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Introduction
Created in 2005, Family Hotel is a hotel management software (PMS). It is FREE for small or average size
hotels. It has been designed by hotel owners for hotel owners and is enhanced on a regular basis to take
in account the remarks of its users.
The main ideas at the origin of this project are to offer:
A simple solution to take advantage of IT technology without falling into the extreme case of
computerizing everything (we put on the computer only what really makes us save valuable
time) ;
An « open » tool that anybody can tailor to their needs and for which the data are stored in a
format that is easily manageable by software (the format we have chosen is Microsoft Access or
Microsoft SQL Server. It is also possible to export data to Microsoft Excel format) ;
A tool which allows selling your rooms over the Internet without having to update availabilities
on different Internet sites. With Family Hotel, updating your availabilities and retrieving the
bookings are automated operations;
An inexpensive tool. Family Hotel is FREE (Under certain conditions; see our tariff on
www.familyhotel.fr ). You only have to pay for the sales made over the Internet.
A set of services around Family Hotel to the community of the members to our « Family Hotel
Club » at very attractive prices for: support, training, seminars, tailor-made reports, operating
under a SQL server, or other options. (see our tariff on www.familyhotel.fr )
Family Hotel addresses hotel managers who want to master their IT tool and wish to make it evolve in a
way that it will completely match their needs.
You
also have the ability to enrich our Family Hotel software by creating your own reports.
Family Hotel allows you to take care of the following aspects in hotel management:
record the bookings
send confirmations (by mail or email)
record the deposits
record food and drinks all along a stay
print the invoice
record the payments
print work forms, dashboards and statistics (housekeeping forms, occupancy level, etc…)
manage the replenishment of your stock
update automatically your availabilities on the Internet (access to the main online travel agents:
Booking, Venere, Expedia…)
get automatically the bookings made by Internet users and have the ability to create a stay
without having to re-enter the information already provided by those users.
In order to achieve all that, Family Hotel needs to use the following entities (in uppercase):
CLIENT: to be able to memorize a customer’s personal data (address, email) and to associate
several STAYS to him. You know his history of attendance to your hotel. Useful for recurrent
customers if you want to send them wishes or offers.
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PARTNER: allows you to record information about a tour operator (or a booking office). You are
able to associate several STAYS to him and to be aware of the revenue he is bringing to you.
STAY: the notion of stay allows you to gather the whole set of services to the customer during a
given period of time. A stay contains one or several BOOKINGS. It may include CONSUMPTIONS
and also PAYMENTS. A stay allows for printing one (and only one) invoice.
BOOKING: within a stay, allows you to book a ROOM for a specific period, with a specific TYPE
of BOOKING and a specific global rate.
GUEST : within a BOOOKING, allows to define data about the guests (name, nationality, passport
number , …)
CONSUMPTION (of a PRODUCT): within a STAY, allows you to indicate how much of that specific
product has been consumed and when.
PAYMENT: within a STAY, allows you to indicate that an amount of money has been paid at a
given date and time by cash, check or credit card.
TICKET: is similar to the notion of stay but without a BOOKING. A ticket allows you to gather
products consumption and payments in order to be able to print a receipt (from the bar and/or
the restaurant). The TICKET may also be associated to a STAY.
PRODUCT: allows you to enter all the information about a product (price, VAT rate, SUPPLIER).
Statistics can be produced on consumption by customers. You are able to know the products
that sell the best and also to have a computation of the remaining stock.
SUPPLIER: allows you to regroup a supplier’s products and to memorize information about him
(address, contact).
ROOM: allows you to list the rooms available for booking and to memorize their characteristics
(shower/bath, number and types of beds, aircon, etc…)
EVENT: allows you to create an alert for a special fact during a certain period (and possibly for a
specific room). This is to emphasize, for example, the school holidays or the allotments for a
room.
TYPE of BOOKING: Room only, half-board, full-board, etc… Allows you to regroup the STAYS and
to describe the VAT rate(s) applicable to the associated booking.
USER : allows you to trace all the changes made by a specific user of the software on a STAY or
a TICKET (with its product items and the payments)
INTERNET STAY: allows you to memorize the details of a booking made over the Internet. An
Internet stay can be turned into a STAY.
BILLING RULES (for BOOKING): allow you to memorize the billing rules used to compute the
price of a BOOKING.
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This document is designed to help you take charge of Family Hotel.
It is split into 3 parts:
1- Initial set up of the application
2- Functions used daily
3- Advanced settings and the way to add by yourself new functions to Family Hotel!
We have gathered all the functionalities needed by bigger businesses (or those which make more
intensive use of Family Hotel) in a paying option called “Business Option” which regroups the 3 following
options:
- the “SQL Server” Option, which allows you to run Family Hotel from a Database Microsoft SQL
Server (instead of Microsoft Access). This gives you better performances (if your database is
large, more than 50 Mb) and allows you to access your Database via Internet you are traveling.
The SQL Server can be installed at your business place or in a Microsoft Azure data center) ;
- the “User Profile Management” Option, which allows you to fine tune the rights of every Family
Hotel User (e.g. allow a specific user only read-only access right to Family Hotel) ;
- the “Expanded-planning functions” Option, which allows you to create different views of the
planning schedule by regrouping your rooms by type of activity (Hotel1, Hotel2, … ) in order to
improve the readability and the performances of the planning schedule especially if you have
many rooms ( >90);
During the period of evaluation of Family Hotel, this “Business Options” is enabled, so that you can fully
test the Software. Then you have to be a member of the “Family Hotel Club” to acquire the “Business
Option”.
On a regular basis, we publish new versions of Family Hotel and we add new functionalities from our
“Family Hotel Club” wish list.
When you install a new version, your existing Database will be kept only if you are a member of the
“Family Hotel Club”, otherwise you will have to restart from a blank Database to use the new version.
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Main Ergonomics
We have tried to make Family Hotel as intuitive as possible. Most of its functions are accessible via
contextual menus (right-click), which enables to keep the graphic interface as clear as possible.
Changes can all be made in windows which have an “OK” button and an “Abort” button. They are
actually taken in account ONLY if you close the window with “OK”. So, don’t hesitate to make changes,
until “OK” is entered nothing is actually saved.
All the windows displayed on top of the main window can be closed quickly by pressing the “Esc” key. In
that case the changes that might be in progress from that window are not saved.
Nearly all the data grids in the application enable
the following:
sort the data
gather the data
filter the data
display/move/hide columns
display/hide the areas “footer” or
“group footer”
add computation in the areas “footer”
or “group footer”
In order to do that, you must use the right-click
menu on the column headers, or on the areas
“footer” or “group footer”.

Those configurations are saved and restored when stopping and restarting the application.
If you have the option “User Profile Management”, the capability of group, sort, move, show/hide
columns, show/hide footer areas and calculations is only possible if the user has the right to “Customize
the Settings”, otherwise every user can customize the user interface.
In all the grids of data, it is possible :
- to delete several lines at once by selecting the lines to delete and right-clicking and choosing
“Delete”;
- to duplicate several lines at once by selecting the lines to duplicate and right-clicking and
choosing “Duplicate”;
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The addition of new lines, when possible, is using the line "Click here to add a new row" that appears just
below the column headers. You can confirm the addition by F10 or simply by clicking on another line.
The "Ins" key confirms the new line and continue with the creation of a new one.

Almost all data grids of the application
allow to :
- sort data
- group data
- filter data
- show/move/hide columns,
- show/hide « general summary
area » or « group summary area »
- add calculations in « general
summary area » or « group
summary area »
To do so, you will have to use the right
click menu on the column headers or on
the « general summary area » or « group
summary area ».
Pour cela, il faut utiliser le menu clic-droit
sur les entêtes de colonne, ou sur les
zones « résumés généraux » ou
« résumés de groupe »
Sélecteur de colonne :
Some columns are not visible by default
(ex: column « Price per night » in the
booking tab of the stay form). In order to
make these columns visible, you need to
use the right click menu on column
headers and choose “Field Chooser”;
then drag and drop the header of the
desired column from the little Field
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Chooser window to the datagrid headers
(at the desired position).
These display preferences are saved and restored from one use to the other of the application.
If you wish to reset them and revert to the original display, you need to use the following menu:
Customize>Settings>Reset preferences

Then choose the windows or visual area you want to reset and validate with OK. You will need
to restart the application for the reset to be taken into account.
All the boxes of comments (areas multiline input) support drag and drop of files. This creates a hyperlink.
By clicking the link, you can open the file using the default editor associated with the file type in
Windows. A link is also created automatically when you enter a website address (http).
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If the application generates an unexpected error, the following message will be displayed:

The application will then send us automatically by email all the information needed to fix the related
problem in the next versions. Thank you in advance to let your messaging system send that email if you
are asked to do so.
In most of the cases, you can continue to use the application by clicking on the button “Continue the
application”.
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Language
By default, Family Hotel is available in French, in English, in Italian and in Spanish. However you can
translate it by yourself in any other language without having to create another version of the Software.
For that, you must install the Software « Language Manager », which is available at:
http://download.familyhotel.fr/TELECHARGEMENT/lmsetup.exe
and use it to edit the following file:
\Users\Public\Documents\Family Hotel\Lang\FamilyHotel.ntv.lng
The program « Language Manager » has its own documentation and we are available to answer your
questions if you want to use it. This is only for the Member of the Family Hotel Club.
The part « Report Editor » is not translatable with « Language Manager ».
However, Family Hotel has already the translation for the following languages: English, Danish, Dutch,
French, German, Italian, Norwegian, Brazilian, Portuguese, Spanish, Mexican, and Swedish.
If you create one of those languages with « Language Manager », the report editor will automatically be
translated. For the other languages, it will be in English.
To change the language in Family Hotel, you must use the menu: Customize>Language.
You can change the language without restarting the application. The selection of language is kept over
the use of the software.

It is also possible to define a preferred language for every user. In that case, the language switch is made
automatically at login time (see the following paragraph « Setting up Users »).
Family Hotel supports UNICODE. This means that it is possible to enter data with characters of any
alphabet and the graphic interface can be translate (using “Language Manager”) to any languages.
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Currencies
Family Hotel is not a "multi-currencies" software. All amounts entered in the Family Hotel should be in a
single currency of your choice.
By default the reports we offer show the sign € (euro) next to the amounts. This can be easily changed,
by your-self, editing reports concerned (refer to "advanced settings" under "Frequently Asked Questions
about Report Edition").
It is also possible to modify reports so that they display the amounts in various currencies calculated
from the amount entered in Family Hotel and an exchange rate that would be a input parameter entered
at the launch of the report (with a default value memorized).
Such a report is available for download from Internet (refer to “Getting an action and its associated
report from the Internet”).
It is possible to sell your rooms over Internet in a different currency than the one you use for Family
Hotel. A unique exchange rate between the currency used for your internet sells and the one used in
Family Hotel is customizable in the miscellaneous parameters windows (cf. chapter “initial settings”)
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Dates format
Family Hotel uses the date format defined in Windows. This is editable via the "Control Panel" of
Windows and the option "Region and Language" (Windows 7)

If at launch of some reports, you receive errors like:

It may be that these errors are related to an inconsistent date format defined in Windows. In this case,
from the window "Region and Language" in Windows, click the "Additional settings…” and then click the
"Reset". Finally, restart Family Hotel.
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Initial Settings
Setting up the users
Family Hotel memorizes all the changes made by the users on the STAYS and the TICKETS. That is why
the software needs to know the potential users of the application. To connect to the application, every
user will click on the button matching his/her name. The application will then be able to record WHO
made WHAT changes.
To manage the list of the users, use the following menu

Customize > Settings > Users

The above window is designed to define the list of the users who are going to access the application.
For each user, it is possible to define:
his/her name
a password (optional)
a display order in the login window.
a preferred language (optional)

Moreover, if you have the option “User profile management”, a little cross will be displayed at the
beginning of each line. When you click on it, the following data input area will appear:
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This area is designed to define the rights of each user. If the user has no right, the related menu is not
visible (or the related function is not available). The way the “level of rights on the actions” works is
explained in the chapter “Advanced Settings” in “Actions Settings”.
To ‘suppress’ a user, right-click on the name and choose ‘Delete’. If a user has made changes to a stay or
a ticket, it is not possible to delete it.
You must:
either delete all the stays and tickets on which he/she has acted (probably not what you want)
or set the user as ‘not active’ in unmarking the box “Active’ against the username., as shown
here-below.
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By default, the ‘non active’ users will not appear on the screen. It is possible to put them back on the
screen by de-activating the filter which, by default, hides them. To do this, unmark the following box and
then click to checkmark the box against their name as shown in the window below.

The button « customize » enable to create other more complex filters (and even to save them).
It is sometimes useful to display again the ‘non active’ users in order to re-activate them.
Once the users have been defined, the ‘login window’ will look like this:

This window is displayed automatically as soon as the application remains idle during a few minutes, by
default 3 minutes (You can set this up in Customize >Settings > Misc. Settings, See at the end of this
chapter)
The user can tell quickly who he/she is.
The buttons are in the order defined in the window for the settings.
If a password is defined for a user, the login window asks for that password as soon as the user clicks
on his/her button. After 3 unsuccessful attempts in entering a password, the application will be stopped.
If a preferred language has been specified for the user, the application will switch to that language
automatically as soon as the user will click on his/her button. If no preferred language has been specified
for the user, the application will stay in the current language (which might be the preferred language of
the previous user).
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The application is also able to run in « no user » mode. If no active user has been defined in the user
settings, then the login window is never displayed but the logging of the changes on STAYS and TICKETS
does not allow anymore to know who has made the change (all the changes are recorded on a ‘technical’
user, which name is « unknown »). The mode « without user » is obviously not compatible with the
option « managing user profiles ».

Setting up the Rooms
In setting up the rooms you can define the list of the rooms available in your accommodation structure,
as well as their characteristics, which are used in the main ‘Stay’ view showing the booking schedule.
In order to achieve that, use the following menu:

Customize > Settings > Rooms

Unlike Users a room cannot be set as “non active” but it does have a period of validity. If a room does
not exist anymore, all you have to do is define its date of end of validity and it will not appear on the
booking schedule from that date on.
For each room, it is possible to define the number of single and double beds, the number of adults,
children and infants. These values are used to initialize automatically the information about booking
information. Therefore it is important to put in the most often used configuration.
It is also possible to define a display order and a color which is used on the column on the left hand side
of the booking schedule.
The notions of Type1, Type2, Type3, Name of type are used by the program which updates the
availability on Internet selling platforms.
(See last chapter). They are also used when defining the billing rules for the bookings.
They are also used by billing rules for bookings.
The notion of “type of activity” is used if you have the option “Advanced Booking Schedule
Management”. In that case, you can have a schedule that displays the rooms by “types of activity”.
This is useful for hotels with a big number of rooms, in order to avoid scrolling down the schedule and
also to keep good program performances.
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The notion of “room category” is not used directly by the program. It can be used to create some reports
in which you need to regroup rooms.
It is also possible to enter a comment about the room. Click on the little cross at the beginning of the line
for the room. A comment box appears. This comment will be used in the info-Balloons when displaying
the booking schedule.

When a comment is entered, a small “post-it” icon is displayed at the beginning of the line to show the
presence of the comment, even when the data input area is not visible.

To ‘delete’ a room, right-click on the line and choose “Delete” (You must not be editing the line).
It is not possible to suppress a room for which there are some bookings. In that case, you must:
either suppress all the bookings related to that room (you probably do not want that)
or define a date of end of validity for the room in the past.
On a classical screen (17 inches), it is possible to display on the booking schedule up to 40 to 50 rooms
without having to scroll vertically. The software does not set a limit to the number of rooms you can
create.
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Setting up types of booking
The types of booking are used to:
Classify the booking by colors on the booking schedule to differentiate between full-board, halfboard, room with breakfast, without breakfast, …etc
Define the VAT rate(s) we need to apply to the price of the related booking.
It is therefore possible to create as many types of booking as you wish.
To do this, use the following menu:
Customize > Settings > Types of Booking
The following window appears:

Color is used in the display of the bookings in the schedule. The name is used in the ‘Stay” view to
choose a type related to the booking (and also when printing the invoice)
To suppress a type of booking, right-click on the line and choose “Delete” (you must not be editing the
line).
If a type of booking is used for bookings, it is not possible to delete it anymore.
You must:
either delete all the bookings related to that type (probably not what you want)
or set the type of booking as “non active” in unchecking the box “active”.
As for the users, it is possible to re-activate a type of booking in deactivating the filter at the bottom-left
of the window.
To define the VAT rate(s) applicable to each type of booking, click on the little cross at the beginning of
the related line. The following input data area appears:
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In this example, for the type “half-board” the amount with tax entered for the booking related to this
type includes:
-

for ¼ of the amount (0,25), a VAT rate of 19,6%

for ¾ of the amount (0,75), a VAT rate of 5,5%
It is obviously possible to associate only one VAT rate in entering only one line, the following way:

To suppress a line of VAT rate, right-click on the line and choose “Delete” (You must not be editing the
line)
The columns « Rate codes type 1 », « Rate codes type 2 », « Rate codes type 3 » are used when creating
a new stay from an internet stay request in order to automatically initialize the booking type depending
on the rate code used for the Internet sell. It is possible to associate multiple rate code to a single
booking type; for that you will need to enter codes separated by a comma in the column.
This information should be entered in column « Rate codes type 1 » or « Rate codes type 2 » or « Rate
codes type 3 » depending of the type associated to the module that has created the internet stay
request (cf. see last chapter for the notion of module).
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Setting up billing rules for Booking
The billing rules are used to fill in automatically the price of the booking when entering the stays. If no
rule has been defined, you must enter the price manually for each booking.
A rule allows you to set a price per night, which can vary depending on:
- a partner or a group of partner
- a type of room (or more precisely a specific room)
- a type of booking
- a specific period
- the duration of the booking
- the number of people in the booking (adults+children+infants)
- the day of week (Monday, Tuesday, …)
- the number of day in advance the booking has been done
To set up billing rules, use the following menu:
Manage> Billing Rules
The following window appears:

In this example, 2 rules have been defined. They only apply for type 3 rooms, the type of booking “room
only” and the period between 15/04/2010 and 15/05/2010.
For a minimum stay of 3 nights, the price is 200. For a shorter stay the price is 225.
To know which rule to apply, the program goes down that spreadsheet for each night of the booking and
follows the rules by priority order. The first rule found compatible with the booking (type, period,
duration) is the one that will be used. If no rule matches the stay for one or more nights, the price is not
initialized in the form for the stay.
Hence it is possible to define general rules with no period and/or no type of booking. They will always
apply to any type of booking. It is the same for rules which have no type of room, or no room at all. Be
careful however to place those rules under a lower priority than others which might be more specific.
The lower the number, the higher is the priority of the rule.
The « active » column allows you to activate/deactivate a rule without having to delete it.
Again, some columns are not visible by default. You need to use the “Column chooser” windows to make
them visible.
You can make visible column such as “Price per night and per adult”, “Price per night and per child”,
“Price per night and per infant” and “Price per night and per VRP” in order to define billing rule that
depends on the occupancy of the room.
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Setting up products
The list of the products is used to define all the products which can be related to a consumption (in stays
or tickets) and to define the selling price including taxes (so you don’t have to
enter it on each consumption).
For that, use the following menu:
Manage>Products

The products are grouped by type of activity (to sort them on the bill), and by category (for search
optimization when entering the consumptions). It is possible to enter what you want in those 2 fields.
The system is then proposing a list of the values that has already been used. A value that is not used
anymore will not be proposed.
For each product, it is possible to specify keywords which will be used to improve the search of the
products when entering the consumptions (in the “Stay” or “Ticket” forms). The keywords can be
separated by a space, a comma or any other character.
The case “For sale” is used to point out that the product may be associated to consumption.
It is indeed possible to define products that are not for sale and to use the product window to enter
a complete inventory of your stock.
The “Selling price incl. taxes” is used to initialize the price of a consumption when you enter its price.
The VAT rate is used to compute the VAT related to the consumption (a product can only have one
VAT rate, unlike the types of booking).
The pieces of information “Buying price excl. taxes”, “Date of last purchase”, “VAT rate on purchase”,
“Quantity in last Inventory”, “Inventory check” are not used by the program.
It is possible to relate a supplier to a product.
You can also enter a comment on a product: click on the little cross at the beginning of the line
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for the room to bring up the comment area.

It is possible, for some products “For sale” to manage the replenishment of the stock.
For this, you must check the box “Managing Replenishment” and enter the quantity at the latest
inventory, as well as the date of that inventory. (In the example here-below: quantity 50 on 01.11.2009)

Then you must indicate the minimum quantity from which the program will warn that replenishment is
needed in the “Quantity limit to re-order” (for example, quantity: 30). The program will compute the
“estimated” quantity in stock as of today, in adding up the consumptions of that product recorded since
the last date of inventory.
If that estimated quantity is below the minimum quantity, then the column “Stock status” will display
*To be replenish*, or else “Stock OK”.
Then it is possible to sort, filter, group the lines from that “Stock Status”, to figure out the products that
need to be ordered.

The column "extra code (Internet)" is used to associate a product with an "extra" sellable on the
Internet (eg, breakfast, parking, ...). When receiving an Internet booking including this extra,
some consumption will be automatically created in the associated stay form
The columns « Extra code type 1 », «Extra code type 2 », «Extra code type 3 » are used to
associate a product with an "extra" sellable on the Internet (eg, breakfast, parking, ...). When
receiving an Internet booking including this extra, some consumption will be automatically
created in the associated stay form.
This information should be entered in column « Extra code type 1 » or «Extra code type 2 » or «
Extra code type 3 » depending of the type associated to the module that has created the internet stay
request (cf. see last chapter for the notion of module).

Page 23/127

©2005-2014 GHEROLD NETWORK DESIGN – Family Hotel – User Documentation

Setting up Lists of values
It is possible to limit the user input to a value within a list of possible values. This is the case for the
following type of information: payment types, civility, type of guest document.
To customize these lists, use the following menu:
Customize>Settings>Lists of values

The column « dispay order » allows to define the order the possible values are proposed. The
column “active” allow to activate/deactivate a value without having to delete it.
A change in the name of the value in the list does not change the values previously entered.
If no values exist for an information type, then the input of this information is no more limited
to list of possible values and the user can enter the value of his choice (the system can still
propose a list of possible values guessed from the previous entered data for the type of
information concerned).
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Setting up Suppliers
The Supplier file allows to memorize all the contact information about the suppliers and also to be able
to do statistics on the sales of the products related to them.
To manage the supplier listing, use the following menu:
Manage>Products

To suppress a supplier, right-click on the line and choose “Delete” (you must not be editing the line)
It is not possible to suppress a supplier to which products are related.
In that case, you must:
either dissociate all the products for that supplier
or mark the supplier as “not active” in unmarking the box “Active”
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Setting up partners
The partners are the tour operators or the booking offices you work with. It is possible to associate a
partner to a specific stay. That way you are able to know the volume of revenue by partner or the stays
with payments pending for each partner.
Setting up partners allows memorizing all the information such as address and contact. The fields
“Allotment”, “Commission (description)”,”Commission1”, “Commission2”, “Group of partners” are
only information and are not used by the program. They may be used in reports.
The “Group of partners” field can be used to define billing rules for bookings.
To manage the list of partners, use the following menu:
Manage>Partners

The screen shows the details about the partner selected from the list on the left.
By default, a new stay is associated to partner “DIRECT” (it is possible to modify his name, but not to
suppress him)

Page 26/127

©2005-2014 GHEROLD NETWORK DESIGN – Family Hotel – User Documentation

To create a new partner, right-click and “Create” on the list to the left, then enter the information on the
screen to the right.
To suppress a partner, right-click on the line on the list to the left and choose “Delete”.
It is not possible to suppress a partner associated to a stay.
In that case, you must:
- either dissociate all the stays from that partner (probably not what you want)
- or set the partner as “Not Active” in unmarking the box “Active”
The tab “Last billed stays (1,000 max.) “allows seeing the list of the last 1,000 billed stays associated to
that partner. When you double-click on a line, you switch directly on the form for the matching stay.
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Setting up clients
The clients are either the recurring clients, or those for which you want to memorize the address to do
mass-mailings (Greeting cards, special offers or other…).
It is possible to relate a client to a stay in order to:
gather all the stays for that client and thus know his/her history
avoid re-entering in the form the address and the contacts for the stay. In relating the client to a
stay, all those pieces of information will be initialized automatically.
The field “Send a mailing” allows you to keep track of the clients for which you want to manage mailings.
It is pure information and is not used by the program.
To manage the list of the Clients, use the following menu:
Manage>Clients

To create a new client, right-click and “Create” in the list on the left hand side, then enter the
information on the screen to the right.
To suppress a Client, right-click on the line of the list to the left and then choose “Delete”
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It is not possible to suppress a Client related to a stay.
In that case, you must:
either dissociate all the stays from that client (probably not what you want)
or set the Client as “non active” in unmarking the box “Active”
The tab “Last billed stays (1,000 max.)” allows you to see the list of the last 1,000 stays that have been
already billed to that client. In double-clicking on a line, you toggle directly to the form of the matching
stay.
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Setting up the period
Setting up a period allows you to define the lower and higher time boundaries for the Booking Schedule.
Indeed, for performance reasons, it is not possible to build a schedule with no time limit. Therefore you
must define a period that is compatible with your current activity.
The software works very well with a 2-year period. It is possible to define a longer period but, in that
case, the program can be slowed if there are a lot of stays during that period (especially during the
startup of the application).
If you suspect slowdowns, think of shortening the period.
The period can be changed at any time. It can be different from one PC to the other (when used with
multiple workstations).
Of course, the fact to change the period does not erase any data from your database (the data off period
remain in your database, they just are not loaded during the construction of the schedule).
To manage the period, use the following menu:
Manage>Period
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Setting up events
Events allow you to add colored areas (and info balloons) on the booking schedule to a specific period.
This can be used to indicate:
a time event (show, competition,…)

-

School holidays
Promotional periods

…
Aside from the period, an event can also be associated to a specific room. In that case, the colored area
is directly on the line of the related room. This can be useful:
to point out that the room cannot be momentarily rented during a specific period

-

to point out that the room is part of an allotment for a booking office.
…

For every event, it is possible to define:
a text that will be displayed as a help balloon when you mouse over the colored area associated
to the event;
a color;
- an order of display (only used in the mode “superimposed” of the events, see end of Chapter);
- and, optionally, a number of repeats and a number of days between 2 repeats (if the event
repeats itself on a regular basis).

To manage the Events, use the following menu:
Manage>Events
Example of event for Room 3, from 07/01/2011 to 08/01/2011, with 2 repeats every 7 days.

To suppress an event, right-click on the line of the grid and choose “Delete” (you must not be editing the
line)
On the schedule, we have the following result:
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Non colored boxes stay available to enter booking for stays.
If two events overlap, the display will be different if you have chosen to display to display the events in
the mode “superimposed” or “mixed”.
The choice of the display mode is made in the menu: Customize>Events

In the mode « superimposed », only the color and the text from the event with the biggest display order
(for the day corresponding to each case) will be displayed.
In the « mixed » mode, the application displays the concatenation of all the overlapping texts and events
(for the day corresponding to each case) and will use a color which is the result of the mix of all the
colors of all those events.
Page 32/127

©2005-2014 GHEROLD NETWORK DESIGN – Family Hotel – User Documentation

The choice of the display mode for the events is kept over the use of the application.
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Setting up the Colors and the Display Styles
Most of the colors and fonts used in Family Hotel are customizable. This allows you to suit the
appearance of the Software to your taste.
To manage the colors and the display style, use the following menu:
Customize>Colors and Styles
There are 2 levels of settings :
A global level where you choose an
appearance among those proposed to you.
There is, for example, the “McSkin”
appearance which fakes the appearance of the
Software running under MAC.
This document has been produced under
The “iMaginary” appearance.
A more detailed level which applies above the
global level and allows you to change the
graphic elements specific to the application.
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So, in this example, by modifying the data of
the tab “Category”, it is possible to display the
categories of action with a bigger font (14) and
in blue (clNavy).
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Setting up the backgrounds
It is also possible to define backgrounds for the 3 main screens of the application, such as:
the image which hides the schedule when the login window is displayed (for confidentiality
reasons)
the background of the booking schedule itself
the background of the ticket view
To manage the backgrounds, use the following menu:
Customize>Settings>Backgrounds

To change one of those images, right-click on the image and choose “Load” (or on the text “No
Background” if there is no image loaded). Select a JPG image, not too big to avoid slowing down the
application (less than 1 Mb).
To suppress a background, right-click on the image and choose “Delete”.
Suppressing all the backgrounds may allow the application to run faster.
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Other Parameters
The buttons + and - of the magnifying glass of the booking schedule allows you to set up the height of
each ‘room’ row.
By clicking several times on the button – until reaching the minimum
height, you switch to an automatic mode. The program then computes
the ideal size so that the whole schedule can fit vertically in the screen
without having to scroll.

The buttons + and - of the magnifying glass of the booking schedule allows you to set up the width of
each ‘day’ column.

The menu Customize>Actions allows you to choose to display your action bar on the right or on the left
and between display mode “Explorer” or “Navigation”
The menu Customize>Info Balloons allows you to activate or deactivate the display of the info balloons
on the booking schedule.
The menu Customize>Canceled Stays allows you to activate the display of the stays that have been
canceled, to be able to modify them again (See next Chapter).
The menu Customize>Events allows you to switch between the “superimposed” or “mixed” event display
mode ( see “setting up event” in previous paragraph)
Finally, the menu:
Customize>Settings>Misc. Settings allows you to set up:
the amounts of the tax on stay (if any) per night or per night and adult, or per night and child or
or per night and infant ;
the content of the info balloons for the schedule; by clicking on the little cross on the left of the
line “Content of Info Balloons”. You can specify if the info balloons must display the invoice
number and/or the number of people in the room and/or the note at booking time and/or the
author of the booking and/or the partner related to the stay.
the display mode of the info balloons (delay for displaying, re-displaying, hiding, transparency) ;
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-

-

-

-

-

-

the days for which a special color must be displayed in the booking schedule (typically the
weekend). That color is adjustable thanks to the tab “Content” of the window “Colors and
Styles” seen earlier. The color of the “non special days” is adjustable thanks to the tabs “ Content
of even lines” and “Content of odd lines” of that view itself ;
the shift to “Today” (in days) in the booking schedule when you click on the button “Today”,
(e.g. if the value is 5, the column “Today” will be shifted in the way that you can see 5 days in
the past (possible value between 0 and 10) ;
the width of the column “Rooms” of the schedule (between 107 and 400);
the horizontal alignment for the stay names for the display of bookings in the schedule;
the horizontal alignment for the rooms names for the display of the first column in the schedule;
the automatic refresh frequency (in seconds) for the schedule or the ticket view in case of use of
Family Hotel from multiple computers (the value 0 deactivate the refresh mechanism).
the default booking type used when creation new stays;
the configuration of the proxy server (server address and port) the program should use to
connect to Internet;
the fact that the application notifies you with a confirmation message that you are about to
close a window without saving changes;
the activation of the display of the “Tips of the day” at startup time;
the delay of hiding the tip of the day at startup time (0 indicates that the tip is displayed as long
as you don’t close it manually)
the delay of automatic logout. After that delay the schedule is hidden automatically and the
“login” window is displayed. By default this delay is 3 min. (180 sec.). If the delay is set to 0, this
mechanism is disabled;
the name of the messaging software with which Family Hotel will interact (Outlook or other) ;
the type of attachment which will be produced when you generate an email directly from the
preview of a report. The supported format are mainly PDF, DOC, GIF or JPG (for those last two
formats, the software will generate one attachment per page in the report). It is possible to
define a type of attachment for a specific report (see Chapter “Advanced Settings”) ;
how often the software will check if the program which gets the Internet bookings has retrieved
new bookings. By default this delay is set to 3 minutes (180 sec.);
the default status in which stay are created when created from an internet stay request;
the exchange rate between the currency used by internet stay requests and the one used in
Family Hotel;
the parameter allowing to activate the constraint that allow only one booking associated to a
stay in status “current” per room;
define if you wish the Software will keep running in “icon mode” when you close the main
window. This allows a faster restart because the Software has not been actually stopped.
activation of the automatic sending of an email to our Support in case of an unexpected error
happens in the application. We advise you to keep this option active to allow us to improve
constantly the quality of the Software;
the identifier of the database (this parameter is useful only if you have several databases in
parallel. Example: a database for Hotel1 and another for Hotel2 and you want to synchronize the
booking schedules of those 2 hotels on the Internet from the same computer. In the other cases,
please leave this parameter empty).
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This ends the Chapter about the settings. Now we are going to look at the daily use of the application.
The last Chapter will address the Advanced Settings. This is essential, in order to adapt the reports to
your company (logo, address,…). This Chapter is also very important because the tool to create and
modify the reports is, without any doubts, one of the biggest advantages of the Family Hotel Software
against its competitors; So it would be too bad not enjoying it
fully!
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Daily Use
General Considerations
In its daily use ‘Family Hotel’ works with two main screens – ‘Stays’ and ‘Ticket’. You can switch from
one to the other by clicking on the ‘STAYS’ button or the ‘TICKETS’ button on the menu bar (small
fuchsia areas shown in the screenshot here-below). This switch can be also be achieved with the keys
F6 (Stays) and F7 (Tickets)

The ‘Action’ bar, located here on the right hand side (in yellow) of the screenshot here-above contains
the links used to launch the reports with specific parameters. The list of the Actions may be different in
the ‘Stays’ view than in the ‘Tickets’ view.
The width of the Action bar is adjustable with the mouse, in moving the vertical line between the Action
bar and the “Stays” or the “Tickets” view. By clicking onto that line, it is also possible to hide the Action
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bar and to enjoy the display of a full month (31 days in 1280x1024). To bring back up the Action bar, click
again on the separation line, which is now at the extreme right of your screen (or at the extreme left if
you have placed your Action bar on the left hand side).
In the Action bar it is possible, with the mouse, to drag/drop the groups of action, to change the order of
display (to change the order of display of the actions within a group, you must use the window “Setting
Up Actions” see item in Chapter “Advanced Settings”)
The ‘Stay’ view will allow you to enter bookings and to get access to the forms for the stays in order to
modify them (ex: entering directly a consumption on a stay). You will be able to produce an invoice for
the stays and cancel them, if needed.
The icon at the top left hand side of each booking shows the state
of the stays associated to the bookings
The possible states are as follows:

The color of the booking on the planning depends on the type of booking (full board, half board, room
only,…)
If you have the option “Expanded-Planning Functions” and you have associated types of activity to your
rooms in the room settings, then when you right-click on the column of the room on the schedule, the
following menu appears :
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When you select a type of activity (Ex: Annex1),
le schedule will only display the rooms for that
activity.
This allows to avoid scrolling vertically and to
keep a good performance level in program
execution in case you have a big number of
rooms (>90) and of stays.
That configuration is saved and restored over
the use of the application.
The menu “All the types” allows to come back
to the normal display with all the rooms.
The menu “Multi-selection” allows to
activate/deactivate the mode allowing to select
multiple types of activity (Ex : Annex1 and
Annex2)
Reminder: The width of the column “Room” can be modified in the Miscellaneous Parameters screen:
Customize>Settings>Misc. Settings
You can select an entire column of the schedule or an entire row, simply by clicking on the room (row) or
on the day (column). This can be useful to find your way more quickly in the schedule, especially if it is
much loaded.
The ‘Ticket’ view allows you to record consumptions (and payments) which are not related to a stay (ex:
Consumption at the Bar or Restaurant). By default, the view displays all the tickets of the day, or the
pending tickets prior to that date and which have not been paid yet.
The yellow zone at the top of the screenshot here-below allows you to change the default display to list
all the tickets produced in the period (see “Setting up A Period” in the previous Chapter).
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If you ‘uncheck’ the box in the bar at the bottom (screenshot her-above) you will also have the canceled
tickets, if any. By default, in the main grid the tickets are grouped by ‘states’.
The possible states for the tickets are the same as the ones for the stays, except that there are no
“Option” and “Confirmed” state (which would not make sense for tickets).
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Creating and Modifying a Stay
A stay cannot exist without a booking. To create a stay, you must then create at least one booking.
From the “Stays” view, select directly the cells which match the first booking of the stay, then press the
key “Ins” or right-click and choose “New Stay”.

Remark #1:
Before you click on “New Stay”, a help balloon shows you the number of days you have selected (if you
have selected more than one day) and the price of this booking calculated using billing rules you have
defined ( the program use the default booking type in order to calculate the price with billing rules)

Page 44/127

©2005-2014 GHEROLD NETWORK DESIGN – Family Hotel – User Documentation
Remark #2:
You can create a stay form which contains several bookings directly via selecting from the planning
schedule. For this, you just need to select several rooms and/or hold the key « Ctrl » (as with Excel) in
order to be able to select several non-contiguous cells.

Once you have clicked on the menu “New stay…”, the form “Stay” appears. The stay will be effectively
created when you will have validated this window with “OK”
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Before confirming with “OK”, you can do all the following:
- In the header
 enter the name of the stay at the top,
 optionally associate this stay to an existing client (see in previous Chapter “Setting up a Client”).
-- F4 key on the ‘Client’ field allows you to open the Client window to look for an existing client
- The “Ins” key on the “Client” field allows you to open the Client window to create a new client
on the fly
 enter the nationality of the client (the Software suggests the nationalities already entered in the
other “stay” forms ; a nationality is not proposed anymore on the list when it is not used in any
other stay)
 optionally associate the booking to an existing partner (see in previous Chapter “ Setting up
Partners “)
- F4 key on the ‘Partner’ field allows you to open the Partner window to look for an existing
Partner
- The “Ins” key on the “Partner” field allows you to open the Partner window to create a new
Partner on the fly
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modify the state of the Stay (by default, the state is ‘Option’ when you create it but in certain
cases you may wish to set it to ‘Confirmed’ or ‘Current’ as soon as it is created)
the date of the invoice is automatically filled by the program when the invoice is created, but
you can modify it
enter all the contact details – specially the email address, because it can be used to send a
report directly to the client (confirmation of stay, invoice,… )
enter some notes (or comments)
enter a temporary note. The content of that note will be automatically deleted when the stay
will be paid for; this field has been designed to store the Credit Card info. If the Credit Card
number entered is not valid – following Luhn algorithm -, it will be underlined in red when you
click on it)
and finally, enter the client address to be put on the invoice (if the stay is not associated to a
client, because, in that case, the address stored for that client will be taken for the bill).

In the ‘Bookings’ tab –
 Specify the ‘Type of booking’ and the ‘Price all tax incl.’ of the booking
- If you press F4 on the ‘Price all tax incl.’’ field, a calculator will appear
- If the price is entered manually (or initialized from the data of an Internet request), the
checkbox “Manually” is checked and the billing rules won’t be applied for that booking...
- The price of the booking can also be entered "per night" with the column "Price TTC /
night." If this column is not visible you can add it by right-clicking "column selector" on
the header of the grid "booking". Then drag / drop, from the small window that appears,
the column heading "Price TTC / night" on the header of the grid booking

- It is also possible to display a "Nb. Day" column which will display the number of the
days of the booking and change the end date based on the number of days entered (if
the start date is entered).


Specify the number of adults, children, and infants for the calculation of the stay tax (if
applicable). Some reports can also use those data, like for example, the housekeeping report.



Specify the configuration of the room (e.g. how many double beds
). Can also be used for the housekeeping report
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Optionally, enter other bookings for the same stay by selecting another room in the field “room”
and by clicking on ‘click here to add a new row’. By default, the booking will be created with the
same characteristics as for the first one. (e.g. type of booking, beginning and end dates etc.)
o When you enter the rooms, the ones which are already booked are marked with an icon
“No Entry” and are placed at the bottom of the list.

o

When you enter rooms for an “Internet stay”, the ones which are free and which match
the type of room wished by the client, are check marked with a little green icon and are
placed at the top of the list.
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In the ‘Consumptions’ tab it is possible to enter consumptions (e.g. breakfast if it is not included
in the price of the stay)
In the ‘Payments’, it is possible to enter the amounts of deposits or down payments.

Once the Stay form has been completed press ‘OK’ to validate it and the booking(s) related to the stay
will appear on the booking schedule.

The same stay can contain bookings of different types (e.g. a room on half board and a room on full
board) and at different periods.
When you mouse over one of the bookings for a stay, an “info Balloon” displays the important info for
that booking and this stay. The content of those info Balloons can be set up (see Management of the
miscellaneous parameters in “Other parameters” at the end of the previous Chapter).

To re-open the Stay form double-click on any of the bookings associated with that stay (or right-click and
select ‘Modify the stay…’)
From the Stay form it is possible to enter a little note for each of the booking. For this, you must click on
the little cross on the top left hand side and the input field will show up, as shown here-below:

This allows you to enter a little text associated to the booking that can be displayed in info bubble on
mouse over in the schedule. An internal note can also be entered.
Clicking on the little cross also allows you to select the ‘VAT details’ tab which shows the details of the
VAT amounts for the booking (see in previous Chapter “Setting up Types of booking”).
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A little “post-it” icon is displayed at the beginning of each line of booking, to indicate the presence of a
note or internal note :

Similarly a « post-it » icon is displayed on the tabs « Notes », « Internal Notes », «Temporary Notes »,
« Customer Address », if anything is written under those tabs.

IMPORTANT stay
During all the time the stay is in the state ‘Option’, ‘Current’ or ‘Confirmed,’ the contents of all the tabs in
the stay sheet are editable.
Once the stay is in the state ‘Billed’ only the contents of the tab ‘Payments’ is editable.
Once the stay is in the state of ‘Paid’ no content in the tabs is editable. If you then still wish to change
something, first of all you must manually change manually the state in the header of the Stay form.
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Entering guests information associated to a booking
From the Stay form it is possible to enter detailed information about the guests within each booking. For
this, you must click on the little cross on the top left hand side and the input field will show up, as shown
here-below: tab “Guests”.
The tab indicated the number of guests in the room (these can be changed directly on the line of the
booking it-self).
The program creates automatically one row per guest and indicates the type of guest (adult, child, or
VRP). You will only have to enter detailed data.

Other columns (hidden by default) are available in order to describe the guests. It is possible to make
them visible using the right click menu “Field chooser” from the guest datagrid headers. Then, perform a
frag and drop from the little “Field chooser” windows to move the desired column to the guests
datagrid.

Available columns are (additionally to those already displayed in the screen capture above):

Entering a number of infant at booking level, does not create a line in the guest datagrid (in
order to be coherent with the guest notion used in the billing rules for bookings which does not
take into account the infants; cf. chapter “initial settings”).
It is possible to enter a little comment about each guest. For this, you must click on the little
cross on the top left hand side of the corresponding guest in order to make the input zone
visible.
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Modifying a booking directly from the Schedule
You can make the following changes directly from the Booking Schedule (i.e. without having to go to the
Stay form):
 Move a booking from one room to another
 Lengthen or shorten the duration of a booking
 Change the state of a stay from ‘Option’ to ‘Confirmed’ or from ‘Confirmed’ to ‘Current’.
It is possible to carry out one or several of the above operations (on one or several bookings) and then:
 Cancel them all (‘Cancel’ in the menu bar)
 Confirm them all (‘Save’ in the menu
bar)

Before you can move bookings on the booking schedule,
(or change their duration), you must UNLOCK the
schedule by clicking on the text “(locked)” at the top left
on the screen.
Once it is unlocked you can make changes directly by
drag and drop, using the mouse.
You can make changes to the states of a stay by rightclicking and using the drop down menu. (It is not
necessary to unlock the schedule for that type of
change)

When the operations have all been saved or canceled, the schedule view goes back to “locked”
automatically.
As long as the operations in progress are not saved, you can cancel everything; therefore you can make
several changes with no fear and cancel them later if you have not found a satisfactory solution.
As long as the operations in progress have not been saved or canceled, it is not possible to use another
function of the Software (all the menus and actions become inactive). The function “automatic
disconnection” (which hides the schedule and displays the “login” window) is also deactivated in that
case.
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Handling the booking schedule directly from the keyboard
When a cell is selected on the schedule, it is highlighted in a special color. By default, it is placed on the
first room (in display order) and at the date of the day.

It is possible to move that highlighted cell by using the keyboard arrows. The arrows also allow scrolling
the schedule when the highlighted cell reaches the limits of the schedule view. (left or right).
If the selected cell is on a booking, it is possible to select that one with the « Enter » key.

The booking is then displayed as if it had been selected with the mouse. If you press « Enter » again
when the booking is selected, the form related with that stay appears.
Reminder: by pressing « Esc», you close that form without saving the changes that you might have made.
This allows you to navigate from Stay form to Stay form without having to use the mouse.
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Creating one or several Events directly from the schedule
As indicated in the Chapter ”Initial Settings”, the Events can be created, changed and deleted from the
Event Management window in the menu Manage>Events.
It is also possible to create Events related to rooms directly from the Schedule. For that, you just have to
select cells from the schedule (You may select non-contiguous cells by keeping on pressing the “Ctrl” key,
as with Excel), then right-clicking and choosing “New Event…”
The following window appears and allows you to enter the text and the color associated to the Events
which will be created based on the selection you have made on the Schedule.

To modify or delete those Events, you must use the Event Management window from
Manage>Events
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Canceling a Stay
There are two ways to cancel a stay:
You can either change the state to “Canceled” on the Stay form. If you use this method the
system will store the booking in its memory even if it is no longer visible on the booking
schedule. This can be useful:
o if the booking needs to get back and you need to “cancel the cancellation” and set the
state to something else than “Canceled”
o if you want to get statistics on the cancellations of stays.
Or you can suppress definitively all the information related to this booking (Booking,
consumptions and payments). This is NOT REVERSIBLE.
o To achieve this operation you press simultaneously Shift+Alt+BackSpace in the Stay
form for the stay to be canceled and then you confirm by clicking on ‘Yes’ in the message
that comes up on the screen.
o This operation is possible only if the stay is not billed.
To open a stay form with the state ‘Canceled’, you have to display the canceled stays on the Planning
Schedule. You need to use the following menu:
Customize>Canceled Stays>Displayed.
In that display mode, it is possible to see several bookings on the same cell (the canceled stay) and the
stay that has not been canceled).
To modify the canceled booking
double-click on the booking with the
icon

As long as the stay is in the state ”Canceled”, the contents of all the tabs on the “Stay” form are no
longer updatable.
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Entering consumptions for a Stay
This is done from the ‘Stay’ form on the ‘Consumptions’ tab:

In order to make this operation easier, keyboard shortcuts are available:
 The ‘Ins’ key allows you to create a new row and to position the cursor in the Product Selection
field.
 When you type the first letters of the product, an incremental search and a filtering process are
triggered in order to display only the products which name or keywords contain the text that is
being entered. The arrows ‘Up’ and ‘Down’ allow you to select the product you are looking for
then hit “Enter” to validate your choice. On the list, the products are gathered by Category and
then displayed in alphabetic order; the category is defined when you set up the products (See
“Setting up Products” in the previous Chapter).
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In this example, we have associated to the products “Coca-Cola” the keyword “soda” in the settings of
the products. This is the reason why the Software suggests them if you enter “sod”.




The “+” and “-“ keys allow you to increase or decrease the quantity (1 is the default),
The F10 key allows you to validate the new line being entered,
The “Ins” key allows you to do the same thing but then to create another new line.

Those shortcuts to enter data easier are the same in all the data grids of the Application.
It is possible to enter a comment about a consumption. For that, click on the little cross at the beginning
of the row for that consumption to bring up the comment field.

The date and time of the consumption are initialized at the current date and time, but it is possible to
change them manually.
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Billing a Stay and printing the invoice
Billing a stay is assigning a number and a date to the invoice to that stay. To do so, you just have to
change the ‘state’ of the stay to “Billed” from the ‘Stay’ form.

The invoice number is a simple (meaningless) counter which increments by 1. It does NOT restart to 1 at
the beginning of a new year, for example.
When executing an “invoice” report, the state of the stay for which you produce the report is changed
automatically. This is the option we chose to implement in the “Stay Bill” report. Thus, you do not have
to change the state manually to set it to "Billed”, it will be done automatically when you execute the
report “Stay Bill”.
To bill a stay and print the invoice, all you need to do is:
- select one of the bookings on the Planning Schedule (it must be highlighted in yellow); or in the
color matching your selection in your color settings.
- double-click on the link “Stay bill” in the Actions bar to launch the report ‘invoice’.
o If the booking is in the state ‘Option’, ‘Confirmed’ or ‘Current’ , the window here-below
appears to allow you to confirm by “Yes” that the state of the booking will change
automatically to ‘Billed’.’

o

If you reply ‘No’, the invoice will be displayed, but it will have neither an invoice
number, nor an invoice date on it. Useful to preview an invoice without billing the stay,
as shown in screenshot here-below.
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The confirmation window to change the state to ‘Billed’ is part of the “Bill stay” report. Therefore, it
is possible to avoid showing it and have a systematic change of state without confirmation.
(See in the next Chapter “Modifying a report”)
On a Stay form, if you change manually the state of a stay from ‘Billed’ (or “Paid”) to ‘Option’,
‘Confirmed’ or ‘Current’, the following message appears when you validate the Stay form by “OK “ :




If you reply ‘Yes’ you are confirming the change in the state and the number of the invoice
will be erased
Replying ‘No’ will keep the booking in state ‘Billed’ (or ‘Paid’) but all the other modifications
(of the booking or the consumptions, for example) will be saved.

Page 59/127

©2005-2014 GHEROLD NETWORK DESIGN – Family Hotel – User Documentation
When you cancel a stay that has already been billed, the following message appears:
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Entering Payments
Payments are entered from the Stay form on the ‘Payments’ tab

The first grid is not editable; it allows displaying the total amounts of the stay as well as the VAT details
(by clicking on the small cross at the beginning of the total line).
The second grid is similar to the consumption grid and allows you to enter the amounts paid with the
different types of payments.
The list of the types of payments proposed by the software is the list defined in the list of values settings
(cf. chapter ‘initial settings”). The user cannot enter a value that is not in the list.
If the list of values is empty, the software proposes a list based on the types of payments that has
already been entered in the previous forms (in the last 2 years) et allows the user to enter any kind of
value.
Types of payments examples : ‘Check’, ‘Cash’, ’Credit Card,’...
By default, the ‘Payments’ line shows the total amount remaining to be paid. You change the amount
manually only if the client pays by using more than one type of payment.
When the total amount remaining to be paid is equal to zero the application will automatically ask you if
you would like to change the state to ‘Paid’
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Reminder: Even if you want to answer ‘Yes’, you still have to validate the ‘stay’’ with ‘OK’ in order to
save all the modifications (payments and change in the state).
If the stay has not been already ‘billed’ and if you change it directly to state “Paid”, then the following
message will appear:



If you reply ‘Yes’ , the stay will be automatically set to “Billed”, then to “Paid”. A date and an
invoice number will be generated and associated to that stay.



If you reply ‘No’, the stay will be set to the state ‘Paid’, but it will not be associated to an invoice
number.
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Creating, Changing, Billing and Printing a Ticket
A ticket is like a stay, without the “booking” part. ‘Tickets’ is the entities designed to manage the
consumption of your products. They can be related to a stay or not.
To create a ticket, you just have to press “Ins” or to “right-click” from the Ticket view and choose “New
Ticket…”

The ‘Ticket’ form then appears:
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As on the Stay form, we find the ‘Consumptions’ and the ‘Payments’ tabs which work exactly the same
way.
As soon as the ticket is created, the date and time are initialized and the state is set to ‘Current’ (there is
no ‘Option’ or ‘Confirmed’ state for a Ticket).
In the header of a ticket you can put contact details and notes.
After validation by ‘OK’ a new row is created in the Ticket view. It is possible to see the ticket again by
double-clicking on this line (or right-click and select ‘Modify the ticket…’)
As for stays, billing a ticket consists of assigning to it an invoice number.
For that, you just have to change the status of the ticket to ‘Billed’ from the Ticket form.
As for stays, this operation can be achieved automatically by executing the report ‘Print Ticket”. When
the ticket is billed, if the invoice date is not provided, it is automatically set it to the date of the day.
To bill a ticket and print it, all you have to do is:
from the ‘Tickets’ view, select the ticket to be invoiced
then double-click on the link ‘Print Ticket’ in the Actions bar to run the report “Print Ticket”.
If the state of the ticket is ‘Current’, it will be set to “Billed” automatically. This time, the report has
not been set up to display a confirmation message; this behavior can be modified in the settings of
the program. (See the next Chapter “Modifying a Report”)
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Canceling a ticket
There are two ways to cancel a ticket:
Either change the state of the ticket to ’Canceled’ directly from the Ticket view. In that case, the
application will store the ticket, even if it is no longer visible. This can be useful:
o If you decide to get back and “cancel the cancellation’ of the ticket in changing its state
to something else than “Canceled”
o If you wish to make statistics on ticket cancellations.
- Or erase permanently all the information related to the ticket (consumptions and payments).
This is not reversible.
o This is done by pressing, at the same time, Shift+Alt+Backspace from the Ticket form of
the ticket you want to erase and then confirm by ‘Yes’ to the confirmation message.
o This operation is possible only the ticket is not billed.
To open a ticket when it has the state ‘Canceled’, you have to display the canceled tickets in the Ticket
view by unlocking the filter which hides the canceled tickets (shown here-below):

Thus, the Ticket view here-below shows also the “Canceled” tickets.

From the Ticket view, if you change the state manually from ‘Billed’ to ‘Current’, the following message
appears when you validate the change by pressing ‘OK’:
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o
o

If you reply ‘Yes’ you confirm the change of state to “Current” and the invoice number
will be erased
If you reply ‘No’ the ticket stays in the status ‘Billed’ (or ‘Paid’) but the changes that
might have been made (for instance in the consumptions) will be saved.
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Entering a ticket on a stay
It is possible to link a ticket to a stay. Once this link is made, all the consumptions and payments on the
ticket will be visible on the Stay form as if they had been entered from the Stay form. This allows you to
charge the ticket through the stay, rather than directly.
To establish that link, you choose a stay in the following field at the top of the Ticket (in the ticket form)

Only the stays in state “Current” are shown. If the ticket has already been invoiced, the following
message appears when you validate the Ticket form with “OK”:




If you reply ‘Yes’, you confirm the change in state and the number of the invoice will be erased;
If you reply ‘No’ the ticket will stay in state of ‘Billed’ (or ‘Paid’) and will not be associated with
the stay; but all the other modifications (on consumptions for example) will be saved.
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If the ticket has already been paid (or canceled), the following message appears when you select the stay
associated to the ticket:

In that case, you need to set manually the state of the ticket to ”Current” , then to select the stay
associated to that ticket again.
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Printing Reports, Sending them via Email, Exporting them to Excel (or
others)
To launch the preview of a report (and to be able to print it or send it by e-mail) you just have to
double-click on the corresponding report button in the Actions bar.
An action allows you to produce a report with some given parameters. In fact, some reports need
certain parameters to run, for example:
for which day do you want to print out the housekeeping list?
for which period do you want to print out the list of payments?
for which stay do you want to produce an invoice?
…
A few reports do not need additional parameters to work (e.g. the report “Status of the stock”), but this
case is rare, in the general case we often have parameters.
The value of those parameters in the report can be:
either deduced from the elements selected in the application (e.g. the selected stay, ticket or
period, the dates selected on the booking schedule, or the current user, or the date of the day,…)
or entered manually by the user while launching the report.
Thus, if you click on the action ‘Breakdown payments stay’, the window here-below allows you to enter
manually the period for which you would like the breakdown.

The action ‘Bill stay’ bills the stay selected on the Schedule without displaying a window asking
for additional information. If no stay is selected then the report will be shown as a blank page (or says
that a stay must be selected first).
All the actions, and the way they retrieved their parameters, are customizable. This is explained in the
next Chapter “Advanced Settings”.
It is possible to start automatically a specific action directly from the Stay or Ticket form by using the
buttons ‘OK and PRINT’
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These buttons validate the form by ‘OK’ and starts a specific action. You can choose which action you
wish to start by right-clicking and Edit on the button ‘OK and PRINT’.

The following window allows you to select the action:

The actions associated in the Stay view can be different from the action associated in the Ticket View.
By default the action ‘Bill stay' is associated to the button “OK and PRINT” from the Stay form and the
action ‘Bill ticket’ is associated to the button “OK and Print” from the Ticket form.
It is possible to have up to 3 buttons "OK and PRINT". You can add a new one by right-clicking and Add
on the "Ok and print" button furthest to the left (and "right-click, Remove" to hide a button).
Once the preview window comes up on the screen it is possible to:
print the report
send it by email
You do it by clicking on the relevant button on the top left hand side of the preview window.
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When sending it by email, the application creates automatically a new email by interacting with your
messaging software. The report is automatically inserted as an attachment in PDF format (or other
format like GIF or JPEG, see Misc. Settings, at the end of the previous chapter).
If the button ‘Email’ has no effect, please check that the messaging software is the right one in “Misc.
settings” (see previous Chapter).
By default, the Software is configured to interact with Outlook. However, in specifying ‘Others ’ it can be
used with any email software which works with the standard Windows MAPI (Mail Application
Programming Interface).
The ‘Printer’ button brings up the window to select the printer (this window may not appear according to
the settings of the action selected – see following chapter).
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From that window, when you select the option ‘Print into file’ it is possible to export the report in the
following formats:
 PDF (as for emails),
 Microsoft Excel,
 HTML,
 Rich Text Format (RTF),
 and Image (JPG or GIF).
All you have to do is select the type of file that you would like to use and the folder and file name to use.
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Viewing the Log of the Changes made on a Stay or a Ticket
All the changes made to stays and tickets (such as bookings, consumptions and payments) are logged, in
order to allow you to know at each instant who has made which modification. Of course, this relies on
the proper identification of the Users when they connect to the software (See “Setting up Users” in
Chapter 1)
The changes are visible by clicking on ‘Modifications’ in the Stay form or Ticket form. This tab is always in
a “read-only” mode.

In the list of changes you can find the date and time, the person who made the changes, the type of
modification and the details of the modification.
The format is either: Name of field < old value > -> < New value >
or
Name of the field < unchanged value > (for information)
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Printing the booking schedule, the view of a ticket and the list of the
products
By using the ‘Printer’ icon from the main menu it is possible to print the current window you have on
your screen (Stay or Ticket)

For the booking Schedule window, you can only print a portion of the schedule. For that, select on the
schedule the period to print (you highlight with the mouse the period on any line for a room)

Example: from 11.10 to 25.10
Then press the ‘Printer’ button, the preview window will appear:
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The printout is made in taking in account the configuration of the horizontal and vertical zoom, defined
with the buttons “+ “ and “-“.

You can also print the Ticket view. The printed copy will take into account any possible changes in
presentation that you have made in the grid:
 Order of the columns
 The sorting order of the data
 The regrouping of the columns
 The filter of the data
The grid of the Ticket view also offers the possibility of adding general totals and totals by group. These
totals can also be printed. To do this you have to:
Right-click on one of the columns of the grid and activate the following options (in yellow)
“Footer” and/or “Group footer”
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Then on the footer area which appears on the grid, right-click again to add the totals on the columns for
which you want a total:

Example of a preview for a ticket with totals:
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The same printing functions are available for most of the windows that display grids with data, thanks to
the “Print” button at the bottom left.
Example: the window “Products”:
The configurations set on the grids are saved over the use of the application (you don’t have to redo
them).
The printouts shown in this paragraph are different from the printouts that you can run from the Action
bar on the right.
Indeed, the printing possibilities presented in this paragraph are only to print the contents of a grid
which is configurable by the user (sorting, regrouping, totals,).
In the last Chapter, we will see that the printing functions available in the “actions” are completely
modifiable and, above all, that it is possible to create more functions.
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Making a Backup Copy and/or Restore the Latest Backup
All the data of the settings, the reports, the stays and the tickets are stored in a unique Microsoft Access
file.
From the moment you start using ‘Family Hotel’ to manage your business it is absolutely essential that
you do regular back-ups of this file.
The back-ups should be kept on another hard drive (or another external system of your choice)
If you make only one copy every week, it means that you accept to risk losing a whole week of work. Is it
your case?
The limitations of warranty mentioned in the license agreement (that you have validated when you
installed the software) point out clearly that “our responsibility is no way engaged in case of
programming errors, loss of data or errors in interpreting the Law and its consequences. No modification,
correction, compensation or refund can be demanded if errors are found in the software.”
In order to do a back-up use the menu:
Manage>Database>Create a backup copy of the current database
then select a folder and a name for the file to be saved.
This does not change the location of the file you are working on.
(By default: C:\Users\Public\Documents\Family Hotel\Data\Db.mdb).
If, when starting the application, the file you want to work on is not available or is damaged, the
following window appears:

In replying “Yes”, it is possible to select another work file. The file will not be moved, and the software
will use this file where it is. If you would like to restart from the previous back-up file it is necessary to
copy it first to your usual work folder.
Once the work file is selected you need to restart the application:
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The menu ‘Manage>database> Select another database…’ allows you, as during the
previous manipulation, to change the work file.
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Compacting and Repairing the Current Database
The software compacts automatically your database once a month.
However, the menu:
Manage>Database>Compact and repair your current database
allows you to force the immediate compaction of your database and optionally to correct integrity
errors.
Caution: to perform this operation you must make sure that no other program is running with the
database.
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Using our Software on Several Workstations
It is possible to use ‘Family Hotel’ on a network (multi-workstation configuration).
You need to place your work file on a shared directory of your local network (LAN) and to use the menu
‘Manage > database > Select another database …’
The selection of the shared database to be used must be done on each PC (it is a setting to do on each
computer).
Several people will be able to work simultaneously on the booking schedule, the stays and the tickets.
This context is perfectly managed by the software.
In that mode, it is sometimes necessary to press the ‘Refresh’ button in the main menu (and to press F5
from any window) to make sure that the software shows any possible changes made from the other
computers.

The constraints on the booking Schedule (not to reserve the same room twice on the same day) are
always checked even if your booking Sheet window has not been refreshed.
In a multi-workstation mode, you can only consider that your booking has been accepted by the
application (the constraints are checked) when the Stay Form has been validated by ‘OK’.
At the “OK” time, if one of the rooms has been booked in the meantime from another PC, the following
message will appear:

In that case you have to close the Stay Form by using ‘Cancel’’ and use ‘Refresh’ to update your
Planning schedule.
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Caution: The shared directory must be created in giving the rights of reading and writing. If not, you will
have the following error message when you will try to make a change from a remote workstation
accessing to the shared directory.

Example of configuration of a shared directory “MyDirectory” under Windows 7 in reading and writing
mode (option “Change” and “Read”)
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Creating a Stay from an Internet Request
If you have the module to update Family Hotel from the Internet, as soon as the Software detects the
presence of a new request for a stay by an Internet user, the “Internet” button here-below (in yellow)
starts blinking.

If you click on it, the pending requests are displayed:

If you unmark the box at the bottom left (Processed = False), you can also get the previous Internet
requests that you have already processed.
There are 3 types of Internet requests for stays: « Create », « Modify » or « Cancel ».
On a “Create” request which has not been processed yet, it is possible to right-click and choose
“Create the related stay”, which creates a new stay. This stay will be automatically initialized with the
data retrieved from the Internet (name of client, dates of the bookings, telephone, email, credit card,
comment, price,…)
If a customer form is created from a stay form initialized from an Internet stay request, the customer
form is automatically populated with data retrieved from the Internet request.
In this mode, the Stay form can be initialized automatically with one or several room(s) and indicate, for
each of them, the type of room. The schedule is positioned automatically so that you can select a room
available in the right type.
When you enter information for rooms, a green checkmark indicates the rooms available for the type of
room you wish.
For the type of room desired to be indicated with a clear text instead of a code, you will need to fill up
the column « Name of type » in the room settings (cf. chapter “Initial settings”).
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If you want the field « Partner » to be initialized automatically, you must have previously created a
partner with the same name as in the « Partner » column (To create a partner, see « Setting Up
Partners » in Chapter « Initial Settings »).
In order to update properly your availabilities from the Internet, you must put on your booking schedule
all your pending Internet requests for stays, before creating or modifying any other stay.
For more information on the way the synchronization module with the Internet works, please see
Chapter “Retrieving and Updating your Availabilities from the Internet” at the end of this document.
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The field “Distributor Ref.” allows you to link the request for stay from the Internet with the related stay.
When you receive a request for a “Modification” or a “Cancellation”, the contextual menu
“Modify the related Stay” allows you to open automatically the corresponding Stay form by using that
Distributor Reference. The modification, or the cancellation, has to be made manually.
The contextual menus “Mark as not processed” or “Mark as processed” allows you to modify the state of
the request without modifying the stay itself.
If you close the Stay form by “OK” after using the menus “Create the related Stay” or “Modify the related
Stay”, then the Internet request will automatically be marked as “Processed”.
The little cross in front of every request of stay by Internet, allows you to display the full content of the
message received by Internet. The data are in XML format.
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For a request for a “Modification”, XML is colorized to show the differences with the XML of the previous
request associated with the same booking (if the request is still present in the database). Green for
added lines, blue for modified lines and red for deleted lines.
Processed Internet stay requests are automatically deleted from the database after 90 days
(configurable synchronization with Internet module level).
Initializing automatically types of booking using the internet rate code:
It is possible to initialize automatically the booking types of the bookings using rate code used for selling
on internet. For this, you need to fill up the column « Rate code type 1 » (or 2 or 3) with the rate code
indicated in the detail of the reservation:

In this example, you need to enter « 1933323 » in the column « rate code type 1 » (ou 2 ou 3). Of the
corresponding booking type (cf. chapter “initial settings”).
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Initializing automatically extra sold on Internet:
It is possible to create automatically consumption from each extra sold on Internet in the context of a
reservation.
For this, you need to fill up the column “Extra code type 1” (or 2 or 3) with the extra code indicated in
the detail of the reservation that includes some extra:

In this example, you need to enter « 1 » in the column « Extra code type 1 » (or 2 or 3) for the
corresponding product in the product settings (cf. chapter “initial settings”).
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Advanced Settings
Setting up Actions
As seen in the previous Chapter, the Actions are displayed in the
vertical bar of actions (on the right hand side or left hand side of your
application) and allow you to start the generation of a report.
To start a report, double-click on the name of the action or
right-click and select ‘Execute’ form the menu.
This menu also shows the commands to add, modify, duplicate or
erase an action.
(See image here on the right hand side).
It is also possible to import an Action from the Internet.
(See next paragraph).
If you select ‘Modify’ on any given action, the set up
window for the action appears:

This window allows you to configure:
the name of the action (shown in the Action bar)
the category of the actions (the Action bar groups the actions
by category)
the name of the report associated to the action (the Software
shows the list of the reports available)
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The field ‘Preview’ allows you to specify if you would like to view the document before printing (In order
to speed up the process for printing the tickets, you can decide to print the report directly, without the
preview).
The field ‘Printer window’ allows you to specify if you want to see the window which allows you to select
the printer and the printing parameters.
The field ‘Visibility’ allows you to specify if the action must be shown only in the Stay window, only in the
Ticket window, or both.
The field ’Display order’ allows you to position an action in its category. Regarding the categories, their
order on the bar can be changed by a simple drag-and-drop with the mouse.
If you have “User profile management”, it is also possible to define a “Level of rights” for every action
(Otherwise that input field is not visible).
This “Level of rights” allows to specify if a user logged on to the application can see (and then start) that
specific action, or not. Indeed, for every user, it is possible to define a “Level of rights on the Actions”
(See “Setting up Users” in Chapter “Initial Settings”). A user can see and start an action if his/her level of
access right is at or above “Level of rights” for that action.
Example: a user with a level of right “1” can start an action where the “Level of rights” is “0” or “1”, but
not “2”.
The level of rights is an integer with a value between 0 and 99. You can organize your actions by level of
action as you wish.
And finally the input field ‘Conditions’ allows you to configure the data feeding of the parameters
required to run the report associated to the action.
Examples:
For the report ‘Recapitulatif des reglements’ (Summary of the payments):

The possible values for the column Code show that this report has two mandatory conditions.
(They are used to define the period of the summary)
Therefore, in the grid, you have to create two lines in which you can:
give a name to each parameter (this name is used in the small window which allows you to get
the value of the parameters when starting an action)
say which type of value to use (a number, a date, a text, a box to ‘check’, an identifier for a user,
an identifier for a partner,…) This information makes it possible to validate the entry of the
parameter and also the entry of its “Value” (in the next column)
provide the default value for that parameter.
checkmark if this parameter must be defined as “visible” in the small window for data input
when launching the action.
specify the order of display of the parameters
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If, for a specific action, there is no existing parameter defined as ‘Visible’, the small window asking for a
parameter will not be displayed (this explains why it is shown for certain actions and not for others).
For the report ‘Bill stay’ we have the following configuration:

The type ‘Generated’ is a special type which means that the parameter is initialized by an element of the
application. The system shows a list of all the possible elements. In our case, the parameter you choose
is the booking currently selected on the Schedule and that this parameter is not “visible”. No “data
entry” window will be opened at the launch of the action because it is the only parameter and so it will
not be possible to modify its value manually when launching the action.
Remark: the identifier of the booking is an internal code which provides a unique identification for a stay.
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Getting an action and its associated report from the Internet
By default, our software is delivered with a limited set of Actions and associated reports. We make
available on the Internet other actions and their associated reports. Most of those actions are available
only to the members of our “Family Hotel” Club.
To become a member of our Club, please go to www.familyhotel.fr
To consult the list of available actions, use the contextual menu “Import from Internet…” by right-clicking
on the Actions bar.

Caution: Loading reports from the Internet is only possible if you use the latest version of our Software. If
it is not the case, you will have to update your version before being able to load a report from the
catalog.
To know about the latest version available, go to: www.familyhotel.fr
The catalog of the Actions available from the Internet appears:
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By clicking on the little cross at the beginning of each line, you can get a more detailed description of the
action and its associated report.
Some actions have a little magnifier icon which allows you to see what the report looks like before you
import it. To display the preview, right-click on the line and select «See a preview…»

The column “Reserved to Club members” means that you need to be a member of the « Family Club » to
be able to import the action.
When you select a line and use the contextual menu « Import » (right-click), you can import this action
(and its associated report) into your version of Family Hotel.
The following message appears:
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A new action is then created in your Action bar and a new report has been imported:

This is the easiest way to create an action and a report. Obviously, it is possible to modify the settings of
this new action and to adjust the look of the associated report, thanks to the instructions in paragraph
« Modifying a report».
If you have made an interesting report with our Software and you wish to make it available to other
users, you just have to send it to us via email, please follow the instructions in paragraph « Saving and
loading a report from a file». It will be our pleasure to add it to our Online Catalog.
Every now and then, look at the catalog; we will keep on adding new actions. The column « Date of last
change » allows you to know the reports which have been recently added or modified. The columns
« Date and time of latest download » and « Number of downloads » allow you to know which reports
are the most popular.
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Deleting an action
If you never use an action, you can delete it in selecting it and using the contextual menu « Delete » from
the Action bar.

After you have confirmed the deletion, the following type of message might appear:

If you reply « Yes », the report which, following the deletion of the action, will no more be used by any
action, will be moved to the Recycle Bin of the Report Manager (Not Windows’ Recycle Bin).
We recommend emptying that Recycle Bin on a regular basis, so you don’t keep useless reports.
In order to do so, run the report editor with the following menu:
Customize>Settings>Reports
Then, in the « Reports » window, right-click on the « Recycle bin » and choose from the menu « Empty
recycle bin », then confirm the deletion.
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Modifying a report
It is essential to modify existing reports in order to adapt the software to your company (at least for the
invoices and tickets). The report editor tool is rather sophisticated and would deserve a documentation
by itself (this documentation is available in English under a link in the WINDOWS menu « START » and
Group « Family Hotel> Reports edition ».

Therefore the purpose of this Chapter is simply to introduce the basis of report editing and to answer the
Frequently Asked Questions.
You will progressively master this editing tool (because it is rather intuitive) and this will allow you to
enrich Family Hotel in order to automate many functions in your work.
To launch the report editor, use the following menu:
Customize>settings>Reports

The following window appears:
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This window shows all the existing reports. It allows you to arrange them by folder (or file). Moving the
reports can be done by drag-dropping them with the mouse. It is possible to delete a report by putting it
in the Recycle Bin. The deletion is not definitive until the Recycle Bin is emptied (right-click on the
Recycle Bin). It is not possible to suppress permanently a report which is still being used by an action.
(See “Settings Actions” earlier)
When you right-click you can create new folders.
If you double-click on a report (e.g. on ‘Bill stay (Chris-Tal)’ the report editor appears:
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This editor has 4 main tabs:
- The tab “Design”: It is the one that comes up by default and with which you will work at the
beginning. It allows you to manage the formatting of the data in pages and integrate images and
page headers and footers.
- The tab “Data”: allows to define what data have to be retrieved to build the report and what
parameters to use (e.g. a date of beginning and a date of end for a report based on a period)
- The tab “Calc”: allows you to perform advanced functions with Family Hotel, since it gives you
the opportunity to add some logic between the data read from the database and those printed
on the report. This logic must be written in Pascal language.
- Finally, the tab “Preview” allows you to launch the report and see the result without having to
exit the editor.
In a first stage, we will work only on the tab “Design”, in order to customize the existing “Facture”
(Invoice).
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Working with the “Design” tab
The page is split in areas: “header”, “detail”, “footer” (in case of regrouping, other areas can be
displayed: “Group header”, “Group footer”,…). The size of those areas can be modified directly with the
mouse. On those areas, it is possible to drop with the mouse “components” available from the palette at
the top of the window.

The menu “View>Toolbars>Report Tree” allows you to display the area here-below that shows the
components which have already been dropped in the different areas:

A simple click on a component allows to change its name. So, the component “texte multi-ligne
formatées »(formatted multi-line text), which displays the address of the Company and is called
« RichEntete »(Rich header). When you select it from the tree, you can see that very small circles appear
around it in the « header » area of the report.
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If you simply right-click directly on the component in this header area, and if you choose the menu
“Edition”, then you bring up a window to modify that text:

Same way, if you right-click on the component “ImgLogo” and if you choose the menu “Photo…”, then
you can replace the content of the image with another.
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For simple text components (such as “LabSiren” which allows to print the Registration Number of the
Company), the content can be modified in the area at the top of the screen (right under the component
bar).

First, you must select the component « Text simple » (simple text) you want to modify.
The menu «View>Toolbars>Data tree » allows to display the area here-below,
which shows the data selected in the tab « Data» available to the report. The data are
in several tables, each table has one or several field(s).
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The data available to the report “Facture” consist of 5
tables:
Stay (Sejour)
Bookings (Resa)
Consumptions (Conso)
VAT (VueTVASejour)
Totals for Stays (VueTotauxSejour)

For example, if you select the component “DBNomSejour”, you can see in the area at the top of the table
that this allows to display the field “Txtnomsejour” (name of the Stay) from the table “Sejour”)

Every report is associated to a « main » data table . For « Stay bill », the main data table is « Sejour ».
It means that as many lines of “detail” of the “Stay bill” report as the number of lines of data in the table
“Sejour” must be printed.
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To modify the main table for a report, you must use the menu “Report>Data”.
A report can contain one or several sub-report(s). When you drop a sub-report component in a report,
you create a sub-report and a new tab is created at the bottom.
The report “Stay bill” contains 5 sub-reports.

When you select the tab « SubResa » for example, you can edit the layout of the part « bookings ».
Each sub-report owns a main table too. For SubResa, it is the table « Resa » (You can see the association
report/data table in the name of each tab.)
The layout of the part « booking » shows this notion of regrouping. The lines of details are gathered by
« Type of booking » and there is an area called “Group header” and one called “Group footer”.

To create such a group, you must use the menu “Report>Groups”, then select the field which allows to
regroup the lines of details of the sub-report (in our case « Nom Type Resa », which is the name of the
type of booking associated to the booking; e.g. « Half-board », « Full-board »,...)
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We have now seen very briefly how to edit a report and you should at least to modify the address and
the logo of your reports « Stay bill » and « Ticket bill » ; which is necessary before being able to use
Family Hotel.
We are aware that editing the reports is a complicated task for people who are not computer literates,
that is why you can contact us if you have specific needs which could be solved by a new report or the
modification of an existing report.
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Saving and Loading a Report form a File
In order to exchange reports between 2 different Family Hotel databases, it is possible to save the
definition of a report into a file and to re-import this definition from that file. The report files have the
extension “.rtm”.
This is very useful if you have trouble editing a report. You can save it as a file and send it to us
by email. We will fix it and email it back to you. You will only have to re-import it to take advantage of
the correction.
To save a report to a file, open the report in question in the report editor and use the menu:
File >Save to File

Then choose the directory in which you want to save and give a name to your file.
To import a report, open the report to be replaced in the report editor (or create a new empty report
if you don’t want to replace an existing report), then use the menu :
File>Load From File, then select your .rtm file.
This procedure does not save the configuration of the action(s) associated to the report.
If, following the modification, the report has new parameters, you will have to reconfigure the
associated action(s). (As specified in paragraph « Setting up Actions », seen earlier).
Similarly, if you import the .rtm file into a new report, you will have to create a new Action to be able to
launch it (the configuration of the action is not in the .rtm file).
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Creating a New Report
In this paragraph, we will see the creation of a new report, in following a simple example.
The goal is to create a report which allows to list by « type of stay », the stays which have a booking
starting on day X. Day X must be initialized by a day selected from the schedule, but it can be modified
when launching the Action.
From the Report Explorer (Customize>Settings>Reports), click on « File>New Report”, to create a new
empty report.

The report editor appears. Select the “Data” tab because we are going to start by specifying which data
are needed in our report.
To create a new table of data, use the menu: “File>New” and, in the “New Items” window, choose:”
Query Wizard”.
For our report we need the data « Stay», « Booking» and « BookingType ». Select those 3 tables and click
on «Next».
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Then click on “Choose fields” to specify that only some fields are needed.
Choose solely the following 2 fields (if you select only the fields you need the report will generate faster)

Then, click on “Next” 3 times (No Calculations and No Grouping).
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In the “Filter” part, click on “Define Search Criteria”, add a criterion (right-click menu) to specify that we
do not want to consider the canceled stays (txtStatutSejour must be different from ‘A ‘ (for ‘Annules’ =
canceled)

Then click on “Next” 2 times (no sort). Then click on “Finish”. Your new table of data is displayed in the
“Data” tab.
Now we have to specify the parameter (day X).
Click on the little magnifier of the table you have
created.
Then, in the new window that appears, double-click
on the field “Start Booking” in the list of the
available fields. The field adds to the list of criteria.
To indicate that the value is, in fact, a required
parameter for the report, click on the boxes
“Search” and “Required”.

Finally, in the box for “Value”, specify a date which will be used only during the generation of the report
in the tab “Preview” of the report editor (useful to test the result).
For example, we enter: 01.02.2010
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Remark: you might have to enter the date with « / » instead of « . » separators. It depends on the
configuration of your machine (Windows Local Parameters).
Click « OK ». Work is completed for the part “Data”. Now we need to build the layout.
Go to the tab “Design”.
Reduce the sizes of the areas “Header” and “Footer”, because we are not going to use them. On the
other hand, we want to regroup the stays by type of stay, therefore we are going to create a group
thanks to the menu “Report>Groups”. In the new window that shows up, select « Name Booking Type »
to indicate that we want to group by this field and click on “Add” and “OK”.
New areas appear on the editor screen, open the area “Group header”.
You should have the following result:
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Place in the header area a component « DBText »
field “Name Booking Type” from the table ”Stay”

Place a component “Dbtext” in the “detail” area
“Name Stay” from the table “Stay”.

and associate to it the

and associate to it the field

Voila, it’s over ! If you toggle to tab “Preview”, you can see the result. If nothing is displayed, it might be
because none of the stays matches the criteria. Then you should click on the little magnifier to change
the value of the parameter :
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When you come back to the tab “Design”, you can make a few adjustments to the layout (Example: the
type of stay in bold and underlined). When you are satisfied, you close the report by saving it under a
new name. In our case « List of people arriving »
Finally, as mentioned in paragraph « Setting up Actions », you just have to create the Action associated
to the new report.
For that, right-click and choose « Add » in the Action bar and configure the new action the following way:
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In the part « Conditions », the values proposed for the field Code allows us to retrieve the only
parameter of the report. We choose to associate it to a « generated » type and to initialize it with the
beginning of the period selected on the schedule. We leave it to « Visible » to be able to modify its value
at the last minute (in the small window to enter the parameters).
Validate the creation of the Action by « OK ». It shows up in the task bar. Select a day on the schedule
and launch the Action. The small window to enter the parameter appears. Our parameter is properly
initialized. We can eventually modify the date and then run the report by replying « OK ».
Here we are. We just created a new report with its new Action. It is interesting to know that it is possible
to create many different styles of reports, such as:
the simple grouped reports (as in our example)
the « master » / »details » reports (example: the header of an invoice and the lines of
detail of the invoice). In that case, you have two tables of data (one for the headers and one for
the details) and one sub-report (for the details)
the crossed reports (example : staff estimation with the days on the horizontal axis)
the charts (histograms, pies, curves,…)

The crossed reports are the most complex, because their dynamic presentation often implies to add
some logic (Use of the « Calc » tab).
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The charts offer many possibilities for settings. To set up a graph right-click and choose « Edit a Graph… »
on a graphic-type component

that you will have dropped in your report.

FAQ’s about Report Edition
In this paragraph, we are going to answer the frequently asked questions about editing reports.

Question 1: How to modify the text of the email generated from the preview
before printing a report? How to define the format of the attached file for a
report?
If nothing is done in the report, the email is generated with an empty subject, an empty address and an
empty content; There is only the report attached to the mail as PDF file which name is ”Document.pdf”
In the report “Facture” (Invoice), we have added the logic to:
Fill out the address of the recipient (from the address entered in the Stay form)
Fill out the subject (fixed text)
Modify the name of the generated PDF file (e.g. “Invoice # x.pdf, where x is the invoice
number)
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This logic is part of the report “Facture” (Invoice) and is customizable by going in the tab “Calc” of the
report “Facture” in editing mode.
By selecting the event “BeforePrint” of the report, you can browse and modify the Pascal code which
manages this data feeding logic.

Remark #1: In Pascal, if you want to put a simple quote « ‘ » in a chain of characters, you must double
it « ‘ ‘ » to indicate that this is not the end of the chain of characters. Only one of these quotes will
actually be displayed. The green color allows you to check that the chains of characters are properly
defined.
Remark #2: T_Sejour[‘intNumFactureSejour’] represents the value of the field « intNumFactureSejour »
from the data table « T_Sejour ». The email is therefore initialized from the data retrieved in the part
“Data”.
Remark#3: By adding the following line (here in yellow), it is also possible to specify the type of attached
file that must be produced for that specific report.
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The supported formats are: PDF, GIF, JPEG, BMP, Metafile, DOC, and RTF
(Reminder: The window Customize>Misc. Settings allows you to define the type of attached file by
default)

Question 2: How to change the report “Stay bill” so that it does not ask me if I
want to set the stay to “Billed”, but does it automatically (As for the report
“Ticket bill”)?
Once again, we find the answer is in the tab “Calc”. By selecting the event “OnGetAutoSearchValues” of
the report Facture, we find the logic which allows the following:
 to know the state of the stay (before the report has begun to read the data)
 if the stay is in state Option (O), Confirmed (C), or Current (E), then we call the method
“SetStatutSejourFacture” to set its state to “Billed”. The 1rst argument of that method is the
identifier of the stay in question, the 2nd argument specifies if you want a confirmation message
or not.
By making the following change: SetStatutSejourFacture(IdSejour, TrueFalse); you suppress the
confirmation message.
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Question 3: my report has 2 parameters (on 2 different tables of data) but, in
fact, the value must always be the same for both. I would like to have only one
parameter to specify in the action associated to this report. How do I do it?
In that case, you just have to define one of the parameters as “not required” and to initialize the
parameter that is not required from the parameter that is required in the event
“OnGetAutoSearchValues” of the report.
For example, in the report “Check-in/Check-out”, we want all the arrival for day X and all the departures
for the same day X.
Therefore we add the following logic:

Remark #1: to know which parameter matches Report.AutoSearchFields[0], Report.AutoSearchFields[1],
Report.AutoSearchFields[2],… you can click the box « Visible » in the « Code » list of the Action window.

Here we see that the 1rst in the list (Report.AutoSearchFields[0] is the mandatory parameter and the 2nd
is optional.
In the definition of the action, we create a line ONLY for the required parameter.
Remark #2: Here-below, another way of synchronizing the value of those 2 parameters:
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The parameters retrieved thanks to the table of data (Resa2 and Resa), the name of the field on which
we have the criterion (dtFinResa and dtDebutResa) and the operator (Equal). It is a technique which has
the advantage of being independent from the order of the criteria between themselves.

Question 4: How to create in a report a “clickable” area which allows opening a
stay form or a ticket form?
You have to use in the report a component “DBText” and link it to a field of the database which
is a unique identifier of a stay or a ticket (IdSejour or IdTicket)

Then, in the tab “Calc”, you must add the following logic in the event “OnDrawCommandClick” on that
component “DBText”:

In that example, we display the Stay form and if it is closed with button “OK”, then command
“RefreshPreviewForm” is executed and allows refreshing the report to take in account any changes.
To display the Ticket form, you have to use method ShowTicket.
When the Stay or Ticket Form are displayed from a report thanks to methods “ShowSejour” or
“ShowTicket”, then the button “OK and Print” of those forms is disabled in grey color to avoid launching
a new report from a report already in progress.
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To avoid displaying in a report the identifier of the stay or the ticket of the component ”DBTexte” used, it
is possible to place on top of it a component “Image”. The report “Recherche sejour”(Look for stay) is an
example of a clickable area with the image

Question 5: How to create in a report a “clickable” area which allows adding or
suppressing the consumption of a specific product on a stay or a ticket?
Similarly, it is possible to add a clickable area to add or suppress the consumption of a specific product
on a ticket or a stay.
In that case, the logic to use in the event “OnDrawCommandClick” of the component “DBTexte” is:

The method “AddRemoveConsoSejour” takes this time 4 parameters:
- StrToInt(TppDrawText(aDrawCommand).Text) represents always the identifier of the stay or of the
ticket associated to the component “DBTtexte”
- The 2nd parameter is the identifier of the product (IdProduit) for which we want to create a
consumption (Here StrToInt(Report.AutoSearchFields[2].Value) allows to reference a parameter of the
report. So the identifier of the product can be configured at the level of the action which uses the report)
- The 3rd parameter is the date and time of the consumption (Here:
Report.AutoSearchFields[0].Value+CurrentTime allows to use the date which has been passed as a
parameter to the report to which we add the current time).
- Finally the 4th parameter allows to specify the change in quantity for the consumption
(Here -1 means that we subtract a quantity of 1 on the consumption of the day)
If there is no consumption of that product for the day, then a new line of consumption is created.
If the quantity goes to 0 for that day, then the line of consumption is deleted.
The method “AddRemoveConsoTicket” allows adding or suppressing a consumption on a ticket.
Report “Pointeuse de petit dejeuner”(Breakfast time clock) is an example for using those methods.
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Question 6: how to change the currency in the reports?

On the field which displays the amount
under a currency, right-click and then
choose “Display Format”
Then enter, for example, the following
format for a display in dollars:
$#,0.00;-$#,0.00

Question 7: how to retrieve the value in a report of a condition that is not
related to a parameter in the data tables of the report ?
As seen above, the parameters of the data tables of a report ("Data" tab) may be associated with
conditions that you define at the actions associated with this report.
However, it can be interesting to define a condition and retrieve the value of this condition in
your report without the latter is related to a parameter of a data table.
Example: create a report that displays a simple text configured and entered (or updated) at the
launch of the report.
The condition must be defined in the same manner as discussed above (see setting of actions).
To retrieve the value in the report, use the following function:

'code1' is the code name for the condition that you set in the settings of your action.
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Modifying the Application Main Menu
Now let’s leave the reports to come back to the application main menu. Indeed, you can modify the way
it is organized and its behavior by right-clicking on the main menu itself and by choosing “Customize the
menu”.

The following window appears:

From that window you can drag and drop (with the mouse) commands onto the menu itself and the submenus. When this window is displayed, you can (also by a simple drag-and-dropping) reorganize the
elements of the menu.
So, if you often go to the view “Partners”, you can directly drop the command “Partner” in the main
menu. By right-clicking on this new element, you can tell to display the image and the text.
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The tab “Options” of the menu customization window, allows you to enable or disable the fact that the
elements which are not often used should be hidden and then displayed after a delay. You can also
change the animation of the way the menus will be opened.
Finally, the button “Reset” in the tab “Toolbars” allows you to come back to the original menu and delete
all your modifications.

Obviously, the settings for the menu are saved over the use of Family Hotel. Those settings are specific
to the machine. If you use Family Hotel in a multiple-workstation environment, you must set them up on
every machine.
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Retrieving and Updating your Availabilities from the Internet
There are many sales agencies which sell stays on the Internet

For each of them, it is necessary to keep your availabilities updated on the Internet as frequently as
possible, to avoid overbooking problems. This usually requires to enter the same information on those
different sites, each with a different graphic interface… a daunting and very time consuming task.
Moreover, when an Internet user achieves a booking through one of those selling sites, he/she enters all
the information linked to his/her stay (name, dates, type of room, credit card number). Therefore It is
also interesting to retrieve this information in Family Hotel to avoid re-entering it and possibly making
mistakes.
The tool « Family Hotel Internet Updator » updating your availabilities on the Internet and retrieving the
bookings made by the Internet users, are fully automated tasks.
To run it, use a special shortcut from Windows:
“Start>Program>Family Hotel>Family Hotel Internet Updator”.

Family Hotel Internet Updator runs as a “tray” icon and must stay active around the clock. When
installing Family Hotel, an option allows you to create automatically a shortcut in Windows Start Group
that Family Hotel Internet Updator will be restarted when the machine is restarting.
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Once it is started, the following icon appear at the bottom right:

By right-clicking on that icon and choosing « Configure », the configuration window for the automatic
updating appears :

In the example here-above, the update occurs every 5 minutes, all the days of the week, by Availpro
(Channel Manager), on a horizon of 365 days in the future. « Type2 » of the room settings in Family Hotel
will be used.
(See « Setting up Rooms » in Chapter 1).
The tab « Log » allows you to see the activity of the software and check that the updates are running
properly .
To be able to run that tool, you must have a Family Hotel license with the option « Internet Updates ».
(Please, specify it when you ask for your license).
Family Hotel Internet Updator is a modular tool; currently we have one module for the company
« Availpro » and one module for « Family Resa » (which can be connected to Booking.com). We are
developing other modules.
The costs for Family Hotel Internet Updator depend on the number of modules you activate. We invite
you to check on the tariff we publish on www.familyhotel.fr for more details.
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Registering your Family Hotel License
The version you download for free from our website is fully functional; its duration in functioning is
simply limited to 60 days on one specific PC. To get the software over a longer period, you must ask for a
license which is delivered as a file attached to an email. You will not need to reinstall another version of
the software and you will not lose the work you have already done during that 60-day period.
To ask for your license, please us the menu: Customize>License
Fill out the requested information (Hotel name, Number of rooms, Address,…) then click on the address
info@familyhotel.fr to prepare automatically an email with your HardwareID number. That number is
indispensable to generate your license.
Caution: it is essential to have registered your license before using the Software to actually manage your
business with it. Indeed, if the license has not been registered within 60 days, then it not possible to run
the Software anymore.
To register the license, please follow this procedure:
1. Register the file .license (attached to our email) on your desktop
2. Run Family Hotel
3. Go in menu: “Customize>License. The window here-below appears (if you are over the 60
days, this window will appear by itself as soon as you run Family Hotel)
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4. Click on the button “Register a License”, then select the license file you have previously
saved on the desktop, then click on “Open”

5. Restart Family Hotel

6. When the version is properly registered, the text “Registered Version” must appear in the
title of the application main window. The possible date of end of validity is indicated in the
window of the menu:
“Customize>License”
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Conclusion
This document summarizes the main functionalities of Family Hotel Software. Don’t hesitate to contact
us via email (info@familyhotel.fr) if some questions remain unanswered. It will be our pleasure to reply
to you at the soonest.
As you have probably seen, the philosophy of this Software is to allow you to personalize and enrich it so
that it can respond to 100% of your needs (which are also evolving).
The challenges we are facing (us, hotel owners) require from us that we automate as many tasks as
possible in order to be more productive. With Family Hotel, you meet this productivity!
We wish you a good use of our Software!

Page 127/127

