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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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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. Vague, 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). 
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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.  

 

 
Ill. 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.  

 

  
 

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. 
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Ill. 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 „1“ , „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.  
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Ill. 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. 

 
 
 
 
 
 
 
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. 
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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. 
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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. 

 

 
 
Ill. 9 With the context menu you can link directly into the business calendar. 
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Ill. 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. 

 

 
 
Ill. 11 Abb.: 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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Ill. 12 The 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 

 

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. 

 

 
 

Ill. 13 Booking 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. 

 

 
 
Ill. 14 The 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 

„Order 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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Ill. 15 Structured 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.  

 

  

 

Ill. 16 Lock 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. 

 

 

 

By clocking on the ends the booking can be changed in time 

(cursor is double arrow). 

 

 

 

 

 

 

Ill. 17 Reverse 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. 

 

  

Ill. 18 The 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. 

 

Ill. 19 Alignment 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). 

 

 

Ill. 20 Visualisation 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  
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Ill. 21 The 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. 
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Ill. 22 The 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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Ill. 23 The new master data mask for the calendar 

 

With the   - buttons can turn calendars on or off. 

 

1.2.6 Information access for event (optional) 

 

Each event including all bookings have a new „information access“. With the 

information access the display in the allocation overview for infouser and the 

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!).    

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. 
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Hidden Hidden – the 
event / booking 

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. 

 

 

Ill. 24 Abb.: 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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Ill. 25 The information access can be changed here. So that the event is displayed in the “Event list Excel” 

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. 
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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 m² 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. 

 

 

 

Ill. 26 Important 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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Ill. 27 Free 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         . 
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Ill. 28 Resource 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. 

 

 
 

Ill. 29 Workflow 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. 

 

 
 
Ill. 30 Search 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: 
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Ill. 31 Event 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”.  
 

  



RUBIN  - Dates and Facilities 

© infoteam GmbH Berlin 2017 25 

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 a 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, guest 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: 

 

 

 

Ill. 32 Further fields 

 

 



RUBIN  - Dates and Facilities 

© infoteam GmbH Berlin 2017 27 

• 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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Ill. 33 Overview 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. 

 

 
 

Ill. 34 Room 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. 

•  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   - button you can jump into the mask for „further fields“, where further 

information for the room booking can be added. 
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Ill. 35 Further 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: 

 

 
 

Ill. 36 Even 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. 

 

 
 

Ill. 37 Radio 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 

 
 

 

Ill. 38 The 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. 

 

 
 

Ill. 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). 

•  The room booking is added to the waiting list and is from now 

own masked as waiting. How ever the entry is missing. 

•  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.  
 

  

 
 

Ill. 40 Waiting 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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 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. 

 

 
 

Ill. 41 Further 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. 

 

 
 

Ill. 42 Mask for the service bookings 

 

• Quantity is the nr of bookbable services 

• ID 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  button with the following fields: 

 

 
 
Ill. 43 Further 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! 

 

 
 

Ill. 44 Booking 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  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. 

 

 

 
 

Ill. 45 Booking agent service choice 

 

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. 

 

a) Copying of ser-

vices from room to 

room. 

b) Copying services 
from a service set 

(optional) 

 

c) Copying from the 

RAM of the user 
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Ill. 46 Booking 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. 

 

c) 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. 
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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.  

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. 

 

 
 

Ill. 47 Service 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. 

 

 
 

Ill. 48 Lump 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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Ill. 49 Allocation by tree view 

 
 

Ill. 50 Lump 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 „On 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. 

 

 
 

Ill. 51 Mask 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). 

 

 
 

Ill. 52 Workflow management mask 

 

• ID 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 

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

 

 
 

Ill. 53 Further 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  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. 
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Ill. 54 Further 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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Ill. 55 Event 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. 

 

OK = 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  in the event mask the mask for the 

saving of attributes can be opened.  

 

 
 

Ill. 56 Event attributes 

 

• ID 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 „Open 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. 

 

 
 

Ill. 57 Copying 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. 

 

 
 

Ill. 58 Converting 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. 

 

 
 

Ill. 59 Event 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 

.  
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Ill. 60 Filter 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.  



RUBIN  - Dates and Facilities 

© infoteam GmbH Berlin 2017   59 

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”, 
„title“ , „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.  

 

 
 

Ill. 61 Export 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. 

 

 
 

Ill. 62 User 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 

• ID 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. 

 

 
 

Ill. 63 Resources: 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  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. 

 

 
 

Ill. 64 Further 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. 

 

 
 

Ill. 65 Room 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). 

 

 
 

Ill. 66 Further resources 

 

• ID 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. 

 

 
 

Ill. 67 Virtual 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: 

 

 
 

Ill. 68 Bookable 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. 

 

 
 

Ill. 69 Price 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,- 

                       ====== 



RUBIN  - Dates and Facilities 

© infoteam GmbH Berlin 2017 70 

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. 

 

 
 

Ill. 70 Vorkasse Grunddatenmaske 
  



RUBIN  - Dates and Facilities 

© infoteam GmbH Berlin 2017 71 

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  

 

 
 

Ill. 71 Copy 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  



RUBIN  - Dates and Facilities 

© infoteam GmbH Berlin 2017   73 

 

 

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. 
  



RUBIN  - Dates and Facilities 

© infoteam GmbH Berlin 2017 74 

2.6 Delivery service (optional) 

 

Services that are generated for the order have to marked as delivery services or 

allocated to multiple suppliers.  

 

 
 

Ill. 72 Bookabel 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.  

 

 
 

Ill. 73 Supplier address 
  



RUBIN  - Dates and Facilities 

© infoteam GmbH Berlin 2017 75 

2.6.2 Supplier allocation 

 

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

 

 
 

Ill. 74 Allocation 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. 

 

 
 

Ill. 75 Mask 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. 

 

 
 

Ill. 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 a 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. 

 

2.9.1 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. 
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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  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. 

 

 

 

Ill. 77 The relevant rights for the „PowerUser“ and for „InfoUser2“ 
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Ill. 78 The „InfoUser1“ has only three rights 
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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. 

  

 

 

  

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. 

  

 

 

  

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 CI default. 
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Ill. 79 The 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 a 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. 

 

 
 

Ill. 80 Event 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) 
• 2nd currency for the parallel working of two currencies can be entered, if the 2nd 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.  

 
• 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 Create 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  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. 

 

 
 

Ill. 81 Receipt 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 

 

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”. 
 

 

 

 

 

Tel.: 030 / 77 30 31 31 or 0700 / infoteam 

 

 

 

 

 

 

 

 

 

 

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.  

 

 

http://www.teamviewer.de/

