For setting up a new Retreat Center with the full version of
Retreat Tracker Database

Last updated 8/17/2003
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Introduction

RetreatTracker is a modern database program that automates many of the routine booking
tasks faced by retreat centers. When fully implemented, RetreatTracker (RT) will pay off
in better service for your guest groups and reduced time requirements for office staff.

Y ou will also have numerous reports available on your operations.

Achieving these benefits requires that RT knows about your center’s policies and
resources, matters such as your rate structure and the names of your lodges and meeting
rooms. It also requires that you enter enough information into RT to make it useful; for
example, information on each of your currently scheduled future events. So, you have a
significant task to accomplish in getting RT set up and ready to go into production.

The Setup Instructions included in this document relate to the first of the above tasks, that
of entering information about your center’s policies and resources. When RT isfirst
launched at anew center, a“New Center Setup Wizard” opens to guide you through a
series of setup steps. Many of these steps are simple and self-explanatory and therefore
need no further explanation beyond the brief instructionsin the Setup Wizard.

Severa of the stepsin the Setup Wizard are fairly complex and require additional
instructions and guidance. That isthe purpose of this document. When the New Event
Setup Wizard gets to the step where you will enter alist of your center’s services, it will
provide alink to the instructions below for that task.

Y ou may want to print out a copy of these instructions for ease of referral while you are
working through your setup tasks. Or, you can let RT open these instructionsin
Microsoft Word, and switch back and forth on your screen between RT and Word.

Y ou may discover some RT features which do not exactly match the figuresin this
document. Just know that RT continues to grow in new enhancements, while these
instructions are updated at intervals. If you see something different from what is shown
here, it’s probably an exciting new feature!

We at RetreatTracker Software are eager to hear your feedback on any areas where the
RT program or itsinstructions can be improved. RT will continue to undergo bug fixes
and enhancements, and the manuals will continue to get better. Your input isthe primary
instigator for these improvements. Please do not hesitate to call, fax, or emall
RetreatTracker Software with any problems, suggestions or comments.

RetreatTracker Software toll free........ooov e 1-866-213-0545
[ 0 LI (= ST 1-866-504-8268
= S Support@Retreat Tracker.com
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Welcome

If you are reading this, you have no doubt already spent some time exploring
RetreatTracker using the demo version. Y ou probably know that to launch
the full version of RT you can double-click the RT icon on your desktop.
That’ s the bird house with the red roof. When you launch RT the Welcome
screen comes up.

The welcome screen isthe
beginning of the New
Center Setup Wizard,
which will guide you
through the necessary
steps for entering informa-
tion about your center.

Entering all the informa-
tion needed for anew
center will take severd
hours.

So, if you'reready, click
the “Next” button and let’s
get going.

Step 1 — Host Center Information

Step 1 of the New Center
Setup Wizard concerns
basic identification data
about your center. Thisin-
formation isused by RT in
creating documents, for
example, in making letter-
heads and report footers.

The Setup Step 1 screen
comes up, with an “Open
Button” form to open the
Host Center Info Form.
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Host Center Info Form

Pay particular attention to the Host Center name! If there are alternate ways of spelling
your center’s name, this could be a problem. RetreatTracker’s registration number is
coded to work for only one

center. Changing even one

letter of the Center name

will require obtaining a new

registration number! Be

sure that the name you enter

is the one you want to use,

and is the same as the one

for which your registration

number was issued.

Y ou will notice that severa
of the fields on the Host
Center Info form are re-
quired; these are indicated
with green field name labels.
Other fields are optional.

When you have finished

filling out the Host Center Info form, click OK to return to the Step 1 screen, and click
“Next.” Thefamiliar RT Login form appears. Enter and save your center’ sregistration
number, and your name.

Step 2 — Enter Event Types
In this step, you get to create the list of possible Event Types.

RetreatTracker designates each event (e.g., conference, retreat) with an Event Type.

Event types allow the subsequent filtering of information. For example, if onetypeis
"Church Sponsored,” you could later create a
report showing all events having that type.

Each event must be assigned one and only
onetype. So, if you create the type names

"Y outh Camp" and "Church Sponsored,” you
could not assign both types to one event.
However you can create atype named "Y outh
Camp Church," and another named "Y outh
Camp Non-Church."

One of the event types you create should be
designated as the default type. Thisisthe
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type that will be assigned automatically to new events when they are created. Y ou will
probably want to designate your most typical type as the default.

Three category names have been entered as default entries. If you are not sure now what
types you might eventually want to use, you could leave the existing entriesasis. You
can always come back and change these at alater time.

Y ou should assign a number to each type’s Presentation Order, which will determine the
order in which the Event Types appear in drop-down boxes and reports. Most likely you
will want your most common event type to appear first on thelist.

Note the “Active’ check-box for each type. You will see this often when working with
recordsin RT. The purpose of the Active field isto alow an item to be deactivated
without deleting it from RT. For example, you may decide after several yearsto
discontinue a certain group type. However, if you have used thistypein RT, it becomes
an essential part of your historical data, and deleting the item would affect al the past
records that used it. Unchecking the Active box allows you to “ deactivate” the item but
leaveit available in RT for legacy data. Asarule, you should never delete arecord
which may be related to other recordsin RT. Instead, uncheck the Active box.

When you are satisfied with the Event Types you have entered, click OK to return to Step
2, then “Next” to go to Step 3.

Step 3 — Enter Group Types

In this step, you get to create the list of possible Group Types. Group types refer to the
groups or organizations that sponsor events at your Center. The process for entering
Group Typesisthe same as for Event Types, above.

Retreat Tracker designates each sponsoring
group with a Group Type. Group types al-
low the subsequent filtering of information.
For example, if one type is"Nonprofit,"
you could later create areport showing all
groups having that type.

Each group must be assigned one and only
onetype. So, if you create the type names
"Nonprofit" and "Education," you could not
assign both typesto one event. However
you can create atype named "Nonprofit
Educational," and another named "Non-
profit Governmenta."

One of the group types you create should be
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designated as the default type. Thisisthe type that will be assigned automatically to new
groups when they are created. Y ou will probably want to designate your most typical
type as the default.

When you are satisfied with the Group Types you have entered, click OK to return to
Step 3, then “Next” to go to Step 4.

Step 4 — Enter Age Categories

In this step, you get to enter the age categories used by your center for registration and
billing purposes.

The process hereis similar to that for Event types
above.

As before, you may rename categories aready there,
or create new ones.

When you are satisfied with the age categories you
have entered, click OK to return to Step 4, then
“Next” to go to Step 5.

Step 5 — Enter Rate Schedules

Does your Center have a different charge (rate) structure for some groups or for some
times? Perhaps a summer rate, or an off-season rate, or specia rates for your sponsoring
organization? If so, you have more than one "Rate Schedule.”

RetreatTracker alows you to have any number of
rate schedules.

In this step you will assign a name to each rate
scheduleto be created. For each rate schedule,
you will later be asked to provide the dollar
charge rate for each potential billableitemin
your list of services.

The default rate schedule name is " Standard."”
Y ou may rename that rate schedule, and add
more as appropriate.
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Y ou can always add more rate schedules in Retreat Tracker, so don’t add any now that
you are not actively using. That would just complicate your job of adding in prices for
each rate schedule and for each billable item.

Step 6 — Enter Services

Thetask hereisto identify each service at your Center that you want RetreatTracker (RT)
to know about. Theterm “Services’” hereis used broadly to include both services such as
meal s and housekeeping, and resources such as meeting rooms and lodges.

Y ou will need to enter each service that meets one of the following conditions:
Any service that you need RT to schedule, e.g., lodges, meeting rooms, or
equipment
Any service that you need RT to bill (include as a charge on an invoice), e.g.,
charges for guest camp days, for extrameals, or for miscellaneous services such
as housekeeping or photocopies.

Some of these items will overlap, and that isto be expected. For example, your center
may have adaily rate that includes meals, lodging, and meeting rooms. Y ou may also
have a separate rate for individual meals, or for guests who stay only part of aday. RT
will need to know about individual lodges and meeting rooms in order to be able to
schedule them. And RT will need to know the individual items that you want to appear
on agroup’sinvoice, such as meals or specia services, or arate for al servicesfor a
“camp day.”

The New Center Setup
Wizard will lead you to the
setup step for entering
services. When you first
open the Services Add/Edit
form, click on the Service
Category drop-down box to
view the categories of
services available.

Each service you enter will

need to be in one of the nine

Service Categoriesincluded

in the drop-down list. Select

thefirst category, Lodging
and Meals, from the Service Category drop-down box.

Lodging and Meals

Lodging and Mealsis the category for charges that include multiple services, such as
lodging, meals, and meeting rooms for one day. Y ou may include any item that makes
sense to you under the “Lodging and Meals’ category. For example, you may have some
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rates for two days, or for aweekend, or for aweek. Y ou will aso need to include separate
items for each age category for which you have different rates.

An example of how one
center’s Lodging and Meals
entries ook is shown in the
figure on the right.

Notice that Parent Serviceis
set by default to Lodging and
Meals. Selecting adifferent
Parent Service may become
useful later under Lodging or
Meeting Rooms; for the time
being, leave it set to Lodging
and Meals.

Display Order determines the

order in which service items

are listed in drop-down boxes and on forms and reports. RT automatically increments the
display order value by 5 when you enter new services. However, you may change the
display order values after entering the service, to rearrange their priority for listings.

Display order must be an integer
(whole number, no decimals) within a
certain range. For Lodging and Meals,
therangeis 1001 to 1999. A screen
tip shows this range if you hover your
cursor over adisplay order box, as
shown in the figure on the left.

The Invoice Item check box should be checked if the item is one that may appear on an
invoice. Inthe current example, al Lodging and Mealsitems are invoice items.

The Active check box is checked (True) as the default. The purpose of the Activefieldis
to allow an item to be deactivated without deleting it from RT. For example, you may
decide after several years to discontinue a certain service. However, if you have used this
serviceitemin RT, it becomes an essential part of your historical data, and deleting the
item would alter datafor all the past events that used it. Unchecking the Active box
allows you to “deactivate” the item but leave it availablein RT for legacy data.

It isimportant not to delete service items that have been used to enter datain RT. If you
click the Delete button, you will be asked, “Are you SURE?’ Y ou should think carefully
about the service items that you establish when you first set up RetreatTracker!
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When you have finished entering Lodging and Meals services, select Lodging from the
Service Category drop-down box. Notice that the form caption changes to “Lodging
Add/Edit.”

Lodging
In the Lodging category, you will enter each building or room that qualifies as lodging.
Look at the sample below.

Notice that three separate rooms in Maples Lodge have been included in the sample
Lodging items. Notice also that the “Parent Service” for each of the three rooms has
been set to its “parent,” i.e., Maples Lodge. This sampleillustrates how you can include
separate rooms or sections of a given lodge. By entering each of the three rooms
separately, you will enable RT to book each of the rooms separately and to show the
status of each on the Lodging Availability Grid.

Notice also that only two rooms in Maples Lodge have been checked as * Invoice Items.”
Thisis because in our example the center always includes the dorm room in Maplesin a
“Camp Days’ charge, and never bills a sponsoring group separately for being in the dorm
room. However, thereisadifferent charge rate for Private Rooms 1 and 2, so when they
are used there may be a separate invoice charge to reflect that fact. For this reason,
“Invoice Item” is checked for these two private rooms.



RetreatTracker Page 9

While RT is capable of tracking individual rooms, it was designed to track primarily
lodges. If the number of “lodging units’ tracked goes over about 50, the loading time for
the “grid forms” (Lodging and Meeting Room Availability) may become inconvenient.
RT is not recommended for centers needing to track more than 100 individual lodging
units, and for those having 50-100 units, please know that the grid forms will be slow in
loading, especially on older computers.

The Lodging service category includes separate provision for lodging-related services,
such as Housekeeping. If your center has lodging-related services for which you have
separate charges, you will want to include them in the Lodging category.

Lodging-related services are distinguished by
having Display Order integers between 2800 and
2999. Therange of Display Order integers for
Lodging is 2001 to 2799. This can be confirmed by
hovering your cursor over a Display Order box in
the Lodging category form, as shown here.

Services having Display Orders between 2001 and
2799 show up on the Lodging Availability Grid and
the lodging tab of the Event Information form,
whereas services with Display Orders between
2800 and 2999 do not.

When you have finished entering Lodging services, select Meeting Rooms from the
Service Category drop-down box.

Meeting Rooms

Entering meeting rooms will be similar to entering lodging. A samplelist of Meeting
Roomsis shown in the figure to
the right.

Notice in the figure that our
sample center does not charge
separately for the use of its
meeting rooms, so none of them
have the “Invoice Item”
checked. ThisallowsRT to
schedule each of the meeting
rooms, but not to bill separately
for them. Our center does
charge extrafor the use of Pines
Kitchen so its Invoice Item box
is checked.
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Our sample center wants to include Pines Kitchen in Meeting Rooms because it wantsto
schedule this kitchen and have it show up on the RT Grids for Meeting Rooms. This
exampleillustrates the point that you can include in Lodging or Meeting Rooms any
resource or service that you want to schedule separately and are willing to have grouped
as Lodging or Meeting Rooms.

When you have finished entering Meeting Room services, select Meals from the Service
Category drop-down box.

Meals

In the Service Category for Meals, you will want to enter an item for each meal for which

thereisadifferent charge. Our sample center has different rates for breakfast, lunch, and
supper, and for each meal,
thereisadifferent charge for
Adults, Youth, and Children.
The sample Meals category
below reflects this sample
situation.

Each of the Mealsitemsin
the sampleisan Invoice
Item, meaning any of the
meals items may appear on
an invoice.

When you have finished
entering Meals, select
Refreshments from the Service Category drop-down box.

Refreshments

The Refreshments category
includes items you will want
to charge separately for on a
Sponsoring group’ sinvoice.
The sample below shows some
sampl e refreshments.

When you have finished
entering Refreshments, select
Day Use Fees from the
Service Category drop-down
box.
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Day Use Feesisthe service
category for charges for
guests who do not stay
overnight. The sample
center has charges for
several typical Day Use
Fees, as shown in the figure
below.

When you have finished
entering Day Use Fees,
select Equipment and
Supplies from the Service
Category drop-down box.

In the Equipment and Supplies category you will enter all items of equipment that you

want to be able to sched-
uleusing RT. Asbefore,
check the “Invoice Item”
box for any item that
may be subject to an ad-
ditional charge.

A samplelist for our
center is shown below.

When you have finished
entering Equipment and
Supplies, select Admin
Services from the Ser-
vice Category drop-
down box.

Admin Services

Under the Admin Services enter al “Administrative” items for which you will want to
charge your guests. It isagood ideato include a“Miscellaneous’ item to cover unlisted,
incidental or unanticipated charges. A sample Admin Services form is shown below.
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When you have finished
entering Admin Services,
select Other Services from the
Service Category drop-down
box.

Other Services

Following the same pattern
as above, list all potential
charge items that have not
been included in a category
above. Includea
“Miscellaneous’ item for
good measure. A sampleis
shown below.

When you have finished
entering services for all of
the nine service categories,
close the form.

Step 7 — Enter Rates

Open the Rates form. Click on the Event Rate Schedule drop-down box to see that each
of the rate schedules entered earlier appears. Select thefirst event rate schedule.

Click on the Service Category drop-down box to see that you can select each of the nine
service categories. When you select a category, the service items for which you
previously checked “Invoice Item” appear in thelist of items. Select Lodging and Meals.

You will be entering new rates. Each rate entered in RetreatTracker must have an
effective date. Enter the effective date for the new rates you are about to enter in the box
at the bottom right of the form.
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Click on the column headings, “Latest Rates,” then “New Rates.” The easiest way to
enter abatch of new rates having the same effective date isto use the “New Rates’
column.

Enter rates and charge units for the service items shown. Note that you do not have to
type dollar signs, nor even decimalsif there are no centsinvolved. Typing “5-2-[Tab]”
enters $52.00. Note also that after you have tabbed to the “ Charge Unit” field, you can
enter the same value as the record above by typing Ctrl-Apostrophe. That is, hold down
the Control key and click the apostrophe key (the key just |eft of the “Enter” key).

After you have
entered rates and
serviceitemsfor the
Lodging and Meals
category, your form
should look
something like the
figure on theright:

Click on the “Update
Rates’ button on the
bottom of the form
and presto! Your
newly entered rates
have become your
current rates. Y our
form should now
look like the
following:
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Now proceed to enter rates for each of the other eight service categories. It will be useful
to understand the following:
A charge unit must be assigned to each rate
A rate will be effective for events that begin on or after the rate’ s effective date.
Any individua rate or group of rates may be updated at any time. When new
rates are entered with a new (later) effective date, they will apply only to events
that begin on or after the effective date. Events that begin before the effective
date will use an earlier rate.
Effective dates can be any date you choose. So, you could enter new rates for
meals to be effective on 7/1/2002, and new rates for camp days effective
10/15/2002, and then new rates for everything again on 1/1/2003.
There is no limit on the number of times you can update arate. Y ou could update
arate to be effective on June 1 and then update it again to be effective on June 15,
if you really wanted to.
Entering a new rate with anew effective date does not cancel or delete the earlier
rate; it merely supercedes the old rate for events that begin after the new effective
date. Each of the rates remainsin the RT datafiles.

Finally, following the same procedures as above, enter rates for each of your Event Rate
Schedules, if you have more than one.

Note that at any time you may preview or print the current rate schedule by clicking the
“Show Rate Sched” button at the bottom of the Rates form.

When you have finished, close the rates form.

Step 8 — Enter Event Booking Items
Open the Event Booking Items form, which should look like the following:
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Asyou can see from the figure, booking items define the due dates for such things as
reservation fees, Booking Sheets and other forms, and special tasks such as checking to
be sure that al final bills have been paid. Using thisinformation, RT enters booking
events for anew event, basing due dates on either the booking confirmation date or the
event start date. RT can also remind you when items are overdue.

The booking items shown in the form are samples that you should modify to reflect your
center’s practice. The following pointers will be helpful as you enter booking items for
your center:
- Each booking item’s due date is defined by either @) days after booking
confirmation or b) days before event start date. Each item must have an integer
number of days entered in one but not both of the fields for “ Days After Booking”
or “Days Before Event Start.”
First, second, and third reservation fees cannot be deleted nor renamed from event
Booking Items. Any reservation fee items not used by your center may be
deactivated by unchecking the “Active” checkbox.
I nactive booking events are not shown unless the “ Show Inactive” checkbox is
checked.
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A booking item having a due date after the event’s start date should have a
negative integer in the “ Days Before Event Start” field.

Y ou may delete or rename any of the items that are not reservation fee items, and
you may add new items using the bottom row on the form.

The number entered in the “Presentation Order” field governs the order in which
the items appear in forms, lists and drop-down boxes.

When you have finished entering booking events, close the form.

Step 9 — Enter Reservation Fee Criteria

Open the Reservation Fee Criteria form, which should look like the following:

Note the form sections for “Conditions’” and “Components.” Setting up the criteriafor
reservation fees requires an understanding of how RT uses the terms “Conditions’” and
“Components.” The example below illustrates how these terms are used.

To understand the sample, consider the following sample reservation fee policy.
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Sample Reservation Fee Policy

For events booked less than 81 days before the start date of the event, there is one reservation
fee, which is $25 for each adult and each youth, and $12.50 for each child. This single
reservation fee is due 5 days after the booking confirmation date.

For events booked at least 81 days before the start date of the event, there are two reservation
fees:
The first reservation fee is $2 per attendee (all ages), and is due 14 days after the
booking confirmation date;
The second reservation fee is $23 for each adult and each youth, and $10.50 for each
child, and is due 60 days before the event start date.

Use the arrow buttons beneath “Condition Number 1” on the form to go back and forth
between Condition 1 and Condition 2. Note that Condition 1 refersto the first paragraph
in the sample reservation fee policy, and Condition 2 refers to the second paragraph.

The reservation fee Conditions and Components can be understood with the following
framework:

IF [Condition Number criteria are true] THEN [the reservation fee is defined by the
Components of that condition].

While you are entering your center’s reservation fee criteria, it will be helpful to
understand the following:
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Y ou may add any number of new conditions, and for each condition, you may add
any number of new components.

If areservation feeisthe same for al age categories, then only one component is
required for each condition. If you have different reservation fees for different
age categories, then you will need to enter a component for each age category in
your center’s list of age categories.

RT adds the amounts for each reservation fee from each of the components, to
arrive at one amount for each reservation fee.

At the time of original setup for anew center, RT has the sample set of reservation fee
criteriaused in the example. Y ou should edit the existing entries to match your center’s
policies.

After you have finished entering your reservation fee criteria, close the form.

Step 10 — Network Setup

The network setup steps described here are required when more than one computer will
be using RT on alocal area network (LAN). If you are setting up RT for single-computer
use, skip this step and go to Step 11.

Setup of the network itself must be accomplished before RT can be used in multi-user
mode. Network setup and maintenance are the responsibility of the local center.

A switch from single-user to network setup for RT may be made at any time. Y ou may
want to operate initially using a single computer, to get initial data entered and get one
user trained on RT.

RT utilizes two Microsoft Access database files for its operation. It isuseful hereto refer
to these two files asthe “program file” and the “datafile.” The program fileis named
RetreatTracker.mde. The datafileis named RetreatTrackerDatamdb. The program file
requires access to tables located in the data file.

In a single-computer setup both the program file and the data file are on the same
computer. Typicaly, they are located in the same directory, athough they do not have to
be. The default installation directory for both filesis C:\Program Files\Retreat Tracker\.

In a multi-computer setup each computer using RT has a program file, but only one
computer has adatafile. Each computer islinked to the common datafile using the
network. The computer having the datafile isreferred to as the “ server computer.”

Any computer on the network can be used as a server. The following points should be

considered in deciding which computer to designate as the server for the RT back end.
RT will have adlightly faster response time when used on the server computer.
The computer on which RT will be most heavily used is therefore alogical
candidate for being the server.
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The data file should be backed up regularly, so locating the server on a computer
where routine backup procedures are already in place would make sense. Idealy
this computer should have an lomega Zip disk or other removabl e storage for
backup purposes.

The server should be a reasonably fast computer (less than 4 years old) and should
have adequate hard disk space.

Having designated the server computer, create adirectory there for the datafile. The
suggested location is “ C:\DataFiles\Retreat Tracker\,” but any other location may be
designated. Do not however use the same directory for the data file as for the program
file when operating in multi-user mode.

Copy thefile " RetreatTrackerData.mdb” from one of the computers where RT has been
installed to the data file directory. If one computer has already been used to enter data
into RT, be sureto copy the data file from that computer.

On each of theindividual computes, locate the copy of RetreatTrackerData.mdb and
either delete it or archiveit. (Archive meaning to move to a separate folder named
“Archive’ or some such; do thisif you're concerned about losing existing data.) On each
computer, be sure that the directory containing RetreatTracker.mde does not have a copy
of RetreatTrackerData.mdb.

Finally, launch RT on each computer. Y ou may be asked during startup to locate the data
file. Inthat case, navigate to find the datafile’'s directory and select Retreat Tracker-
Datamdb. On the server, you should locate the datafile directly rather than over the
network. On al other computers locating the data file will mean going over the network
to the server computer.

When RT islaunched confirm that it is linked to the correct datafile. From the main
switchboard, click [ Setup and Maintenance Page | Data File Location | Path to
CURRENT Data Fil€] to confirm that the data file being used is located on the server as
expected.

If the test above does not show the current data file in the location desired, you will need
to set the location manually. To do this from the Data File Location form, choose
“Network server” for the datafile location, then click “Browse.” Navigate to the new
location for RetreatTrackerData.mdb, and click “Open.” The path to the new location
will appear in the textbox. Click “Save’, then click “Connect.” RT will attach to the
tables in the new location specified.

Following initial setup, RT remembers the location of the data file and refreshes its links
on each subsequent launch
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Step 11 — Enter Local Settings

Open the Local
Settings form, which
should look like this:

Path to External

Backup Drive or

Directory

This optional setting

specifiesthe drive or

folder to which peri-

odic backup copies of

RT datafileswill be

sent, when the backup

is done from the cur-

rent computer. Ina

multi-user setup, this

setting could be a path

to a backup directory

located on another computer. In asingle-user setup, this setting would typically be a CD-
RW, Zip, or other drive having external media.

The Path to External Backup Drive or Directory setting does not affect the destination of
the automatic backup performed at each RT shutdown. The automatic backup goesto a
“Backup” directory located in the RT main program directory.

Form Trim Color

Using the form trim color setting, you can set the color of the top and bottom trip panels
in all the forms used in RetreatTracker.

Click on the builder button (three dots) to the right of the form trim color box. A color
dialog form will appear. Choose a color by clicking on it, then click OK. If you picked a
color different from the default dark brown, the effect will be immediately apparent. This
new color will be used for forms throughout RT.

The form trim color setting you choose is stored in the registry of your local computer.
So, if you choose fluorescent green for acolor, only users at your computer will be
affected. Others may set their own colors, or leave the default dark brown (color #64)
unchanged.

Sounds

Retreat Tracker makes selective use of sounds. If your computer has a sound card and
speakers, you should be able to hear these sounds.
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Clicking the “Test Sounds’ button will play atest sound. Selecting “sounds enabled” or
“sounds disabled” will enable or disable sounds for RetreatTracker only, and for the
current computer only. Other programs and other computers will be unaffected.

Email

RT has an error handling feature which will offer to send an email message to
RetreatTracker Software in the event of a program error.

In order for this feature to work, email has to be enabled on the computer involved.
Automatic generation of email messages works with some email software and not with
others. Asthisiswritten, the feature has worked successfully with MS Outlook and
Outlook Express, and with Eudora software. It does not work with AOL.

Pressing the “Test” button in the email box will cause RT to attempt
to create a sample email message and place it in your out-box. If this
test is successful, the “enabled” condition will be set; otherwise it
will remain disabled.

Note that no email message is ever automatically sent by RT — rather,
an outgoing email message is placed in your out-basket, where you
can review and modify or delete it.

Y ou may also choose to leave email disabled.

Backup Copies

Each time RT is closed, a backup copy of the datafileis copied to a“Backup” directory
on the local computer. If several computers are using RT on a network, each computer
will have backup copies. The Backup directory is located on each computer in the same
directory asthe program file, e.g., C:\Program Files \Retreat Tracker\Backup.

During the backup process the data file is compressed, or “zipped,” and the file nameis
amended to include the current date. For example, if the current date were 5/10/2004, a
backup copy made on that date would be named “2004-05-10 RetreatTrackerData.zip.”

During the automatic backup procedure RT checks to see how many backup copies are to
be retained. If the number of backup copiesis set to 3 (the default), RT will keep the
most recent 3 backup copies and delete older copies.

This automatic backup procedure insures that recent copies of datafiles are available. On
single computer setups this backup procedure does not insure against hard drive failure.
Therefore, periodic backup to external mediaisimportant, especially for single-computer
setups.
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For single-computer setups where plenty of hard drive space is available, increasing the
number of backup filesto 10 or 15 is areasonable strategy.

Print on letterhead

Checking the “Print on Letterhead” option informs RT that when you are printing an
event’sinvoice, or a Reservation Fees invoice, you will be printing it on your center’s
letterhead stationery. When this option is not checked, RT creates a letterhead using your
center’ s information, which you entered in Step 1 of this New Event Setup process. If
you are not sure, leave this option unchecked for now.

When you have finished with local settings, click the “OK” button.

Step 12 — Enter Application Settings
Open the Application Settings form, which should look like this:

Default Event Start Time

When anew event is set up adefault
start timeis entered automatically
on the New Event Setup form. This
iswhere you specify the default
start time for events at your center.
If you enter here the most typical
time that events begin, you will only
need to enter a start time if an event
starts at atime different from the
default.

Default Event End Time

Same thing here as for default start
time. Enter the most typical time
that events end at your center.

Default Event Days Length

RetreatTracker calculates a default event end date based on the start date you have
entered plus the number of days you specify inthisfield. Enter the most typical event
length in days for events at your center.

Dining Room Capacity
Entering a number here allows RT to automatically check to be sure that your dining

room capacity is not exceeded. This check happens each time you book meals for an
event, if you have anumber greater than zero entered in thisfield.
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Invoice Number Entry

Choose here whether you want RT to automatically add invoice numbers to events at the
time they are set up. Choosing Manua Entry
leaves the Invoice Number field blank (Event
Information from, Setup tab) and alows you to
enter an invoice number manually, if desired.
Choosing either of the two auto entry options
causes RT to automatically generate anew in-
voice number for each new event booked, and
to increment the numbers according to the op-
tion you choose. For each new year, invoice
numbers will be assigned starting at the number

entered in the “ Start each year with invoice number” field.

Person Days Formula

Choose here one of two methods for use by RT when it calculates Person Days for
reports showing statistics on your Center’s utilization.

Meals/ 3: Person daysfor any given day are
calculated at the rate of .333 person day for each
meal served.

Meals/ 4 + Overnites/ 4. Person daysfor any
given date are calculated at the rate of .25 person
day for each meal served plus .25 person day for
each overnight stay.

Users should understand how overnight stays are determined in the second method
above. The number of overnight staysis calculated as the number of persons at breakfast
who are registered for an event which started before the previous midnight.

Both methods of calculating person days above rely on meals served. This means that the
accuracy of the Person-Days figures generated by RT depends on the accuracy of the
meals count entered in RT. For this reason Centers are urged to keep their meal counts
updated with current figures.

Default Custom Message for Booking Agreement

A message entered here will be entered as a custom message for the booking agreement
for each new event during the new event
setup process. The sample message
shown in the figure detail s per-person
costs for three age categories. This
message can then be completed on the
Event Information form, Documents tab.

When you have finished entering application settings, click the OK button.
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Wrapping Up

Congratulations! Y ou’ ve finished setting up Retreat Tracker with your center’ s basic data
and preferences. Y ou are now ready to begin entering data on scheduled events (e.g.,
retreats or conferences) and their related information.

Close Retreat Tracker from the main switchboard, which causes a backup copy of the data
fileto be made. Restart RT when you are ready to start entering data on you center’s
scheduled events.



