
[18.02.2014 |[12:00 |foscew  [osc ] 9: 22937 T i 6585 Testjs Versenden Logindatenan [ & v %
Gastveranstaltershop /INFOTEAM GMBH BERLIN ift
[18022014  |[12200 [meriF [ erst? | 9: 22937 T O & 9
Gastveranstaltershop /INFOTEAM GMBH BERLIN
[18.02.2014 |[12:00 |foscew  [osc ] 9: 22938 T i 6585 Testjs Versenden Logindatenan [ & v %
Gastveranstaltershop /INFOTEAM GMBH BERLIN ift
[18022014  |[1200 [meriF [ erst? | 9: 22938 T O & 9
Gastveranstaltershop /INFOTEAM GMBH BERLIN |
| Advesse | Workfloweigenschaften
Status |sonstiges St
% | [infoteam GmbH Berlin Sl =
Kdnigsberger StraBe 14 O erledigt  von; am
12207 Beilin )
Werantwortlich: RD Rainer Dorfeld
L | e | ot ALLE iner Zugriff
= | [info@infoteam Berlin.de |
O | |49 | =l

lIl. 29Workflow management

In the user defaults it can be set that when the workflow mask is opened that the
follow up dates are automatically displayed by RUBIN for all the pending points.

- Only process limitations for the display of specific worklfow processes.

- Only responsible limitations for the display for one responsible.

- Follow up from - till definitions of the selection time frame, in which the follow up
date should lie

- With event follow ups for event bookings are considered.

- With room booking follow up for room bookings are considered.

- With stand registrations follow up for stand registrations are considered.

- With address follow ups for addresses are considered.

- With participant registrations follow ups for participant registrations are considered

- With catalog follow ups for catalog orders are considered
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1.6 Booking events

The event mask is opened first of all in search mode.

Additionally to standard search possibilities of RUBIN you can specifically search for
events that lie within a specific time frame.

Ebenen Auswal
1. Ebene
2. Ehene
3. Ehene

Ver

Titel { Kurztitel:
Termin von:
VE-Typ:
Yerantw. Vi

Vertr. Nr.
Y-ldent :

01.09.2014

Veranstaltungskennungen

Terrmin bis:
WIG-Ar:

YWerantw, Tech.:

Gebuchte Gebaude: l:l

30.09.2014

Im Zeitraum auch teilweise

[ nur Hospitalityveranstaltungen
[ Abgelegte Veranst. mit beriicksichtigen
[ stornierte Veranst., mit beriicksichtigen

Kenrun; L] Kategore [ 1]
Ver gsadresse

Adresse:

Fusatz:

Adress-ldent:

Veranstaltungsselektion

Selektion:

Suche nach Vertragsadresse

[] Korrespondenzadresse

[ Rechnungsadresse

[Jind. den Veranstaltungen, die den Ansprechpartnern der Adresse zugeordnet sind

Suche starten

Il. 30Search mask event

The event booking contains all entries for the event. Room bookings, workflow,
waiting lists and services are booked in the following masked. For an event the
following information need to be entered:

© infoteam GmbH Berlin 2017
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taltungshuchung

Titel: Treffen der Berliner Kegelfreunde ‘ Status: 2.AF |Anfrage
Zeftraum: 01.09.2014 |- [01.09.2014 [ MONTAG O am |[stome_ [ wandein_J[_Ablage_|
Wipldent: |KEGEL14 Kurztitel: |Treffen der Berl Wertrags-Nurnmer: 25197 Aligemeines | Verantw | Statistic | Verftentichung | Cortraling
Vertragspartner | Karrespondenzadr. | Rechnungsadr. Verantw. V.o Rainer Dorfeld
dent:  |INFOTEAM Sprache: D
Firma INFOTEAM GMBH BERLIN Berlin \ig-Typ EX externe Vg.
Beauf dur VoAt SON Sonstige
[ sffentliche Veranst,
Preisliste: PLKONG Preisliste Kongr 1. VWahrung: |[EUR | Euro Ein\ass:l:lEleginn:l:IEnde I:I
2. Wihrung:
PRe— I:l [ / Kennungen [ Raumbuchungen ]
[ Pauschalpr. ] Raumbuchungen enbloc ]
l Preisliste fixierzn J { ‘Warteliste ]
{ Agenda ]
[ Pauschalel [ Pauschale2
l Faktura J { Dienstleistungen ]
Text | |
{ Dienstleistungen en bloc ]
l Bestellung J { Bl * Workflow ]
[IMit Gastronomie Art I:l
[ Servicepartnerleistungen [ " Bem. | Belegtext ] E]

Ill. 31Event booking

- Title is the event title, like on the forms, publications, evaluations ,etc.

- From is the beginning date of the event.

- Till is the end date. For a check by the system the week days are displayed.

- Event ID is the definate key of the event. If no key is entered then the system
automatically enters “VG” + contract number. The ID cannot be changed at a later
point in time.

- The contract number is given by the system.

- The short title describes the event in abbreviated form for digital display.

- Status shows the current status of the order. The status cannot be changed
manually but is defined by a workflow.

- Event cancelled on shows that and when the event was cancelled.

Attention!
Hint for the cancellation of events.

The cancellation of an event deletes all attached room and service bookings but not
the event bookings, workflow processes and the already invoiced invoice positions.
The cancelled event is marked by a red banner “cancelled event” at the top of the
event. In the hit list the cancelled events are marked with a red ,S?”. You should print
the current situation of the check technic before the event is cancelled.

A cancelled event can be deleted as long as no invoices have been factorized.

ID is the address ID of the contract partner. Additionally deviating correspondence and
invoice addresses are entered under “further fields”.
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Attention!

Addresses that are blocked (Checkbox ,blocked”) cannot be chosen as contract,
invoice or correspondence addresses.

- By clicking the ? behind the address ID a search mask is opened in which you can
comfortably search addresses from the address book according to different criteria.
Start the search by clicking the Search button. The address ID is taken into the event
mask when exiting the search mask with the button “Back”. If an address ID is
already entered then instead of a ? there is an X that gets the address in a text
editor.

- Company is the name of the contract partner. The field is automatically filled once
the address ID is entered.

- If 3 hint is entered in the contract, invoice and correspondence address then it is
highlighted in blue above the company.

- Addition describes the contact person for the contract partner.

- Price list is the ID of a valid price list that are applicable for all services of this event.

Attention!

The price list can be changed at a later point in time by entering another price list ID.
This has the consequence that all service that are not fixed are changed in their net
price and sometimes the VAT rate as well. For services which have fixed special prices
the net price and sometimes VAT rate is modifed.

If invoice positions already exist then a price list change is not possible; the
corresponding hint is displayed.

- Client is freed of VAT means that a client does not have to pay VAT for rooms and
service. In this case the field for VAT is not filled.

- Currency is the ID of the currency unit in that prices are given. The currency is taken
from the price list.

- 2nd currency contains the ID for the 2nd curreny in due payment is writen on the
invoice.

- The field Status is automatically filled by the workflows.

- If the event is cancelled then it says the cancellation date in the field Event
cancelled on.

- For responsible events the user abbreviation for the event responsible is entered.

- Event type is the classification of the event for individual, foreign, quest events, etc.
just like the master data.

- Event type is the classification of the event by sports, musik, etc. like defiend in the
master data.

- The check box public event indents the event as public. For any new creation the
presettings are gotten from the user defaults.

- Admittance is the time point for the public.

- Beginning is the time for the event begin.

- End is the time for the event to end.

- Publication indents the media in that the event is to be publicized. For new creation
the presettings from the user defaults are used.

- With catering shows that catering is necessary.

- Type describes the type of catering. The types are saved in the master data.

- Main event (optional) displays the possibility to create multiple layers of events. If
this field is left empty when creating then the event is entered as main exhibitor.
Under this main event main events can be created and added.

- Lump sum definition for the definition of lump sums. Which services are included
can be checked in the lump sum manager.

- Comment/Receipt text (intern) for the event and invoice text for this event.
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- Responsible press (optional) contains the ID for the press work for the event
responsible co worker.

- Responsible tech. (optional) contains the ID for the maintenance of the event
responsible technician.

- Additionally responsible (optional) like this any number of responsible persons can
be defined.

- Correspondence address can searched simultaneously to the contract address and
entered as such. The correspondence address is entered as official address for
letters instead of the contract address by the system.

- Invoice address can be simultaneously used as a deviating address like the
correspondence address and will be used as the preferred address when invoices
are created. Otherwise the contract address is also the invoice address.

- Additional invoice addresses (optional) here further invoice addresses can be added.
Services can be distributed over multiple addresses.

- Query date, revenue expected, probabilitiy in % fields for the control list.

The following four fields are for the EVVC statistic:

- Nr of events, that are executed enclosed by the main event.

- Nr of event days is sometimes deviating from event time frame.
- Rough nr of people

- Nr of people

The mask ,further fields” contains the following fields:

Auftrag

Langtitel: § (® extern Datum: 25.03.2014

O intern Status: |OF | fakturierbar

Mandant: Einzelbeleq j

[JFreigabe 0SC
Kostentrager:
[ crPo-Kto: [ vg-bez. allg. auftrige (]
Debitor: 711067 [ infoteam GrbH Betlin [ standanmeldung
OF auftrag: 0,00 EUR [ Teinehmeranmeldung 250

Protokoll
@

erfasst. |INFOTEAM |25.03.2014 10:49:25

Zugriff: ALLE Allgemein geandert:

IIl. 32Further fields
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- Long title describes the complete event title that might be too long for the forms.

- Date corresponding currently to the creation date.

- Order origin can be either internal or external.

- Status shows the invoice status of the event.

- Accounting area is the accoutning area number.

- CPD-Acc.: CPD Account, in case you are not working with accounting areas.

- Cost unit, that is used for the booking of this event. When using a corresponding
interface for the accounting software (optional) the cost units saldo can be
displayed.

- Access the user circle is controlled that has access to the event.

- Change access invokes that the accesses to rooms and service bookings can be
changed in series.

- Free access Online Service Center determines that the event has access to the
RUBIN Online Service Center.

- Invoice total leads into a further mask in which all invoice and to invoice bookings
are contained.

- Stand registration (optional) indents the event as a trade fair so that the appropriate
stand registrations can be made.

- Participant registrations (optional) invokes the creation of participant registrations
for the event.

- Protocol (optional) enables the creation of protocol registrations for this event.

- History (optional) connects into the history of the events.

- Event description for general orders displays if referenced general orders are
allowed to be created for the event.

- Booking block (optional) here you can define is users without access can boking
events.

- Prepayment here you can save the the prepayment services (see point 1.14).

1.7 Overview mask for multi layer events

The mask ,overview for multiple events” can be accessed with the button @ in the
event mask. If the button has red points then it means that the event already has
events in relationship. In the mask you can view the events and room bookings of
the connected events and by right clicking linking into these. In the context menu
there are the following points available:

- Create new event opens the new creation assistant. In the mask a new event can
be made.

- Copy event links into the mask ,Copy event”

- Create alternative event links in to the mask ,Copy event”. The chosen event is the
new main event in the new alternative event.
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=k Automesse (05,03.2012 - 08.03.2012)

REE, 05.03,2012 05:00 - 08.03,2012 15:00, LAUF, HAD1
REBB, 05.03.2012 0&:00 - 08.03, 2012 1&:00, LAUF, HA0Z
- 08.03,2012 15:00, LAUF, HA03

1
Offhen

Neue Yeranstaliung anlegen
Yeranstaltung kopieren

alternativ-veranstaliung anlegen

Buchungen der Yeranstaltungen anzeigen
alle veranstaltungen 2. Ebene darstellen

BE

Titel: P zur Automesse
Zeitraum: 04.03.2012 |- ‘04.03‘2012 |5DNNTAG
g-Tdent: PKAM12 Kurztital: |DK 2ur Automesse
riragsp. INFOTEAM
ma: INFOTESM GMEH BERLIN  Berlin
aLif. clurch:
Verantw. : RD Rainer Dorfeld
Va-Typ: Ex externe Yeranstaltung
Vgrart: P Pressekonferenz
Freisliste: PL1O Preisliste 2010
Mandant: DCNas0 Diisseldorf Congress
Kostentrager:

Belegyariante: |Enzelbeleg

IIl. 330verview mask for the multi layer events
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1.8 Room bookings

In the room booking mask you can get through the menu points Orders / Rooms or
over the respective button in the event mask.

With the creation of the event booking there are no resources reserved for the event
time frame and on the dates and facility plans the event is not marked. Only through
booking:

- the reservation of the building sources

- the getting of the rent price under consideration of the chosen price list with the
different usages and scales

- the specialization of usage details such as admission, hints for check technic, etc.

- the fixing of specialties such as alarm type and seating types

are the events displayed.

"7 Raumbuchungen

Yeranstaliung

veranstaltung: KEGEL11 Treffen der Berliner Kegelfreunde 2011 Werrag: (9244
Verragsadresse: EUM Event und Messe GmbH Berlin Status: OP
findet statt van: 17.04.2011 - [17.04.2011 | SONNTAG Korrespondenz: |D
Pauschalel
Pauschale2
Buchungsassist. &) anderer R, O anschliess. O néchster T, O nichste W, O leer Ansicht &) Betrdge O Sort (O Pausch.
Buchungstag van bis MNutz.art Raum Einlass Alarm Bestuhlg.
B 17.04.2011 08:00 OO0 AML G5 Grosser Festsaa E] ®L Os 5.600,00 E 4
B 12042011 00:00 0000 AML Gs Grosser Festsaa [] ®L Os 5.600,00 E
B 19.04.2011 0OO:00 1800  AML G5 Grosser Festsaa D ®L Os 5.600,00 E
20042011 1800 2200 AR FOYER2 Foyer 2. Stock « D BAMRUN & L O 5 0,00 E
L s »
L E »
L s »
L E >
L s »
L E > v
[ in warteliste %2 Raumgr. aufissen

ll. 34Room booking

For a room booking, the following information has to be given:

- The booking day is the date of the room booking.
- Booking time from / till

Attention!
Attention! The booking time can be till 6:00 in the morning, like this a booking day
can have 30 hours!

- Usage type describes the for the time interval booked usage type in the key
directory. The usage type can for instance be, execute, build, build down or tests but
they can also be idividually defined in the user defaults. For each usage type an
individual price generation.
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- Room is a bookable position that represents a room, room partition or a group of
rooms. The booking The booking considers all rooms in a room booking in a group
of rooms. Rooms that are already booked are displayed with an appropriate error
message when chosen. Search the valid room ID with F9.

- (grey box) this button opens the mask for booking room allocated services.

- Admission is the time where the rooms are opened for visitors only if this is not
identical to the reservation time frame.

- As alarm - types of the expected interference for instance specialties like noise
polution, smell disturbance, security and other special wishes by the organisor are
saved. The alarm types are marked specially on evaluations and allocation plans so
that a resulting situation from the event can be perceived. Choice over F9.

- The seating arragement indicates the general equipment of the room in the master
data defined seating types. Choice with F9.

- With the check box lists for instance special price the price generation is chosen. For
list price the price is generated by the price list for that the calcualtion type, booking
duration, etc. is considered. For special price the price is entered in the price field.

o ,
. [ RN S ] The room booking is entered in the waiting list and is from now

on marked as waiting. The entry is removed from the room booking.

Attention!

Happens in case of a room booking or a booking en bloc with duplicates (error
message) a chosen reservation can be moved into a waiting list by clicking on te
respective button ,Enter in waiting list”. It vanishes (together with error message) in
this instance and can be found as an entry in the waiting list.

- Dissolve room group, this button pops up when a group of rooms is booked. It
divides the group of rooms into individual bookings (one per group aspect).
- Workflow opens the mask to edit the room allocated workflows.

With the button , Allocation overview” you can jump into the allcoation overview.

With the E] - button you can jump into the mask for ,further fields”, where further
information for the room booking can be added.

© infoteam GmbH Berlin 2017
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ry

"% weitere Felder Raumbuchungen

Weranstaltung: |KEGEL11 Treffen der Berliner Kegelfreunde 2011

Buchungszeit Bemerkung Check-Technik
Buchungstag  won bis Einlass Peqinn Ende  MNutzungsart ~
T 1800 [zz00 | | | [
Raurm Bezeichnung
FOYER2 Foyer 2, Stock ~
Mutzung: Anlass Bemerkung Check-Buchhaltung
-~
~
Bestuhlung: BAMRLUIN Bankett rund Alarm: l:l Angaben zu Fausen
Erwartet  Ist -~
Teiln.zahl: |:| ~
Preisliste (CHF): PLO9 Preisliste 2009 Teilnehmerregelung fir Yertrag
Staffebwert: Textform:|BEST
Preis: 0,00 Anzahl: f | |Bamkett rund fir maxirnal Personen. |
Ao RS Fakturierstatus: zu fakturieren
Mt -t | Mwst7.6%
Preis brutto: 0,00 Zugriff: ALLE Allgemein
Preisart: @ Listenpreis O Sonderpreis erfasst: INFOTEAM 16.06.2009 14:36:24
geandert: IMNFOTEAM 16.06.2009 14:36:42

Ill. 35Further fields room booking

- Comment check technic is a text with hints that are printed on the check technic
form for a room and include technical details such as equipment.

- Comment check accounting (optional) is a text with hints that are printed on the
form for check accounting.

- The entries for breaks contains for example time and duration of planned breaks.

- Booking day, booking time, admission, alarm, seating, beginning, end, usage type,
price type, room and description correspond to the fields in the booking mask.

- Usage describes the application of the room for this booking. The field is layed out
for the long description of the usage type but can be overwritten or respectivly
modified. With the F9 button you can chose from recurring usage texts that are
saved as text anchors.

- Nr of expected participants is the number of participants per room.

« Nr of participants are is the number of people who actually came.

- Price list is the price list entered specifically for this event. This field can not be
changed.

- Scale value contains for scale price calculation the scale value.

- Price is the net price.

- Part is VAT free is the amount of the price that does not adhere to VAT.

- Part for VAT is the amount of the price that does adhere to VAT.

- VAT index identifies the VAT rate and displays the VAT rate in % behind such.

- VAT is value added tax

- Gross price is the calculated gross amount for the position.

- The disolve group of rooms buttons appears when a group of rooms is booked. It
splits the group booking into individual bookings (one per room group).

- Invoice status displays if the room bookings have already been invoiced.

- Invoice opens the mask for editing invoice positions.

- Cancellation deletes the room booking and creates when it was already invoiced a
credit note.

- Credit note write an already invoiced room booking so that it cannot be changed
anymore.

- Services opens the mask for booking room allocated services.

- Workflow opens the mask for editing the room allocated workflows.

- Participant regulation in contract (optional) here the passage of nr of people is fixed
for the event. There are fixed formulations (F9) that are combined to a text passage
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in combinations with number and area. The generated text is displayed in the lower
line.

In the second ,further fields” mask you can add:

% ... noch mehr Felder Raumbuchungen

Druck ... Sortierung Druck mit ...
[F]in externen Formularen Langbezeichinung Raum
[¥]im Angebot A~ .
[#]im Mietvertrag Automatische Sortierung [v]Uhrzeit
[¥]in der Auftragsbestatigung [¥]Preis
[¥]in der Terminbeststigung Buchungstag: [20.04.2011 ™
[¥]in internen Formularen )
[#]im Check-Technik Deckhl, vonzeit: 1800 AUSETUESE
[¥]im Check-Technik Anlage Biszeit: 22,00

auf Rechnung Fuschuss incl, MwSt:

Raum: 5

Weridffentlichen .. Gebaude
[v]im Wg-Kalender <
f'LJr Presse Gebsudebezeichnung
im Intermnet Gebiuds 4
auf Plakat E]

IIl. 36Even more fields room booking

- Print choice, on which forms these room bookings are printed or not printed.

- Sorting defines the order in that the booking is to be done for the booking mask.

- Long description room here you can enter deviating room descriptions and hints for
the room that for instance replaces room description on the contract or check lists.

- Print with... enables that the price or time can be printed on lists.

- For invoice for rooms with price ,0” the room can be excluded from the invoice.

- Subsidy and subsidy including tax (optional) displays the subsidy type for the room
bookings.
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1.8.1 Booking assitant for room bookings

To ease the booking of bigger times frames multiple rooms there is a booking
assistant in the room booking mask that, depending on your own preferred method
set the next booking record to defaults.

Buchungsassist. & anderer B, O anschliess, O nédchster T. O ndchste W, O leer Ansicht ) Betrdge O Sort (O Pausch.

ll. 37Radio button list for booking assistant

Before switching into a new booking line a corresponding possibility is selected.

- Different room - same record with same day, same time, same type of usage. A
new room but be entered.

- Subsequently - an identical record is set as default, for who the end time of the
previous record is set as the begin time and the end time is empty.

- Next day - an identical record is created. The date is last record + 1. The record can
be accepted without further changes by clicking the down arrow button.

- Next week - like next day just that date is increased by 7.

- empty - no defaults

1.8.2 Sorting of room bookings

ansicht &) Betrdge (O Sort ) Pausch,

IIl. 38The view options for booking mask

By clicking the button sort (booking assistant line right) the right part of the booking
mask is changed so that the sort field opens for editing. The fields only affect the
sorting the content of the bookings are not affected. Like this the priority of the room
display can be changed independently of the chronological order (for instance to
display certain rooms as first). With the selection ,Lump sums” you can view which
rooms are part of lump sums and how these are accounted within these lump sums.

1.8.3 Special price reason (optional)

If a special price is entered instead of a price calculated by the price agent according
to the price lists the an automatic mask appears with options of reasons that are
saved in the master datas. One of these comments must be chosen and is then
shown in the information section.

The special price reason is also valid in other masks (room booking en bloc, services,
etc.)
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1.9 Room booking en bloc

You get into the room booking en bloc mask over the menu points Orders / Rooms en
bloc or over the button Room booking en bloco in the event mask.

With the option of booking rooms en bloc, whole time frames (mulitple days) can be
reserved en bloc. This corresponding booking can be shortend, lengthend and moved.

From the block booking, the individual bookings are added for every day that are
marked with a B infront of the row. These bookings cannot be individually edited
while they are connected by the room booking en bloc.

Only when the booking en bloc is disbanded then the rooms can be individually
edited.

";g Raurnbuchungen en bloc

Yeranstaltung

Weranstaliung: KEGEL11 Treffen der Berliner Kegelfreunde 2011 Vertrag: (9244
Wertragsadresse:  [EUM Event und Messe GmbH Berlin Status: CF
finclet statt von: 17.04.2011 |- ‘17.04.2011 | SONNTAG Korrespondenz: |D
Buchungsassistent (& anderer Raumn O anschliessend O leer @ Einzebuchung ) Blockbuchung Buchungszyklus & durchgehend O tagich

won bis Mutz.ark  Raum Alarm Bestuhlung Preis
0300 19.04.2011 1800  AML G5 Grosser Festsaal D @®@LO

16.600,00 [ » ] &

»

- - - - - - - - - -
M m W W WM ;oW !

v v|v|w|v | v|v|w

[ in Warteliste ] [‘f—_ Buchung en blac auflésen \5 wharkFlow ] [E Belegungsibersicht

1. 39 Room booking en bloc

- Booking cycle, the reservation can be continuous (from to day one time X till the
last day time Y) or daily (from time X to Y).

e !
A in Wartelist ]The room booking is added to the waiting list and is from now
own masked as waiting. How ever the entry is missing.

. [f-_, Buchung en bloc auflasen ]

The room bookign en bloc will be disbanded and is only
available as normal room bookinsg

- With the button “allocation overview” you can link into the allocation overview can
be viewed.

By double clicking the field ,Room” in a room booking en bloc you can link into the
,view n bloc” in the room booking en bloc. The bookings are all displayed.

When needed services can be added to an en bloc. If the time frame changes then
the booked services are changed as well. If the room bookings en bloc are disbanded
then all the services are booking to the first day.
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Attention!

A room furnishing, that was originally booked for the first event day will still be on
the first day of the event even after shortening or enlargement. Like this the services
of the second, third and following days stay on these days.

When shortening an event, the room allocated services expire and on the last days of
the event. A corresponding error message appears in this case.

The booking en bloc can be disbanded by clicking the ,Disband booking en bloc”
button in the ,Further Fields” mask. Like this the individual events are now treated as
such and can be changed accordingly.

Attention!

The disbanding of an en bloc booking cannot be reversed an should only be done in a
time frame where the booking time is fixed.
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1.10 Waiting list bookings

Reachable with the button ,Waiting List” in the event booking.

Waiting list bookings in comparison to room bookings and room bookings en bloc the
possibility to overbook a hall or room in the same time period. These waiting list
bookings are contained as reminders in Graphics and weekly allocation so that in
case an event in cancelled than these events can be called up.

This moving up does not happend automatically but a waiting list booking can be
enetered as a real reservation by clicking ,Enter in bloc booking”.

A workflow is automatically executed for events that references to entries in the
waiting list (WL_WART) and to free rooms (WL_FREI). In the further fields of the
worflow the waiting list bookings are displayed.

A waiting list booking can be changed into a real booking yet only if the room for the
chosen period is free. This you can see becazse there is an F next to the
corresponding waiting list booking.

Attention!

Waiting lists with the booking cycle ,daily” or ,continuous” are transferred into block
bookings.

’}'_:a Wartelistenbuchung

veranstaliung
“eranstaltung: KEGEL11 Treffen der Berliner Kegelfreunde 2011 Vertrag:  [9244
‘Vertragsadresse: ELIM Event und Messe GmbH Berlin Status: oP
findet statt von: 17.04.2011 |- ‘17.042011 |SDNNTAG Korrespondenz: |D
Buchungsassistent Rechnungsposition Buchungszykius
& anderer Raumn O anschliessend O leer @® Einzelbuchung O Blockbuchung @ durchgehend O tiglich O Einzelbuchung
Buchungszeitraum
bis Mukz.ark  Raum Alarm Bestuhlung Preis
F 20.04.2011 08:00 24.04.2011 18:00 AMNL G5 Grosser Festsaal [] ®LOS 28.000,00 E A
L g »
L g »
L g »
L 5] »
L 5] >
L 5] »
L 5 »
L g »
L g | IS
= rrre—

Ill. 40Waiting list booking mask

The upper block displays the most important event information.

Waiting list bookings are organised like block bookings. If wanted, service bookings
can be added here as well.
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[ in Buchung urmwandeln

] transforms the waiting list bookings in the room bookings

(is only possible, is only possible if the the corresponding line has an F for free

resource).

With the @ - button the mask for ,Further fields” is opened where further
information can be entered for the waiting list booking or the room booking
respectively block booking.

Weiters Felder listenbuchung

Weranstaliung: |KEGEL11 Treffen der Berliner Kegelfreunde 2011

Buchungszyklus & durchgshend O tiglich (O Einzelbuchung

won bis

Allgermein

Bemerkung Check-Technik

Einlass Beginn Ende  Nufz.art

DEEDE  [os00 2404201 [18m | | | [em |

Raum Bezeichnung

Bemerkung Check-Buchhaltung

‘GS Grosser Festsaal

Mutzung: Arlass

Bestuhlung:

Erwartet  Ist

Teiln.zahl: l:":|

Preisliste: PLO9 Preisliste 2009

Angaben zu Pausen

Alarrm:

Teilnehmerregelung fur Yertrag

Staffelwert: Textform: |BEST

Preis: 28,000,00 Anzahl: i/ H flr rnaximal Personen,
Anteil MwSt-frei:

anteil MwSt-pfl.: 28,000,00

MwSt-Index: ¥ MwSt 7,6 %

i1 2.128,00

Preis brutto: 30,128,00 Zugriff: ALLE Allgemein

Preigart: @) Listenpreis O Sonderpreis erfasst: INFOTEAM 16.06.2009 14:47:04

gesndert:

ll. 41Further fields of the waiting list booking

()

The system, ensures that the correct system for the workflow process WL_WART
(waiting list available) and WL_FREI (waiting list free) is in the workflow
management. Manual changes made by the user are not allowed.

The processes are dependently added to an event and get a respondible like the

event.

What do the processes say:

Status

WL_WART

WL_FREI

On follow up (follow
up date is entered,
not completed)

For this event there are
waiting list bookings.

In the comments it says all
waiting list bookings that are
waiting. (%)

For this event there are
waiting list bookings that
are free.

In the comments it says
all the waiting list
bookings that are free.

Not on follow up (no
follow up date
entered)

For this event there are no
more waiting list bookings.

There are no waiting list
bookings that are free for
this event.
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(") - It is possible that the comments are empty.

1.11 Room allocated services

You can get into the mask for room allocated services over the menu points Orders /
Services / room allocated or

With the ,grey box” button in the room booking

With the button services in the further fields of the room booking.

For a room, room allocated services can be booked. The booking mask is opened over
the button ,Services” in the ,Further fields” mask. While booking it is checked if the
service is available for this room and if so, if enough inventory is available if
inventory is allowed. Only services can be booked that are listed in the price list of
the event. The price definition happens automatically on the basis of price lists or
manually defined special prices.

’}"_E Dienstleistungsbuchungen fur Raumbuchungen
IST-Melduny
“Yeranstaltung KEGEL14 Treffen der Berliner Kegelfreunde
Vertragsadresse: |INFOTEAM | INFOTEAM GMBH BERLIN  Berlin
findet statt vor:  01.09.2014 | [01.09.2014 | Vertrag: 25497 Status: 2-AF
Pauschalel:
Pauschale2:
RaumbuchungNutzArt Raum Tag von his Einlass Beginn Ende  Bestuhlung Alarm
[KiEw [our  [Raum Kiew [01.09.2014 [08:00 [14:00 | | | | | |
Anzeige ‘Prelse anzeigen j|
Dienstleistungshuchungen "
| |Menge |Leistung | Leist, gruppe | Bezeichrung | | | | | Preis | —
1/|BEAM45 PRO.J Beamer 45000 ANSI qeL Os 345,00 E]
OL Os >
Il (@& >
OL Os >
Il (@& >
OL Os >
Il (@& >
OL Os > =

lll. 42Mask for the service bookings

- Quantity is the nr of bookbable services

- 1D of the services, choice over F9. The service is displayed in the field description.
The master data information for the ID are interpreted and checked while booking,
for instance for inventory checks and site allocation.

- Service group is preset from the master data and can be changed if needed

- L/ S choice, if list price or special price (see room booking) should be used. For
special price, amount has to be entered in field ,Price”. For list price the system
generates the price according to the saved lists.
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Opening the mask ,Further fields” with the ll button with the following fields:

uchungen filr Raumbuchungen
Buchungszeit
Buchtay wan bis Menge Leistung Bezeichnung Leistungsgruppe
01.09.2014 [08:00 [14:00 | 1|BEAM1S | Beamer 45000 ANSI [ProY |
All
Preisliste PLKONG gemein -?ES{EHHHQ
} Langhezeichnung in ext. Farmularen
Sl =1 im Angehot
Einzelpreis: 345,00 _ im Mietvertrag
Anteil MwSt -frei jad in der Auftragshest.
Bemerkung Check-Technik in der Terminbest
St vt fillebing glall Bitte vor dem Podium aufstellen = inint. Formularen
Einzelpreis brutto 410,55 im Check-Technik
—
Preis 345,00 - & mit Menge
i Bernerkung Check-Buchhaltun — it Urzet
Antell MwSt. frei 4 ] - auf Rechnung
Anteil WwSt.-pllichtig: 345,00 — mit Einzelpreis
WwSt-Index: 19 — mit Gesamtpreis
w5t 65,55
" Projektionstechnik
Preis brutto 410,55
Unterleistungsgruppe ”
Preisart @ Listenpreis (O Sonderpreis
Fakturierstatus: ~ zu fakturieren stornierbar
Sortierung Autom. Sortierung
Leistungsgruppe: 25 Zugriff ALLE Allgemein
Unterlsistungsgruppe: [0 erfasst: INFOTEAM  |25.03.2014 11:11:42
Leistung 25 geandert B

IIl. 43Further fields: service bookings

- Booking period: if the booking period of the services deviates from the times of the
room, they can be changed here.

- Scale value: scale value contains the value for the scale price calculation.

- VAT index: valid VAT rate is saved in the price list (not changeable).

- Long description: can be a different service description or an hint toward the
service, for instance on the contract or check list, where it replaces the service
description.

- Comment check technic: is a text with details that are printed on the form check
technic for the services and hints on technical equipment.

- Comment check accounting: is a text with details that are printed on the accounting
form (for instance, reason for special price).

- Service group: the description of the service group can be manually changed.

- Sub service group: for the finer seperation of existing service group.

- Print... choice on which forms the service bookings are to be printed or not printed.

- Sort order: defines the order in which the booking is to be printed in the booking
mask. The sort order is composed of the sort number of the service group, the sort
number, the sub group and the sort number of the service.

- Invoice: opens the mask for the invoice positions.

- Cancellation: deletes the room booking and creates a credit note if it was already
invoiced.

- Credit note: offers the possibility of a credit note for invoiced positions but the
position is not deletes like in cancellation.
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1.11.1 The booking assistant for services

The booking assistant supports the booking of services for events and rooms. For this
you have to consider that only services are offered for the booking that are entered
into the price lists of the event!

e Dienstlgistungsausy;

) Hirvweise (%) aus Raurnbuchung Ubetnehmen

(%) Dienstleistungen ) aus Set
anzahl Leistung Bezeichnung Gruppe Organisation
F 1 REGIE Regietechniker FERS HT *
F 1 EIMLASS Eirlass-Personal FERS HT
F 1 SANITA Sanititer PERS J2H
F] 1 | DIA Diaprojektar TEH HT
F 1, PLASMA lasrnabildschirrn TECH HT
P 1 SKWSTR Stromanschiuss 5 K TECH  HT
F] 1 BEAMSOO Beamer rmit S00 Lumen TECH HT
F] 1 BEAMLO00 Beamer rit 1000 Lumen TECH HT
F 1 OHPRO] Crverhead Projektor TECH HT
F 1 WERFOLG Werfolgerspot TECH EXT
F] 1 REDPULT Rednerpult MOEBEL BT
F 1 LEINW miotile Leinwand MCEBEL BT v

Die Plasmabildschirme kinnen nicht Gherall positioniert werden,
Bitte die Kunden entsprechend informisren,

Buchungster min

17.04.2004 1000 o000 | (B[] usernetmen [« |

Ill. 44Booking assistant for service choice

Method:
Open the assistant before creating a new record.

Choose hints or services (all possible bookable services respectively hints are
displayed).

Choose one after the other all wanted services respectivly hints by sedlecting the
check boxes infront of the fields. If there are more service then can be displayed then
these can be accessed by moving the scroll bar up and down.

You can sort by all fields by selecting the appropriate field with the cursor and then

clicking on the il buttons you can sort them in ascending or descending

order.

In search mode (for instance by clicking F7) you can search for specific services within
the booking assistant (for instance over the service group).
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Once all wanted hints and services are chosen and respectively the number changed

then the booking period (already filled in for room allocated services) can be entered
in the lower part of the mask and then accepted. The bookings are now automatically

implemented.

The booking assistant enables the copying of services from room to room or from one

event into the next.

’E_gl Dienstleistungsal

Ubernehmen A\

) Hinweise # aus Raumbuchung
(%) Dienstleistungen () aus Set
Anzahl Leistung Bezeichnung
F 1 REGIE Regietechniker
F 1 EIMLASS Einlass-Personal
m 1 SAMITA Sanitater
F 1, DIA Diaprojektor
F 1y PFLASMA Plasrnabildschirm
F 1 SKIWSTR Stromanschiuss 5 Kiw
F] 1 BEAMSOD Bearner rnit S00 Lurnen
[F] 1 BEAMI1O0C Bearner it 1000 Lurnen
F 1 OHPRO] Overhead Projektor
F 1 WERFOLG Werfolgerspot
F 1 REDPULT Rednerpult
F 1 LEIMNW rnobile Leirwand

Organisation

PERS T

a) Copying of ser-
vices from room to
room.

b) Copying services
from a service set
(optional)

PERS

PERS

TECH HT
TECH HT
TECH HT
TECH HT
TECH HT
TECH HT
TECH ExXT
MOEBEL BT
MOEBEL BT w

Die Plasmabildschirme kdnnen nickt Gberall positioniert werden,
Bitte die Kunden entsprechend informizren,

/

Buchungster min

17.04.2004 Hw:an ||E|D:IZIE| |

lll. 45Booking agent service choice

—
] G )

¢) Copying from the
RAM of the user

a) Clicking on the button ,from room booking”, another window is opened that

displays the already booked rooms with their services. If the event is filled
then the bookings of the chosen events will be displayed.
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ahl Dienstleistungen
Buchungen mit Dienstleistungen
l-Dienstleist. ﬂ
Dienstleist. 14.03.2012 22:00-00:00 1 10110000 Hausmeistervertretung
- Dienstleist. 15.03.2012 00:00-07:00 1 10110000 Hausmeisterserretung
Dienstleist. 12.03.2012 07:00-22:00 1 10125000 Kontrolldienst £ Infodienst
FDienstleist. 11.03.2012 07:00-22:00 1 10125000 Kaontrolldienst / Infodienst
- Dienstleist. 13.03.2012 07:30-18:30 1 10125000 Kontrolldienst £ Infodienst
- Dienstleist. 14.03.2012 07:30-00:00 1 10125000 Kontrolldienst £ Infodienst
- Dienstleist. 13.03.2012 03:00-18:00 1 15115000 Medientechniker ﬂ
Ubemahmequelle: O aus Grunddaten (® aus Buchung E
1. 46Booking agent service choice from room bookning
By expanding the rooms in this window the booked services for this room can be
viewed and marked (Ctrl + click) for the transferal into the current room bookings. By
choice the bookings can be transferred “from Master data” or “from booking”. For the
later option all the special prices and comments of the bookings are transferred.
By clicking the button , Accept” all the selected services are transferred into the
current room booking with the prices from the source room booking and the window
closes.
b) Service set (optional): by selection a service set then all services of the set
that are in the price set of the event are transferred into the booking
assistant.
0) If individual services are marked with check boxes in the booking assistant,
then by clicking on the button the services are saved in the RAM.
In every other booking assistant (within the RUBIN Dates and Facilities
module) by clicking the button of the RAM the constellation orf services can
be marked and transferred. But like this the prices from the source are not
transferred. By using this RAM it is possible to copy and trasnfer service
constillations thorughout the whole system.
Every user has their own RAM.
42
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1.11.2 Room allocated services en bloc

Simultaneously to the room allocated services, other room bookings exist en bloc.
The service mask is opened over the button in the room booking en bloc. D

The functionalitiy is identical with the room allocated services, just that here there is
the opportunity to book over mulitple days and whether the block booking should be
a conituous booking or daily.

1.12 Event allocated services

Into the mask for event allocated services you can get by choosing the menu point
Orders / Services / general or

With the button services in the event booking.

Opening hte mask with teh button event allocated services in the mask event
booking.

The event allocated services more or less correspond to the room allocated services
but affect the whole event in comparison to rooms or halls (for instance decorations,
billposting,etc.). Apart from the room allocated services the booking period has the
be entered for every booking. The resources of the here booked services cannot be
allocated to one specific room.

Y Diensteistungsbuchung fr Veranstatungen

|ST-Melduny:
“eranstaltung KEGEL14 Treffen der Berliner Kegelfreunde 1=
“ettragsadresse: INFOTEAM INFOTEAM GMBH BERLIN Berlin
findet statt von: 01.09.2014 - 01.09.2014 Wertragsnummer. 25497 |Status: 2-AF
Pauschalel
Pauschale2 =]
Anzeige: Preise anzeigen j‘
Dienstleistungsbuchung
|| Termin |van | bis |Menge  |Ident |Leigr.  |Bezeichnung | | | | Preis |
01.09.2014 (08:00 |14:00 1| REGIE [EJE5| Regietechniker @ L-Preis O S.-Preis 450,00@ =
QO L.-Preis O 5.-Preis >
Q L.-Preis O 5.-Preis »
QO L-Preis O 5 >
Q L-Peis Q5 »
Q L-Preis O 5 >
Q L-Preis Q 5. »
Q L-Preis O 5 >
Q L-Peis Q5 »
Q L-Preis O » |

IIl. 47Service bookings for events
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1.13 Event allocated services en bloc

Optionally you can book event allocated services ,en bloc” (mulitple days). The
function is the same as the normal service bookings.

1.14 Lump sum price manager (optional)

In the lump sum price manager, all room bookings / services for the event are
displayed and can be allocated to a lump sum by ticking a respective check box.
Before the allocated you have to book a service with the ,Lump sum definition”

mask, that then works as lump sum. Normally two lump sums can be used by event.

g3 Pauschalen definieren

‘eranstaliung: |KEGEL11 ‘ |Tref‘fer1 der Berliner Kegelfreunde 2011 |

findet statt von: [17.04.2001 | bis: [17.04.2011 Status: Sprache: El

Vern'agsadresse:|EUM ‘ |Event und Mesze GrbH Berlin ‘

Anzeige:  |Preise anzeigen b |
Menge Ident Leigr. | Bezeichnung Rabatt Preis
1 TECHPAU [ENEY] Techrikpauschale D ®L Os 1.500,00 B

L s »
L s »
L = 3
L S »
L S »
L S »
L S »
L S »

lIl. 48Lump sum definitions

After that the lump sum can eitehr be distributed by Tree view (,,Lump sum price”
button) or with the mask ,,Lump sum price manager”. The mask ,Lump sum price

manager” can be opened over the tree view (Context menu point ,Edit lump sums”).
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"y Bearbeiten Pauschalen einer Veranstaltung

Bearbeiten Pauschalen einer Yeranstaltung

==17.04.011-17.04.2011 Treffen der Berliner Kegelfreunde 2011 =-Pauschalen
SPauschalen : [N 1=CHPAU Technikpauschale 1500 CHE
L P TECHPAU Technikpauschale
+-Raumbuchungen en bloc
L 97 n4.2011-19.04 2011 (d) 08:00-18:00 ANL GS Grosser Festsaal
T-Wartelisten
L20,04.2011-24.04.2011 08:00-13:00 ANL G Grasser Festsaal
=FRaumbuchungen
£-20,04.2011 18:00-22:00 ANL FOVERZ Foyer 2. Stock

zur Pauschale zuordnen
z e zuordnen und vertelen

B8 EE

IIl. 49Allocation by tree view

*gn Pauschalpreis Manager

weranstalung: | EEC=NE] Treffen der Berliner Kegelfreunde 2011

ertragsadresse: [EUM Event und Messe GmbH Betlin
findet statt von: |17.04.2011 bis: ‘17.04.2011 Wertragsnummer : 9244 Status:
Pauschals &:  [TECHPAL Technkpauschale 1500 CHF | \ 1.500,00| [ 1.500,00]
Pauschals B: | | ‘ | | ‘
ansicht @ ale O Pauschale & O Pauschale B O in keiner Pauschale

Buchungs- Preis Pauschale

At Menge | Ident Bezeichnung zeitraum von  bis Fixiert Bezugspreis 4 B Kontierungspreis

OF R 1 FOYERZ AML [ Foyer 2. Stock 20042011 1800 20.04.2011 2200 (] 0,00 F
OF D 1 BEAMSO0D  Bearner S000 AMSI Lumen 20042011 18:00 20042011 2200 [ 435,00 1.500,00
OF RB 1G5 AML f Grosser Festsaal 17042011 0800 19.04.2011 1800 [ 16.6800,00
P W 1G5 AML [ Grosser Festsaal 20042011 0800 24.04.2011 1800 (] 28.000,00 F

lIl. 50Lump sum price manager

If the sum of the individual prices does not equal the price of the lump sums then the
accounting prices can be distributed proportionally to the source price with the button

behind the lump sum price. Price fixed services (special prices) cannot be
divided. Here the accounting price stays the same which has an effect on the other
prices that are not prices fixed and therefore the difference is divided amongst the
other prices.
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1.15 On account / Prepayment service

The prepayment service are booked over the ,further fields” in the event booking
with the button ,0n account” There the order values are displayed after room and
servcie booking have been distributed. In the field “invoice from” from when on the
services are to be invoiced. A workflow reminders the project leader to create an
invoice. In the field “Amount EUR” the amount to be payed is entered.

";g ZFahlungsvereinbarungen

Yeranstaltung: |VG ‘ |W\ne Tasting
findet stattvon:  [28.03.2011 | bis:  [28.03.2011 | stamws: [ | sprache: [0 |
Vertragsadresse: | ‘ | |

Aufiragswert: 8.548,50|  Raumbuchungen: 6.605,00|  Dienstleistungen: 1.943,50

Zzhlungen

Leistung | Bezeichnung |Fakkurieren ab | BetragELR

WORK vorauszahiung It vertrag (Raurmrmigte) 28.03.2011 6.605,00 E] -

WORK vorauszahiung It. vertrag (Dienstleistungen) 28.03.2011 975,00 E]
»
»
»
»
»
»
»

-

lll. 51Mask prepayment
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1.16 Workflow

Under workflow (menu point: orders / workflow events), the business processes that
are imporatnt for the upcoming event are controlled and documented. Workflow
processes can be connected with each other and therefore can open each other as
well. With the workflow process the corresponding forms are filled out and executed
and are then saved in the master data.

To see which workflow processes are defined in your house, open the list of available
IDs with F9 or print the master data list ,Workflow process” from the menu point List
/ Master data lists / Workflow processes.

The forms are predefined with standard texts. Variables are currently drawn from the
RUBIN data (Event title and date, room and service bookings, signature lines,
telephones, etc.).

The standard texts cana be modified and/or added in the dialog field. There is also
the possibility, to use predefined texts or to add them or to use either or the other
text.

Another possibility is the create workflow documents that are then replaced by
predefined WORD documents which are imported over an OLE interface. When
creating a new WORD default, a RUBIN consultant is happily at your service.

Some workflow processes are automatically created by the system and cannot be
changed (invoice and credit note references).

'wa Wiorkflowmanagement

Veranstaliung:  [KEGEL11 Treffen der Berliner Kegelfreunde 2011
Wertragsadresse: |EUM Event und Messe GmbH Berlin Status: |OP
findet statt von:  |17.04.2011 -|17.04.2011 | SONNTAG Korrespondenz: |D
‘Workflowmanagement
‘Yorgang Kurzbezeichnung ‘iy-Drakum Wy-Zeit | Erfasser EBemerkung erl,
CPTION Prov. Res, 1407.2008  12:00  IWFOTESM O

WL_FREL freie wartebuch, 16062008 1200 INFOTEAM  Raum GS  von 20.04.2011 bis 24.04.2011 ]

vvvvvvva]B

lll. 52Workflow management mask

- 1D process: is the ID of the workflow process like it was defined in the master data.
Behind the ID the short description of the process is displayed.
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- Follow up date: defines the date on which the follow up is to be displayed on the
follow up list again. For a manually entered process with document print, the follow
up is normally without relevance since the process is set to done automatically once
it has been printed. For processes that are started by another process the follow up
date is calculated and depending or parameterising set automatically to either the
date, event begin or event en (see point master data workflow processes).

- Follow up time: further sorting criterion for the workflows

Under comment more hints can be entered concerning the process.

By clicking the cmpl. Field, the process is set to completed.

After filling in the previous fields the mask for the editing and printing of forms bacn

be opened with the button provided a form was allocated to the

process.

The form mask pops up in individual layouts depending on which form is being
traeated. Only general editing hints can be entered here. The document is composed
of different areas that have different properties.

Inside the field you can navigate with the scroll bar which can be strenuous for longer
texts. By double clicking the field, a larger editing window appears in which the text
can be edited more comfortably.

The edited form can be printed in the preview with the * | button. Here the layout,
page break and the content of the forms can be controlled. If the forms corresponds

o

to the wishes of the user then it can be printed with the button over the

printer listed in the bottom line.

Attention!
Only when printing the document do the connected processes like ,Complete
process” or ,Start follow up” get executed.

There are the following text possibilities:

- Upper right corner are short ID, telephone + fax of user for the printing in the letter
head set as default. These data can be overwritten.

- The date field contains the date of the document and can be modified.

« The title is composed from the address data and set as default.

- There are fixed text parts that cannot be changed. Paragraphs with fixed texted are
highlighted yellow. Fixed field scan be loaded into the editing fields but cannot be
modified there.

- Additionally to fixed texts, you can add up to 9 text parts over the check box
selection next to the field. Check boxes only appear when the cursor is positionend
over the corresponding field! The addiditve texts are added to the end of the text.

- There are also variable text parts that are fixed into the document but can be
edited.
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- Then there are optional text parts which can be activated over a check box to the
left edge. Further additive or subtractive text boxes can be added over check boxes
to the right, as long as these have been defined in the master data.

- There are signature bars that are automatically composed from the user deafults
and then changed when needed.

- Attachement and distributor can be defined and activated over the buttons
,Attachement” and ,Distributor” and manually or added to over predefined check
boxes. Attachement and distributor are printed under the signature bar.

There is the possibility to define a paragraph as a double column and the texts then
as column ready. If a form is designed for columns then over the button ,Column
editing” the mask can be activated. Over the scroll bar then both columns are moved
parallel so that the lines are next to each other.

With the E button, the further fields of the workflow mask is opened.

om wisitere Felder

Ident Yorgang: |REGIEEU Kurzbezeichnung: |Regisbuch Sprache; |D

Bernerkung: N, 2424

W-Diatum/Zeit:|03.04,2011 12:00

Status: @ in Arbeit
O erledigt
won: am: | |
[]Echtdruck: WO am:

verantwortlich: Rainer Dorfeld

erfasst: INFOTEAM 16.06.2009 151555

gesndert: E

IIl. 53Further fields of the workflow management
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- Comment can be extensively formulated here.

- The follow up date

- Status is either ,in progress” or ,completed”.

- Responsible controls to whom the process is allocated.

- With the m button you jump back into the main mask.

1.16.1 Interface to Mircosoft Word

A Word document default can be added to with RUBIN event or address data. Like
this, contracts, cover letters, etc. can be written. These word documents are saved
under the event and can be edited in Word.

After clicking on the system queries whether the document should be

manually edited in Word or after replacing the text markers with RUBIN data it shuold
be saved and printed.

When choosing ,Edit” you stay in Word after opening and replacing and can manually
edit the document.

When closing Word the document asked ,Save changes”, please accept this with yes
under the name that the system provides. RUBIN then saves the document under the
corresponding event, so that the workflow can be easiy found.

When editing an imminent process you are asked if the existing document should be
edited or a new document created from the defaults. Attention! When choosing
,Create new” the manual changes in a document are overwritten by the defaults!

Attention!
When using the Word interface please consider the following limitations:

Manual changes in the document are not written into RUBIN and can lead to the
situation that the status of the document is not up to date with the latest booking
status.
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1.16.2 Email interface

Word document defaults can also be sent directly out of RUBIN as an attachement.

After clicking on then it says ,send as Email” next to the options of

,Edit” and ,Print”.

Additionally a mask opens in which the accompanying email can be edited.

1.17 Order generation (optional)

With the order generation the orders for services that are made by external partners
are automatically created.

1.17.1 Booking of supply services

Always when a service is booked, it is first checked it is a supply service. If this is the
case then RUBIN tries to get the supplier and the EK price according to a standerdized
process. This process is to be explained for better comprehension.

Example

Master data:

The clip microphone is delivered by the company Greisser. This company has special
conditions for the event house. So that this microphone is allocated to this supplier.

Subsequently a supplier allocated price list for the company Greisser is compiled and
the clip microphone is added to the price list.

Booking:
If a clip microphone is now booked, RUBIN looks first for a supplier of the commodity.

If this is found then RUBIN searched for a special price list that contains the data of
this supplier. This is found corresponding to the master data and the constellation of
supplier and price lists is saved for the booked service.

© infoteam GmbH Berlin 2017 51

infoteam



RUBIN - Dates and Facilities

’2& Weitere Felder Dienstleistungsbuchungen fir Raumbuchungen
Buchungszeit
Buchtag van bis Menge Leistung Bezeichnung Leistungsgruppe
1704200 [i000 oo | 1oa [biepresektor |recH
Bestelun
Preisliste: PLOZ aloerein d
Staffelwert; EK-Preisliste: 03 EK-Preisliste 03
Einzelpreis: 45,00
Anteil MwSt.-frei: Ek-Preisart: & Listenpreis © Sonderpreis
Anteil Mwst,-pflichtig: 45,00 EK-Einzelpreis: 30,00
Einzelpreis brutto: 52,20 El-Gesamtprais: 20,00
Preis: 45,00
Anteil MwSt.-frei: Elsktro Reimer
A Messepark 18
anteil MwSt.-pflichtig: 45,00
12207 Berlin
MwSt-Index: &
IwSt: 7,20
Preis brutio: =220 Lieferant
reis brutto: 3 ,—‘REIMER
Preisart: @ Listenpreis () Sonderpreis
Faktor: Autarm. I:l Fakturierstatus:  zu fakturieren stornierbar
Sortierung Autam, Sortierung
Leistungsgruppe: &0 Zugriff: ALLE Allgemein
Unterleistungsaruppe: |0 arfasst: INFOTEAM || 16.06.2009 15:34:31
Leistung: &l geandert: E

IIl. 54Further fields service bookings events

If RUBIN does not find any special supplier price lists than the standard price list
(Type: EK) is used for the event and the combination of this price list saved.

If RUBIN finds multiple suppliers that offer the service clip microphone, then not one
price list or supplier is automatically saved. The RUBIN user has to then manually
decide for one possible supplier or one price list. For this obviously only valid price
lists and suppliers in relation to the event are displayed in the choice lists (F9).

Especially for this order agreed supply conditions can be saved in this part of the
mask thorugh the change of list price to special price.

In the further reun of the event planning RUBIN checks every change of room, of
booking time, etc. and respectively demands the generation of bookings.

1.17.2 Triggering orders

RUBIN automatically recognizes that orders have to be triggered for suppliers. The
user can see this status, that in the event mask the button ,Generate order” pops up.
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";_E Veranstaltungsbuchung
Oherveranstaltung: l:l (&) Enzelvertrag Dauervertrag
Titel: raffen der Berliner Kegelfreunde 2004 | Status:
Zsitraum: [17.04.2004  |-[17.04.2004 | SAMSTAG 0 am: | e
Ny FEGELO- R |eoeiteunds VEREER RMAIIETE 125 Allgzmeines |verantw, | Statistik|| veraffenth... | Statistik(M... | Contraling
Wertragspartner | Korrespondenzadr. | Rechnungsadr. Verantw, Vg. Rainer Dorfeld
went:  [noooozTS Sprache: [0
Firma: IMeier Event GmbH & Co KiG MUnster Vg Typ: = Fremd-VG
Lusatz: Wi-Art SPO Sport/Tanz/Schac
dffentliche Weranst.
Preisliste: [PLO3 Preisliste 2003 1. Wahrung: ELUR Euro E‘,-,\ass;l:l BEgIm:I:I Ende: l:l
2, Wahrung:
* *

P 220700 [ * *Kennungen I Raumbuchungen ]

[ Pauschalpr, ][ * Raumbuchungen en blac ]

* Warkeliste
Agend;
[JPauschalel ,7 [JPauschale2 ,—i cElLs
Text: [ Fakkura ][ * Dienstleistungen ]
=t | | . —
Bestellung generieren Dienstleistungen en bloc

[ Bestellung ][ & * Workflow ]
[JMit Gastronomie Art: l:l

D

1. 55Event booking

If the status of the order is up to date and no orders are to be generated, the this
button vanishes.

By clicking on the button ,Generate order” a futher mask is opened. Here one can
decide if the order is for the whole event or only for a special supplier. By clicking on
,Preview” or on ,Print” the corresponding order form is generated.

Once bookings that have already printed orders that are being changed, then RUBIN
independently displays the button ,Generate order” again. On the order form a
relation to previous orders is displayed and all positions are marked with one of the
following change symbols.

0K = no change, position stays as before
AEN = Change, informations were changed (for instance the quantity)
STOR = Cancellation, this position was deleted

NEU = New access, this position is additionally ordered.

1.17.3 Inspecting the orders

With the button ,Order” the current batch of orders can be opened and viewed. Here
also a repeated print of the orders is possible.

The respective most up to date order for the supplier ca be deleted. During this the
change signs are set to default. If there is a previous order then this becomes the
current one. Subsequently the order can be generated.
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Attention!
Attention:

Even though this is technically possible, orders that have been already sent to the
supplier are not allowed to be deleted anymore.

The data base saves the deleted orders in the background.

1.18 Event attributes

With attributes, events can be allocated and unlimited number of additional
characteristics.

With the button | " *Kennungsn ] in the event mask the mask for the
saving of attributes can be opened.

"{E Yeranstaltungskennungen

“eranstaltung

Weranstaltung: KEGEL14 Treffen der Berliner Kegelfreunde
“ertragspartner: |INFOTEAM | jNFOTEAM GMBH BERLIN Berlin

findet statt won ||]1-|]9-2|]14 | bis |[|1-|]9-2|]14 ertragsnummer: |25497 |Siaius |2-AF ‘ Karrespondenzsprache El

“eranstaltungskennungen

Kennung | Art | Auspragung | Zugriff | Bemerkung |
KLASS k |POT/ Potenzialveranstaltung ALLE Hat das Potenzial in den 1

s

]
b
b
»
b
b
b
>
b
b

-

Klassifizierung

Ill. 56Event attributes

- 1D of the attribute: the choice of possible, in the master data saved, attributes can
be viewed with the button F9.

- Type of attributes (Category attributes, Without Category, Text attribute, Number
attribute)

- Feature Description, category, text or number of attribute (Choice with F9)

- Access on attributes can be limited with accesses.

- Comment: here you can enter a free text comment for attributes.
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1.19 Copying events

This mask is used to copy, to move or to change bookings for events with the same
properties from the pre-event. When copying all room and service bookings the date
is changed accordingly.

With the button ,0pen event” you can open a new event directly after the copy
process to make changes and additions.

With the booking preview (optional) you can remove single bookings from the copy
process or modify them during the process. Optionally the function can be opened
with the context menu with the allocation overview.

eranstaltung

Ursprungsveranstaltung Ober-vG: H

“eranstaltung  (dent; |[[{SSS8E] 'Tilel Treffen der Berliner Kegelfreunde
“ertragspartner |dent: INFOTEAM Firma: |INFOTEAM GMBH BERLIN Berlin

Zusatz:

Daturm worn: (01.09.2014 his 01.09.2014 |MONTAG Beginn Ende

Aktian: &) Kopieren

O verlegen (O Reaktivieraen O Umwandeln
Ziekeranstaltung Ober-VG H
“eranstaltung  ldent | | Titel: Treffen der Berliner Kegelfreunde
Kurztitel: |Treffen der Berl ‘ Venragsnummer:|

Firma INFOTEAM GMBH BERLIN Berlin
“erragspartner |dent: | INFOTEAM Zusatz

Preisliste: PLKONG “erantw.: RD Mandant: |DCDO50 Kostentrager: Sprache:  |D
Daturn worn: (01.09.2014 his: 01.09.2014 Wiorkflow:

Freigabe:
[ Reservierungskonfilte ausschliessen Reservierungskonfikte in die Warteliste einstellen [ alle Buchungen in die Warteliste einstellen
[ Nur Veranstaltungskopf kopieren
Bemerkungen Ubermehmen ‘Wartelisten Ubernehmen Kennungen Ubemehmen zusdtz. Rechnungsempfanger Ubernehmen
Dienstleistungen Ubermehimen Statistikfelder Ubernehmen Sonderkonditionen / Pauschalen Ubernehmen
[ Sortfelder tibernehmen [ Kongress-Grunddaten (bernehmen [ Aufwandskonta | Lieferant (bernehmen
Maske bel Wechsel in die Veranstaltung schliessen [ Vorschau H Kopieren starten ]

ll. 57Copying events

Block ,event for copy”

- Event ID: the Id of the event that is to be copy has to be entered. Search with F9
- The otehr fields in the block ,event for copy” are simple display fields that offer
information for the event.

Block ,New event”

All the fields influence the new event and have the same functions as in the event
booking.

- Main ID: event ID of the main event (only for three event layers)
- Title: event title

- Short title: short title of event

- Contract number: (only info, distributed by the system).
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- Contract partner ID: Address Id of contract partner

- Company: (only info, display of contract address).

- Contact: contact person of contract partner

- Responsible: responsible project leader

- Migrate comment: if this check box is active, then the comments for check technic
and check accounting as well as the event comments are copied.

- Exclude bookings with reservation conflicts: bookings are not transferred if the
rooms are already booked.

- Implement bookigns with reservation conflicts into the waiting list: rooms that are
already reserved, will be transferred as waiting list bookings.

- Implement all bookings into the waiting list: all rooms are copied as waiting list
bookings

- Migrate services: migrates the services of the event.

- Migrate waiting lists: migrates the waiting lists of the event.

- Migrate statistics field: transferes the statistic fields of the event.

- Migrate attribute: transfers the attributes the event.

- Migrate additional invoice recipiant: migrates the additional receipiants of the
invoices for the event.

- Migrate special conditions / lump sums: migrates the lump sums and special prices
of the event.

- Correspondence language of the contract partner (from address)

- Only copy event header: only the event header is copied without the bookings

- Copy congress master data: the conrgess master data are copied as well

- Migrate expense accounts / suppliers: the respective deviating expense accounts
and suppliers are copied.

Events can be chosen to be ,moved”. In comparison to copying, the source event
stays the same and only the date is changed.

When ,converting” bookings, waiting list bookings in room bookings are converted or
reversed. From a tree view display the convertable bookings are chosen. By choice
the bookings can be “dissolved” en bloc.

'}:3_ Lrmwandeln

Ursprungsveranstaltung Ober-4G: ”

veranstaltung  Ident: vG023382 Titel: Japan Anime
Vertragspartner Ident: Firma:

Zusatz:

Datum wom:|31.10.2010 his: 31.10.2010 SONNTAG Beginn: [17:00 | Ende:|20:00
aktion: (O Kopieren
O verlegen ® Umnwandeln
Umwandeln in & Wartelisten O Buchungen  (Nur selektierte Eintrage werden umgewandeltl) Witorkflow: l:|

=Fveransfaltung. Japan

[

Maske bei wechsel in die Veranstaltung schliessen

1. 58Converting bookings
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1.20 Event selection

The event selection provides the tool with whos help the total pool of events can be
divided into any number part pools. This tool also relates to the address selection
function.

In the upper part of the mask the selection is described in general form.

Ident: Bezeichnung: KEGELD4 |
Kurzbezeichnung: |KEGELD4 Anzahl Veranstaltungen: I:l
Zugriﬁ’: letzte Aktualisierung:
auftheben bis: |20.11.2005 erfasst: |[IMFOTEAM  (|21.10.2005 09:51:06
[C]Staorrierte Veranstaltungen berlcksichtigen geandert:

Selektionsschritte

() Dateinhalte addieren (A + B) Mischdatei
%ue\ldatex A O Dateiinhalte subtrahieren (4 - B) el
_ 3 kapieren KEGELO4
© fhom——————
Sort | Quelldate Werark Mischdatei Zieldatei Veranstaltungen
s - —F  Filter Ken/Kat — v — —KEGELD4 -~
| - v

Ill. 59Event selection

In the lower part of the mask the criteria are defined by which the events are to be
chosen.

Like this it is possible as in the address area, to merge existing addresses (additive or
subtractive), to copy one selection into another, or to filter a source file (selection or
total inventory) for certain cirteria.

A filter is defined over the mask filter positions, that is openable over the button

)

© infoteam GmbH Berlin 2017

infoteam



RUBIN - Dates and Facilities

YeaFiterpositionen

Eine Weranstaltung wird aus der Quelldatei in die Zieldatei KEGELO4 Ubernormmen, wenn

() min. eine der untenstehenden Bedingungen ist erflillt (ODER-Verknlpfung) & alle untenstehenden Bedingungen erfillt sind (UND-Yerknipfung)

Ursprung EBeschreibung
Cnicht  H&N Kennung : KongressgréBe gleich =500 A
und
nicht
Lnd nicht
o
un nicht
und
nicht ~

Filterbedingungen - Ursprung Kennungen & genau ) im Bereich von

Kennung: KOMGR Konagressgriibe
Kategorie / Auspragung: mehr als 500 Teilnehmer

IIl. 60Filter positions

Fitler postions can be created through field contents of event room and service
bookings, through workflows or through attributes.

During this the features of the field contents respectively the attributes or workflows
fin the lower part of the mask defined.
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1.21 Serial editing for events

1.21.1 Event exports

The event export creates a text file that can for example be imported into MS Excel,
so that you can create lists yourself.

The export differentiates between seven record types:

VG: The fields of the event header can be printed here. This includes “from”, “till”,
Jitle”, ,nr. of persons”, etc.

RBU: Fields that are taken from the room booking

DBU: Fields that can be taken from the service bookings
ADR: Fields from the address of the contract partner
WL: Fields from waiting list bookings

KEN: Fields from the attributes of the event

WF: Fields of the workflow of the event

In the frame of an export either all record types or only individual records can be
exported, through which the lists are composed firmly.

If an export file is opened in MS Excel, then it always says teh record type in the first
column. In the first line the column descriptions are entered of the respective record

type.

"{E Export Veranstaltungen

Selektion VGPREM Veranstaltungen von Premium- und Potentialkunden (403

Spaltenaubay; (& pro Satzart O Spatentreu (O Einzeilg

L Fir Infopost vorbelegen

Veranstaltungen | Adressen | Raumbuchungen | Warteliste

[ vg-Ident

[ tbergeordnete Vg-Ident
[ Titel

[ Langtitel

[ Vertrags-Mr.

[ wom

[ bis

Veranstaltung

[J1dent Status
[]Bez. Status

[ Anz. Veranstaltungen
[ &nz. Vg-Tage

[ Personen erwartet
[ Persanen ist

[ &ffentliche Vg

[ storniert {3/N)

[ stornodatum

]
¢:\rubin\EXPORT.RTF

[Jident Verantw. Va
Bez. Verantw. Vg
[11dent Verantw. Presse
[1Bez. Verantw. Presse
[11dent Werantw. Tech.
[1Bez. Verantw. Tech.

[]Einzugsgebiet

[ident ¥g-Typ
[1Bez. vg-Typ
[J1dent Wg-Art
[Bez. vg-art

[#] Satzart exportieren O Briefanreds I:I Q Tab

Dienstleistungsbuchungen

Kennungen | Workflow

[ Einlass

[ Beginn
[JEnde
[]Bemerlung

[ Ident Kostentrager
[]Bez. Kostentrédger

[ auftragswert

[ Mit Gastronomie

[ 1dent Gastronomieart

[ Bez. Gastronomigart
Controliing

[ Anfragedatum

[ Umsatz erwartet

[ wahrscheinlichleit (in %)

Sprache Trennzeichen

O Leerzeichen
® Semikolon (O Anderes: l:l
O Komma

in Sprache:
[ nur Sprache:

lll. 61Export events

1.22 Lists

Evaluations are started under the menu point lists and printed on the set printer.
Forms, contract, etc. that are opened in correlation with the event can be opened in
the workflow mask. The evaluations are divided into the options Reports, Statistics
and Master data lists in the menu.
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2 Master Data

The master data constitute the basis of working with RUBIN. In these the specific
rules, stuctures, resources and services are described as they exist in your
environment.

The complete creation and permanent maintenance is a must for the effective use of
the total sytem.

Attention!

The new creation and mainentance of master data postulates the access of the RUBIN
Manager or Master data manager.

All other users find the user defaults under the menu Master data.

2.1 User defaults

In the user defaults that you can reach under Master data / User defaults every user

has the possibility to set certain standard settings for themselves that can be used in
the booking masks and forms. The defautls can be migrated into the booking masks
if needed.

= Benutzervorbelegungen
Berutzer: IMFOTEAM Sprache: @m OE o1l
arbeitet fir: Telefon: 030-7733000
Abteilung: PT1 Messeprojektteam 01 Fax:
Mandant: 000z Event und Messe GmbH E-Mail: r.dorfeld@eventundrmesse.de
Zeichen: rd
Veranbwortl, : Rainer Dorfeld [#]Mauscursor dndern im Suchmadus
Bei Anmeldung anzeigen
Anzeige der Aufirdge in: & deutsch O englisch (O franzisisch "|
Marketing und Akquisition Messen und Ausstellungen allg. Auftrage allg, Auftrage Teilnehmerreq. cAD Q5C Projekke
WorkFlow Drucker Termine und Belegung Termine und Belegung 2 Belegungsiibersichten Marketing und Akquisition Marketing und Akguisition
W Gberfallig seit: | TTIERE Pfad WF-vorlagen: ety rusic )\ RUBIN orlagen
Pfad Wh-ablagen: k:yrnsicalRUBINYablagen
Pfad Importdateien: ol:\termplawt?,
Pfad Exportdateien: v termphawty,
Pfad Benutzer:
Unterschriftsleiste Signatur E-Mail
Mit freundlichen GriBen -~ event und messe GrbH ~
event und messe GrmbH i.4, Rainer Darfeld
Tel.: +43 30 7733000
Fax: +48 30 7733004
ww eventundmesse. com
i.A. R, Dorfeld X 1 daorfeld@eventundmesse.cam 3

Buchungssperre E]

Il. 62User defaults

- Accounting area shows the ID of the valid accounting area (only when accounting
area possibility is active).

- Responsible contains the short sign of the for an event responsible coworker.
Selection with F9.

- When the change mouse cursor option is chosen in the search mode, a ? appeasrs
next to the cursor.
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- Displaying the orders in: chooses the language in that the orders are to be
displayed.

- The signature bar is used in all created letters.

- With the signature email a deviating signature for email from RUBIN can be
predefined.

- Printer contains the description of the default printer. (Check under the windows
start menu under Settings / Printer).

- Tel / Fax contains the area code or the total number.

- Sign is the short sign to mark on the letter head.

- Follow up due since is the begin date that was entered when the follow up was
created. If this field stays empty, then the current date is entered.

- When registering workflow display all active workflows automatically open in new
windows when loging into RUBIN.

- Directory follow up defaults: harddrive and directory in which that Word defaults are
saved.

- Directory follow up deposits: harddrive and directory in which the Word documents
are saved.

- Directory import files: harddrive and directory in which imported files are to be
saved.

- Directory export files: harddrive and directory in which files for export are to be
saved

For the special relevance of the individual RUBIN modules there are additional masks,
that can be opened over the respective buttons:

Dates and Facilities

- Event type for event booking

- Usage type of the event

* Layer

- 1D price list describes the current price list

- Buildings that are always set in the week allocation

- Check field public event defines newly created events as public
- Publication defines in which media the event is to be published.

The defaults of a value only makes sense when the field should actually have the
wanted value.

With the button ,Assistant”, settings can be predefined by the bookings assistant.
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2.2 Resources

With the menu point Master data / Resources you get into the resource mask.

Resources are all rooms and services that are not available at an unlimited supply and
therefore have to be bound by a reservation. The difference to a bookbable positions
(see bookable position) is that for a resource information like inventory, reservation,
dependency (room group/room part, room allocated, etc.) has to be saved while the
bookable positions contain entries for their use as service positions (static features,
prices, et.).

Resources are:

2.2.1 Buildings / Rooms

Menu points: Master Data / Resources / Buidlings / Rooms

Terrain, halls, rooms, open spaces etc., how they physically exist and for used for
events.

A building can be the actual building (e.g. event hall) or it can be an entire complex
(trade fair grounds). The building is created with a description (long and short), max
three lines for location respectively address, the attribute “opens space” and the
telephone and fax nr.

7a Gehaude Raume

Gebaude Sprache: @ ™= O &2 O 11
Ident: |E | Sort. :| 95| Bezeichnung: Congress-Centrum
Kurzbezeichnung: |Congress-Centrum | [Freigekinde
Lage 1: Telefon:
Lage 2: Telefax:
Lage 3:
Zeichnung: |
erfasst: | [MFOTEAM 11.10,2002 15:07:23
geandert:|INFOTEAM 02.09.2004 16:44:15

Raume Sartierung

Ident Bezeichnung Kurzbezeichnung Hier Auskunft | Buchung

S

GESHAL
GESMUEN
AMUEN
EMUEM
MADRID
PRAG

gesarntes Haus

Saal Minchen gesamt
Saal Munchen &

Saal Munchen B

Saal Madrid

Saal Prag

gesarntes Haus 1 1

Saal Mlnchen ges
Saal Munchen &
Saal Munchen B
Saal Madrid

Saal Prag

5
10
15
20
25

mo=

FEERE

5
10
15
20

-
o

s}
=}

25

]
a
4

ll. 63Resources: Buildings / Rooms
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For the buildings one can add an unlimited nr. of rooms respectively individual

buildings. The sorting influences the order of rooms in the master data, in information

and when booking.

Buildings:

- ID of the building

- Sort is the sorting number

- Description of building

- Short description of building

- Open space is a check box for the differentiation of building and terrain parts (e.g.
parking lots)

- Location 1, Location 2, Location 3 contain the addresses or location description of
the building

- Telephone and telefax are the numbers of the building

Rooms

- ID of the room

- Description of the room

- Short description of rooms

- Sorting here is the sort number for the display of the mask

- Sorting here information is the sort number for the display for instance in the
weekly allocation

- Sorting booking is the sort number for the display in the room booking mask

By clicking on the 21 button on the right next to the room column, the further fields
mask appears in which some technical value for the room are entered. Further more
there are (optional) the seating types of the room with the maximum people
capacity. These are definite for the booking in case they are entered. With the button
“Attribute”, room features can be allocated that are displayed in RUBIN.

oz

" Wieitere Felder: Riume

e ]
Lange: m
gesamtes Haus | [l Raurn verbergen
Lengbezertung e | m
| | |Hihe: m
[IFreifidche fir Standanmeldung vermiethar | m?

Bernerkungen

in Belegungsubersicht aufklanpen

[ Bestuhlung ]

[ Kennungen ]

erfasst:  |INFOTEAM  |[11.10.2002 151155 [ buchbare Position anlegen ]

[J

gedndert: |INFOTEAM  |I09.09.2008 13:17:50

Il. 64Further fields: Rooms
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Use the function ,create bookable position”. The system creates a bookable position
in the master information. In the next step these informations just have to be
completed. (see point Master Data / Bookbable positions for rooms)

2.2.2 Room group / parts

Menu point: Master Data / Resources / Room groups / parts

Room respectively room parts are summarized as bookable positions as a single
utility.

"rmRaumaruppen
Raumgruppe

Bezeichnung:  |Saal Minchen gesamt

Ident Raurn:

Ident Gebaude: |CC

Zuordnung Raurngruppe/Raumteile

Ident Raumteil erfasst am
AMUEN Saal Miinchen A IMFOTEAM  13.10.2002 16:04:28
BMUEN Saal Miinchen B INFOTEAM  13.10.2002 16:04:34

IIl. 65Room groups

Example: one hall (total) can be divided by partition walls into the north hall and the
south hall.

Each other these parts can be individually booked or as a whole.

If a specific date is booked in the north hall then an event can be booked
simulatneously in the south hall but not in hall total.

You can also book different rooms that are often used as one as a room group so that
less individual bookings have to be done.

Attention!

All rooms must be defined under Buildings / Rooms
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2.2.3 Further Resources

Menu point: Master Data / Resources / Further Resources

Further resources are technical equipment, personal, etc., that are only available in
limited inventory. The resource is classified with description, classification, some
technical specification and the inventory. When the inventory is active, the system
denies further requests of the limit has been reached. By clicking a corresponding
bookable position can be created.

In the lower part of the mask it is possible to enter room allocations. So that this
resource is only available in combination with certain rooms (for instance mounted
walls).

%

'7n \Weitere Ressourcen

Sprache: @ == O &5 O 11

Ident:|DLa, | Surt‘:‘ 2SD| Ressuurcenartzl:l Mengeneinheit:l:l
Bezeichnung:  Diaprojektor ‘ LEmEes l:l Bre\te:|:|
Kurzbez.: Diaprojektar |
Langhez. ! & Bestandsfihrung
~ Bestand:

[ fir Hospitality Gebiude: I:I

Hospitality Gruppe: D erfasst: [INFOTEAM  (25.08.2003 14:37:56
geandert:

[ buchbare Position anlegen

Raume | * Dienstleistungen

TIdent Menge erfasst geéndert

A Diaprajektor 1 NFOTEAM  25.08.2003 140857 4

& & &EEE

IIl. 66Further resources

- 1D of the resource

- Sort contains the sort number

- Resource type describes the type of resource. Choice with F9.

- Quantity unit in which the resources is quantified. Choice with F9.

- Description, Short description and long description of the resource

- Length and width of the resource (for table, stages, etc.)

* Inventory

+ Room ID of room in which the resource is usable. If no room is entered then the
resource can be used in all rooms respectively is available.
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2.2.4 Virtual Buildings / Rooms

Menu point: Master Data / Resources / Virtual Buildings / Rooms

Room that are not in the same buidling can be summerized to be virtual building.
These virtual buildings are useful for information and evaluations like physical
buildings and offer for special needs the appropriate views (for example all foyers of
the first floor). With this function a separate line of “View buildings” can be created
for the weekly allocation. The order of the rooms can be controlled by the sort

number.

"rmvirtuelle Gebaude J Raume

viriuelle Gebaude

|G IGR R ALME] | Sart: |ED | Bezeichnung:

Kurzbezeichnung:

Zuordnung Raume /£ virtuelle Gebaude

Ident Raum

CCOST CSAALGES Congress-Saal gesamt 5

CCOST  OFFEMNB Offenbachsaal 10
CCOST  EUROPRA Europasaal 15
CCWEST CHE Congress-Halle 8 20
CCWEST GRAUENS grofer Auensaal 23
CCWEST  GRRHEIN groBer Rheinsaal 30
GORZEN GRSAAL groBer Saal 35
TANZBR ~ THEATER Theater am Tanzbrunnen 40
TANZBR  PARKSAAL Parksaal 43

GroBe Riume

GroBe Raume

erfasst:

INFOTEAM  |113,10,2002 16:53:09

geandert:

INFOTEAM  |23,10,2003 11:29:26

erfalt geéndert

IMFOTEAM 23.10.2002 11:23:36
INFOTEAM 23.10,2003 11:23:40
IMFOTEAM 23.10,2002 11:23:44
IMFOTEAM 23.10.2002 11:23:55
INFOTEAM 23.10,2003 112404
IMFOTEAM 23.10,2002 11:24:02
INFOTEAM 23.10.2002 11:24:19
INFOTEAM 23.10,2003 112436
IMFOTEAM 23.10,2003 11:24:39

Zuordnung Personalressourcen

IIl. 67Virtual buildings / rooms
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2.3 Bookable positions / prices

Menu point: Master Data / Bookable positions

Bookbable positions contain all information that are needed for the booking of a
service. The bookable positions can relate to rooms, services or hints. Rooms are

normally allocated to a resource, services can be allocated to one or more resources.

The following information are saved for services:

¥ Buchbare Positionen fiir Dienstleistungen

. flr |

Ident:

Bezeichnung: Diaprajektor

Einheit: STCK ‘Sti.ick ‘D\apmjektur
o o

[Jrur Pakethestandtel ] Provisionsleistung

ALsWEIs: >

Leistungsgruppe: | TECH Technik Sart: 5
Leistungsart: Sort:
Org.einheit: HT Haustechnik Sort: 435

Ausdruck | Ressourcen

[#]in ext. Farmularen
[#lim Angebot
[#]im Mietvertrag
[#]in Terminbest.
[Lieferschein
[¥]in Auftragshestitigung
[#]in int. Formularen
in Check-Technik Deckhlatt

[]in Check-Technik Anlage
[CJkontraollblatt

[#]mit Gesamtpreis

[ it Einzelpreis

[ mit Menge

[l it Uhkrzeit

Langbez. :

Rech.bez.

Bem. CT:

Sprache: @ == O 82 O 11

23|20

Sachkonto

Kostenstelle

Aufwanciskonto

(ot [ e ][]

benutzen in Preisl.Kategorie: ‘D\enst\ewstumgsprewshste v|

[ wiorkfiow generieren
[JFremdfakturierLng
Micht MwSt. befreibar

stormierbar

M Dummy-Sachkonto
3000 VG KST

[ 1

Kontenabg, durchfihren
[#] Textinderungen erlaubt
[[IHegative Menge erlaubt
[IMenge imrmer negativ
[outschr, bei Gutschr. der Standmiete

IIl. 68Bookable positions for services

- The ID is the abbreviation for the service, that is also used for the booking.

- Relationship, short and long description of the service. Used by different forms.

- Classifications of the service for the service type, service group and responsible
organisational unit. Like this the service is structured and can be targeted and

allocated. Selection with F9.

- Unit (Quantity Unit), in that the service is calculated. Choice with F9.
- Print control on which forms and in which form the services are printed.

- Cost centres and general ledger accounts where these are allocated. Choice with F9.

- The check box ,Not VAT examptable” invokes a ban on invoicing without VAT.

- The check box ,Foreign invoice” declares that the service is invoiced by an external

partner.

In the lower part of the mask one can allocate one or more resources to a service.
When booking the services, all resouces are regarded according to inventory.
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Example:

The service transmission device contains the following resources: Cabin, 2 wireless
microphones, 4 cable microphones, 1 monitor, 4 active speakers.

When booking the inventory of all resources are checked and respectively messeges
sent depending on availability.

With the button Prices another window is opened that contains the price information
for the services. For hints there are no prices.

- For a service there has to be a valid price list, for services with rooms also a valid
combination price list.

Services without saved prices cannot be booked. For free services the calculation
system of “free” has to be chosen.

’gg Preislistenpositionen
Ident Bezeichnung Leistung
‘ Diaprojsktor | Micht von der MwSt. befreibar
Preisisten Gruppe Art
Leistung TECH Technik I:l ] Fremdfakturierung
Tari”df ;
StandFaorm, NETTO
Mutzungsart| I ittlung: |Standard :
presise | okt | | tandand-prosiste 2009 sz it s vlrabor saei(8] en |
YGPLOD | ||Berechnungssystematik: MwSt -Indes: 5 16%
@ automatizch O nach Aufwand
P9 pfl. nteil: Fremdfakh
©\lostenios O auf Anfrage MwSt-pfl, Anteil 100,00 o [CJFremdfakturierung
ER03 [kein Sonderpreis amwendbar Std. frei; Menge: [] Start: 1
PLO7 [(Jkein manueler Faktor anwendbar Menge frei: [ start: 0
PRWOZ
Berechnun sar’t: i Preiskateqorie:
EK07 15 Buchungspreis g l:l
TGRLOG Buchungspreis: 43,0000 [Imengenunabhangig [ start: l:l LS
PLag Grundpreis: Zeitgr. :l:l Dauer: I:I Start: o
ENO7
Stundenpreis: Runden auf; & volle Stunde
EMNOG " ) habe Stunde
YGPLOS Vel sl et Zelhgr..l:l O viertel Stunde
PIEWOT7 Tagespreis: Zaitgr. :l:l
P06 Sarhkanto: I:I Kostenstelie: l:l
EKOG
VERLD4 Y| Lieferant: REIMER Elektro Reimer Am Me: Aufwandskanto: I:I E

IIl. 69Price list positions

- Price list contains the ID of the price list. Always the blue marked price lists are
displayed.

- Usage type: here the room prices of the usage type is entered for the respective
price list postion.

- With the calcualtion type that type of service calculation is controlled. For instance
daily prices, booking prices, hour etc. In dependance of the chosen calculation type
the corresponding price fields are activated for entry.

- The following calculation types are supported:

- Booking price Price is valid for booking independent of
time

- Basic hour price Valid for the entered time, anyting more
is hour price
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- Hour price Price per started, booked hour. In the field
extension hours, a rate can be specified
after a certain time.

- Daily price Price per tag, although the period within
that day can be specified.

+ Minimum price Combination of hour price and day price.
RUBIN calculates the cheaper version and
sets it.

- All prices must be entered as Net price (without VAT).
- Calculation system is either:

- Automatic Price is calculated according to accounting
system of system.

- By expense The price must be set manually as special
price before invoice (for RUBIN Dates and
Facilities)

- Free The service is free

- Upon enquiry The price must be set manually as special

price before invoice (for RUBIN Events and
Congresses and RUBIN Online Service
Center).

- VAT index: describes the VAT rate

- VAT compulsory part within the price (Standard is 100%)

- Free hours: contains the number of free hours that are deducted from the Hour price
calculation from the booking period.

- Number of free: contains the number of free that are deducted from the price
calucaltion of the booked amount. For buyers price lists, the free amount is valid for
the buy price.

Example for the price calcualtion:

Base price: 100,- for 4 hours
then 10,- per hour
from 8pm 15,- per hour

So a booking from 3pm to 9pm costs 125 EURO.

4 hr. base price 100,-
1 hr. before 8pm 10,- +
1 hr. after 8pm 15,- +

125,-
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2.3.1 Scales

If scale prices are used, then the type of scale has to be set in the price list position.

For individual scales the scale value has to be manually entered into the sclae value
field when booking. (Example: Catering revenue, admission price)

If the scale type ,number of booked hours” is entered, RUBIN automatically fills the
scale value according to the booking.

The function of the free amounts or price calculation via scales is only used in RUBIN
Trade fair and events. If you want to also use it in Dates and Facilities, contact a
consultant.

2.3.2 Link to external article numbers

If different key terms for terms are used in systems that are connected with RUBIN
via an interface, then the article numbers can be referenced in RUBIN.

The references can be saved as a price list position or a scale value. A corresponding
field always exists over that F9 offers a choice of entries.

2.3.3 Vorkasseleistungen

Over the menu point ,Master data / bookable Positions / for prepayment” you can
view the existing prepayment services for and event and can be either edited in text
or accounting. The hotline gadly creates new prepayment services for you. The price
list alloction happens here - in comparison to the other services- in the lower part of
the mask. Here the price list, VAT index and calculation type is set. For prepayment
position a special price is set that fixes the booking.

’4'_5! Buchbare Positionen filr Akontofakiura

Sprache: &) == O 55

Ident: WORK Langhez.: =
Bezeichrung: viorauszahlung It. Vertrag (Raumnmiete)
Kurzbezeichnung: |Yorauszahiung Z
Einheit
Sachkonto: 541900 Vorauszahlungen
Leistungsgruppe: [RAUM Raum Sort: 10
Leistungsart: Sort:
mit Gesamtpreis mit Uhrzait Fremdfakturierung
it Einzelpreis Textidnderungen erlaubt MNach dern Buchen erstrnal fir Fakturierung gesperrt
mit Menge Micht von der MwSt. befreibare Leistung
erfasst{TVFOTEAM  [24.02.2010 D8:18:20 | goandert MM [17.012001 145114 |
[yt Berech,
Preisliste Index Art Sachkonka Kostenstelle
pLoY 19 Mehrwertsteuer & Buchungspreis [ mengenunabhéngig =]
FL11 19 Mehrwertsteuer & Buchungspreis O mengenunabhingig
LIINOEL 14 Mehrwertsteuer © Buchungspreis [ mengenunabhéngig I
PL11EU 19 Mehrwertsteuer & Buchungspreis O mengenunabhingig hd
erfasst: DF [12.012001 1600318 gesrdert{MM [17orzm 1as11s |

Ill. 70Vorkasse Grunddatenmaske
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2.4 Price calculation

Menu point: Master data / Price calculation

For the price calculation the following information are saved:

- VAT: the VAT rates are saved with their validity periods.

- Currency: here the exchange rates are saved.

- Price lists: price lists are defined with validity period and currency. A valid price list is
a requirement for the fixing of prices for bookable services and for event booking.

- Price list position: this mask corresponds to the price mask for bookbable positions.
Although here is says the price list in the header and the table contains the
different bookbable positions. Alternatively a service can be chosen in the header.
The different price lists are displayed in the table for price list positions. Always
displayed are the price list positions marked in blue.

- Copy price lists: see below

2.4.1 Copy price lists

Menu point: Master data / Price calculation / copy price lists

rmkopiaren Preisliste

Preislistenpositionen

Auswahl buchbare Positionen Kopiereinstellungen
O fir Riume [ Preisdnderung I:I %
() Buchbare Pasitionen fiir Dienstleistungen [JPrefsrundung € auf 2wei Nachkommastelien
O fir Standleistungen () auf eine Nachkormastele
(O filr Gehilhren ) auf glatte Wihrung
O fir Kataloganzeigen () auf glatte 10er Wihrung
€ fir Katalogeintrige () auf glatte 100er Wahrung
@ sHmtiche [] MwSt-Anderung

[]5achkonto-Enderung I:I
Eigenschaften buchbare Positionen ] Kostonstalls-Anderung l:l

Alle Leistungsarten

Leistungsart: I:I Ko?\erem won Preisliste

Alle Leistungsgruppen Mach Preisliste
Leistungsgruppe:
Alle Mutzungsarten Buchbare Position: samtiche
. Leistungsart: Alle Leistungsarten
L EUREEET Leistungsaruppe: Ale Leistungsaruppen
MNutzungsart: Alle Mutzungsarten
Alle Standformen Standform: Alle Standformen
Standform:
[Pretsategaren

ll. 71Copy price lists
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The copy function for price lists offers the possibility to copy all bookable positions of
a price list into a new price list. The prices can be changed by the percent or rounded
or the VAT rate changed or allocated to other general ledger accounts.

The copy process can either be executed for bookable positions or for bookable
position services.

The copy prices can be executed for services or after the selection criteria type,
service group, usage type (rooms).

- Choice bookable position for rooms: alloas only price list positions for rooms

- Choice bookable position for services: copies only price list positions for services.

- Copying of price list: sets the price list which position is supposed to be copied.

- By price list: is the new price list for which positions are created. The new price list
must be saved in the master data.

- The delete button invokes that the price list position in the target price list is
deleted. All positions of the price list are deleted.

- Choice price change: the price is adjusted by the % rate in the entered field.

- Choice price rounding: when calculating the price one of the chosen rounding
techniques is implemented.

- Choice VAT change and VAT allocation: sets all positions of a certain VAT record into a
new record.

- Choice general ledger account changes: orders the chosen positions of entered
general ledger accounts.

- Copy: starts the process
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2.5 Accounting data
Under the menu point Configuration data you have to enter:

Accounting areas

+ Const units

+ Cost centres

- General Ledge Accounts
- Expense accounts

All accounting data are created with sorting, validitiy period and description. For
booking the accounting data is checked against the accounting table.

If you use the RUBIN accounting interface then this accounting data is automatically
partly transferred from the accoutning software.
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2.6 Delivery service (optional)

Services that are generated for the order have to marked as delivery services or
allocated to multiple suppliers.

*mBuchbare Positionen fr Dienstlsistungen

o fr | Sprache; @ == O 82 O 11
Ident: DA Langbez.: a
~
Bezeichnung: Diaprojektor
Rechhez.: ~
Einheit: STCK |Stl'.'|ck ‘Diaprn]ektnr o
o o .
hd

[Inur Pakethestandtell — [[]Provisionsleistung

ll. 72Bookabel positions for services: Delivery services

2.6.1 Supplier address

The address of the supplier and their credit number are entered into a separate
address mask and maintained. For the new creation of a supplier a corresponding
address ID is assigned.

*og Lieferantenadressen

Firma: |SERGEITE Telefon:  |+49 30 6278726 Maohil:
Telefax: Privat:
E-Mail;
Strale: |Am Messepark 18 k-snrede: [Sehr geehrte Damen und Herren, W
Land: |D PLZ-Str.:|12207 PLZ-PF: Sort.: ELEKTRO REIMER
ot |Berlin Postfach: #dr Ident: [REIMER | sprache:p | adrr.[1000003
Adress-Fenster: Elektro Reimer Kreditor: (32728 [CLiefert verkaufspreise
Arn Messepark 18
Postfach ins Fenster | 12207 Berlin
Fanster-Automati []Freigabe O5C [[]©sC Login Gesperrt
Username: | P | |
Formatart; ¢ Zugriff;  |ALLE Allgemein [ Gesperrt [E
(@ Fima (O Einzeladresse I #Bestellungen I [ *#Leistungen ] [ ('_'5 Eemerkungen ]
Sort Anrede Titel ‘Yorname Nachname Abteilung Sprache Telefon
5 H a b D +4330 6278726 ]~
wH Meier Meier D +49306278726 0]
P v

lll. 73Supplier address
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2.6.2  Supplier allocation

In this mask the suppliers are allocated to their services and the other way around.

"gg Zuordhnung Lieferanten / Leistungen
& Leistung O Lieferant
Leistung DIA Diaprojektor
Ident Yeranstaltung Raurn ext. Bestelident | giiltig von bis
REIMER Elektro Reimer Am M EODAK-XP3 01.01.2003 31.12.2003 m e
LEUTER Leuter Installations 478991-11 01.01.2009 E]
’
»
»
’
’
»
»
’
’
»
»
’
|

IIl. 74Allocation Supplier / Services

Next to the possibility to allocate the external order ID and to enter a validity period,
you can limit the supplier and service combinations to events or rooms. Like this it is

possible to supply certain halls, rooms or events with specific suppliers.

If the noted fields are emtpy when allocating then the allocation is valid for every
event respectively room.
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2.6.3 Supplier dependent price lists

In this mask the price lists are defined and allocated.

FmPreislisten

Sprache: @ = O ZE O 00

Bezeichnung

Standard-Preisiste 2009 “ 1| Kurzhezeichnung: Std.-Preisl. 09
kategorie: Standardpreisliste -
Art: WK Verk. Preisliste
EK Zuard.:
EK2 Zuord.:
Lieferant:

Nachfolgepreisliste: l:|

Wihrung: ‘EUR ‘gultig VDHI‘DLDI-EDDQ ‘ bis: |
[ fir Hospitality Grundplan:
it Prelskategnrlen Seite:
— ||| FreE=tasE gy erfasst: [IvFOTEAM |DE.0L2000 0950 |
(=) MNetto
O Brutto geandert: |INFOTEAM ”06.04.2006 12:12:16 |

IIl. 75Mask in the price list headers

In scope of the order generation of RUBIN Dates and Facilities there are three
interesting price list types:

- VK: The sell price list contains the prices for the clients.

- EK: The buy price lists contain the buy prices for the sold services. A sell price list is
always allsocated to one of these through which it becoems a standard buy price
list.

- EKLF: The supplier allocated buy price list contains services that a certain supplier
offers with the prices that the supplier wants. For this price list a supplier is always
allocated.

Attention!
Obviously these price lists can only be allocated to services that have previously been
allocated to suppliers.
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2.7 Workflow

Menu point: Master Data / Workflow

The workflow controls the business processes as they are defined and saved in their time processes.
The workflow has two elements, workflow process and the workflow document.

A workflow process can be created manually or be executing a workflow document.

2.7.1  Workflow process

Menu point: Master Data / Workflow / Workflow processes

In a workflow process the following functions can run:

- Printing a workflow document

- Changing the event status

- Initialising one or more new workflow processes

- Setting the follow up for one or more receipiants

- Automatic generation of workflows when booking an event.

- Calculating and setting a follow up date, relative to the current date, event begin and end.

Ident;: | Z5i=y Bezeichrung: ‘Standard Brief ‘ manue:: Ierlea;:gbar
manuel Bschbar
Sort: Kurzhez. : |Standard Brief [l manuel anderbar E
‘organg fir ... Bei Neuanlage
V] Veranstaltungen Enerieren
[#]wird erledigt durch Dokument BRIEF Standardbrief Raumhuchun%en Dgenerieren
Yeranstalungsstatus bei Anlage: [ 2yklusbuchungen generieren
Veranstalhungsstatus bei Erledigung: I:l [¢] Adressen
Weranstalter
Automatisches Berechnen des Wiedervorlagedatums bei Anlage des Yorganges nach Formel: Etinldanmeldung [generteren
atalog
TAGDATUM | Tagesdatum > Dl Tage = Datum [#] dlgemeiner Auftrag  [[]generieran
[ Teinehmerreg. generieran
[ Aabstract generieren
[C]Projektakguisition
[C]Fakturierung
Beirn automatischen Generieren dieses Vorganges folgende Zustandigkeiten einstallen: [Jonline Service Center
AG [ Armin Gise ~ [, | | system oy
ALLE | ale
H f Christoph Herlitz <z |z>
M f Christing Miller w
Beim Erledigen des Yorganges werden an Folgevorgangen eingestellt: [ it Dokumentzucrdnung
SER / Seranchuck versendst |
SERRUECK [ Telefonisch Machfassen
TEL { Telefonat

ll. 76 Workflow process
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- ID: name of process under which it can be accessed.

- Description and short description of process.

- The check boxes manually doable, deletable, changeable show that a process can be modifed by
hand.

- Is done by document: the process invokes that through the print of the documents it is sent to
complete. If the checkbox is not activated then the document opens without setting the process to
complete. The document must be entered as workflow document. The document name is
unimportant, in this case the process is a single follow up process.

- Event status when creating: sets the event status that is entered when the new workflow is created.

- Event status when done: sets the event status that is evented when workflow is done.

- For the automatic calculation of the follow up date the date is calculated relative to the current date,
event begin or event end.

- Process for: sets the editing mask in that the workflow is to be used.

- When creating: offers for events and room bookings the possibility to generate the marked workflows
for new creation of events.

- Choice box responsible: allows the choice of one or more responsible for a workflow. If none is
entered then the responsible of the event is entered. If needed then a specific responsible from the
event can be entered.

Attention!
The ,for completion” set event status updates itsef for multiple responsibility only then, when the last
of the entered responsible the process completes.

The for a workflow entered follow processes are entered once the first responsible has set his process
to complete.

- Choice box follow processes: one or more follow processes can be defined that are implemented
when the process is finished.
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Example:
The process UT - ,non obligatory date confirmation” is started.

Prints the document “non obligatory date confirmation”

Sets the status of the event to UT
Sets the process UTCHECK ,non obligatory date confirmation check” as a 30 day follow up.

30 days later the process UTCHECK is on the follow up if it was not done till then.

If the contract is demanded prior by the tenant then the process is set to done and the process ,Create
tenant contract” is created. This process

- Prints the document Tenant contract
- Sets the process ,Tenant contract cover letter”
- Sets the process ,Tenant contract back from tenant?” as 14 day follow up (without document)

- The event is changed to ,Tenant contract is created”

14 days later the follow up reminds of ,Tenant contract back from tenant?”. If back the process can be
set to done. Now the following functions are done:

- Process ,Cover letter back to tenant signed” and the corresponding can be printed

- The event status is set to ,Fixed”
- Process ,, Decide on briefing date with tenant” with the date ,2 weeks before event begin” as follow

up.
- The process ,Invoice event” is set with date ,1 week after event end” as follow up.

For all processes there are editor, date and time so that the entire business process is documented on
paper.
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2.7.2  Workflow Document
Menu point: Master Data / Workflow / Workflow documents

Workflow documents can only be defined and created in cooperation with infoteam. Ask your RUBIN
consultant.

The document can also be a Word document.

- The document type RUBIN, WORD97-2010. RUBIN takes a defined document, WORD97-2010 a MS

Word document.
- Create form: is for document type RUBIN a under the menu point Report text created document. For

document type WORD97-2010 is @ WORD file (.doc or .dot). This file must be saved on the harddrive
and directory that was entered by the user as the default in the user defaults. After updating the
variable text markers through RUBIN the file is saved under a new location which is saved as well in

the directory of the user defaults.

2.7.3 Interface to Word (97-2013)

A Word document default can be added with RUBIN event or address data. Like this contracts, cover
letter, etc. can be created. The RUBIN based forms can be used as well.

The following settings have to be done to use the interface.

- Workflow Document
A new workflow document has to be created with document type WORD 97-2010.

Create from is the Word file name incl. .DOC or .DOT.

The harddrive and the path is saved in the user defaults so that each user can individually save these
documents (see point user defaults).

- User defaults: every user can define their directory of the documents themselves. For this the user
deaults in the field for follow ups must be entered in form H:\Directory\Filename.

- In the field Path follow ups the format for the documents is to be entered.
Create Word defaults: a word document is saved under the name stated in the workflow in the default
directory. The parts of the document that are to be replaced by RUBIN data have to be defined as

Word text markers.
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2.8 Business Calendar
Menu point: Master Data / Business Calendar

The business calendar contains the additional calendar information like bank holidays, company
holidays, mainentance, competition events, etc., that can be used in allocation evaluations and

informations masks.

Always one calendar week is edited. Calendar weeks, in which no additional information is added do
not have to be created.

- Week / Year mark the calendar week

- Week text is the hint for the entire week. The text is printed after the calendar week.
- Week information can contain information for the entire week.

- The day texts and day information are used simultaneously on day layer.
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2.9 RUBIN Manager

Menu point: Admin

The functions summerized under ,Admin” need the access rights of the RUBIN manager. These masks
are not available for other users.

291 Key

Menu point: Admin / Key

Keys are in the system fixed abbreviations respectively codes that are used in the booking masks. Key
have to entered in the key directory with the long description.

When trying to use not entered key words then a window pops up with all the possible keys for that
field. Like this it is confirmed that only appropriate and valid keys are used.

There are keys, that are defined on the system layer (system key) and cannot be changed or added to
since they are defined for program functioning.

The other keys (for instance, usage types, event status, etc.) can be changed and edited by the RUBIN
manager.

The key masks are order by:

- Addresses

- Bookbable positions
- Event

- Stand registrations
- Invoice editing

Other

Keys, that are marked with the ID ,DEF” are used as standard for the booking mask by the system.

The masks are the same in their structure and functionality.

infoteam
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The key types have to be configured in the key index with their properties.

- The sorting controls the order on the lists.

- ID is the key term that is entered in the booking masks.

- Description respectivly short description are displayed on masks or lists instead of the ID.

- If none of the check boxes are standard for groups and if used is clicked, then this key cannot be

chosen in the booking mask.

- Is the E] button checked, then standards are saved for the keys that control the usage of keys for
specific program functions. This standards are defined from application side and cannot be changed.

2.9.2 User mainentance

Menu point: Admin / User / User mainentance

In the user mainentance the allowed users are entered, maintained and transferred in the presettings.
The presettings can later be modified by the user.

- User ID is the definite key for the user.
- Login name indicates the user entry in the ORACLE database. It is useful to keep User ID and Login

name the same.
- Given and sur name of user.
- Access opens a mask, in which all the for the users allowed access are entered.

- The defaults creates the user specific default.

Depending on the oracle license there is the possibility the create data bank user in Oracle and to
distribute accessses. For instance campus licenses. Otherwise infoteam takes the mainentance and
creation of Oracle users into their care.
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2.9.3 User concept for the allocation overview

The three layer access distribution concept for the different users was implemented for the
creation of users. Differentiate between the following user types:

User Database access

,PowerUser” Dates and Facilities

Master data Dates and Facilities
Booking user one

Export event

Statistic

Graphical booking

Strategic hall allocation

InfoUser2” Read of DaFa

InfoUser1” Info (in register ,Standard”)

The user can can created over the menu point Admin / User / User maintanence.

@Benutzerherechtigung

Lagin Mame: INFOTEAM v

Kenrmwort: erfagst:  |[SVvSTEM 23.10,1992 18:36:37

Kenmwort \Wisderholng: geandert: |[MFOTEAM 11,11.2008 13:32:51

Berechtigungen des Anwenders
Standard | Marketing und Akquisition | Termine & Belegung | allgemeiner Auftrag | Fakburierung

Termine und Belegung | Graphisches Buchen
Grunddaten Termine und Belegung Hospitality
Pressebearbeitung Plege Internet-Informationen
Hausmanager [ Leseherechtigung TEEE
Export Veranstaltungen strategische Hallenbelegung
weranstaltungen buchen
Bestellung
i1 Statistik

[ infosgent Wormerkung
Agenda Funktion
Controling Termine und Belegung

ll. 77The relevant rights for the ,PowerUser” and for ,InfoUser2”
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@ Benutzerberechtigung

Login Narne: irFO v

kennwort:

kennwort Wisderholung:

Berechtigungen des Anwenders
Standard | Marketing und Akquisition | Termine & Belequng | Allgemeiner AUFtrag

Leseberechtigung

Ohjektberechtigung

Arnmeldeberechtigung

Grunddaten Bestellung
[ RUBIN Marager

ll. 78The ,InfoUser1” has only three rights

erfagst:  |INFOTEAM

gesndert:

Fakkurierung

Personalressourcen
Grunddaten Personalressourcel
Lagetbewirtschaftung
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2.9.4 Access Maintenance
Menu point: Admin / User / Access maintenance

In the access maintenance the access rights are defined for addresses and the relevant users entered. A
user can be allowed for multiple accesses although his standard access he can be chosenunder User
defaults / Marketing and Aquisition.

- Access for - desfines for which module the access is valid
- ID - specific key of access

- Sort - defines the order of accesses for information

- Description of access

- Short description of access for display print

- Long description of access

For the access there can be any number of users entered as long as they are entered in the user
maintenance.

+ Sort
- User (ID), the user details are flashed across screen

For the function of the access in the address editing see also address maintenance.

The allocation ,Users for access” can be done in the user maintenance but only from the view ,Access
to user”.

2.9.5 Master data weeks

Menu point: Admin / Master data weeks

It is defined for all weeks with which date the year begins (Monday of the first week) and with which
date the year ends (Sunday of the last week). Like this the different calendar methods of the different
countries can be recreated.
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2.9.6 Colour coded calendar

The colors for the allocation overview can be chosen over the menu point ,Color definition cal-
endar”. After clicking on “Choose colour” a colour palette opens that offers the following possi-
bilities:

Examples | In the area ,Examples” 255 basic colors are shown. By clicking on a
color, this element is taken. In the area “preview” the color is shown
in comparison to white and black frames. It is also shown how the
color is displayed in combination with text. On the right the currently
chosen color is displayed. In the area ,current” it shows all the colors
that have been chosen. These can be chosen by clicking also for
other elements.

" RUEBIN - Farbe auswihlen |

| e | Rt |

L

e

Yorschau
n - . BEISDIE"IE}(t Beispiglbexk
. . . Beispielext Beispielbext
(] 4 I Abbrechen | Zuriicksetzen
HSB In the area ,HSB” (Hue Saturation Brightness) the color areas are

displayed with flowing transitions. By moving the fader or by clicking
on a color value any color can be chosen.

The color (H) gives the basic color as an angle in the color circle. In
that the colors rotate from red (0°) to yellow (60°) to green (120°)
to cyan (180°) to blue (240°) to magenta (300°) and then back
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to red.

The saturation (S) shows how strong a color is. It is shown in per-
cent. The higher the color saturation the more intense and bright are
the colors. Base colors have a high saturation, pastel a small and
grey tones are unsaturated.

The brightness (B) shows the white and black components of the
color. This value is also in percent. 100% have no while 0% have the
maximum black quantity.

“** RUBIN - Farbe auswahlen ] x|

Muster HSB | RGB |

“Vorschau

Beispieltext Beispieltext

O - ]
O

| (0] I Abbrechen | Zuriicksetzen I

RGB

In the area ,RGB” value can be entered directly for red, green and
blue (value from 0 to 255). This is useful when the colors are prede-
fined by a company-wide Cl default.
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"' RUBIN - Farbe auswihlen

Muster | HSE RGE |

(3 T T T S T T O B

Yarschau

n - . Beispieltext EBeispiglbexk

. . . Beispigltext Beispisltaxt

Ik I Abbrechen | Zuriicksetzen

|

Programm k
Belegungsibers.

O O 11 Akkuel:

|| I i 111

R O | =l [
Art ] | |

| o}
.

Eeispieltext Beispieltext
| - JL i
MNARWAUF . . . Beispieltext Beispielext
OF Abbrechen | Zurlcksetzen |

YAHY W Farbe wahlen
vaiGED Veranstaltungsar 16EDO e, CEEmm
WAKONG Yeranstaltungsar Kongress
WAMES Yeranstaltungsar Eigeny.

4

IIl. 79The color selection for the calendar with 255 default examples.
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3 Invoicing

3.1 General

The invoicing of RUBIN supports all RUBIN modules in which invoicable services are generated.
The invoice collects all invoiceable services and checks the for plausibility and consistency.

If some positions are not yet ready for invoicing then they can be marked with a check box in the
further fields mask of the Invoice mask. Like this they are exempted from the invoice run.

The services are summerized to a receipt (invoice or credit note) and are given a header in which all
general informations are stated.

Invoices and credit notes are summerized and checked in an invoice run and added with special
information concerning the invoice layout.

Teh receipt can be printed as sample, real or repeated run.

The real run invoicing blocks all invoice positions for further editing in the source system and enters the
status ,real invoice”. They can only be cancelled.

Cancelled positions execute a credit note. Credit notes are identical in their importance and handeling.

The optional accounting interface of RUBIN manages the exchange of master and booking date
between RUBIN and the finance accounting.

The exchange is done over defined interface fiels and protocol respectively error files. The run is
managed and controlled by an accounting agent.
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3.2 Requirements

To run the invoice the event has to be booked with all the information that are necessary for
accounting.

Which fields are necessary for your acconting may vary. Fields that are not relevant for your house
should be turned off in the system.

For event:

- Accouting area (event, further fields)

- Cost unit (event, further fields)

- The debtor must be saved for teh contract address respectivly for the invoice address. (Debtor data are
displayed in the event, further fields down left). These are only valid for the service in the accounting
interface!

Only company and single addresses can be debtors! If a contact person address entered as a contracft
address then this cannot be a debtor address. In this case the debtor address can be defined as a
invoice address.

For the booking positions:

- The general ledger account have to be entered in the master data - bookable positions. In the
individual price lists the general ledger account can be defined deviating from this. If under “prices” a
general ledger account is entered, then this has priority before entering into the bookable positons.

- The cost centre are treated in same time with the general ledger account.

General ledger account and cost centre can be manually edited or entered in the invoice mask. Never
the less the correction of the master data is suggested, since thing might occur next time again!

A valid VAT rate must be entered. The VAT rate cannot be changed in the booking, it must be correct in
the price lists.

If the VAT rate changes yearly then a new price list with a new VAT rate has to be created and using the
function ,Copy price lists” the services have to be copied from one to another. For services that are
entered after the day for the VAT change, a new price list has to be created. A price list can be changed
in the event booking, if no positions have yet been invoiced.
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3.3 The service postions

Services are booked so that they are available for invoicing without further editing. Only if deviation are
necessary, then manual changes are needed.

3.3.1 Invoice positions
A invoiceable position can be every service position (room booking, service booking, etc.) that is

+ Not marked as free

- Not blocked for invoice

- Marked with valid accounting data
- Marked with a price

- Marked with a valid VAT rate

- Not cancelled

You can block a position for invoice by clicking the check box ,don’t invoice” behind the receipt in the
further fields mask of positions.
For the invoice of an event the non completed or blocked positions are not considered.

3.3.2 Cancelling

Services are cancelled by clicking the ,Cancel” button in the further fields mask.
Subordinate services are automatically cancelled. The corresponding message appears.

If 3 service was already invoiced and has the respective status then it cannot be deleted anymore but
had to be cancelled. You then get a credit note with the corresponding amount.

When cancelling not yet invoiced services, the services are automatically deleted.

Events, which include not cancelled stand bookings cannot be cancelled.

3.3.3 Block invoice

Services can be blocked for invoice by clicking the corresponding check box in the invoice mask.
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3.4 The invoice run

Menu point: Orders / Invoice Event or

Menu point: Accounting / Invoice Event

A invoice run treats the service postions of an event that are to be summerized in an invoice.

The creating of credit notes happens just like the invoice. The invoice program has to find one or more
cancelled records.

Credit notes can be combined in a invoice run together with invoices. Yet they get a separate receipt
number and receipt type G.

An invoice run is newly created and gets a invoice run number.
With the invoice run number or the choice a existing invoice run can be found.
The choice which is event is to be invoice is done over the event ID.

The positions of a invoice run have to be checked before the run is executed, that checks the
completion of all the required fields.

Till the execution of a trial invoice run, a invoice run can be reset, so that all generated receipt are
completed deleted.

If an invoice run has no receipt then it too can be deleted.

If an error is found, a check list appears that describes the type of errors and makes their correction
easier. The invoice run stays blocked for the invoice.

- Debtor not available (only with interface)
Cause: the event address respectively the invoice address is not a debotr address.
Solution: create the debtor under addresses / address mainentance or create one under the relevant
interface.
In the event mask - further fields - the debtor is displayed at the bottom left.

- Accounting area or cost unit is not available
Cause: accounting area and cost unit are not entered in the event booking. (accounting area can be
entered in the user defaults).
Solution: in the event booking - further fields - you can enter accounting area and cost unit.

- Cost centre or general ledger account is not available
Cause: cost centre or general ledger account is not entered in the service positions. Both information
can be entered for bookable services in the price lists. These standard entries are entered for the
booking although the value from the price list have priority before the new bookable positions.
Solution: add in the room booking or service booking - further fields - invoice - cost centre and
general ledger acounts or add in master data - bookable positions.
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- Accounting (cost centre, cost unit, general ledger account, accounting area, VAT rate) not in valid
period.
Cause: the chosen accounting data is for the booked period not valid.
Solution: choose a valid account and invoke an extention of the validity period in the master data.

After the correcting the error the check can be done again. This process is to be done until the check
comes back without any errors and the status is set to checked.

A invoice run can have different stati that show the status of the run.

+ V:invoice in process
Meaning: position was created as service, room booking, stand registration, etc.
Effect: position can still be deleted or modified.

+ G: Invoice checked

Meaning: The event was checked for completeness and plausibitlity. The position gets the status ,in
progress”.

Effects: the editing of the position is not possible anymore. By discarding the invoice run the status of
all in the run included positions are set back to V.

- PF: Trial run
Meaning: a trail invoice was created (without receipt number)

Effects: none, positions can still be modified or changed (see status G)

« EF: Real invoice
Meaning: the invoice was written as real run the booking records were not booked under accounting.

Effects: The service cannot be changed or cancelled in this state. A discarding of the invoice run is also
not possible after the real invoice.

- F: Invoice completed

Meaning: the invoice was written, the booking records were given into accounting and a successfully
booked OP records from the accounting are without error messages.

Effects: positions are blocked for all. The position are blocked for all changes. The positions can now be

cancelled. When cancelling the corresponding credit note is created and saved as records in accounting.

In dependency of the editing status of the invoice run the service positions also get a invoice status.
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+ To invoice

Meaning: the position is invoiced in a invoice run where the order is to be regarded. If this is not
wanted then the position must be blocked in the following mask.

Effects: position will be invoiced, but can still be edited or deleted.

- Invoice blocked
Meaning: The position was blocked under invoice and is not part in the invoice positioning.

Effects: positions are not considered for invoice until the blockade for the positions are deactivated.

- In progress

Meaning: the position was checked by a invoice run respectivly used for a trail calcualtion and cannot be
changed. (when using the accounting interface then this status is also valid for real runs.

Effects: this status stays active as long as the trail invoice is not reset (the invoice run is then “to
invoice”) or the real calculation is written (the invoice status is “invoiced”)

- invoiced

Meaning: the position was real invoiced, without the accouting interface. Or the accouting was
completed sucessfully.

Effects: the position cannot be changed (only cancelled). In the mask invoice the invoice runs are
created, marked with payment target and the further edited controlled. The contents of the invoice run
is defined by the choice of the invoice services.

% Fakturisrung Yeranstaliungen
Fakturierlaufior. : |138 ||Klausurtagung der Lauter Studio GbR | worn: | ‘ Status: in Yorbereitung
Augvahl der zu fakiurierenden Leistungen Zahlungsvereinbarungen
Weranstaltung:  [WS000151 Klausurtagung der Lauter Studio GbR © in Tagen: Tage
h Daturn:
e T © nachostum
1, Zahlung % vorn Betrag
nur Mandart: l:l 2, Zahlung % worn Betrag
[w]Raurnbuchungen
in Worten tomatisch
[] Dienstleistungen [Plztitonats
Zahlungsziel 14 Tage ~
nur Leistungsgruppe: B
nur Leistung: Sprache: @@= CeE oIl
Modus: Rechnungen Gutschriften Ergebnis
@ standardbelege Belege  Positionen von
O akontobelege Belegdatum: |12.07.2005 Rechnungen: o o | |
) vom Auftragswert 2. Wihrung: Gutschriften:  |g 0 s
O It. Vorkasse bis
O schlusshelege I—I
Schlusstext Information Protokoll
R . Pl
b hd
Priifliste ] [ Probefakturierung ] [ Echtfakturierung ] [ Ubergabe SAP ] [ zuriicksetzen ] [ Drucken ] [ Eelege ] E]
Ill. 80Event invoice
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- Invoice run number are distributed when creating.

- Fomr date of the new creation of the invoice run

- Status: current status of invoice run

- Event ID of the event for invoice

- Room booking choice: should the rent be invoiced

- Service bookings choice: should service bookings be invoiced.

- Only service group choice: when only services from a specific group should be invoiced.

- Only service entry: if bookings of a specific service should be booked

- Modus:

- Standard receipts: standard invoice concept

- Prepayment method: ,Prepayment till” invoiced all services for which the date in the mask is
calculated.

- Final invoice: the final invoice for prepayment accounting methods (only with corresponding option)

- Choice receipt types: if invoices, credit notes or both should be generated

- Receipt data: the date that is printed on the receipts (can be modified)

- 2" currency for the parallel working of two currencies can be entered, if the 2™ currency should be
printed on the receipt or not.

- Payment agreement: sets the modalities for the payment date (are set as keys)

- In days ID is the fixed payment date in the master data.

s or

- By date: the payment can be allocated to maximal two dates.

- 1st and 2nd payment date

- In words they are the payment conditions as they are to be printed in the invoice. With the automatic
checkbox you can choose if the field is filled by the programm or manually.

- Results: here as statistic about the quantity and type of created receipts, number of positions and the
receipt numbers.

- Informations for the individual steps a protocol window appears in the window.

- Creation and Editing information: name and date of the last creation / edit / reset.

- Check list buttons for start of plausible and completeness check

- Trail invoice button to start the trail invoice

- Real invoice button to start the real invoice

- Transfer to accounting to start the accounting transfer. This button only appeasr for the accounting
allowed users.

- Reset buttons for reset of a trail invoice run

- Print button for print of receipts.

- Receipt button for opening of receipt mask in which the generated receipts can be edited.
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3.4.1 Print of invoices and credit notes

The print of the invoice respectively the credit note form is executed by clicking the button print.

A mask controls the process, altough the choice of the form in creation is small and limited to the

current status. It is not possible to print the trail invoice, once the real invoice run has been executed.

The follow up print is only possible when a real print has been done.
The printer can be selected in the lower field. The standard printer of the user is the default.
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3.4.2 Receipt editing

You can get into the editing mask over the menu point Accounting / Receipts, over the button Receipts
in the invoice mask or with a double click on the receipt number in the total invoice mask.

When entering over the invoice run only the generated receipts for the invoice run are shown. All
generated receipts are shown in a line mask.

If needed a receipts can be opened into a full mask and edited by clicking the arrow button-

When entereing over the menu point accounting you can search for nearly all fields. Like this receipts
can be searched by

- Receipt number

- Invoice run number
- Contract partner

* Invoice recepiant

+ Amount to pay.

In the receipt editing you can still change the receipt header during the trail calculation.

* Invoice recepiant

+ Accounting area

« Cost unit

- Payment target and deductions

Apart from that any wanted header or footer can be added to the invoice.
With the button positions each individual service can be controlled and checked for validity.

With the print button the document (trail, follow up or real invoices) corresponding to the current state
is printed.
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3.4.3 Printing Invoice / Credit note forms

The printing of the invoice repsectively of the credit note form is done by clicking the button print.

A mask controls the print process although the choice of which form is to be printed in limited to the

current status. It is not possible to print a real invoice as a trail print if the real invoice was already done.

The follow up print is only done if the real invoice was already printed.

The printer can be chosen in the lower field, while the default is the standard printer of the user.

For each type of invoice receipt (trail, real or follow up print, etc.) the number of prints and the printer
can be set in the user deafults (Printer). Like this for instance, certain paper trays can be chosen.

3.4.4 (reate credit note

The creation of credit notes happens just like the invoicing. The invoice programm has to find one or
more cancelled records.

Credit notes created in the same run as invoices. They get their own reciept number and the receipt
type G.

Credit notes can be individually edited in the receipt head and printed.

3.4.5 Receipts of an invoice run

This mask showns up when clicking on the button ,Receipts”. Here you can see all the receipts

generated in the invoice run. Wiuth the E] button you can jump into the editing mask for the receipts.

- Receipt numer: from the system allocated receipt number. Until the creation of the real invoice, no
receipt number is allocated, the fields stays emtpy.

- Contrat partner: ID of the contract partner

- Receipt type: invoice or credit note

- Receipt date: date of receipt creation

- Invoice recipient: the address ID of invoice recipient

- Invoice sum (net): the sum of the single positions of the receipt (invoice / credit sum)

- Payment target: the agreeed upon payment target

- Currency: chosen currency that is shown in the receipt

- Language is the correspondence language in that the invoice is created.
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3.4.6 The mask for receipt editing

The receipt rediting is a further fields mask in that the receipt of a line mask can be edited in detail.

In the receipt editing mask some fields can still be changed until the real invoice. Fields that cannot be
changed due to the invoice status and are displayed in grey.

The single positions of the receipt are displayed by clicking on the button positions.

The print is activated (corresponding to the status) over the button print.

%= Belaghkopf

Fakturierlauf: 154/ Fakturiert Buch.datum: Echitdruck ‘Wiederholdruck
Belegrurmmer: 10000084 R ECHNUN G Belegdatum: |07.08.2007 07082007 [oe.0g.z007
verarstaltung:  [VGO00268  [Mitarbeiterversamming ADAC Zeitraum: 0062007 [20.06.2007
Wertragspartner: 00000241 ADAC 2, Am Westpark 8 81373 Minchen
Rech.empf.: 00000841 ADAC e, Am Westpark 8 81373 Minchen
- 10000076 ADAC £, Bm Westpark B 81373 Munchen
Belegtext: Mitarbeiterversammiung ADAC - Zahlungsart
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1. 81Receipt editing

- Event: event id and description of event

- Contract number is the contract number for event invoices or the registration number for trade fair

- Receipt number: the system allocated receipt number

- Real print: date of real print

- Follow up print: date of last follow up print

- Receipt date: date of receipt creation

- Contract partner: address ID of contract address

- Receipt recipient: address ID of invoice address. Can still be changed in trail invoice

- Debtor: debtor number of the address connected with the debtor

- Receipt text: free text that is printed in the header of the invoice / credit note. Is set as default with
event name and contract number.
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- Sum (net): is the net total sum of receipt

- Sum (gross): is the groos total sum of receipt

- Deductions: shows all the cumulated payment entries for a receipt. The payment entries is fixed in the
booking position with the button ,Payment is done”, the sum of all marked positions is entered here.

- For payment: is the amount that has to be paid in the end

- Discard receipt: resets the invioce run individually. The other receipts stay active.
Attention! This button is only available in the “Trail invoice”

- Payment arrangement defined payment target like invoice. Can be changed in trail invoice

- In words: the payment agreement are automatically checked by default. If not automatically checked
then the text can be manually changed.

- VAT: valid and used VAT rates with corrsponding sum

- Print: button to open the mask for receipt printing

- Positions: view of the individual positions of the receipt

- Further fields: button to open the further fields mask

In the further fields mask there are:

- Accounting area: the valid accounting area, under which the receipt is booked
- Cost units: valid cost units for receipt

- EU Revenue tax ID: defined key for revenue tax ID

- Key text: free text that can be printed at the end of the receipt

3.4.7 Prepayment invoice

III

In the mode ,it. porepayment till” the prepament positions from the “Prepayment” masks are invoiced,
only those that have reached the entered date. The advantage of the prepayment invoice is that only
the prepayment positions are shown on the invioce while room and service bookings can be changed
until the very final invoice. When creating a final invoice then the prepayment receipt is deducted form
the final receipt. For each event exactly one final receipt can be created. If services are added
afterwards then these have to be invoiced with the standard method (detailed information under the
function description “Prepayment”).
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3.5 Protocol files

For each invoice run and for each accounting agent a protocol file is continued in which all runs and
processes are documented with results or errors.

Protocol files are saved under the path of export files (user defined in the user defaults).

The files name for the invoice protocol file has the format fakt_logF.nnn (nnn = invoice run nr.).
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4 For futher questions....

You can reach us over the hotline if there are any further questions. For error messages and technical
problems of any kind, please send us an email in addition to your call with a screen shot of the problem
and the java console. Please press the key combination “CTRL + SHIFT + H”,

o

Tel.: 030 / 77 30 31 31 or 0700 / infoteam

£ RUBIN - Feedback - RUBIN Feedback E|
.S

< ist |in Fehler in RUBIMN aufgetreten oder Sie haben die
ail-arn-infotearn-Funktion aufgerufen, Wenn Sie OK klicken, wird eine Mail

it den folgenden Informationen in Ihrem Mail Cient autormatisch erstelt und
ant won Thnen vor dem Yersand eingesehen und bearbeitet werden,

- Fehlerbeschreibung:

Mail an infoteam

- Fehlerursprung:

Console

- Fehler verursachende aktion: A

-

a) The help mail from RUBIN

Or directy to hotline@infoteam-berlin.de

To make the error search easier for us, when calling hold your TeamViewer ID ready so that we can look
at the effect ourself on your computer. The TeamViewer can be found under R:\Hotline\Monitoring or
under www.teamviewer.de.
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