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Preface

This document has been created to provide guidelines for the activation and use of BellaVita
Schedules after the configuration of Master Data.

Audience

This guide is intended for BellaVita product specialists and support familiar with BellaVita.

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:
https:/ /support.oracle.com

When contacting Customer Support, please provide the following:

* Product version and program/module name

* Functional and technical description of the problem (include business impact)

*  Detailed step-by-step instructions to re-create

= Exact error message received

= Screen shots of each step you take

Documentation

Oracle Hospitality product documentation is available on the Oracle Help Center at
http:/ /docs.oracle.com/en/industries/hospitality /

Revision History

Date Description of Change

August 1, 2013 e Initial publication.
Document Version Number: 1.0
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1 Schedules

Schedules are the main workspace in BellaVita. This is the calendar of the resources where all
scheduled hours, booking and other occupancies can be administered. Most daily functions are
available from the main schedules of BellaVita which can be set up in unlimited versions to suit the
customer’s needs.

Some schedules in BellaVita are generated at the time of installation; others can be created according
to customer requirements. All are explained below.
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2 Default Schedules

The schedules generated automatically at the time of the installation are shown below. You find
them under Administration / Schedules

Employee Schedule

—
Welldesk Description Employee Schedule
Schedules
Master Data

. Display absent ermployees
[ addons eI 0
Import / Export Displayed Days ‘5

Administration Dl = e ‘8

|
|
|

Grid-Time in minutes ‘15
IdInDE 1
i Emp ol Minimal Droptime 5 |
[ Employee Schedule
[ Guest Schedule L Specialld ‘3 |
[ Offer Schedule Display all Ermployess =
i [ Faciity Srhedule Display prepating- and cleating times
! é-SDttE.mp\oyee Schedule (Presence) Spedialschedule
@r Nl;tel,:gs Start Hour Dynarmic [0
18 Logging First Formatter Profile ... ‘New Profle "
-1 Multi Language Spa ‘ "
-1 Activation
G- User Administration Formatter Frofile | Description | sequence ... |
[ -1 Super User 1 |Mew Profle 0
(-1 Systemn
Print Templates ” Sequence Mumber || Print Template

This schedule is displayed in Master Data / Employees / Schedule tab. It shows the presences,
absences and bookings for the particular employee. You have the possibility to create bookings for
offers, packages, and absences and edit existing ones on this schedule.

Nagy Thomas

s013 Tue 16. 200 Tru 18, Fri 19, 2l Sat 20, 3l
e - Hagy Thomas | My Thomas oy Thoemas | Hagy Thomas Magy Thomas
+ N Beauty Salon Emoko e | =
5 T Massevis bl |
W e 2 i |
5 System L]

Offars anf

ARG AB G|
i

i

§

]

“l [E7]

[Ea] [ow ~|[al[sa] [Todaw] [16.07.z013 |mm]
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Facility Schedule

welldesk
Schedules
Master Data
Impor port
Administration

=% Bellavita

-1 Schedule
[ Employess Scheduls
0O F e

[ Employee Schedule (Presence)
[ offer Scheduls

[ Guest schedule

[ Employee Schedule
3 Settings

1 Notes

@ Logging

B Multi Language

1B Activation

0 User Administration

B Super User

2 System

Description

Display absent employess
Displayalsoabsent
Displayed Days

Displayed Hours
Displayed Start Hour
Grid-Time in minutes
IdINDE

Minimal Droptime
Specialld

Display all Employess
Display preparing- and clearing times
Specialschedule

Start Hour Dynamic
First Formatter Profle ..

Spa

Formatter Profile

Print Templates

Resources

Mew Profie

|| Description

|| Sequence ...

1 |Mew Profile

|| Sequence Mumber

” Print Template

|| Sequernce Mumber

” Resource

This schedule is displayed in Master Data / Facilities / Schedule tab. You have the possibility to create
bookings for offers, packages, and absences and edit existing ones on this schedule.
(Absences on Facilities function as Out of Order/Out of Service.)

g Articles

=i Employees

Facilities

Inventory administration

Offers

Orders

Packages

%
=
i
-]

"
L&

Subscription Templates

B
=

Suppliers

Al Facilities

L

=% Rooms
-T2 Test Fadilities

- [ Csendes Pheno
[ Massage Room 1
[ Massage Room 2

-+ [ Relax room

Tue 16. Jul

Beauty

wed 17, Jul

Beauty

Thu 18. Jul

Beauty

Fri 19. Jul Sat 20. Jul

Beauty Beauty

D]

[«]

&

16.07.2013
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Employee (Presence) Schedule

&= Bisllavita

2155 Schedule

L[ Employess Scheduls
[ Facility Schedule
m

- Offer Schedule
[) Guest Schedule

-] Ernployes Scheduls

13l Settings

o Motes

-3l Lagging

o[ Multi Language

-3l Activation

-1 User Administration

Tl Super User

-3l System

i1

Description

Display absent employess
Displayslsosbsent
Displayed Days

Displayed Hours
Displayed Start Hour
Grid-Time in rinutes
IdinCE

Minimnal Droptime
Specialld

Display all Employess
Display preparing- and clearing times
SpecialSchedule

Start Hour Dynarnic

First Formatter Profile ...
Spa

Formatter Profile

Print Templates

Resolrces

‘New Frofile

H Description

|| Sequence ...

1 |Mew Profie

H Sequence RNurnber

H Print Template

H Sequence Number

H Resource

This schedule is displayed in Master Data / Employees / Presence tab. It is the only place where you

can add/edit presences (working hours) to the employees.

Nagy Thomas

Articles

&

Employees

- Facilities

Inwentary administration

Offers

Orclers

Packages

Physicians

@ % a @

n
@ |

Subscription Terplates

@

Suppliers

Al Employees - %

L1

= Employee
]

as
@ Beauty Salon Empalg
0 Masseurs
& spa 2
@ System

=R

[ Presence

Tue 16. Jul Wed 17, Ju

Hagy Thamas Magy Thomas

£ New Package ...

(& Mew presence

[& New presence from template

. Enlarge Column
< Reduce Column

/7 Reset width
& Print

Thu 18, Jul

Nagy Thamas

Fri 19. Jul

Hagy Thomas

Sat 20. Jul

Nagy Thomas

[]

16.07. 2013
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Offer Schedule

= Bellavita
=18 Schedule
=[] Employees Schedule

[ Faciity Schedule
=[] Employee Schedule (Presence)
=0 e
~-[ Guest Schedule
L[] Employes Scheduls

-3l Settings

- Motes

-1 Logging

-3l Multi Language

£ Activation

-1 User Administration

-3l Super User

T System

Description

Display absent employess
Display Alsoshsent
Displayed Days

Displayed Hours
Displayed Start Hour
Grich-Time in minutes
1dInDB

Minimal Droptime:
Specialld

Display all Emplovess

Display preparing- and clearing times
Sperialschedule

Start Hour Dynamic

First Formatter Profile ...

Spa

Formatter Profile

Print Templates

Resources

Offer Schedule

O
s

12

e

15

|New Profile

| Deseription

HSequence \

1 |Mew Profle

o

|| Sequence Number

H Print Template

|| Sequence Number

H Resource

This schedule is displayed in Master Data / Offers / Schedule Multiple-Offers tab. It is only active
when the offer is marked as multi offer. You can add new times for the multi offer or edit the existing

ones here.

—_—
T
T E—

#H artiles

-5‘5— Emplovees

52 Faclities

% irwentory administratan
= ofes

¥ Orders

AP packages

#5 subacrption Tamplates

B s

| Import | Export
——
| Administration

Al Offers

Back-neck massage

& oifr
]

[ Reauty fae oy, 3200 FUR
[V Beauty treatmeant, 15,00 EU
[ Csendas Pheno - Csép, 25.0)
7] Csendes Pheno - Cséné, 25,
T Croporbos Bobyondes, 35.00
[ Furss massage, Z3.00 FUR
gy o affor, STLO0 EUR

[ Mawr Offer, 10,00 EUR

[ Mew Cffer, 10,00 EUR

U] Mew Cifferd, 10,00 EUR

T Mew Qlferl, 11.00 EUR

[ Mow Offer1, 12.00 FUR

I creerbneds, 10000 ELR

% Pre scheduled dasses

[ Reladng affer, 11,00 EUR

] TEsting renaming, 60.00 £
01 TEting reraming, 60.00 ELY
[ TEsting rorsrming, G000 FLI
[£] TEsting remarning, SO0 FL
[ overbook fac

[ overboakableMew Offer, 10,

2013
i

Tue 16. Jul
Backenech massags

Wed 17.
Backe ek s age

Thui 18, 2l
Batheinech nassage

Fri 12, 3l

Badhrmch massags

Sac20,
Eackerpack masage

4

2]

|l | Today] [

|pay
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Guest Schedule

Schedules
Master Data
Import / Export

Administration

= Bellavita
Bl Schedule
[ Employee Schedule
[ Employee Schedule

[ Facility Schedule
-] Employee Schedule (Presence)
B Settings

38 Multi Language

T Activation

1 User Administration
38 Super User

BT Systern

Description

Display absent employees
DisplayAlsosbsent
Displayed Days

Displayed Hours

Displayed Start Hour
Grid-Time in minutes
IdInDB

Minimal Droptime:
Spedalld

Display all Employees
Display preparing- and cleating times
SpecialSchedule

Start Hour Dynamic
First Formatter Prafile ...

Spa

Formatter Profile

Print Templates

Guest Schedule

- ‘

| Description

H Sequence ..

iew Profile

o

|| Seguence Mumber

|| Print Termplate

This schedule is displayed Profile / Schedule tab. It shows the bookings for the particular guest. You
have the possibility to create/edit bookings for offers, packages.

~ T Accounts

Bookings

{ tash / Sale

Documents

Guests

. Offer Overview
D packages

< % Subscriptions -

chedules
Master Data
[

K Almaa

2013 Tue 16. Jul
&5 - K Almaa

Wed 17, Jul

K filmas

Thu 18, Jul

K Almaa

I

Fri 19. Jul

K Almaa

Sat 20. Jul

K Almaa

[v]

4

16.07.2013
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System schedules

There is one additional schedule in Administration by default, which is also named as Employee
schedule. This is the main schedule displayed under the Schedules menu option.

Schedules
Master Data

1 Bellavita

B Schedule

Employee Schedule
Err e
[ Guest Schedule

[ offer Schedule
Facility Schedule

] Employee Schedule (Presence)
-1 Settings

-l Notes

+ -1l Logging

[ Multi Language

-1 Activation

# - User Administration

[l Super User

- [l System

)
Schedules

Employees Schedule

o
- .
o
- .
T

Description

Display abzent employees
DisplayalsoAbsent
Displayed Days

Displayed Hours
Displayed Start Hour
Grid-Tirme in rninutes
1dInDE

Minirnal Droptime
Specialld

« Display al Emplovees
Display prepating- and clearing times
SpedialScheduls

Start Hour Dynamic

First Formatter Profile ...
Spa

Formatter Profie

Print Templates

Employees Schedule

2013
&0~
800

Massage Room 1 Csendes Pheno

10:00

Employee Schedule

O
[1
[12
E
15

l2
s
o
[
O
=

|Guest display

‘Descrlpt\nn

|| Seguence ...

(1 | Guest display

|2 | Offer display

(2| Offer display in color
Guest type display

” Sequence Number

” Print Template

e

Tue 16. Jul

Employes Anett | Employee Generalist | ReservationSystem

5 Employee Details (without presence)
4 Employees Details (without presence)
3 Schedule A3L
2 Schedule A4l

Test Fulltime Emplo. .| Test Fulltime Emplo...

testing Beautician

[»]

11:00

1Z:00

13:00

14:00

15:00

16:00

17:00

Sl

[Day -~ | Today | [16.07.2013 | =]

You can recognise it by the default number of displayed days is 1 (while the rest are 5).
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Display options

Description

Display absent employees

DisplayAlsoabsent
Displayed Days

Displayed Hours
Displayed Start Hour
Grid-Tirne in minutes
IdIn0DB

Minirnal Droptime
Specialld

Display all Employess

Display preparing- and clearing tirmes

SpecialSchedule
Start Hour Dynarnic

First Forrnatter Profie ...

Spa

Forratter Profile

Frint Ternplates

Resources

Settings and display options

Roooms Schedule

000 &

|View of employees per color

|Descripti0n || Sequence MNumber

Wiew of employvees per color
Guest display

Offer display

Offer display in color

BLd M = O

Sequence Murnber || Print Ternplate

5 Ermployee Details (without presence)
4 Employees Details (without presence)
1 Schedule per day A4l

3 Schedule AL

| Sequence Murnber || Resource

0 Massage Room 1
0 Csendes Fiheno

[d]

Description | System The name under which the main schedule will appear in the menu.

Display System On the system schedule of employees displays only present

absent employees if not ticked.

employees

Displayed ALL For guest schedules practical to show the average stay days. If most

number of guests stay for 2 weeks, change this to 14.

days On the employee schedules if the presences are usually scheduled for
1 week only, change this to 7 days, etc.
For main schedule usually leave it on 1 day, but can also set up 1 week,
or 3 day overview.

Displayed ALL The number of hours displayed on the schedule. Usually it is

hours matching the opening hours.

Displayed ALL The first hour on the schedule displayed on the schedule by default.

start hour

Grid timein | ALL The number of minutes in a grid. Practical to set it for 30 or 60

minutes minutes depending on the length of treatments and the opening
hours.

Minimal ALL This determines where the drop can result in the drag and drop

drop time function and also the bookings’ default start time when starting the

Settings and display options
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progress on the schedule. If set to 5 minutes, this means the bookings
can start at any 5 minutes of the hour. If set to 60, all drag and drop
result in the start of bookings on the hour.

Display all System Used to display all the employees, instead of adding all as resources.
Employees Only on main employee schedule.
Display ALL Tick this box if you want to see the preparing and clearing times in the
preparing- schedule. Never used on guest schedule.
and clearing
times:
Start hour Where When ticked, the Displayed start hour is always the most current past
dynamic displayed | hour.
daysis 1
Spa System You can choose if you want to set a schedule for a given spa only. In
Multi spa only!
Formatter System These are the possible views of the system schedules.
Profile Formatter Description
Guest display To show guest name as first line of the
booking.
Offer display To show offer description as first line of the
booking.
Guest type | Show bookings in the color of the guests’
display type color. Guest type set on Person tab of
profile, color of guest type set in
Administration/Settings
Booking status | To display the status of the bookings with
colors.
Yellow = reserved
Green = checked in
Orange =no show
Dark green/stripped = settled+checked in
The last one appears on all displays. Can also be
set to change to this color if settled, but not
checked in.
Parameter: ch.corix.w4y.bo.booking.Booking
.denoteBilledBookingsEvenWhenNotConsumed
Presence To display employee presences and allow
editing
View of | To see employees with their color assigned
employee per | in Master Data — practical for system
color schedule of facilities
The lowest sequence determines the default view of each
schedule.
Print System The listed print templates are available from the right click menu /
templates print option of the schedule.
Resources System Insert the resources you want to display on the schedule.

Settings and display options




Employees Schedule B F

S013 Tue 23, 3
@ = | Massage Hoom 1 ety Pibser Einployen Ancet | Employes deneralist| faserationSystam | Tarst Fultinie B . | Tewt Pultine Erpl | Lestieg Beauticisn
| B | Employess Schadule 0 | =

e

1000

[EEL |
|

L1

1500

100

1700

al irE;j

(s (B =i{<al[=] [Tosay] (z50v.=01a (o) =] 2 | | k¥

m Description Employee Schedule
Schedules
Master Data
| tastervaa N
Dishaybabsert 0
Import / Export Displayed Days ‘1 |
Administration Displayed Start Hour ‘B |
Ry Grid-Time in minutes ‘15 |
Bttt
-1 Schedule IdInDE ‘2
Minimal Croptime ‘5 |
[ ’ |
() Cop all Employees (=
H % Fadility B Faste preparing- and deaning times
A Employ Schedule ]
O Settings o It ’ our Dynamic ]
1~ Notes = Delete the selected row u
#1138 Logging rmatter Profile ... ‘Guest Hisplay
H1- 10 Multi Language Spa ‘
H- T Activation
(-1 User Administration FOTmaTeer Profe |Description
- T Super User Guest display
G- 10 System Offer display

Offer display in color
Guest type display

Print Templates Sequence Number || Print Template

5 Employee Details {without presence)

4 Employees Details (without presence)
3 Schedule A3L

Right click on Schedule group and click paste

Settings and display options 15



m Description Employee Schedule
Schedules
Master Data
[ vestrvata
YT | ociseiscecsent O
Import / Export Displayed Days |1 |
Administration e S (L |E |
S Bl ig-TFime in minutes |15 |
o = 1dInD 2
L[] # Edit - :
Ha Minimna Droptirme: 5 |
E : _” Speciafld |D ‘
E| -
-] /% Tigt b Display] all Employess (]
: [@ S G Display] preparing- and clearing times
H elete the selected row
E E = pecialschedule O
i Nit;glgs Start Hour Dynaric [
-1 Loggng First Formatter Profile ... |Guest display
[ 13 Multi Language Spa |
b1 Activation
-1 User Administration Farmatter Profie |Description
[ [ Super User |1 | Guest display
- Systemn 2 |Offer display
3 | Offer display in color
4 | Guest type display
i
Print Templates ” Sequence Number ” Print Template ‘
BT 5 Employee Details (without presence) -
2 4 Emplovees Details (without presence) i
E} A Grhedile 471

Save now. Rename the pasted schedule and save again.

Displayed resources (Facility+Employee)

Resources can be added with right click in the box, insert new resource. Open the newly inserted
line by double click on the blue round. This is where you can choose the new resource.

& Edit
o CUt
Resources " Resource

Copy
IE Paste

CERTTR [ e resourceinschedie | |
B+ Delete the selected row L i

Search in resources and apply the selected resource.

I = rind Resource objects =
~Conditions

| Start

| — L_ser |
! L= L@-'
i
|

|

1

|[cornpara. .. || Description || 1dimoe |[referenc. .. |[referen... |[Remark || Text || ctive |[Displayed  [[Doubles. .. |[Editable |[Groum [spa |

1 OnlineSys. .. OnlineSys... & 4+ onlineSys. .. (]

=2 Microzs Fid... Micros Fid... =] 2= Micros Fid... —_
= 1Csendes... Csendes ... o 232 Csendes ... ] Spal
1 [4__|For Planning For Planning 1 11 This ernpl... For Planni... [
: [5__|Reservati... Reservati... E 2z Reservati... [

& | iMassage... Massage ... + 2z Massage ... [ Spa 1

7 | 1imMassage... Massage ... E] 11 Massage ... [ Spa 1
i [8 Ernployes. .. Emnploves. .. F 55 Ernployes. .. [}

2 | Test Fullti... Test Fullti... 2 566 Test Fullti... O

10 |Beauty Beauty 11 44 Beauty ]

11 |testing B... testing B... 10 Edes testing B... [

12 |Relax room Relax room 14 66 Relax room [

13 | Test Fullti... Test Fullti... 12 ale Test Fullti... [

14 |Ermployee... Emplovee. .. 13 EIE) Employee... [

TIP: if your schedule is to display all employees use tick: All Employees, instead of adding them one
by one.
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SAVE the changes you made and start entering the new values. Make sure no new empty lines are
saved before closing BellaVita.

When you restart BellaVita, the new schedule will appear under the Schedule menu point with the
assigned resources displayed.

Login

|  toon M Roooms Schedule » s
2015
g - raassane Koo | Canndes Mhann Rk oo
B grroloyees Schechde -
| B | Roooms Schadule oo
10:00
R — |
1200
100 i
a0 |
1500 |
1m0
10
IMport /. EMport

[l [eay ==l [fodumy] {=a.0720.3 ) ] e & Ex

Special Settings
Employee Color Formatter Profile

In Administration/ Schedule/ Employees Schedule/ Formatter Profile choose one and copy paste it.
Formatter Priofie J Descnptmn Sequence Mumber

¥ s per color
:l Guest d|sp|ay
(3| Offer display
14| Offer display in colar

Rename the copied formatter profile.

Specification -> insert - new: ScheduleFormatterSpecification. Then open the formatter profile
and add a new specification.

Specifications " Forrnatter || PararmeterDescri... "String of Param... || wisible || Wrapper Tvpe
Separator is ', v...
=] bellavita. formatt... Separator is ;' v, isShowingklotes., ..,

Multiple bookings
Bookings

[= Separator is Y, v
% ¢ Edit

= Cut

Copy

B FPaste

new: ScheduleFormatterSpecification |

=+ Delete the selected row

The parameter should be set up as following;:

Specifications Formatter ParameterDescription || String of Parameter visible Wrapper Tvpe
ey EB |5 cllavita, formatter E... [Separator i valid . wingMotes=tru.. | ]  [Pookings
Separator is , ) ', walid .. Fresences in backgro. ..
Separator is ', valid ... | Presences
Separator is ', valid ... Absences
Separator is Y, valid ... rMultiple bookings
Separator is Y, valid ... Bookings

Settings and display options 17
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Double clik on the formatter.
View of employees with colors:

Formatter:
- Parameter:
Forrmatter bellavita. formatter. BookingGuestFormnatter
FararneterDescription|Separator is ';', walid parameters: isShowinghotes=true -> Icon for note gets displaved. isShowingMembers=true -> Icon for member gets d

String of Parametel  |isshowinghotes=true;isShowingSpecial Tool Tip = true; isShowingrlermnbers = true; isElinkingrlermnbers = true;isShowingCreatedFrom = true

wisible
Frofile ... Guest display
Wrapper Type ... Bookings

In Master Data/ Employee profile you can choose a color to be assigned to the employee.

E——
Welldesk

T M ETevees v % [ Detals (SN Qusiicatons  (Schectien] (Fressncel
Master Data l:l )
Title | v‘ Street |Eanyata str 13
Employes

@ Articles

. T external Last name Emplnyee | Emmie [
E Employees B full time Ehnnse a Color

T users Shortname

& Employes Anett First name [anett

Postal Code City |1134 \ |Budapest

=2 Facilities

Reference Mumber 9

IJIJLILILIL44

@ Irwentory administration Day of birth 05 04,1983
Mationality
= offers
Language o
ﬁ'(é’ Ordlers 4 Gendler fEmaIe
g FeetamEs Same Gender it m -
CD|DI’
% gubscription Templates = plamng Red; | 255[2] O
Greern: m O
B2 suppliers &

== Elue: - L)

in turnaover selection [

Remark Hex:

lmport Export

Employss Occupancy
Administration

The color will be displayed in Schedules if you set the “View of employees per color” formatter.

Settings and display options
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wellde:
Schedules

=

Employees Schedule

Rooorns Schedule

Master Data
Add-Ons

Settings and display options

Employees Schedule

2013
QSS - | Massage Room 1 | Csendes Piheno

45 Refresh

® | View of employees per color
Guest display
Offer display
Offer display in color
Guest type display
Booking status
Presence

v Display absent employess

v Allow Overbooking

13:00

14:00

Employes Anett

Tue 23, Jul

Employes Generalist | ReservationSystem

Test Fulltime Empl. ..

Test Fulltime Empl...

testing Beautician

[»

15:00

16:00

17:00

4

Day

| Today | [23.07.2013 | =]

19




DoPrintExtendedDescription

To allow the print templates to print the notes on bookings.
In Administration/ Print template/ Print template choose a schedule.

20

Import / Export

Add-0ns

Clear Query

Administration

” Show Abs... ” Show Res... |Ehmw Pre... ” Sequencer || Description H 1dInDB H Identifier H Master ... ” Parame. .. ” Type ” Key ” File edi... |
=% Bellavita | .. Resource Details (all) 43 43report/P... com.sof... com.sof...
W Schedule | . Employees Detals (without... 4 44 report/F com.sof... Employe... com,.sof...
B Settngs 3] E 3 corm o

118 Basic Setup E O . . Timetahle Details Res/Day . 46 46 report,/P . X
-8 Baoking ElN O com.softw... Timetable Details Day/Res (... 47 47 report/P... com.sof... com.sof,
-8 Inwentory e ] com.softw,.. Guest Detals {with notes) 43 43 report/F... com.sof.., com.sof.., com,sof,
i Midlical (Swiss) 17| O corm.softw,., Guest Detals (without not... 49 49 report,P... corm, sof.. o, sof,
- Pricing 18 | O com.softw,.. Guest Details (with facilitie. .. 50 S0 report/P... com.sof... com.sof... com, sof,
19 O com.softw... Guest Details (notes emplo. . 31 S1report/R... com.sof... com.sof... com.sof,
T ﬁ Print TE_mF‘atE_S . [10.] ] com.softw,.. Guest Detals (with reserva... 52 52 report/P... com.sof.., com.sof.., com,sof,

) G’Ammlstratlun of Print Te [11] O com.zoftw... Guest Detais (with employ... 53 S3repott/P... com.zof... com.sof... o, sof,
4) [12 | O com.saftw... Schedule 440 54 54 report/T... com.sof... com.sof
 System Frint Template 112 | O com.softw... Scheduls A3L 33 SSreportfT... pagewi... com.sof.., com.sof,

- 13 Resource Filter [14.] O comn.softw... Schedule with notes S6 S6 reportyT... column,.,  com.sof... o, sof
B3 Revenue 115 | O com.softw... Schedule per day A4L 57 57 reportT. . com.saf.., com.sof
F-13l Standard 116 | O com.softw... Schedule per day A3L 58 S2report/T... pageti... com.sof... com.sof,
-1 Systemn [17 ] O Mermbership List 29 S9reportfG. . com.sof... Member...

open the print template and add new note by: right click > insert > finder.

- .

= Bellavita
EH- 18 Schedule
--[] Employees Schedule

[ Fadility Scheduls

Employse Schedule (Presenc

-] Offer Schedule

[ Guest Schedule
-] Erployes Schedule
=1 Settings
(-1 Basic Setup
(-3 Booking
- Inventory
£
E
S

Show Absences
Show Reservations
Show Presences
Sequencer

Description

1dIn0E
Identifier
Master Report Template
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Parameter

Type

o1 Medical (Swiss)
-1l Pricing

=}-1a# Print Templates :
- % Administration of Print Te
o 4 Brint Template

. 4f System Print Template
- Resource Filter

-0 Revenue i
+ -3l Standard =
il System
o1l Ternplates
+ -1 Voucher

Key

File editor

MNotes

£
B
£
£
B
£

F- @l Notes

T | anaina

[4]

7D

=

com.softwareag, chowdy.print, TrcDayRes TimeEres

Employees Detais (without presence)

44

44

report/PrintReport/ResourceDetalReportad

com.softwarsag. ch.wdy. print ListSourceStrategy

EmployeesDetailDisplay

o, ot I sacelas it Tro-Diasd

F Edit
of Cut

TimeEres

Copy

B Faste

B Delete the selected row

new: Keyhote

Finder ...

Select DoPrintExtendedDescription and set to true.
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2 Find KeyNote objects

-Conditions _
for o[~ o] |

|
|
|
|
i
|
|
|
I
|

Clear Query

CacheSize Key UserDefined Text Tesxt
mm  0DoFrintExtendedDescrintion

This means the Notes on profile and Remarks on bookings will be printed on the schedule print
template.

If you set the profil notes not to show them on bookings, you won't be able to see or print them on
Schedules at all.

Login

Kern Alma n

1
22 acrounts

. Preference Lser Mame User Passwaord erification Set Password
ﬂ Bookings
Motes ¥

Text |Sh0wm i Booking ‘Shaw in Docurnent

E Cash | Sale

‘ES.’ Documents

JC Guests

_L Offier Overview

£ Guest Note

WIP Member

%" Packages J a "
emarl

% Subecriptions

Pricing Rules of Guest oo 8

| Pricing Rule te

Schedules
Master Data [ Apply on whole group
o OK | | A Cancel
Import / Export

Administration

Mates op ¥

|Text Shower i Booking Show in Documert

1 |WIP member
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Other related settings

Employee presence and absence are the core of the schedules and their available functionality.
Below you can see the configuration and use of the presences and absence. Templates are created
to help the everyday use, but all presences and absences can be created with ad hoc values.

Configuration of Presence and Absence Template

Presence Template

Employee presence means the time interval when the employee is available. This can be configured

in Administration / Settings / Templates / Presence: add a new Presence template with the yellow

plus sign, for instance morning and afternoon shifts.

| @[F]w [+« m @& U = [ 0]BlA Reean» 655 @ © Dvmaamsmnmmtnmn'rmsrmmsm-unzj

e e
S
I =
[ eweroea

e BT .
e Bkt 1 |Moming shift gz = =
il Schodube il 2| Afterroan shift

[ Sat

(¥ W Booking

Il Custom Formes
¥ Tnwenbory
U Mecdical

i+ Pricirg

I+ W Print, Templates
e Resource Flver

< Absence Template
+ Guest Relatian Temglato
o Hate

1+ T Vouicher
e Notes

[ Mt Larguage
51 e Activation
< Ciffer
# Ernployee
+ Facility
+ arvicle
# Decount. Termplate
+ Booking Cancellation Categony
# VAT

| Chares Tune

_—— T T [T TR |
e ————

| scheauies MR JrisdPricanca Tameiats |
I Master Data Start Time [eo0 [
(T | ouration [himm] [0s:00] [
| Import / Export
| Reporma ]
| Administration

e Betavita =
o Schadule 4
=

+ 1 B SotUn
¥ Wl Booking
[ Customn Forms
L& Inventory
1+ 1 Mok

[} N Print Templates

I+l Resource Fiter

1+ Revonue

-0 Stonclad

¥ W System

= ta# Templates
& abhapnce Templite
+ Guest Rolation Torplate
+ Preserce Template

[ Vouches

- Notas

[+ Lo

W Multi Language

e Ackivation
o Oiffer

< Emnplcryin

+ Faclity

< Article

< Dicount Template

< Bookrg Carcedation Canegory
< AT

L s Tune,

Description The name by which this template is available and shown on the
Employee schedule (presence)

Start time Not mandatory

Duration The interval of the presence in minutes.
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Absence Template

Absence template is used when the employee is not available; usually it is a Lunch Break, Meeting,
etc. It is also used for Facilities to take them as out of service period.

Configure it in Administration / Settings / Templates / Absence template. Add new with the yellow

plus sign.

eTemplate obj

rConditions

—

Clear Query

” Description H Duration [rin] H Owerbookable ” Start Timne

= Bellavita
b Schedule
=123 Settings
T Basic Setup
@ Booking
-3 Custom Farms
@ Irwentory
& Medical
@ Fricing
Print Templates
Resource Filter
@ Revenue
W Standard
0 Systemn
=12 Templatas
b 47 ce Termnplate
- s Guest Relation Template
- & Presence Template
0 voucher
-1 Notes
[+ 3 Logging
G- I Multi Language:
=1 Activation
b ¥ Offer
o 4F Employee
4 Facility
o S article
- 4 Discount Ternplate
o 4 Booking Cancellation Category
AT

1 JLunch break 01:00 12:00

— T
Welldesk

New Absence Template

Schedules Description ‘New Absence Template
Master Data Start Time l:l

Add-0ns
Import / Export
Reports
Administration
= Bellavita =
G- Schedule
- 1a# Settings
-3 Basic Setup
-l Booking
-l Customn Forms
~{ll Inventary
1 Medical
~[3ll Pricing

Duration [min]

Overbookable [

Colour

Description Name of template as it will appear on
schedules.

Start time Not mandatory

Duration The interval of the Absence in minutes.

Quwerbookable Resource can still be booked for the time of
overbookable absence

Colour The color it will be displayed on schedules.

Settings and display options
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Use of Presences and Absences

Presences can only be added on Employee Schedule (Presence) in Master Data / Employee / Presence
tab.

The existing presences can be edited on any system schedule where “presence” formatter profile is
available to bring the presence in the foreground.

Absences can only be added on schedules where the presence is shown in the background or on
facility schedules where no presence is needed. For employees the absence can only be given within
the time of the presences. If it is for the full time of the presence on a given day, the system takes it
as if no presence has been entered in the beginning.

Both presences and absences are created the same way. You access them from the right click menu
on the available schedules.

Right click on the schedule of presceces to add presence. You can choose from the options to add
presence using template or not. (Templates set up in administration are useful if the shifts are mainly
fixed hours. For example: Early Shift, Middle Shift, Late Shift, etc., this way you don’t need to enter

the same details all the time.)

[ox] | % carcel

Selecting the template means that you can choose from the already configured Shifts/Breaks.
T

D) You 0 estng 3 now presence,

sea 5l

norm  mvery|5 | Dals)

ey Dater 2007200
» pnck aftr S | Apponiments:
n 7.0
1

o0k | X Carcel

Select the Spa (in multispa environment) and area (from version 2.7.2) to determine where this
employee is available for bookings.

Enter or change the date, “from” and “to” times.

Select spa and area where the person is present in this time for work. Linking the presence to a spa
only means availability in the whole spa. Selecting an area in this spa limits the availability of
employee to this area only.

You can select the series for the repetition of this presence in the series option. Set up the duration

end date or “end after” the number of repetitions.
The repetitions can be used in daily, weekly, monthly and yearly periodicity.
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Examples:

Series daily, every 1 day, ends after 5 appointment = the employee is scheduled for 5 consecutive days from the
date set above.

Series weekly, every 3 weeks, ends after 2 appointments = employee is scheduled for the date set above and once
more 2 weeks later.

Once confirmed, all the presences are displayed. If you would like to change the whole series all
together, just use the right click menu and edit series.

B Mew Package ...

Edit.., +——
[# Copy presence

4 Integrate repetition

# Delete breakout

<,}==f> Enlarge Column

~ Reduce Column
Reset Width

Use drag and drop to move one presence — this means that it will automatically be separated from
the series and will be edited on its own. (The white squares at the top right corner of the presence
show that it is part of a series, yellow means it is independent.)

Pressing the shift button and holding your cursor on the beginning or end of one shift, the cursor
changes to a vertical arrow, which means that you can click and drag to extend or shorten the
selected shift.

Use the ‘Copy Presence’ option to copy the selected shift(s) then select the future date or different
employee’s presence schedule where you would like to paste the same shift(s). This speeds up the
process, and by editing the inserted presences, makes the presence creation much easier. Please note
that when you past a presence, the start time will be matching the point you clicked on, and not the
original start time.

From the Presences Tab you can print out the selected employees shifts for the certain time range by
right clicking to the white area in the calendar, and selecting the ‘Print’ option.

The presences will be displayed on the general schedule. You can only edit and delete a presence
there, not create. Presence can only be deleted, if there are no bookings or absences on it.
Absences

Right click on a displayed presence and select new absence from template or not. Set up the details
as it is explained for presences with 2 other options:

Not in house is used for example in case of an absence set up for an external meeting.
Owverbookable can be used in case you want to arrange the breaks flexible to the occupancy of the spa.
This means that when making a booking, the system takes the overbookable absence as a bookable

time of the employee — which helps you to complete the booking creation and you are able to change
the absence later.
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. Absences [ <]

B Mew Package ..

MNew Absence
-% MNew absence from template
New Booking...
2| Entry in waiting list...
5 To Employee Szecsenyi Blanka
“E, Enlarge Column

<¥ Reduce Column
/7 Reset width

& Print

(%) You are creating a new
absence, From Template -é

orbookable [ not in house im|
scription |
te [14.08.2013 || from [13:00 | to [13:30 |
er|

none  every Day(s)

daily

weakly

manthly

yearly
uration of Series

Ending Date 18.06.2013

ends after El Appaintments

End Date (calculated) [18.08.2013

Mumber of Splittings |1

Changing absences can be done the same way as the case of presences, but on the schedules tab (and
other schedules where the employee is displayed) instead of the presences tab.

It is practical to add the absences on the main daily schedule — so you can see the occupancy of the

day and compare the schedule of all your employees. You can also use the option to copy absence,
and paste it for another time or on other employees’ presence.

Employee Anett
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