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Chapter 1:  Preface

The Harbourmaster system is a series of menu-driven programs specifically designed for complete marina management.  A rental unit master file is established containing all pertinent moorage information; such as, minimum and maximum boat size, electricity availability and usage, current tenant, etc.  Many accounting and control reports can be printed with information unique to your marina.

Harbourmaster enables any marina to:   XE "Benefits of Harbourmaster" 
· Improve cash flow through identification of delinquent accounts.  Account balances can be shown in 30, 60 and/or 90 days past due.  

· Quickly organize and retrieve essential accounting information.  

· Maximize revenue by maintaining space availability and price information. 

· Protect information from unauthorized access by means of a password security system.  

The Harbourmaster operations manual provides detailed instructions on marina setup, system operation, and report printing.  No previous computer knowledge is required to use the programs.  Step-by-step procedures for selecting menu options and entering data make the Harbourmaster system easy to learn and use.  

In developing your ability to use Harbourmaster effectively, study the examples in Chapter 3, Tutorial, and set up a sample data file to create several slips and check people in and out without the intention of saving any of the data.  This hands-on experience gives you a feel for the system and should prepare you for entering your actual data.  

We recommend that you follow the order below when using this manual. 

· Chapter 1.  Introduction...  This section includes pertinent information you should know about what the system does before you begin learning how to operate the system.   

·   Chapter 5.  Processing Overview...  This section contains information about the various routines involved in running the Harbourmaster system, and how often you should perform them. 

Chapter 2:  Introduction to HarbourMaster

In this chapter we will discuss basic usage of the Harbourmaster software system.   Most of this material involves basic Windows environment concepts such as how to navigate the menus, how to use list screens to search and maintain the various data in your system, and how to enter, save, edit, and delete data in your system.

Working with the Main Menu XE "The Main Menu" 
The main menu is a staging point. Through it you can access all the data and functions of the system. Data and functions are organized into groups as shown on the following screen. 
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These groups shown at the top of the screen are:

[Maps], [Activities], [Customers], [Vessels], [Leases],  [Charges], [Financial], [Reports], [Options], [Admin], and [Exit].
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 is used to exit or leave the system.
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 is used to view and maintain various calendar events.
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 is used to maintain your customer addresses and phone, fax, e-Mail information.  You can also print mailing labels and e-mail customers through this menu item.
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 is used to view and maintain the vessel profiles of various vessels that use your Marina.
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 is used to view and maintain your leases for various moorings, slips, storage areas, etc at your marina.
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 is used to view and maintain your electrical usage readings, lease fees, recurring charges, and regular (miscellaneous) charges for your marina.
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 is used to post payments and view deposit information for your marina.
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 is used to print or preview reports. You can also design custom reports viewable by all users of the system or just you.

[image: image11.png]Options



 is used for viewing and maintaining your maps and slips, moors, etc.  It is also used for setting up GL Accounts for various types of charges, classes of vessels, and other configuration options.
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 is used for administrative tasks such as backing up the system, creating user accounts, repairing damaged files, and so on.

Selecting any of these primary groups will cause a sub-group to appear on the left side of the screen with more options for you to choose.  There is a chapter for each main menu item in the system.  The sub-menu features for each menu will be discussed in detail in the chapter for the main menu item.

At the very top of the screen, above the main button panel, you will see some drop-down menu items.  They read “File”, “Edit”, “View”, “Window”, and “Help”.  

File - If you click the “File” option a sub-menu will appear that mirrors the buttons in the main panel across the top of your screen.  If you select “Customers” it is the same as clicking [image: image13.png]


 from the main panel.

Edit - If you click “Edit” you will see a sub-menu very similar to what you might see in Word for Windows under “Edit”.  You have options such as “Undo”, “Redo”, “Copy”, “Cut”, “Paste”, “Select All”, “Clear”.  These options are used when working with list and edit screens.  The system keeps track of each change you make when editing/adding a record.  You can use “Undo” to back up a change you made or “Redo” to redo your back up.

View – If you click “View” you will see a sub-menu very similar to what you might see in “Windows Explorer” under “View”.  You have the option to change how the sub-menu items appear on the screen and which wallpaper to use for the sub-menu.

Window – If you click “Window” you will see a sub-menu very similar to what you might see in “Word for Windows” under “Window”.  If you have multiple windows open these options are used to organize these windows. 

Help – If you click “Help” you will see a sub-menu containing items that are useful when you need help with your system.  Included are access to the help system table of contents, and search help by content, and the “About” option.  The about option gives you information such as: version, copyright, and support for your software.

Working with List Screens XE "Working with List Screens" 
There are many list screens throughout the system. On the following screen is an example of a screen listing customer information.  These list screens are graphical representations of the data in your system.  For example, you may have a list of all the customers in your system (as shown below), of all the vessels, lease agreements, a waiting list, an available lease units list, etc.  The list screen is where you perform all the basic operations/functions on the type of data represented by the list.
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For every list screen in the system, you will see several buttons at the top of the screen, above the list, and several buttons at the bottom of the screen, below the list.  These buttons are used to perform basic operations to the lists.  In the following section, we will describe what each button does and how to use it.

Before we begin, let’s talk about the basic anatomy of the list itself so that when you read various terms in the section below, you will understand what the author is referring to.  

When the author refers to a row in the list, he/she is talking about 1 line of the list.  For example in the list above, the line that reads “Fogle, John”, “723 Fifth Ave West…”, “800-845-7594”, “foglecom@bellsouth.net” is a row.    

When the author refers to a column in the list, he/she is talking about the heading and all the data beneath it.  For example, if you see Customer Name column, this refers to the caption reading “Customer Name” and all the data beneath it, in other words, “Fogle, John” and “Pursell, Lee”.

Resizing column widths XE "Working with List Screens:Resizing column widths" 
The column widths of these list screens are set to what is considered to be an average width of the data that will appear in the screen. Often if the actual data is much larger or much smaller than the width of the columns you will want to resize these columns to fit the data. To do this double click on the column heading of the column you want to resize and the column will shrink or stretch to fit the actual data. 

You can make a column smaller than the actual data, therefore truncating some of the data, by positioning the cursor on the line in the top bar, which separates two columns, and dragging the line to the left.  Use this technique to cover up, completely or partially, any column that you don’t need for this particular display.  This has no effect on the actual data, only the display.

Selecting or Highlighting rows in a List XE "Working with List Screens:Selecting items in a List" 
Being able to highlight rows in the list is an important task.  By highlighting rows in the list is how you will let the system know that you want to edit or delete a particular row or data from the list.  We will talk more about editing and deleting later, but for now let just concentrate on mastering highlighting rows.

To Highlighting a single Row - You can highlight a row in a list by clicking the button to the left of the row.

To Highlighting ranges of rows - You can highlight a range of rows by highlighted the first row in the list that you want highlighted just as you did above. Then while holding the shift key down, highlight the last customer in the list. 

To Highlighting multiple scattered rows - You can highlight multiple rows that are not near each other, by holding down the control button (ctrl) and highlighting each individual row that you want highlighted.

Changing the sort order of the list XE "Working with List Screens:Changing the sort order" 
Each list screen has a default sort order when loaded.   If you wish to change the order so that you can find certain information more readily you can do so.  

Simply highlight the column in the list that you want to sort by and then click the [image: image15.png]


. This will sort the list in ascending order by the highlighted column.  For example, if you had highlighted “Contact Name” in the customer list screen, the list would sort by contact name so that contacts starting with A will be at the top of the list and contacts starting with Z will be at the bottom of the list.

Highlight the contact name column again and click [image: image16.png]


. This will sort the list by contact in descending order so that contacts beginning with Z will appear at the top of the list and contacts beginning with A will appear on the bottom of the list.

Filtering a column of the list XE "Working with List Screens:Filtering a column" 
Filtering refers to the process of limiting which rows appear in your list.  For example, if you had 5000 customers in your system it would be much more difficult to just look at the list and find the customer you want to view/edit.  Usually, if you are looking for a particular customer, you know something about the customer such as their name or the name of the primary contact.  Therefore, if you knew you wanted to view a company whose “Contact Name” was “Lee Pursell”, you could create a filter to tell the computer that you only want to see companies whose contact is “Lee Pursell”.

Simply highlight the column you wish to filter by.  Using our example above, we would be filtering by “Contact Name”.  Then click [image: image17.bmp], the following screen will appear.
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This screen is used to create the filter.  The first column (the one missing in the first row) is for joining multiple filters. The second column is for selecting type of comparison you want to use such as =, >, <. The third column is for entering the value that you are looking for. 

If what you are looking for is a static data; customer name, type of customer, origin/destination, there will be a drop-down containing all the possible information. If the column you highlighted is a date, there will be a date drop-down. Otherwise, there will be a plain text box for you to type the value.

First select the type of comparison.
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In our case we are looking for a contact equal to "Lee Pursell", therefore we will select "Equal to".  Type the contact name you are looking for “Lee Pursell”.  Since that is the only criteria we wanted to filter by, we are finished creating our filter.  Click [image: image20.png]


 to keep the filter. Click [image: image21.png]


 to exit the screen and return to the list screen.  The list screen will now contain only customers whose contact is “Lee Pursell”.

A More Complex Example:

Supposes that after coming back to the list, it is completely blank.  What this means is that there were no customers found with a contact of “Lee Pursell”.  Perhaps we didn’t know as much as what we thought we did.  Hmm, let’s think for a minute.  Perhaps the last name isn’t spelled “Pursell”.  If you are unsure of the entire name, you can use a [like] filter to filter by a portion of the data instead of the whole thing.  If we highlight “Contact Name” again and click [image: image22.bmp], the filter screen will re-appear containing our previous filter.  If we change the value to “Lee*” instead of “Lee Pursell” after saving and return to the list screen, the list screen will contain customers whose contact begins with “Lee”.  

Suppose that you still don’t find the company.  Perhaps the name was entered into the system with a title such as “Mrs. Lee Pursell”.  You could go back to the screen again and change “Lee*” to “*Lee*”.  This time, after saving and returning to the list screen, the list screen would only contain customers whose contact contains “Lee” anywhere in the name whether at the beginning of the name, the middle of the name, or the end of the name.  The star in these examples is called a wildcard.

Another example of a more complex filter would have multiple filters at the same time.  Let’s suppose that you aren’t sure of the spelling of the first name.  It might be spelled “Lee”, or it could be spelled “Leigh”.  

In the first line, you would change the value to “Lee*”.  Then on the second row of the filter screen, select “OR” for the join type, select “equal to” for the comparison, and enter “Leigh*” for the value.  This returns all customers whose contact begins with “Lee” or begins with “Leigh”.

You may have up to five filters per column.  Filters for different columns are combined.

When you are finished filtering your list, you will want to remove the filter and view the whole list again.  Highlight the columns containing filters and click [image: image23.bmp].  Then click [image: image24.png]


 to remove all the filters for the column.   Don’t forget to save before closing the filter.  If you don’t remember which columns have filters you can close your list screen and re-open it.  The filter is reset to blank each time the list screen is loaded. 

Printing a list

 XE "Working with List Screens:Printing a list" 
To print the list displayed on the screen, click [image: image25.png]


. The following screen will appear.
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You can click [Properties] to change the paper size, otherwise the paper will print on 81/2 by 11 size paper. If the columns wont fit on landscape 8 1/2 by 11 size paper and you do not change the paper size to 8 1/2 by 14 or larger size, the data will be split across 2 pages.

The printed report will mirror exactly what is on the displayed screen. If you hide columns, move columns, resize columns, filter, or sort the display differently the changes will be reflected in the report. 

  

Changing Date Ranges XE "Working with List Screens:Changing Date Ranges" 
On the top of many of the list screens you will find a date drop-down.

When you initially start the system these date drop-downs will appear as follows.
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If you click the [image: image28.png]


 button to the right of the date drop-down, another date drop-down will appear as follows.
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This is used to indicate a range of dates. Let's suppose that the current month is November and you want to go back and look for an invoice from June. If you were to view 6 months of data, this would be a lot of data. The refresh rates for the screens would be extremely slow.  However, if you use a range of dates and view only the invoices after 06/01/99 and before 07/01/99, you would only be looking at one months worth of data. This would greatly increase the refresh speeds and help to make the system more workable. 

Entering Dates XE "Working with List Screens:Entering Dates" 
All dates throughout the system are entered using a date drop-down. A sample of a date drop-down is shown as follows.
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You can manually change the date by clicking on the date and typing over the numbers shown. 

You can also click on either the month, day, or year position so that it is highlighted and then use the up/down arrows directly to the right of the text to increase/decrease the month, day, or year by one.

You can also use the down arrow all the way to the right to display a calendar of the month as shown on the following screen.
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The horizontal scroll bar beneath the calendar can be used to change the Month or year. Clicking the right/left arrows will change the calendar by one month. Clicking on the scroll region will change the calendar by one year. You can select the day that you want by clicking it with your mouse. After clicking a day, the calendar will disappear and the date selected will appear in the text. 

Using Drop-Downs XE "Working with List Screens:Using Drop-Downs" 
There are many drop-downs throughout the system. A drop-down refers to a screen device into which you either type text or select text from a list.  When you first see a drop-down it will be closed as shown below.
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When you click the down arrow to the right of the drop-down, a list of valid entries will appear as shown below.
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Click the item that you want to select.  

Some of the lists may be really long, such as a drop-down containing 5000 customers’ names.  If you know the customer you want begins with the letter "W", you can type “W” and the list will move down to the first entry beginning with “W”. Or you can manually scroll through the list by using the scroll bar to the right of the list. 

Entering Times XE "Working with List Screens:Entering Times" 
All times are entered using a 24-hour military clock. For example 1:00 PM is 13:00, 2:00 PM is 14:00 hours and so on. When entering the times you should always enter them in hh:mm format. The hour should always be 2 digits. Even if the time is less than 10:00 then enter the time as 09:00.  The same with the minutes, if the time is 5 minutes past the hour enter it as hh:05. 

Moving to Top/Bottom of the List

To move all the way to the bottom of the list click [image: image34.png]»




.  Suppose you have a list of 5000 customers, and you want to view one whose name begins with W.  You can move to the bottom of the list much quicker by using this button, rather than scrolling.

Likewise, if you are already at the bottom of the list, and want to move back to the top of the list, click [image: image35.png]I«




.

Hiding Columns in the list

If you are viewing a list screen with many columns there may be some of those columns that you don’t want to see.  To hide an entire column, highlight the column and click [image: image36.png]


.  The column will disappear.  In order to un-hide a column you have to close the list screen and re-open it.  The column settings are always reset each time a list screen is loaded.

Saving List data to a CSV Text File

Saving data to a CSV (comma separated variables) text file is a powerful and common task.  Suppose you wanted to export your list of customers in order to import them into another software program such as Microsoft Excel, Microsoft Access, Microsoft Outlook Express, or 3rd party accounting software.  Or, suppose that your customers asked you for an export of their daily activity so that they could import the activity into their inventory software and keep their files up to date with yours.  Actions such as this often make transferring data to other software much less time consuming and decrease the risk of errors.  

For any list screen in the system and for many reports you can offload the data to a CSV text file.  Simply click [image: image37.bmp] and a screen will appear asking you for the path and name to save the file.  After you have selected a location and entered a name, click [Ok].  The file will be created.  You can then send the file to your customer via e-mail or other means or use import the file into other software.

One of the mistakes/problems that occur when doing these types of operations is that people will often export the file but not remember where they exported it.  Pay extra attention when prompted for the path/filename.  If need be write down the path for later use.  Also, if you remember the name of the file, or part of the name, you can use [Start] [Search For], or [Start] [Find] (depending on your version of Windows) and look for the file.  For example, if you exported a file for Jones, and you remember that the name starts with Jones, then search for Jones*.*, and limit to files modified within the last one day.

Creating HTML Files to Display Your Data on the Web

Whether displaying your data on a local intranet or the Internet, you can create an HTML page that mirrors any list screen in the system by clicking [image: image38.bmp].  After clicking the button a screen will appear asking you for the path/file to save.  After entering a valid path/name, an HTML file will be created.

If you have a direct connection to your web server, you can save the file directly to the web be specifying the drive as the web server itself.  If you do not have a direct connection, you should save the file on your local hard drive and then dial into your web server and transfer the HTML file using FTP protocol. 

If you are unsure whether or not you have a direct connection, or you don’t know how to use FTP, you should consult your network administrator for help.

This operation does not link your existing Web infrastructure to the HTML page created.  You will have to consult your web master/creator in order to do this.

Merging List Data with Word for Windows

Suppose that you wanted to send a letter to several of your customers.  The most efficient way to send a letter to each customer is to do a word merge (assuming you use Word for Windows).  To do this, open the list of customers and click [image: image39.bmp].  You will be prompted for the path and file name to save the merge data.   After entering a valid path and filename and clicking OK, the system will create a Word for Windows Merge data source.  You can then go into Word for Windows and use the “Mail Merge” option in the “Tools” menu to create a mail merge.  This enables you to type 1 letter indicating where on the letter you want the names and addresses to go and then have Word generate 5000 letters (assuming you have 5000 customers) to send to each customer.

Adding Data to a List XE "Working with List Screens:Adding Data to a List" 
In order to add a row to a list, click [image: image40.png]Ees



.  A screen will appear specific to each type of list for you to add the data relevant to that list.  After you have entered all the data, there is a save button to save the data.  If you change your mind and don’t want to save, there is a close button on each add screen as well.

Not all list screens have an add button.  For those that don’t, it may not be relevant to add a row.  For example, if you are viewing a days in storage report.  You can’t just add a row to the report because each item on the report is something that is calculated from numerous inventory items by looking at when each item was received and when it was released.  The tracking screen doesn’t have an add button either.  Allowing users to add tracking information directly would invalidate the purpose of tracking, that is, to provide a means of auditing and balancing your software.

Deleting Data from a List XE "Working with List Screens:Deleting Data from a List" 
To delete data from a list, highlight the row(s) you want to delete and then click [image: image41.png]


.  You will be asked to verify that you want to delete the highlighted items.  Respond by clicking the yes button and the items will be deleted.  If you respond by clicking the no button the deletion will be cancelled and the row(s) will remain in the list.

Once a row(s) has been deleted, there is no way to un-delete the row(s), so be absolutely sure you want to delete before you respond yes.

Not all list screens have a delete button.  For those that don’t, it may not be relevant to delete a row.  For example, the inventory screen doesn’t have a delete button.  If you want to delete inventory from the system you have to do a release highlighting the items to release and clicking the “Release” button.

Working With Edit Screens XE "Working with Edit Screens" 
For each piece of data in the system there is a subsequent add/edit screen.  The add/edit screen will contain fields, check boxes, option buttons, and drop-downs for each piece of data relevant to whatever you are adding/editing.  In the following section we will go over some basic features of these add/edit screens.

Below is a sample of the add/edit Vessel screen from the system.
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Fields – The white boxes on the screen are called fields.  Always to the left of the white box is a caption describing the field.  For example, where you see “Account #:” and a white box, this is where you type the account # that you are adding or editing.

Spin Fields – Spin fields are just like “Fields” discussed above but they have two special buttons to the right of the field like this [image: image43.png]


.  You will generally see this when the system is expecting a numeric entry for the field.  In the vessel screen, “Beam” can be a numeric value.  You use the top button, with the up arrow, to increase the numeric entry by 1.  You use the bottom button, with the down arrow, to decrease the numeric entry by 1.

Buttons – Buttons are used to indicate to the system that you want to perform a certain operation.  Usually there will be a caption on the face of the button indicating which function you are performing, such as save or close.  Each edit screen will have at least a close and save button on the bottom of the screen.

Option Buttons – Option buttons are used when you have to choose 1 of a certain number of possible choices.  There aren’t any examples on the “Add/Edit Vessel” screen, but you will see some examples on the “Edit Rate” screen, which is used to setup and edit the rates for each lease unit.  In that instance, you have the choice between 12 possible formula types for calculating the lease fees for the lease unit.

Check Boxes – Check boxes are either checked or not checked.   They indicate a yes/no answer to a question.  To indicate yes to the question, click the box to the left of the question.  If the box isn’t checked, then it will become checked.  If the box is already checked it will become unchecked, indicating your response as “No”.  Here is a sample of what a check box might look like.  [image: image44.png]v Reverse Month End



  This checkbox comes from the Add/Edit User Accounts screen.  In this case the question being asked is inherent “Do you want this particular user to have permission to reverse month end processing?”  The box to the left is checked indicate “yes”, indicating that we want the particular user to have access to reverse month end.

Chapter 3:  Getting Started

Harbourmaster Installation Instructions

If you are going to have more than one computer accessing the Harbourmaster system at the same time, you will perform a network installation.  For most applications, you will have only one computer using the software, or a stand-alone installation.  (This doesn’t stop you from having an alternate copy on your home computer, of course.)

PC Installation

1.  Click Start, Run.
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2.  Enter the drive letter of your CD drive.  Click Browse.
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3.  Double-click the PC Folder.
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4.  Double-click Setup.exe.
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5.  Click OK and the installation will start.
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Follow the prompts through the installation process.  It is best to take all of the defaults.
6.  Updates for the software are on one of the Fogle Computing websites.  Contact customer support for the web address.
Server Installation 

1.  Click Start, Run.
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2.  Enter the drive letter of your CD drive.  Click Browse.
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3.  Double-click the Server folder.
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4.  Double-click Setup.exe.
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5.  Click OK and the installation will start.
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Follow the prompts through the installation process.   Select the defaults except for the installation folder on the server.  You will need to point to the folder that is going to hold your data files (MAIN.MDB and OPEN.MDB), and it should be a mapped drive, such as drive H: or M: or some other letter.  The program (HMS32X.EXE) will reside on each workstation.
During the installation process, on one of the screens you will select the path to the Harbourmaster system data.  Write this down.  You will need it when you do station installs later.

Conversion Instructions

DOS to Windows

On the Harbourmaster CD, locate EXPMAS.EXE, EXPTRAN.EXE and EXPCTL.EXE in the Conversion folder, and copy these 3 files into the directory that contains your Harbourmaster for DOS system.  Then, at a DOS prompt in that directory, possibly 

C:\HMAS\>   

Type

BTRIEVE/E   [enter]

EXPMAS  [enter]

This will create 4 text files containing your data, 

Lease Agreements

EX_MAST.TXT

Types of Transactions

EX_TRCD.TXT

GL Accounts


EX_GLCD.TXT

Financial Charges

EX_TRNS.TXT

Next, bring up the Harbourmaster for Windows program, select [Options] ( [Convert Old Data], and click the box to convert Lease Agreements.  Then, click the […] on the far right, and locate EX_MAST.TXT which is in the Harbourmaster-DOS folder.  Follow the same procedure for the other 3 files, using the table above to link the files… (example: Financial Charges links to EX_TRNS.TXT)

Now click [Save].   This process can be very lengthy, since it is converting your history file.  If your screen goes black due to inactivity, be careful not to click the mouse to get the screen back on.  The cursor might be over the [Save] button, and this would cause the conversion process to start again.  Revive your screen by just moving the mouse a few times without clicking.  Then, when you see the screen, you can tell whether the process is complete, and if it is, click [Close].

Rerun Conversion

There are 2 empty data files in the Conversion folder on the CD.  Use these in the event you want to erase this conversion, and convert the files again.  Copy MAIN.MDB and OPEN.MDB from the Conversion folder on the CD to the Harbourmaster Windows folder, replacing the two existing files.  Then, locate MAIN.MDB with Windows Explorer, right click, and click [Properties], and uncheck the Read-only checkbox.  Remove the read-only checkmark for OPEN.MDB as well.  (These files come in as read only because you copied them from a CD).

USE THIS LIST OF FIELDS IF YOU ARE LOADING DATA FROM A SPREADSHEET, OR OTHER PROGRAM.  LIST CONTAINS FIELD SEQUENCE NUMBER, NAME OF FIELD, AND SAMPLE.  ALL FIELDS ARE ENCLOSED IN QUOTES AND SEPARATED BY COMMAS.

*****************************************************

*********  LIST OF 56 FIELDS IN EX_MAST.TXT *****************************************************

   1 KEY NO.                        

 00002                         

   2 TYPE UNIT                      

 Slip                          

   3 MAX LEN                         

0                             

   4 MIN LEN                        

 0                             

   5 WATER?                       

 Yes                           

   6 ELEC SERV                      

 None                          

   7 PREV METER                     
 0                             

   8 PRESENT READING                
 0

   9 INVOICE FREQUENCY              
 Monthly

  10 RATE STRUCTURE                  
FixedRat                      

  11 FIXED RATE                     
 55.00                         

  12 PRICE PER FT                    
0.00                          

  13 NEXT INVOICE                    
20031215                      

  14 LAST INV NO                     
3093                          

  15 CUSTOMER NAME                   
ADAM A./ADAMSON               

  16 FIRST LINE OF ADDRESS          
 123 ARCHER AVE                

  17 SECOND LINE - ADDRESS                                         

  18 FIRST TELEPHONE #              
 111 111-1111                  

  19 SECOND OWNER NAME                                             

  20 SECOND OWNER ADDRESS LINE ONE                                 

  21 SECOND OWNER ADDRESS LINE TWO                                 

  22 BOAT NAME REGISTRATION #       ASD777            

  23 MANUFACTURER OF BOAT            Hunter                  

  24 BOAT SIZE                      

 44                            

  25 BEAM WIDTH                      
14.0                          

  26 DECAL                           

H1234                       

  27 ARRIVAL DATE                    
19910326                      

  28 SECOND OWNER TELEPHONE      222 222-2222                  

  29 LAST STATEMNT                  
 355.63                        

  30 OVER 30 RECVABLE               
 0.00                          

  31 OVER 60 RECVABLE               
 0.00                          

  32 OVER 90 RECVABLE                
355.63                        

  33 TOTAL PAST DUE                 
 355.63                        

  34 TOTAL CUR BAL                   
0.00                          

  35 DEPOSIT NO 1                   
 0.00                          

  36 DEPOSIT NO 2                   
 0.00                          

  37 PREPAYMT                        
0.00                          

  38 USERFLD1                        
SAIL                          

  39 USERFLD 2                                                     

  40 METER SERIAL                    
0                             

  41 LAST STMT #                    
16                            

  42 CURR W/O PAST DUE               
355.63

  43 USER FIELD 3                                                  

  44 CUSTOMER NAME                   
ADAMSON,ADAM A.               

  45 ANNUAL BILLING                  
55.00                         

  46 LAST PMT DATE                  
 00000000                      

  47 LAST PMT AMOUNT                
 0.00                          

  48 CITY-1                          

ALLENDALE                     

  49 STATE-1                         

AK                            

  50 ZIP-1                           

98098                         

  51 CITY-2                                                        

  52 STATE-2                                                       

  53 ZIP-2                                                         

  54 NOTES                           Name2:ASDFA / Address 1:ASDF 

  55 Lease Expires                   
00000000                      

  56 Late Charge Override           
 N

*****************************************************

**** LIST OF 9 FIELDS IN EX_TRNS.TXT  ********************

*****************************************************

   1 SLIPNUM                         

A0002                         

   2 ORIGSLIP                        

A0002                         

   3 INVOICENUM                     
 K3215

   4 TRANDATE                        
20030702

   5 TRANCODE                        
20                            

   6 AMOUNT                          

-44.00                        

   7 THIS MON                        

Y                             

   8 TRANS DESCRIP                   
Payment-Thank You             

   9 NAME                           

 Larry Leroy/Lansing   

*****************************************************

**** LIST OF 4 FIELDS IN EX_GLCD.TXT  ********************

*****************************************************

   1 SEQ                            

 1                             

   2 DESCRIPTION                     
Slip                          

   3 GL ACC NO                       
31110                         

   4 GL SUB AC                      

00     

*****************************************************

**** LIST OF 5 FIELDS IN EX_TRCD.TXT  ********************

*****************************************************

   1 TRANCODE                        
1                             

   2 DB/CR                          

 DB                            

   3 DESCRIPTION                     
Gasoline                      

   4 GL ACC NO                     

31120                         

   5 GL SUB AC                      

00                             

*****************************************************

Note:  In EX_MAST.TXT, fields 14, 29, 30, 31, 32, 33, 34, 37, 41, 42, 44, 45, 46, and 47 are ignored during import process.

It is preferable to use the defaults during the install procedure, and if you do, the stand-alone system will be installed to 

C:\HMS32

Configuring Your Workstation for Network Installation XE "SQL Server:Configuring Your Workstation" 
After installing your Harbourmaster software you will see a new group of icons in the  “Programs” group called “Harbourmaster” (if you accepted the defaults during installation).  Under this group you will see several icons for Harbourmaster.  When you select Harbourmaster, you will be asked to configure your workstation.  This means that you need to tell this workstation where your server is.  To do this, the following screen will appear.
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You will only have to configure the workstation the first time you run the software on this computer unless your data is moved to a different server or you loose your connection to the server.  You will have to specify whether you are running against an Access or SQL Server data source, then select the domain name where the SQL Server database was upsized in the previous step, or the server directory containing the Access Databases.

If you get to this screen and you don’t know the domain name or directory, you can click [End Program, Configure Later] to get out of the system.  You will have to successfully complete this information before you can run the system.

If you are running a stand-alone version of the software the Access database will be installed in a sub-directory beneath the directory containing your EXE(s) and the software will automatically detect this and you will not have to fill out this screen.

Logging into the System

Once you have configured your workstation you will see a login screen as shown below.
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If this is your first time starting the system you will have to login with a user id of ‘a’ and a password of ‘a’.  Then once you are in the system you can select the [Admin] main menu and select “User Accounts”.  Add your user accounts and after a month or two, you may delete the ‘a’ account.  Make sure that you have at least one user account who has rights to add, edit, and view user accounts, otherwise you won’t be able to add any more accounts after you delete the ‘a’ account and logout.  Once you have set up your new accounts you can login to the system using your new accounts.  For more on user accounts see “Chapter 4:  System Administration”.

Chapter 4:  System Administration XE "System Administration" 
Changing My Password XE "System Administration:Password - Change" 
To change your password from the [Admin] menu, select “Change My Password” and the screen shown below will appear.
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You must enter your current password.  Then enter your new password twice.  Click save when you are finished entering all the information.  

The system will make sure that your current password is valid.  The system will also compare the two copies of your password to make sure they match.  If they do not match, you will receive a warning and your password will not be changed. 

Marina Information XE "System Administration:Marina Information" 
Company information is used to edit your company address, phone number, fiscal year end, and other options.  If your address isn’t printing correctly on reports, then use “Company Information” to edit your address.
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User Accounts XE "System Administration:User Accounts"  (Security)

Finding User Accounts XE "Finding User Accounts" 
To find a user account, you must have authorization to add, edit, and delete user accounts. If you do not have authorization to do this, [image: image59.png]User
|Accounts



 under [image: image60.png]


 will not be visible. If the option is visible, click it and a list screen will appear showing the user ID, first and last name of each user in the system.  You can browse the list to find a user.  Once you’ve located a user you can highlight it in the list and use [Edit] or [Delete] buttons to edit/delete the user.

 

Adding User Accounts XE "Adding User Accounts" 

 XE "System Administration:Adding User Accounts" 
1. To add a new user account, select [image: image61.png]


 from the buttons running along the top edge of the screen.

2. Select “User Accounts” from the [Admin] sub-menu. A list screen will appear showing the user ID and name of each new user.

3. Select [image: image62.png]


 and a screen will appear for you to enter the user ID, name, position, and rights for the user you are adding.
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4. Enter the user's name and specify a user id and password.

5. Setup the user's permissions to certain parts of the program or certain types of data.

6. Click [image: image64.png]


 to save the user account. 

Editing User Accounts XE "System Administration:Editing User Accounts" 
1. To edit an existing user account, select [image: image65.png]


 from the set of buttons on the top of the screen.

2. On the left edge of the screen a series of icons will appear. Select “User Accounts” to view a list of user accounts.

3. Locate the user account you want to edit and highlight it.  Then click [image: image66.png]


.  The following screen will appear displaying info about the selected account.

[image: image67.png]UserD: P
[ E—
MideName: [
Lasthame: [
Poston [

Sustem Adriistaton
¥ Edit Matina Iformation
¥ EditMaps & Faciltes & Rates
V. Add/Edi/Delets User Accourts
% Repait Compact Data
7 Backup System
[ Yeat End Archive
7 View Archivels)

Options
Activies

Vessels
Customers

Leases

Waling List
Chaiges
Fiecuring Chaiges
Paymens

Financial

Custom Repots
Impart Scrits

S |

W View
W View
W View
W View
W View
W View
W View
W View
W View

W Add/Edt
7 Add/Edt
7 Add/Edt
7 Add/Edt
7 Add/Edt
7 Add/Edt
7 Add/Edt
7 Add/Edt
7 Add/Edt

¥ Exportto GL

W Run

7 Add/Edt
7 Add/Edt

QAN

s

Delete
Delete
Delete
Delete
Delete
Delete
Delete
Delete
Delete

Delete
Delete

G | soe | 3o





4. Make any necessary changes to the user account. You cannot change the user’s password.

5. When you are finished making changes, click [image: image68.png]


 to keep your changes.

  

Deleting User Accounts XE "System Administration:Deleting User Accounts" 
1. To delete an existing user account, select [image: image69.png]


 from the main menu.

2. On the left edge of the screen a series of buttons will appear. Select “User Accounts” to view a list of user accounts.
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3. Highlight the user account you want to delete and click [image: image71.png]


.  The system will ask you if you are sure. Click [yes] and the user account will be deleted.  This person can no longer get into the system.

  

Defining User Privileges XE "System Administration:Defining User Privileges" 
User privileges are broken down into several categories: System Administration, scheduling, customers, vessels, leases, waiting lists, charges, payments, and custom reports.

For each user you must decide if you want the user to be able to modify and/or read each type of data. If you want the user to have rights to something, check the box to the left of the function you want them to be able to perform. If you don't want the user to have rights to something, uncheck or leave the box to the left of the function unchecked.

If you want the user to have rights to all functions, you can click [image: image72.png]


 at the bottom of the screen, and all rights will be checked. If you want the user to have rights to most of the functions it may be easier to use [image: image73.png]


 and then un-check what you don't want checked. 

Repair System XE "Repair System" 
If your database is running slower than normal, or you are getting errors stating that your database is damaged, then you need to run the “Repair System” utility of the [Admin] sub-menu.

If using Microsoft Access version of Harbourmaster, the database will often become bloated which makes it run inefficiently.  This is caused in part by the way MS Access handles deletions made to the database.  When you delete records, Access leaves the records in the database but marks them as deleted.  So deleted records are still there taking up space until you run repair database.  In addition to repairing the indexes of the database, the repair operation also removes old deleted records and compresses the database.  This compacting of the database will improve the speed of the system tremendously.  It is for this reason that it is recommended that you run this program at least once per year.
At the top of the screen is a list of all the users currently connected to the database.  You cannot run the repair/compact if anyone other than yourself is currently using the database.  If you see a user ID in the list other than yours, call the person and ask that they exit the system or wait until a later time when there is less likelihood of someone using the system.

If your user ID appears more than once in the list, you may have another copy of Harbourmaster running on your machine, or you may still be logged in at another terminal.  

Select MAIN.MDB and click [image: image74.png]


.  Then select OPEN.MDB and click OK.The repair may take 5 to 20 minutes per database.
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Chapter 5:  Options

Setting Up Your Maps XE "Maps:Setup" 
Every marina is unique and will have its own layout.  Therefore, the maps for your marina need to be setup and tailored to your needs.  Fogle Computing will setup your maps for a fee.  You should see the price guide in order to determine how much this will cost, if you haven’t already pre-arranged it.

If you are attempting to setup your maps on your own, you will want to thoroughly read this section of the manual to become familiar with how HarbourMaster maps work.

Planning your mapping system XE "Maps:Planning your Maps" 
Planning your mapping system is the most important step in the process of setting up your maps.  To begin, think about how your marina is organized.  Are you a one-facility marina or do you have several facilities that you manage along a bay or lakeshore?  

If you are a one-facility marina, then you will most likely need only one map for your marina.  If your one facility is very large, you may need some zooms.  We will talk more about zooms later.  In this case, you would have one map showing the layout of the various slips or moors, storage sheds, trailers, etc.  Below is a sample of what this map might look like.  

[image: image76.png]



Simple Map Setup

If you have converted Harbourmaster data from the Harbourmaster DOS program, or from some other source, rather than keying in the slips directly, when you click setup maps, you should have a facility called MARINA.

Create your map using the instructions in Appendix E of the Harbourmaster manual.

When your map is completed, name it MARINA.BMP.  Save it in the GIS folder in the Harbourmaster directory:  

C:\HMS32\GIS

(C:\ is the drive on which ours is located.  Yours may be different).  

Login to the Harbourmaster system.  Select Options from the Main Menu, and Setup Maps from the Options submenu.  

You will see this screen.
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In order for the map to show in the Maps submenu when we are finished, the facility information has to be completed.  Left-click MARINA and the following screen comes up.
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Make the Facility screen look like the one below.  Be sure to select “Show facility on maps sub-menu” and fill in the name of your map directly under that, next to Sub-Menu.

Choose the menu order (in this case it is ‘1’), and choose an icon to display next to your marina.
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Save the screen.  There is no need to close it.

Click the plus sign to the left of MARINA and the following list will appear.
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Right click MARINA, and a shortcut menu appears to the far right of the screen.

[image: image81.png]]

£2 Ano01
£ Ano02
£ o003
£ Anood
£ Anoos
£ An0os
£ Anoo7
£ Anoos
£ Ano0g
£ An0no
£ a0om

Add Facilty
Edit Facilty
Delete Facilty

Print Listing

Check Map Indexes





Click Add/Edit Map.

The following buttons will appear at the bottom of the screen.
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Click Get Map and the Open dialog box will appear.
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Go to your Harbourmaster directory (HMS32), and select the GIS folder.  In the GIS folder, double-click MARINA.BMP.

Your map will appear on the Edit screen as seen here.  (You may need to use the scroll bars at the top and bottom of the map to adjust how much of it appears on your screen.)
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Click the plus sign to the left of MARINA to open the slip list.
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First, left click ‘A0001’ to highlight it.  Then right click ‘A0001’ and select Insert Hot Spot from the shortcut menu that appears.
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You will see a small, yellow square appear in the top left corner of your map.  This is called a hot spot.
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Place your mouse over the hot spot and wait until it appears as a mouse pointer.  Do not move the hot spot while you see double-sided arrows.  It will resize the object.  Once the mouse pointer appears, click and hold down the left mouse button, and drag the square to the area noted as A0001 on the dock.
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Add all other slips in the same manner, making sure to select the corresponding number from the slip list each time.  Especially if you are working with a large map, be sure to click the SAVE button at the bottom of the screen often.  Otherwise, you can click the wrong button and lose the last half hour of work.
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Save your work when it is complete and Exit.

At the Main Menu screen, click Maps, then select Marina from the sub-menu.  Your map should appear, with boats in any slip that is currently rented.
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CHECK YOUR WORK

Once you have added all the hot spots to your map and it displays on the main menu screen, check each slip to see that you have added the hot spot that corresponds with the actual slip number. 
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To do this, place the mouse arrow pointer on top of a slip and allow it to hover there.  A tool tip will appear, giving the number for that hot spot.  Check each hot spot on all maps to see that they are correct, to avoid problems later with inadvertently assigning the wrong slip.

If you have assigned a hot spot incorrectly, return to the Setup Maps, Add/Edit Map screen and right-click the hotspot that is invalid.  Then, click Remove Hot Spot.
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then add the correct hot spot for this slop using the same instructions as before.

Adding a New Slip (or Account)

The system is set up with specific slips or other billing units, and you can add new customers simply by clicking the [Check In] button, and adding a new customer to an existing slip.  However, to add a new slip, the following procedure is used.

Select [Options] [Setup Maps]
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And right-click the Main map, which is called MARINA in this example.  Click to display the list of slips.
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 When you right click, the box on the right appears, allowing you to add, edit, or delete a facility (slip or other account).   Click [Add Facility]
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Key in the slip number, in this example, we are setting up W-123.  
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Then, use the down arrow at the right of the “Is part of:” box
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and scroll down to MARINA, and select that.  In “Level” scroll down to 2-Secondary Map of Marina.  
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If you have only one map, then the correct setting here may be primary map of marina.  To be sure, just click an existing slip, and see how it is set up, as shown below.
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Then, select the proper level.  Use the drop down to select the type of property.
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And fill in information about the water and electrical hookups.
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And click [Save].  Put the slip number in again in the Sub-Menu Description.  Make sure it is the same as the one at the top of the screen.  The new slip will show on the left when you open up the list of slips and scroll down to find it.
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Click [Rate], and set up the rate table for this slip, and click [Save].
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At this point, you can check someone in by clicking [Leases] [View by Lease Unit], and
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clicking the [check in] button.
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Select the new slip, then put in the customer name.  If the customer is not already on file, you will be given a chance to add him.
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Note:  You can also add a new slip by clicking the [check-in] button and putting in the slip number.  The system will notice that the slip does not exist, and ask if you want to set it up.  Click [yes] and continue through the process as described on the previous pages.

System Settings XE "System Administration:System Settings" 
“System Settings” is where you setup system wide settings such as receivables accounts and cash accounts, and other options for the Marina.
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Field Title Descriptions:xe "Field Title Descriptions" \i    

Bill Electrical Usage XE "Electrical Usage"   -- This field is either checked or not checked.  If you uncheck the field the “View Electric” option from the “Charges” sub-menu will not be present.  This means that you will not be able to enter any electric gauge readings.     

Days Advance Billing XE "Advance Billing"  -- This field allows you to set up a window in which all slip rents coming due before the statement date (plus this number of days) will be billed on the current statement cycle.  For example, when running statements on the 18th, to include all slip rentals coming due through the 31st, set this number to 13.   

Last Statement # - The computer keeps track of the last statement number printed.   

Last Lease # -- The computer automatically keeps track   of the last lease number printed.   

Tax On Rental (%)  -- This is the sales tax rate to be added to rental charges.  This amount is entered as a decimal figure.   Enter a zero if this is not applicable in your state.

Rent Periods In Months  -- These four fields are user defined and are used to set up rental cycles other than monthly, quarterly, semi-annually, or annually.  For example, you may wish to bill on an eight month and four month cycle.       

Electricity Rates

Setting up and changing your electricity rates is very simple.  When you select [Options] and “Electricity Rates”, the following screen appears.
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Enter the rate per kilowatt-hour and the minimum if you use a minimum.  What the minimum means is that if the customer uses say 10 kilowatt hours and the rate is 1.10 per kilowatt hour that is a charge of $11.00.   If our minimum is $25.00 then we will bump the charge up to $25.00.  

When finished setting the rate and minimum, click “Save” to save the rates and then “Close” to close the screen.

Types of Property

In Harbourmaster for DOS there was a set list of types of property.  That is when defining each lease unit you could only choose from “Dry”, “Mooring”, “Slip”, “Trailer”, “Transient”, and so on.  When re-designing the system for Windows we added the capability to customize the types of property allowed.  For each type of property you will define what the GL Reference code is and which income account to use for that type of property.  You will also setup rules about what type of information is important for each type of property. 

When you first select “Type of Property” from the “Options” sub-menu the screen below will be displayed.  It shows a list of all the current types of property in the system.  
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You can edit a type of property to change the account numbers and reference by clicking [image: image110.png]


.  Or you can add a new type of property by clicking [image: image111.png]


.  When you select either of these options, the screen shown below will appear.
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Field Descriptions:

Type of Property – The type of property can be up to 50 characters long.  You can have as many as you like, but each one should be unique.  How you define the “type of property” here is how it will appear in the drop-down when setting up your lease units.

Code – This is the GL Reference code.  For all income transactions sent over to the GL software from Harbourmaster there is a reference code.  This is used to indicate in the GL software where the transaction came from.  So that if you see a reference code “6004” in GL you know that it is for a mooring property charge from HarbourMaster.

Account – This can be up to 12 characters long and should correspond to the account # you wish to use for income of lease fees for this type of property.

Sub-Account – This can be up to 12 characters long and should correspond to the sub-account # you wish to use for income of lease fees for this type of property.

Property Can Be Leased? – Sometimes you may have a type of property that is never leased.  An example of a property that is never leased is “Marina”.  You would create the type of property for your mapping system.  It is really just used as a container for your various moors, slips, etc., but you would never lease it.  If you create such a type of property, you would leave this box unchecked.  This prevents map items of this type from appearing in drop-downs when checking in lease units.

The next section is where you determine which type of information you are keeping track of for the type of property.  That is which type of information is relevant to each type of property.  If you do not check any of the options then there will not be a place on the “Add/Edit Lease” screen to enter the information when you check the lessee in.

Vessel Information – If when leasing this property you will record a vessel name and other vessel information, such as LOA and beam, check this box.  This would be the case for lease units of type “Mooring”, “Slip”, “Pier”, etc.  If however the lease unit was for something like “Dry Storage” or “Trailer” you really don’t care what the vessel is, and in fact, there may not be a vessel associated with the lease agreement.  In that case you would un-check this box.

Vessel Registration – If your marina keeps track of the vessel registration and expiration date for vessel leasing this type of property you will check this box.  

General Insurance – If your marina keeps track of the general insurance for the vessel, that is the name of the insurance company, the policy #, and the expiration date, you will check this box.

Workers Compensation – If your marina keeps track of the name of the insurance company, policy #, and expiration date for workers compensation for this type of property you will check this box.  General this is only done in the case of commercial fishing vessels and such.

Liability Insurance – If your marina keeps track of the name of the insurance company, policy #, and expiration date for liability insurance for this type of property you will check this box.  General this is only done in the case of commercial fishing vessels and such.

Fish & Game License – If your marina keeps track of the name of the License # and expiration date for Fish & Game Licenses for this type of property you will check this box.  General this is only done in the case of commercial fishing vessels and such.

Types of Transactions

The “Type of Transactions” item in the “Options” sub-menu allows you setup and modify the different transactions to be used when entering charges/payments for an account.  The transaction may be a credit XE "Credit"  or a debit XE "Debit" , and can be described on the statement in your own wording.  

When you first select the option a list of all the “types of transactions” appears as shown below.
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You can make changes to the descriptions by highlighting it in the list and clicking [image: image114.png]


.  Or you can add a new type of transaction by clicking [image: image115.png]


.  When you select either of these options, the screen shown below will appear. 
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Vessel Classes

The “Vessel Class” function in the “Options” sub-menu is used to create a list of what you consider to be valid vessel classifications.  That is “Type” or “Model” for the various vessels that use your marina.  Creating and maintaining this lists helps you to more rapidly setup your vessels and keep your vessel classifications consistent.

When you first select the option a list of all the vessel classes in your system will appear as shown below.  You can add, edit, and delete items from the list just like any other list screen in the system by using the add, edit, and delete buttons on the bottom of the list.
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When you add or edit an item in the list you will use the screen shown below.
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You can change the wording of the classification to anything you want.  You should be warned about changing this information once you have setup your vessels.  For example, if you have 200 vessels in your system of type “Sail Boat” and you change “Sail Boat” class to “Private Sailing Boat”.  You will still have 200 vessels that are set as “Sail Boat”.

Lease Rates

The “Lease Rates” function in the “Options” sub-menu is used to view lease unit rate information.  You can edit the rates, add lease units, and globally setup/change the lease unit rates.

When you select the option the screen below will appear.  The screen shows every lease unit in your system that can be leased out.  It shows how the lease fee is calculated, the base amount, rate, and whether the lease unit is occupied or available.  It also shows the min/max restrictions and whether water and electric are available at the lease unit.  You can use this screen to find an open lease unit by rate if the customer is trying to find a lease unit within a certain price range.
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If you highlight a lease unit and click “Edit”, the screen shown below will appear.  From this screen you can select the type of formula to use when calculating lease fees, the minimum charge, the “base amount” for the formula and the “rate” from the formula.  
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You have the choice of fees calculated daily, monthly, quarterly, or by the year.  For example, suppose you charge $0.08 per day per LOA (length) of the vessel, or you could charge $2.50 per month per LOA of the vessel, or $7.50 per quarter per LOA of the vessel.

If your formula is determined by looking at the LOA or beam of the vessel you should indicate whether the rate is based on the LOA or beam being measured in feet or in meters.  In this manner if you enter feet and the vessel LOA is recorded in meters the system will convert the LOA of the vessel to feet before calculating the charge.

Globally Set or Change Rates…

If from the list of lease unit rates you click [image: image121.png]


, located at the bottom of the list the screen shown below will appear.
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“Global Change” is used to change a number of lease rates at one time.  Let’s suppose that you have 200 lease units and you want to change all those of type “Mooring” from a $0.08 per day per LOA rate to 0.10 per day per LOA.  If you have 100 moorings this could take you all done to do it one at a time.  So we created “Global Change” to allow you to change a bunch of lease units at once.

First you indicate which lease units you want to change.  You can change all, change those whose current rate is set to a certain value, or those in which the base rate is set to a certain value, or change all those that are a certain type of property, such as “Mooring”.

Next you indicate in what manner you want to change the rates.  You can change the rate by multiplying the current rate by some value or by just setting it to a set value.  For example, if you wanted to increate the rate by 5% you would multiply the current rate by 1.05 by checking the “Rate = Rate *…” option and enter 1.05 in the box to the right of the option.  If you wanted to just set it to $0.10 you would enter 0.10 in the first box and check the “Rate = “ option.  You can also change the formula type.  You can perform more than one operation.   If you do so the operations will be performed in the order they appear on the screen.

Chapter 6:  Maps

Preliminary Information

Every marina is different and will have a different set of maps.  You could have 4 or 5 locations or “facilities” within your marina or you could have a single facility.  You could have 200 moorings at a facility or over a 1000 slips.  These maps will have to be setup for each individual marina.  We will not discuss setting up your maps here.  If you want to know how to do this you should read the section entitled “Setting Up Your Maps” in “Chapter  5:  Options”.

Navigating Your Maps XE "Maps:Navigating Your Maps" 
The sample data used for demos contains 5 facilities:  “Fishing Facility” and “Mooring Facility 1” through “Mooring Facility 4”.  Since we have multiple locations or “facilities” for our sample marina we need a map showing all the facilities in relation to one another as shown below.
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This will be the first thing that appears when you first start the Harbourmaster system.  If you move your mouse around the map as you mouse passes over the various facilities it will change from a pointer to a cross hair.  If you click when the mouse is a cross hair, you will then see a map of the facility you clicked on showing all the moors, slips, and storage areas.  

Below is a sample of what a facility containing slips might look like.
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For slips/moorings that are currently leased a boat will appear above the number for the slip/mooring.  This is a quick way to look for available lease units and be able to see the location of the available units graphically.  

Viewing a Lease Unit XE "Maps:Viewing a Lease Unit" 
If you click on the boat (for an occupied lease unit) or the circle (for an un-occupied lease unit) the following screen will appear displaying information about the lease unit.
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The view lease screen displays information about the lease unit such as the type of facility, the facility code, the min/max lengths, and whether there is water/electric available.  In the middle of the screen you will see information about the current leaseholder if the lease unit is occupied.  If it isn’t that section will be blank.  On the bottom you will see a list of people waiting for that lease unit.  From this screen you can transfer the current leaseholder to a different lease unit by using [image: image126.png]


.  If the lease unit is un-occupied you can lease it by clicking [image: image127.png]Ees



.  If the lease unit is occupied you can edit the lease information by clicking [image: image128.png]


.  Or if the lease unit is occupied and you want to delete the lease information you can click [image: image129.png]


.  Deleting lease information deletes not only the lease information but also the transactions for the lease so if you have outstanding charges/payment information for the lease unit you should transfer the lease instead to a bogus lease unit such as “OLD01” or “EXP01”.

You can also add, edit, and delete items from the waiting list from this screen.  Suppose that the lease unit is un-occupied and you have someone waiting for the unit.  Highlight the person in the waiting list and click [image: image130.png]


 to the right of the waiting list.  The add/edit waiting list screen will appear as shown below.
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In the sample shown above the person waiting isn’t currently occupying a different lease unit so we are going to press the second [image: image132.bmp] to the right of the “1st Moor/Slip Choice” to view the lease information for “A3-A”.  Since there isn’t currently anyone in “A3-A” the system will recognize this and bring up the add/edit lease screen in add mode.  We can enter the lease info for the customer and save.

If this customer had been currently occupying a different lease unit we would use [image: image133.bmp] to transfer the customer from their current lease unit to this one.

Chapter 7:  Schedule

The schedule feature is useful to help you manage your company’s busy schedule.  You can use it to remind yourself when to generate invoices if you generate on a periodic basis, when to perform month, quarter, and yearend functions, or when to print periodic reports.

When you click[image: image134.png]Activities




, a sub-menu will appear containing 3 items: Monthly, Daily, and Tasks.  Each of these items will show you a different detailed view of your schedule.  Monthly shows you a calendar for an entire month at a time, daily shows you all of your schedule events for 1 day at a time, and tasks will show you a standard list screen of scheduled events.  You can restrict the list to a single day, a range of days, or all events after a particular day.  In the following sections we will go into more depth about each of these views.

Month View XE "Schedule:Month View" 
The month view can be used to see an entire month’s schedule at one time.  The screen below will appear when you click this sub-menu option.
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Only one event can fit on a day, therefore, if there is more than one event for a day, a [...] button will appear letting you know that there are more events. You can change the year and month drop-downs to view schedules for different months/years. You can highlight any event simply by clicking on the day in the calendar in which the event occurs. Once an event is highlighted, you can edit or delete the event.  If you double-click on a day in the month, the view will switch to a daily view for the day clicked.

You will notice the standard add, edit, delete, and close buttons at the bottom of the screen.

Day View XE "Schedule:Day View" 
The day view displays an hourly schedule of events for the day specified at the top of the screen.  Up to three events will fit on the screen at one time. You can use [image: image136.png]


 to scroll to the right to see more events if they exist. Then you can use the [image: image137.png]


 to move back to the left. Highlight an event by clicking it. Once you've highlighted an event, you can edit or delete the event.
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Task View XE "Schedule:List View" 
The task view for schedule allows you to view any range of dates in a columnar type report layout.  This screen allows you to see more detailed information about each event than the other views available throughout the system.
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You can check the check box in the first column of the list screen to indicate that a task has been completed.  This will help you manage your routine tasks.

Scheduling a Task XE "Schedule:Adding Activity" 
1. From any of the 3 schedule views, monthly, daily, or task, click [image: image140.png]


 and a screen will appear for you to enter information about the task you want to schedule.
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2. Enter as much information as you know about the task.

3. Save the information by clicking [image: image142.png]


. If you want to make more changes, just remember to save after making any changes or your changes will not be there the next time you look at this task.

4. If your task is a regular recurring event you don’t have to enter a new task for each time it recurs.   For example, suppose you have a company wide meeting once a month.  To setup these recurring events, click [image: image143.png]


 at the bottom of the add/edit task screen and an add/edit recurrence screen will appear as shown below.
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This screen allows you to define a pattern that determines when the event re-occurs.  The system will calculate the dates for each occurrence and copy the details about the task. So that if the event re-occurs 20 times, you don’t need to enter scheduling information for the task 20 times.  When done defining the pattern, click [image: image145.png]


 and [image: image146.png]


 to return to the add/edit task screen.

5. When you are all done entering information for the task, click [image: image147.png]


 to close screen and return to the calendar, hourly schedule, or task list.

  

Task Fields Defined XE "Schedule:Activity Fields Defined" 
Begin date and time - Enter the date and time that this task is to begin. If the time is not known you may leave it blank.

End date and time - Enter the date and time that this task is expected to end. If the time is not known you may leave it blank.

Abbreviated Description - The abbreviated description is a short description that the system uses to display on the various calendars and hourly schedules when this event is taking place. There is often not enough room on the screen to display an entire paragraph of information, so this field is used instead. This field can be up to 25 characters long.

Extended description - The extended description is a detailed description of the event. This description can be up to 100,000 characters long.

Contact Name - Enter the name of the contact that people should call for more information about this event.

Contact Phone - Enter the phone number for the contact person for this event.

Location - Enter the location where this event/task is to take place.

Recurrence Pattern Fields XE "Schedule:Using Recurrence Patterns" 
Daily, Weekly, Monthly, Yearly – Select whether the task reoccurs on a daily basis, weekly basis, monthly basis, or yearly basis.  The right side of the screen will change depending on which option you chose.   After selecting an option, you should fill out the right side of the screen.

Start – Enter the date that the task first occurs.

No End Date  - If the task will reoccur forever with no end, select this option.

End After X Occurrences – If the task will occur a certain number of times and then stop, select this option and then enter the number of times that it will occur.

End By Date – If the task will end on a certain date, then select this option and enter the date that the task will last occur.

Last/Next Occurrence Date – the software uses these fields when it needs to calculate an occurrence date.  You will normally set the Last Occurrence Date to a date in the past when setting up a new occurrence.  If editing an existing occurrence, you will leave these fields alone.

Chapter 8:  Customers

In the following section we will talk about how to maintain your customer information such as billing addresses, phone, fax, and e-Mail.  It is very important to keep this information accurate otherwise your customers will not receive their statements and other notices correctly.

Viewing Customers XE "Customers:Viewing Customers" 
When you select [image: image148.png]


 from the main button panel of the main menu four sub-menu options will appear for viewing various “views” of customer information.  The four options are “View by Name”, “View Address”, “View Phone”, “View E-Mail”. When you select either of these option, a list of all your customers will appear as shown below.
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On the bottom of the screen are buttons to add, edit, and delete a customer.  To delete highlight the customer you want to delete, then click [Delete].  To add simply click, [Add] and the add/edit customer screen will appear.  To edit, highlight the customer you want to edit and click [Edit].  The add/edit customer screen will appear displaying all the information about the customer selected.

Below is a picture of the add/edit customer screen.
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Fill in all the information that is relevant to the customer.  

Field Title Descriptions: XE "Customers:Field Title Descriptions"  

Name -- This 50 alpha character field is used to record the name of the customer who is renting this unit.  

Address 1 -- This 50 alphanumeric characters field is used to record address information for the customer who is renting this unit.  

Address 2-- This 50 alphanumeric character field is used to record address information for the customer renting this unit.   

City, State, & Zip Code -- This 30 alphanumeric character field is used to record address information for the customer renting this unit.   

Phone -- These 10 numeric character fields are used to record primary and alternate telephone numbers for the customer who is renting this unit.  

Fax -- This field is used to record the fax number for the customer, if the customer has a fax number.  The standard format is a 3-digit area code, 3-digit exchange, and then the 4-digit connection.

E-Mail – This field is used to record the customers e-Mail address if they have one.  E-Mail addresses can be up to 80 characters long.

Adding a Customer

Select [Leases], [View by Lease Unit], and click [Check-in] [image: image151.png]
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Select the slip for this customer, then type in the new customer’s name exactly as shown, with Last name, comma, space, first name.  

When you tab out of that field, if the customer is not already on file, the system brings up the screen below.  If the customer is already on file under a slightly different name, you should see it listed, and should be able to select it.
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Click [Add New], and the blank screen for adding the customer comes up, with the name already filled in.  Fill in the rest of the information and click [Save], then click [Close]
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Then, finish filling in the information on the check-in screen, and click [Save]
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Chapter 9:  Vessels

In the following section we will talk about how to maintain your vessel information such as name, owner, length, beam, draft, speed, type of vessel.  It is important to maintain this information otherwise the lease unit fees may not be calculated correctly if the information isn’t accurate.  You must enter a vessel name (or a number) for every vessel, and each must be unique.
Viewing Vessels XE "Vessels:Viewing Vessels" 
When you select [image: image156.png]


 from the main button panel of the main menu four sub-menu options will appear for viewing various “views” of vessel information.  The four options are “View by Name”, “View by Type”, “View by Owner”, and “View by Slip”. When you select either of these option, a list of all your vessels will appear as shown below.  This sample is “View by Slip” shows the vessels sorted by slip/moor.
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On the bottom of the screen are buttons to add, edit, and delete a Vessel.  To delete highlight the vessel you want to delete, then click [Delete].  To add simply click, [Add] and the add/edit vessel screen will appear.  To edit, highlight the vessel you want to edit and click [Edit].  The add/edit vessel screen will appear displaying all the information about the vessel selected.

Below is a picture of the add/edit Vessel screen.
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Fill in all the information that is relevant to the Vessel.  

Vessel Field Descriptions:xe "Vessels:Field Title Descriptions" \i  

Name  XE "Vessels:Field Title Descriptions:Name/Reg" -- This 50 character field is used to record the name of the boat or the name that it is registered under.

Owner XE "Vessels:Field Title Descriptions:Owner"  – Enter the name of the owner of the vessel.  The owner must be a valid customer in the customer file.  If the owner you entered isn’t on file you will be required to enter their name and address.  If you want to view the name and address for the customer you can click [image: image159.bmp] to the right of the drop-down to view this information.   

LOA -- This numeric field is used to record the size XE "Size"  (length) of the boat.  After entering the length select the unit of measure for the length as either “feet” or “meters”.

Beam (Width) -- XE "Beam Width"   XE "Vessels:Field Title Descriptions:Beam(Width)" This numeric field is used to record the beam width of the boat.   The unit of measure for the beam is assumed to be the same as specified for the length above.

Max Draft – This numeric field is used to record the maximum draft of the boat.  This is not required, so if you don’t know, then it is okay to leave it blank.

Max Speed – This numeric field is used to record the maximum speed of the vessel.  This is not required so if you don’t know, then it is okay to leave it blank.

Type of Vessel  XE "Vessels:Make" -- This 12 character field is used to record the manufacturer XE "Manufacturer"  (or make) of the boat.   You can configure the various vessel makes/types as you see fit under [Options] and [Types of Vessels].

Chapter 10:  Leases

In the following section we will talk about how to maintain your leases, waiting lists, and check available lease units.

Maintaining Leases XE "Leases:Maintaining Leases" 
When you select [image: image160.png]


 from the main button panel of the main menu four sub-menu options will appear for viewing various “views” of leased units.  The first four options are “View by Customer”, “View by Lease Unit”, “View by Vessel”, and “View by Decal #”. When you select either of these options a list of all your lease agreements will appear as shown below.  This sample is “View by Customer” shows the leased units sorted by customer name.  
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For all four view options there will appear a drop-down at the top of the screen.  If you are viewing by customer it will contain all the customers.  If viewing by vessel it will contain all the vessels.  If viewing by slip it will contain all the slips.  If viewing by decal # it will contain all the decal #’s.  You can select a single item from the drop-down if you searching for a particular lease unit.

On the bottom of the screen are buttons to add, edit, and delete a lease.  To delete, highlight the lease you want to delete, then click [Delete].  To add simply click, [Add] and the add/edit lease screen will appear.  To edit, highlight the lease you want to edit and click [Edit].  The add/edit lease screen will appear displaying all the information about the lease selected.

Fill in all the information that is relevant to the Vessel.  The add/edit lease screen is a bit different than many of the other screens.  The information pertinent to leases is too much to fit on one screen so it is organized in folders.  You can move from one folder to another to view the information for the folder by clicking on the tab for the folder.

Field Title Descriptions:xe "Leases:Field Title Descriptions" \i  

[image: image162.png]AMoororSlip:[a7.002 =

Gl i = Y i

+Customer: |Pursell, Lee i

Decal 11112222

AnivalDate:  [1272872001 2]+
4Expiation Date:  [HH7DD /7Y [&1=]

atlesset [
48t Fecerey [jory <] o

epost 1
Lastinv. Date:  [12/26/2001 |2 +] a

L —
MNestInv. Date:  [12/26/2001 [ &1 +] Bl





Moor or Slip – Select the lease unit from the drop-down that you want to add a lease for.  If editing an existing lease and you wish to transfer to another lease unit do not open the lease and change the lease unit here.  Use the “Transfer Lease” utility to change the lease unit.  Otherwise the charges/payments won’t be transferred when you change the lease unit.

The General Folder

Customer (1) – The first customer listed is used to record the bill to customer.  That is the customer whom the statements should be mailed to.  You can select a name from the drop-down if you’ve already entered the customer information for the customer.  Or you can type the name of the customer and if the customer isn’t on file then you will be asked if you want to add.  You can respond yes to add the customer.  If you click [image: image163.bmp] a screen will appear display the information for the customer selected.

Customer (2) – The second customer shown on the screen is used to record a second customer if there are multiple owners of the vessel or in the instance of sub-leases who the original lease is for.  This field works the same as customer (1).

Decal #  XE "Decal" -- This 10 character field is used to record the decal information for the boat in this rental unit.  It is possible to change the title of this field 

Arrival Date -- Enter the expected arrival date of the tenants who will be renting this space.    XE "Arrival Date" 
Expiration Date -- This 4 character field is used to note the date the lease expires on this rental unit for the current tenant.

Billing Frequency – Select a billing frequency such as “Monthly”, “Quarterly”, “Bi-Annually”, or “Annually” from the drop-down.  If you want to use a billing frequency other than these four select “Custom - ##” and change the “##” to the number of months you want to bill.  For example, if you want to bill once every 8 months you would select “Custom - ##” and change it to read “Custom – 08”.    XE "Lease Expiration" 
Next Invoice Date XE "Leases:Invoice Dates" -- Enter the date the slip rent is next due.  This field will be automatically updated by field #9 (Invoice Frequency) each time the slip is billed.   

Last Invoice Date-- Enter the date the slip rent was last billed.  This field will be automatically updated when you post lease fees under “Charges” main menu option. 

Last Invoice Number-- This 5 numeric character field is maintained by the system for reference to the last invoice that was issued for this rental unit.   

Last Lease Number-- This5 numeric character field is maintained by the system for reference to the last lease number, which was issued for this rental unit

Deposit 1 XE "Leases:Deposits" -- This 9 numeric character with 2 decimal place fields is used to record any deposits, which may be made for this rental unit.  

Deposit 2-- This 9 numeric character with 2 decimal places field is used to record any additional deposits made for this rental unit.   

The Vessel Folder
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Vessel Name – Select the vessel from the drop-down or type the name for this lease unit.  If the vessel is not on file you will be asked if you want to add.  If you select yes to add the add/edit vessel screen will appear.  Similar to the customer drop-downs, if you click [image: image165.bmp] you can view the information for the vessel for this lease unit.

Registration # / Expiration Date – Enter the registration # for the boat.  This can be up to 50 characters long.  Then enter the date that the registration next expires.

Insurance Information – Enter the name of the insurance company for the boat, the policy #, and the date that the policy expires.  The insurance company name and the policy # can be up to 50 characters long.

The Insurance Folder

The insurance folder is used to enter information about other various insurances and licenses that the vessel owner may be required to maintain.  The tab for this folder does not appear unless you select one or more of the insurance options for this type property under [Options] [Types of Property].  If you are entering lease information for a lease unit such as storage or a mooring used by leisure vessels, this folder may be blank.  You can setup these options under [Options] and [Types of Property].
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Workers Comp Insurance – Fishing Vessels and the like are usually required by law to carry workers compensation for their employees.  If you track to make sure that these vessels have valid workers compensation insurance you can use these fields to record the insurance company name, the policy #, and the date that the insurance comes due or expires.  The insurance company name and the policy # can be up to 50 characters long.

Fish & Game License – For fish & game licenses (primarily for fishing vessels) there is a place to record the permit # and the date that the permit expires.  Most fishing permits are annual so they will expire on the same date for all fishing vessels.  The permit # can be up to 50 characters long.

Liability Insurance -- Fishing Vessels and the like are usually required by law to carry liability insurance.  If you track to make sure that these vessels have valid liability insurance you can use these fields to record the insurance company name, the policy #, and the date that the insurance comes due or expires.  The insurance company name and the policy # can be up to 50 characters long.

Transferring a Lease from One Unit to Another XE "Leases:Transferring a Lease" 
From any of the four views of lease information there is a button on the button of the screen labeled “Transfer Slip”, it looks like [image: image167.png]


.  This utility is used to transfer a lease from one unit to another and make sure that all the charges/payments are transferred as well.  When you click the button the screen below will be displayed.  There is a drop-down for the current lease unit and a drop-down for you to select the lease unit you want to transfer.  You can use the [image: image168.bmp] to view the lease information for the lease.
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After you’ve selected the lease unit to transfer from and the lease unit to transfer to, click [save] to make the transfer.  You will receive a message letting you know that the transfer is complete.  If there is someone waiting for the old lease unit you will be asked if you want to transfer the person waiting for the lease into the now available unit.  

If the transferred was the first choice of a waiting list for the customer the item will be deleted from the waiting list.  What is meant be this is suppose that lease “A-01” is waiting for “A-03” and you just transferred lease unit “A-01” to “A-03” the system will make sure it goes back and cleans up the waiting list so that the person is removed.  However if the person at “A-01” has a first choice of “A-05” and a second choice of “A-03” and you transfer them to “A-03”.  The second choice will be cleared for the waiting list but they will remain in the waiting list since their ideal slip is actually “A-05”.

Maintaining Waiting Lists XE "Leases:Maintaining the Waiting List" 
In the following section we will talk about how to maintain your waiting list information such as name of customer waiting, waiting since date, the current lease unit (if they currently have a lease), and the customer’s first and second choice for lease unit.  Maintaining accurate waiting list information is important in optimizing customer satisfaction.  Since not moving a customer into his/her preferred lease unit when it becomes available or moving someone else into a customers preferred unit who hasn’t been waiting as long may cause concern (irritation) for the customer.  Handling waiting list appropriately will make for smoother relations with your customers.

When you select [image: image170.png]


 from the main button panel of the main menu the fifth sub-menu item is labeled “Waiting List”.  When you select the item you will view a list of all the customers currently waiting for a lease unit as shown below.
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On the bottom of the screen are buttons to add, edit, and delete a person from the waiting list.  To delete highlight the person you want to delete, then click [Delete].  To add simply click, [Add] and the add/edit waiting screen will appear.  To edit, highlight the person you want to edit and click [Edit].  The add/edit waiting screen will appear displaying all the information about the waiting person.

Below is a picture of the add/edit waiting screen.
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Fill in all the information that is relevant to this person.  

Field Title Descriptions:xe "Field Title Descriptions" \i  

Customer – Select the customer from the drop-down that is waiting for a lease unit.  If this is a new customer, type the name and press ENTER.  You will be shown as screen that says this member is not on file and may list similar entries.  Click the “Add New” button on the bottom of the screen and the add/edit customer screen will appear.  Fill in the information for the customer and save.  Then close to return to the “Add/Edit Waiting List” screen.   You can click [image: image173.bmp] to the right of the field to view the customer information.

Waiting Since – Enter the date that this customer has been waiting since.

Vessel Name – Enter the vessel name (if this is for a moor/slip).  Similar to the customer field, if you enter a vessel that is not on file you’ll be prompted to add.  Add the vessel information and save.  Close to return to the “Add/Edit Waiting List” screen.

Current Moor/Slip – If this customer is currently occupying a lease unit you should fill in the current lease unit.  The system will look in the lease file to try to find the lease unit and vessel for this customer.  You should verify it though especially if this customer has more than one lease unit.  You will see two [image: image174.bmp] to the right of the current moor/slip field.  The first is to view the facility information such as min/max length and water/electric hookup.  The second is to view the lease agreement if one exists.  If one doesn’t and you click the button the system will assume that you want to add a lease agreement for the moor/slip entered.

1st Moor/Slip Choice – Select this customer’s first choice for a lease unit.  This field is required in order to have a person on a waiting list you should at least have a first choice for a lease unit.  You will see two [image: image175.bmp] to the right of the 1st choice field.  The first is to view the facility information such as min/max length and water/electric hookup.  The second is to view the lease agreement if one exists.  If one doesn’t and you click the button the system will assume that you want to add a lease agreement for the moor/slip entered.  This is more for when you come back in to edit the waiting list you can easily release the person from the waiting list once the lease unit becomes available.  You will also see a [image: image176.bmp] to the right of the field.  This is used if the person is currently occupying a lease unit and the 1st choice unit becomes available you can transfer the person from their current lease unit to the new one easily.

2nd Moor/Slip Choice – Select this customer’s second choice for a lease unit.  You will see two [image: image177.bmp] to the right of the 1st choice field.  The first is to view the facility information such as min/max length and water/electric hookup.  The second is to view the lease agreement if one exists.  If one doesn’t and you click the button the system will assume that you want to add a lease agreement for the moor/slip entered.  This is more for when you come back in to edit the waiting list you can easily release the person from the waiting list once the lease unit becomes available.  You will also see a [image: image178.bmp] to the right of the field.  This is used if the person is currently occupying a lease unit and the 1st choice unit becomes available you can transfer the person from their current lease unit to the new one easily.

Checking Lease Unit Availability XE "Leases:Checking Availability" 
In the following section we will talk about how to check for available units.  If someone calls you up and wants to lease a moor/slip you will need to see which units are currently available.  You can do this by looking at a map of the facility the person is interested in or you can select [image: image179.png]


 from the main button panel.  The last sub-menu item will read “Available Units”.  When you select the option you will see a list of available units as shown below.
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The list shows the min/max length of a vessel for that moor/slip and whether water and electricity are available for each unit.  It will also show how many people may be currently waiting for an available unit.  You can highlight a unit that someone is waiting for and click [image: image181.png]2 Waiting
List



 to view the waiting list and then release the person who you want to give the lease unit to.  To lease a unit you can highlight it in the list and click [image: image182.png]Lease
[




.  The add/edit lease screen will appear for you to enter a lease agreement for the lease unit.

Chapter 11:  Charges

The sub-menu items in the “Charges” menu are used for posting charges to lease accounts.  The lease unit # or “Moor/Slip #” or “Facility Code” is used as an account number for the purpose of posting charges/payments.  

Electric Meter Readings

Under the “Charges” main menu there is an option that reads “View Electric”.  This is used to view and maintain your electric meter readings.  When you first select the item you will see a list of electric meter readings for the current month.  You can then use the add, edit, delete buttons to maintain the readings.

The list will appear sorted by account (Moor/slip #) and then by date.  It will show the KWH and the charge for each reading.  Below is a sample of the list screen.
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When adding/editing an electrical charge the screen below is used.
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Field Descriptions:

Date of Reading – Enter the date that the electric reading was taken.

Account # -- Select the account #, or the moor/slip #, that this electric reading is for.

Gauge Reading – If this is the first time entering an electrical reading for the lease unit you will have to fill in the starting and ending reading.  Otherwise the starting reading (or the reading from last month) will fill in automatically for you.  All you should have to do is fill in the current reading.  The system will calculate the kilowatt-hours and display the charge for the electricity.  You can save by clicking [image: image185.png]


 and then [image: image186.png]


 to close the screen.  Most likely you will have a lot of electrical readings to enter at one time.  In this case you can use [image: image187.png]


 which will save the reading just entered and then clear the screen for you to add another reading.

When adding/editing an electrical meter reading the charge is automatically posted.  To view the posted charge you can selects “View Charges” from the “Charges” sub-menu and see the electric charge in the list.

Enter Electrical Charges XE "Enter Electrical Charges" 
Select [Charges] [View Electric], and Click the [Add] button at the bottom of the screen.
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Make sure the date of reading is correct, and then use the drop down to select an account.
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The first month, you have to enter the old reading and the new reading.  Next month, if you tab through the old reading box, it will display the previous reading, and all you have to do is enter the current reading.  Enter old and new readings, and 
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then tab out of the new reading screen, and note that the Charge has been calculated.
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Click

[image: image192.png]Save and
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Then click [Close]

Note that the entry that you just made is now on the view electric screen.
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Exit this screen, and go to 
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Highlight the Date column, and click the Z-> A sort button, to sort by date in reverse order.
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Then, the most recent charges will float to the top of the screen, and you can see the entry that you just made.
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Charges

In the “Charges” sub-menu there is an option that reads “View Charges”.  This option is used to view and maintain all charges that have been posted.  Through this option you can add regular or miscellaneous charges.  You can view/edit charges generated from electric readings, global charges (which posts a charge to all accounts), late charges, and rental charges once you’ve run “Post Rent”.

When you first select the option a list of all the charges for the current month will appear.  You can change the start date to last month or next month to view different months.  A sample of the screen is shown below.
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When you add or edit a charge the screen shown below will appear.  Fill in all the relevant information for the charge.  For any new charges added or changes made to existing charges GL entries will be created to send to your GL accounting software using “Export to GL” located in the “Financial” sub-menu.

Take special notice of the [image: image198.png]


 on the bottom of the screen.  Often when posting charges you may have many charges to post to a single account.  To make this go faster, so that you do not have to enter a charge, save and exit, add, enter another charge, save and exit, and so on.  You can click [image: image199.png]


 to save the current charge and enter a new one without having to exit.
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Field Descriptions:

Bill to Account – Select the account (Moor/slip #) that this charge is billed to.  You must enter a valid account.  If you want to view the lease agreement for the account, you can click [image: image201.bmp] to the right of the drop-down and the add/edit lease screen will appear displaying the info for the lease.

Date of Charge – Enter the date that the charge was incurred.

Type of Transaction – Select the type of transaction from the drop-down.  The type of transaction determines which income account to use when sending the financial information over to your GL Accounting software.  If you want to see the income account for the type of transaction you’ve selected, click [image: image202.bmp] and you can view the information for the type of transaction.

Description – Enter a detailed description of what this charge is for.  This description can be up to 50 characters long.

Invoice/Check – Enter the invoice #, check #, or other reference for this charge.

Quantity – Enter the quantity for the charge.  If this is for something like country club membership, you probably will enter “1” and a quantity measured of “Month”, “Quarter”, “Year”, etc in the “Quantity Measured In” field.

Quantity Measured – Enter a description of the quantity, for example, “gallons” for fuel, “each” if not sure, “Month” if billing country club membership monthly.  This can be anything you like as long as it is 25 characters or less.

Rate – Enter the rate for the charge.  The system will automatically multiply the quantity above by the rate entered here to calculate the charge for you.

Charge – The charge is calculated by multiplying quantity times rate, however, you can overwrite if you need to.

Recurring Charges

In the “Charges” sub-menu there is a feature that reads “View Recurring”.   This is used to view, maintain, and post recurring charges.  A recurring charge is a charge that repeats itself periodically such as Club Memberships and the like.  You will setup the information about the charge, which is virtually identical to “add/edit charge” in the previous section, and define the period for when the charge repeats itself.

When you first select this option a list of all the recurring charges in your system will appear.  A sample of the list is shown below.

[image: image203.png]RN EE

R b

Account

Type Of Cheige

Desciption

Quantiy

Rate.

Amoun,

p 41002

Vacht Cib

Vacht Cub Membership

A

$400.00





The list will be sorted by account #.  You can highlight any recurring charge and click [image: image204.png]


 to edit the charge or edit the period for the recurrence.  The add/edit recurring charge screen is shown below.
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You can use [image: image206.png]


 to setup or change the period in which the charge repeats.  The screen to define the period is identical to that used in “Activities” when setting up a recurring activity.

Once a recurring charge is setup in order for the charge to be generated and posted to the charge file you have to select [image: image207.png]&




.  When you do this, the following screen will appear.
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Enter the date that you want to post recurring charges up to and click [Save].  The system will look at all recurring charges and post charges that are due to repeat on or before the date entered.  The way you normally do this is that if you print statements on the first of every month you will post up to the first of the month so that when you print your statements the charges will appear on the statements.

You can go to “Charges” and “View Charges” to see that the recurring charges are generated correctly.

Global Charges

In the “Charges” sub-menu there is an option that reads “Global Charges”.  This is used to post charges against all accounts.  You will enter all the information about the charges to be posted.  The information is identical to that under “View Charges”.  

There is a check box at the top of the screen that you can check if you want to verify each account before the charge is posted.  If you have a lot of active accounts, verifying each account can be really time consuming.  In that instance it may be better to just post to each account and then go into “View Charges” and delete the charges for accounts you may not have wanted to post against.
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After you click the [Save] button the system will begin generating the charges.  A progress indicator will appear on the screen so that you can see that the system is working and not just locked up.  This process may take several minutes.  When complete a message box will appear telling you that the charges have been posted.

Late Charges

Under the “Charges” sub-menu there is an option that reads “Late Charges”.  This utility is used to calculate late charges against accounts that have not paid their bill in full.  When you select the option the screen below will appear.
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Whether or not the late charge is based on a % owed or a set amount is based on a flag set under “Options” and “System Settings”.  After entering the percentage or the amount click [Save] and the system will calculate the late charges.

A progress indicator will appear to let you know that the system is working and not stuck.  The process may take several minutes.

Post Rent

Every month before you print statements it is necessary to select “Post Rent” from the “Charges” sub-menu so that the system can post the rental fees to the charge file.  The system will look at the billing frequency in the lease agreement file for each account and the last invoiced date to determine if it is time to assess a charge against the account for rent.

You can enter a date that you want to check up to.  This is useful if say today is 12/26/2001 and you want to go ahead and print your statements ahead of time since you may be busy or out of the office for the rest of the month.  You can change the date to 01/01/2002 and do your statements for January 1, 2002.
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Note:  For users of DOS Harbourmaster:  If you billed for say a 4 month period during the summer and an 8 month period for the rest of the year in DOS you had to change your billing frequency from 4 to 8 before generating statements.  This was do to the fact that while generating the rental charges the system calculated the next statement date using the current statement date and the billing frequency flag.  In the new Windows system you do not have to do this.  You should generate the statements and then change the flag.  This is because in the Windows system we look at the last statement date and the billing frequency flag and calculate if it is time to assess a charge on the fly when running “Post Rent”.

Once the system is finished generating rental charges you can verify, edit, delete charges by going into “Charges” and “View Charges”.

Credit Transactions 

You can enter a credit transaction using any of the transaction codes, by putting in –1 for the quantity.  Below, a negative 300 is entered as a credit memo.  You can put in any description that you want.
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The account status screen reflects the negative 300.
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Now, one of the other transaction codes is selected, for a $150 credit.
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And the account status now shows both credits.
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Chapter 12:  Financial

View Payments

The “View Payments” option of the “Financial” sub-menu allows you to view and post payments for a specific date range, account, etc.  When you first select the option a list of payments for the current month will appear as shown below.  A total line will appear on the bottom sub-totally the number of checks received and the total amount.  You can change the date range to one week if you do your deposits weekly or to one day if you do them daily.
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You will click “Add” to post a payment and the following screen will appear.
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After entering the account # that the check was received for, the date of the check, the check # (for reference) and the amount click “Save”.  If you have a stack of checks, you can click [image: image218.png]


 to save the current screen and clear it in order to add a new check.  When all done saving checks click “Close” to exit the screen.

You will return to the “List Payments” screen and the list will refresh with the checks you just posted.

Export to GL

In order to send the financial information for the various charges and payments to your General Ledger software you need to use the “Export to GL” function in the “Financial” sub-menu.  When you select this option the screen below will appear.
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You must indicate to the system were to store the file that it exports.  You can use the “Browse” button to browse your local and network drives and directories.  Usually you are going to store the file in your accounting directory.  After you’ve exported the data from Harbourmaster the next step is to import the file into your accounting software.  

When you are ready to begin the export, click “Export” and the system will begin.  Make sure your printer is on-line and has plenty of paper since the system will print a log of what it exports.

When the export is complete, click “Exit” to exit this screen.

Typical Monthend Procedures 

Before you “post rent” under charges, change the system date to the last day of the month, and
(Post late charges,

(Then under [options] [system settings] change the number of days advance billing to the number of days in the coming month.  Then “post rent” under charges and slip rent charges will be created. 

(Next, for recurring charges, change the system date to the end of the coming month, and click [charges] [view recurring] and click [post] on the bottom of the screen.  Then, change the date back to the date you want on the statements, the monthend date, and print statements.
Note:  You can add your company logo on the top right of the statement by putting it into the same folder that contains MAIN.MDB and OPEN.MDB (usually \HMS32), and renaming it LOGO.BMP.  If the system detects that file, it will print the logo.   Open the logo file with Paint, which is under Accessories, and its size should be around 160 pixels wide and 60 pixels high, plus or minus.  If it is too big, use Stretch and Skew in Paint to reduce it.  Reduce height and width by the same percentage until you get into the proper range, then print a statement to see if further adjustments are necessary.
Account Status

The “Account Status” function in the “Financial” sub-menu is used to view the account status for a particular account.  By account status we mean the aging information, how much the customer owes, when they last paid and how much.  You can also view all the transactions for the customer through this screen.
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When you are done click “Close” on the bottom of the screen to close the “Account Status” window.  You can add, edit, and delete transactions from the system if you spot errors.

Chapter 13:  Reports XE "Reports" 
The reports menu is used to print various reports.  The reports are broken down into 6 standard categories.  In addition to this you can create custom reports and add additional groups or add the reports into 1 of the 6 standard groups.

The Schedule & Task group is used to print the monthly, daily, and task list information.

The Vessels group is used to print various reports about your vessels.

The Customers group is used to print various reports about your customers such as lists of customer by name, phone directories, address directories, e-Mail lists.  

The Leases group is used to print various lease reports, such as customer, slip, or vessel lease agreements.

The Charges group is used to print various reports about charges.  

The Financial group is used to print your transaction journal and Statements.

Below is the screen that appears when processing transaction journal reports.  You have the option to print for a single date, a range of dates, or all dates.  You can also print for a single account, a range of accounts, or all accounts.
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Below is the screen that appears when printing statements.  Statements can only be printed.  If you select “Statements” and click “Preview” the report will be printed anyway.  You can print statements for all accounts, print statements starting at a particular account (useful if your printer jams on the 400th statement), or for a single account.
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The default is all accounts, but you can change the option.  Click “Save” when you are ready to begin printing.  You also get options to reprint old statements, to sort by slip number or by name, and a top margin adjustment to fit a #9 double window envelope.

Adding Custom Reports XE "Reports:Adding Custom Reports" 
To create a new report follow the steps detailed below.

1. Select [image: image223.png]


 from the main menu.  Select any of the existing report groups and a list screen will appear detailing all the reports for that group.  At the bottom of the list screen, you will see an add button. 

2. Click [image: image224.png]Ees



 and the following screen will appear.
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3. Enter as much information about the report as possible.

4. Create the actual report layout by clicking [Create/Edit Script]

5. Save the information by clicking [image: image226.png]


. If you want to make more changes, just remember to save after making changes.

6. When you are finished entering information, click [image: image227.png]


 to close the screen and return to the list of reports. 

Editing Custom Reports XE "Reports:Editing Custom Reports" 
To edit an existing report, follow the steps detailed below.

1. Select [image: image228.png]


 from the main menu.  Select any of the existing report groups and a list screen will appear detailing all the reports for that group.  

2. Click the report that you want to edit so that it is highlighted and click [image: image229.png]


.  The following screen will appear with the information for the report you selected.
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3. Change any of the information and [image: image231.png]


 your changes.

4. If the report type is FCC-Reportster, modify the report layout by clicking [Create/Edit Script]. If the report type is Crystal Reports, you will have to launch Crystal Reports in order to modify the layout.

5. When you are finished entering information, click [image: image232.png]


 to close the screen and return to the list of reports.

Deleting Custom Reports

 XE "Reports:Deleting Custom Reports" 
To delete an existing custom report, follow the steps detailed below.

1. Select [image: image233.png]


 from the main menu.  Select any of the existing report groups and a list screen will appear detailing all the reports for that group.  At the bottom of the list screen, you will see an add button. 

2. Click the report that you want to delete so that it is highlighted, and click [image: image234.png]


. The system will ask you to verify the delete. If you respond yes, the report will be removed. If you respond no, the report will remain in the system. 

Custom Report Field Definitions XE "Reports:Custom Report Definitions" 
Type of Report - You have two means of designing custom reports. You can use FCC-Reportster, which comes with your system and is built right into the system. For novice users this is the easiest means of designing a custom report.

Type of Data on Report - Use the drop-down to select the type of data that you want to appear on the report. You will notice that the choices reflect the menus and user privileges.

Category to appear in on menu - Use the drop-down to select a category for this report.  You may create your own category, such as "My Financial Reports".

Title - Enter a title for the report. This title will appear on the main menu when selecting reports to print, preview, edit and delete. It should give a good description of the report.

Viewed/Printed by - You can control which users have permission to print or preview this report based on the users privileges. You can also specify that all users can print and preview this report, or you can specify that only you can print and preview this report.

Modified By - You may specify which users have privileges to modify this report based on their system privileges. You can also specify that all users can modify the report or that only you can modify the report.

Location of layout/script file - Enter the drive, directory, and filename of the report layout. If you are using FCC-Reportster, this should be a file with the extension of REP. If you are using Crystal reports this will be a file with an extension of RPT. All report files should be kept on the server, if they are to be accessible to users other than you.
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After you have filled out all the information for the report, and if the report type is FCC-Reportster, click [Create/Edit Script] to create the script layout file for the report. If you are using Crystal Reports, save your properties and launch Crystal Reports to create your layout.

  

Working With the ReportWriter 

Adding Fields to Reports XE "Harbourmaster Reportwriter:Adding Fields to Reports" 
To add a field to a report click [image: image236.bmp] and the following screen will appear listing the categories for the available fields for the type of report you are designing.
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Clicking the plus sign to the left of an entry in the list will open up a folder showing the fields. You may select as many fields as you like. When you are finished selecting fields, click [Done] to close the screen.

The fields selected will appear on your report in the order in which they were selected. You will want to move, resize, and change the font properties of the fields to make the screen mirror what you want the printout to look like. 

Removing Fields from a Report XE "Harbourmaster Reportwriter:Removing Fields from a Report" 
To remove a field from a report, click the field you wish to remove and click [image: image238.png]


. The field will disappear from the report. 

Adding Text to a Report XE "Harbourmaster Reportwriter:Adding Text to a Report" 
To insert text on a report for column headings or page headings, click [image: image239.bmp] and the following screen will appear: 
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Click [New] to signal to the system that you want to add a new text field to the report.

Click the "Page Heading Text" option. The page heading text option indicates that you want this text to print once at the top of each page. Normal Text would indicate that you want this text to print once for every record. Normal text is most commonly used in vertical style reports, not column style reports.

Type the text that you want to appear on the report. 

Click [Exit] to return to the report writer layout screen. You may have to scroll around the screen a little to find the new boxes. 

Position the new text field where you want it on the report. 

Removing from a Report Text  XE "Harbourmaster Reportwriter:Removing Text from a Report" 
To remove text from a report, click the text you want to remove and click [image: image241.png]


. The text field will be removed from the report. 

Adding Graphics to a Report XE "Harbourmaster Reportwriter:Adding Graphics to a Report" 
To insert a graphic onto your report, click [image: image242.png]


 and a screen will appear for you to browse your hard drive for the graphics file you want to insert. You may insert BMP, PCX, and GIF files. 

Removing Graphics from a Report XE "Harbourmaster Reportwriter:Removing Graphics from a Report" 
To remove a graphic from an existing report, click the graphic and then click [image: image243.png]


. The graphic will be removed from the screen. 

Sorting a Report XE "Harbourmaster Reportwriter:Sorting a Report" 
To specify the order in which you want the report sorted, click the field you want to be your primary sort and then click [image: image244.png]


. The following screen will appear with several sort options.


You may specify 1 primary sort, 1 secondary sort, and 1 third level sort field. Any one field may not have more than one of these options checked for that field. 

If you check the primary or secondary boxes, 3 lines will appear at the bottom of the screen for entering spacing information. You may specify to have a certain number of lines skipped after each change of the sort field, or to have a page break.

If you want to make a field the primary sort field and the primary sort check box is not enabled, then another field is already specified as the primary sort field. Find the existing primary sort field by closing this screen [Done] and checking the sort options for the other fields on the report. Uncheck the field as the primary sort when you find it. Then select this field again and click it as your primary sort. 

Sub-Totaling a Report XE "Harbourmaster Reportwriter:Sub-Totalling a Report" 
To sub-total a numeric field, click the field, and then click [image: image245.png]


. The following screen will appear.


Select how you want the system to sub-total this field. Sub-Total by Primary Sort will print a sub-total every time the primary sort field changes. Sub-Total for Secondary Sort will print a sub-total every time the secondary sort field changes. Grand Total will print a grand total for all data on the report at the end of the report. 

Special Formatting Options XE "Harbourmaster Reportwriter:Special Formatting Options" 
For special formatting options, click the field you want to format and click [image: image246.bmp]. 

The following screen will appear.
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You have two options. You can suppress the field if the field before it was the same as this one. You can also suppress the field no matter what. This is often useful if you want to sort by a field, but don't want that field to actually show up on the report. It is also useful if you want to print sub-total/grand-total lines only with no details. 

Changing Fonts XE "Harbourmaster Reportwriter:Changing Fonts" 
In the following exercise we will discuss how to change various font properties of your text and data fields. This is very helpful in giving your reports a more professional look.

 

Changing Font Name and Size

The default font when creating a report is "Times New Roman". You may not like this font and may decide that you would rather have your report print in "Arial" font instead. To change the font for a text or data field, left click the field with your mouse (nothing will happen, this is just to let the system know that this is the field you want to work with). Then use the font name drop-down to change the font from "Times New Roman" to "Arial" as shown below.

[image: image248.png]Arial




Likewise, to change the font size, click the text/data you want to change and then use the size drop-down to select the size you want to use.

[image: image249.png]





Changing the font bold, italic, and underline

You will see a series of buttons across the top of the screen, very similar to what you might see in any word processor.

Clicking the first button, the [image: image250.png]


 button, will cause the current field to be set in bold. 

The second button, the [image: image251.png]


 button, will cause the current field to be set in italic. 

The third button, the [image: image252.png]


 button, will cause the current field to be set in underline. You can use any combination of these three buttons.  These work for text fields, such as column headings, as well as the actual data.

Changing the font color

There are 16 colors you can choose when changing the font color and highlight color of your report. If your printer doesn't support color, it will still print the color in it's equivalent gray scale. Regardless of the colors you select, you should make sure that the font color and highlight color of the field contrast each other, otherwise you probably won't be able to read the report. If you have difficulty reading it on the screen, you probably won't be able to read the printed report either.

1. Left click the field with your mouse (nothing will happen, this is just to let the system know that this is the field you want to work with) that you want to change.

2. With the buttons on the top of the screen you will find [image: image253.png]


. There is a drop-down to the right of the symbol. When you click the drop-down a list of 16 colors will appear. Select the color you want to use for the selected field.

Changing the Highlight Color

The highlight color is the color behind the letters. All the data on our report uses a white highlight by default. If you change the highlight of the column headings to light gray, the column headings would appear in a light gray box.

As with the font color, there are 16 colors you can choose when changing the highlight color of your report. 

1. Left click the field that you will be changing the highlight color of with your mouse (nothing will happen, this is just to let the system know that this is the field you want to work with).

2. With the buttons on the top of the screen you will find [image: image254.png]


. There is a drop-down to the right of the symbol. When you click the drop-down a list of 16 colors will appear. Select the color you want to use for the selected field.
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Moving Data and Text XE "Harbourmaster Reportwriter:Moving Data and Text" 
To move a data or text field in the layout, left click the box that you want to move and hold the mouse button down. Drag your mouse. As you drag your mouse, you will see a light gray silhouette of the box shadowing your mouse.
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This silhouette represents where the box will appear if you release the box by letting up on the mouse button. When the silhouette is located where you want the box to be positioned, let it go.
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You will see that the box will move to exactly where the silhouette was when you released the mouse button. Keep in mind, when building reports, that the positioning of text and data on the layout during inserting data and text is random. The system tries to guess, based on when you inserted a data or text field, where you want it, but it has no sense of taste. You should move the data and text to make the report more appealing to the eye and easier to read. 

Resizing Data and Text Fields XE "Harbourmaster Reportwriter:Resizing Data and Text Fields" 
It is often the case with large data fields, such as addresses, names, and so on, that the actual data might only be 20 or 25 characters long, but the field allows for as many as 40 characters. If you don't use all 40 characters, then it is a waste of space on your report to have your data field take up 40 characters. You can decrease the size of the data by resizing the data field box on the layout screen.

To do this, move your cursor to the right edge of the box. You will notice that as your mouse moves over the right edge, the mouse pointer changes from a pointer to a right and left arrow. Depress your left mouse button and drag your mouse to the right to make the box bigger or to the left to make the box smaller. Release when the box is the size you want it to be.

A word of warning when resizing fields, if you have an address that actually uses the full 40 characters and you resize the data field to 25 characters, the last 15 characters will not print on the report. The data will be cut short. 

Special Output Types XE "Harbourmaster Reportwriter:Special Output Types" 
The output type determines whether the report is processed to the screen, printer, saved to text file, CSV file, RTF file, Word Merge, or WordPerfect Merge. 

Processing a report to the printer or screen can be done on the primary screen. Saving a report to special file layouts can only be done through the design screen.

After you have created and saved your file layout, clicking the following buttons will cause the report to process as follows:
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Word for Windows Merge File

[image: image259.png]


WordPerfect Merge File

[image: image260.png]


Preview Report

[image: image261.png]


Print Report to Printer

[image: image262.png]


Comma Separated Text File

[image: image263.png]Rif



Rich Text File

[image: image264.png]


Plain Text File

All output types saving to a file will prompt you for the directory in which to save the file and the filename. 

Saving your layout XE "Harbourmaster Reportwriter:Saving your layout" 
To save a report layout, click [image: image265.png]


. The system will use the file name and directory that you specified when setting up the report.

If you want to save the report under a different name, click [image: image266.png]


. The system will prompt you for the new name for the file.  This is useful in creating a second report that is almost identical to an existing one, without having to overwrite the first one.

  

Closing the design

To close the design layout screen and return to the report properties screen, click [image: image267.png]


. The layout screen will close and you will return to the properties screen shown below.
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Make sure that the location of layout/script matches the drive, directory, and filename of the file you created. 

Sample Aging Report

From the main menu screen, select reports, and click [Customers] on the left.  Then Click [Add] and the screen below will appear.  Fill in as shown, putting in the name of your report for “Title” and a unique file name, ending in .rep, for the Name of Layout/Script.  Click [Save], and then click [Create/Edit Script]   
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And a blank grid appears, to which you are going to add data fields and text fields.
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Move the cursor over the buttons to see what each button does.  To add data fields to the report, click the button shown below.
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On the Insert/Remove Data field screen, scroll down and click the [+] at the left of Lease, to open up the list of fields available in that table.
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Click Slip No. to add that field to the report.
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As with other Windows programs, you can click anywhere in the title bar on the top, and drag and drop this window.  Drag it down an inch or so, so you can see what you have added to the report.  Note that Slip No. now appears on the grid.
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Now, click Base Amount, Current Balance, Over 30, Over 60, Over 90, and Total Past Due.  Now scroll up to the Customers table, and open that list of fields, and click Phone and Customer Name.  Click Exit to leave the Insert Data window. 
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Note that the fields are run together, and are much larger than we actually need.  So, position the cursor on the right side of each box to be shortened, for example the Base Amount shown below, and the cursor will turn into a double arrow.  Click and drag the right side to the left and release the mouse button when you have the field shortened properly. Note that it only shortens in finite increments. Very fine adjustments are not possible.
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The screen below shows the numeric fields shortened.
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Now shorten the Customer Name and the Phone, then position the cursor in the middle of a field, and drag and drop it to the right to make room for the customer name.   Then, move the customer name into position and arrange the fields as shown below.
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For every report, we have to tell the system how to sort.  In this case we are going to sort by slip number, but we could just as easily have sorted by customer name.  Click the Slip No. box once, then click the [A/Z] button, and the screen below appears.
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Click the box for primary sort, then [Save] and [Close]. 

 Now, we want to do a print preview to the screen, so click the print preview button.
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Note that the numbers are aligned to the left, rather than to the right, so we will need to fix that.  Also, we have shortened the phone number too much, so we will lengthen it.  (Real names and phones are smudged out for this document.)

[image: image281.png]laooor At 47210000 10000 10000 000 D00 (9. 10000

laooos BT RIE 10000 10000 10000 000 000 (7 4 10000
laooo7 101 s 2Tl 0000 10000 000 10000 000 (5o il 10000
laoooe ¢ 17, o 0000 10000 10000 000 000 (7%7..5- 10000
laoong - ax ) i 0000 10000 10000 000 000 (2, h- 10000
ool ronsEs e 10000 10000 10000 D80 000 “anm0

laoo1s 4. Tow. s 0000 10000 10000 000 000 (Sl 10000
laools T T evortl 10000 1050 000 oS0 000 (3 11050
lanors 0000 1030 1050 000 000 (el 110350
lavo17 10000 10000 10000 000 000 (2790 1 10000
laoo1s 10000 11050 10000 1050 000 (% * - 11050





Go to the upper right of the screen and click the [x] on the second line to close this window.  Clicking the top [x] would close the whole program.
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Now, on each of the numeric fields, click once, then click the right justify button, shown below.
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Also, we will position the cursor on the right of the phone number, and drag it out longer.  Also, drag and drop each field down to about the fifth grid mark to make room for the report title and column headings.

Then, click the diskette icon to save the report layout.
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Next, we are going to insert the report title and column headings.  Click the insert text button, shown below.
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Then click [New], 
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Click the Page Heading Text option, and then type in the title of the report, or whatever you want to appear on the top of the report in the text box.
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Then click Add.
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After you have entered titles and column headings, the list of text fields will look something like this.  Be careful to always click the page heading text option, otherwise the program will put the text on every data line.  You can always edit the text if you do this by mistake.  You can also edit for spelling, etc.
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Now, the text fields appear on the screen placed under the existing fields.
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Move the titles and column headings to their appropriate positions, as shown.
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Now, we will increase the font size of the Marina name, which is at the top of the report.  We can change the font to Arial, or whatever, and we can change the size of any of the fields, if we wish.  Click on the marina name box once, then click the down arrow on the right of the font selection, scroll down and select 14.  Note that it covers up part of the report title, so we can move the title down one grid mark.
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To add highlight shading, single click the marina name again, and click the down arrow at the right of the highlight button, and select light gray.  This can be done for all column headings, if you wish.
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Now, we will add the report date, and the page number.  Click Insert data fields again, and this time open the Date/Time/Page table.
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Click Page # and one of the date formats.  Click [exit] to close the Insert Data window.
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This time the program put the new fields in the middle of the data, hiding them under the slip number and customer name.  Note that one of the fields is sticking out the sides of the Slip number field below.
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Move the slip no. field, and customer name field down into the middle of the report, so we can see the fields, then move them to the top right of the screen, then move the slip no. and customer name back to their proper locations.
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The column headings for Over 30 Rec are too long, so click the Insert text button, then click Over 30, then click [edit], and type over the text, shortening it to Over 30.  Do the same for over 60 and over 90.  Then click [Exit].  Use the same technique used above to add the word Page as a text field.
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Then move the word Page into position in front of the Page # data, as shown below.
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Click the printer button, to print the report.  Then, next week, or whenever you want to run the report again, it will be listed on the list of reports in the “customer” category.  Highlight the report, and click the printer button to print.
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You can edit the report anytime you want to change it.  If you also want a slightly different aging report, you can edit this report, then click [Save As] [image: image302.png]


  to save it as a new report layout.  Suppose we changed the layout name to atb89a.rep during the [save as] operation.

Then, to add it to the list of reports on the menu, click reports, customer reports, and [add], 

[image: image303.png]I« > [l S 03] 22 Rit

Ttk

> [ Aphabetcal U o G
Customer Phone Diectory

Customer Adcess Dreclory

Customer E-Mai Diectory

AT Repor by s 163





Fill in the screen as shown below.
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Click Save, Create/Edit, then Save the report, and it will appear in the report list as shown below.
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Trouble Shooting

1.  If, when building or modifying a report, it never seems to work, it is usually easier to just start from scratch and build it again, rather than trying to figure out what went wrong.

2.  If you are trying to insert data fields, and the screen doesn’t show the fields that you want, you have probably selected the wrong “type data on report” on the initial “add report” screen … that is, the one where you key in the type data, type report, report title, name of script file, etc.    For example, the screen below comes up if you select “type data” of financial.  You should usually select type data=customer, or leases.
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Adding a Report to the List of Reports

If you copy a report script file (xxxx.rep) from the CD, then you will have to uncheck the read-only flag on the file before you can use it effectively.  Locate the file (probably in HMS32) with Windows Explorer, and right click.  Then, click Properties, and uncheck the read-only box in the bottom left.

To add to menu, click Reports, then one of the categories.  In this example, we are adding an aging report, so we click Financial.
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Then, click the [Add] button, and fill in as shown below.  Type in the Title that you want to show on the menu, in this case “Aging Report”.  Click [Find Script File]
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Select the new script file from the list displayed.
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Then, click
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And, on the report building grid, click [Save]  (the small diskette icon).
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And, now the report shows on the menu under Financial.  Double click it to bring it up to run, and click the small printer icon to print.

Tables Available in the ReportWriter

Tables available based on type data on report:

When building a report, you are asked for “Type Data on Report”  Refer to the following section for help in deciding what to select.

If type data=Leases, then data from 

1.  Customers

2.  Lease Units

3.  Vessels
4.  Date/Time/Page

is available.

If type data=Financial, then data from 

1.  Charges

2.  Electricity

3.  Date/Time/Page

is available.

If type data=Charges, then data from 

1.  Charges

2.  Electricity

3.  Date/Time/Page

If type data=Customers, then data from 

1.  Customers

2.  Lease Units

3.  Lease

4.  Vessels

5.  Date/Time/Page

is available.

If type data=Vessels, then data from 

1.  Customers

2.  Lease Units

3.  Lease

4.  Vessels

5.  Date/Time/Page

is available.

List of Fields in Each Table

  Table                 Field            

 Customers           Address Line 1               

 Customers           Address Line 2               

 Customers           City                         

 Customers           Comments                     

 Customers           Customer #                   

 Customers           Customer Name                

 Customers           E-Mail                       

 Customers           Fax                          

 Customers           First + Last Name            

 Customers           First Name                   

 Customers           Last Name                    

 Customers           Phone                        

 Customers           State                        

 Customers           Zip Code                     

 Lease               2nd Customer                 

 Lease               Absolute Value of Amount Due 

 Lease               Amount of Last Payment       

 Lease               Annual Rental Income         

 Lease               Bill to Customer             

 Lease               Boat Reg. Exp. Date          

 Lease               Boat Registration #          

 Lease               Current Balance              

 Lease               Current Balance - Past Due   

 Lease               Date of Last Payment         

 Lease               Decal #                      

 Lease               Deposit1                     

 Lease               Deposit2                     

 Lease               Expiration Date              

 Lease               Fish & Game Exp. Date        

 Lease               Fish & Game Permit #         

 Lease               Insurance Company            

 Lease               Insurance Expiration Date    

 Lease               Insurance Policy #           

 Lease               Last Inv Date                

 Lease               Last Invoice #               

 Lease               Last Lease #                 

 Lease               Last Lease Date              

 Lease               Last Statement Balance       

 Lease               Late Charge Balance          

 Lease               Lease #                      

 Lease               Liability Company            

 Lease               Liability Exp. Date          

 Lease               Liability Policy #           

 Lease               Over 30 Days Receivables     

 Lease               Over 60 Days Receivables     

 Lease               Over 90 Days Receivables     

 Lease               PrePayment                   

 Lease               Slip No.                     

 Lease               Start Date                   

 Lease               Total Past Due               

 Lease               Type of Billing              

 Lease               UserField1                   

 Lease               UserField2                   

 Lease               UserField3                   

 Lease               UserField4                   

 Lease               Vessel Name                  

 Lease               Workers Comp Company         

 Lease               Workers Comp Exp. Date       

 Lease               Workers Comp Policy #        

 Lease Units         Appears on sub-menu?         

 Lease Units         Base Amount                  

 Lease Units         Date of Meter Reading        

 Lease Units         Default Map #                

 Lease Units         Description of Facility      

 Lease Units         Electric Hookup              

 Lease Units         Facility #                   

 Lease Units         Facility Code                

 Lease Units         Facility Description         

 Lease Units         Formula Type                 

 Lease Units         Icon #                       

 Lease Units         Last Meter Reading           

 Lease Units         Length Measured In           

 Lease Units         Level                        

 Lease Units         Maximum Length               

 Lease Units         Menu Order                   

 Lease Units         Minimum                      

 Lease Units         MinimumLength                

 Lease Units         Parent Facility #            

 Lease Units         Rate                         

 Lease Units         This Meter Reading           

 Lease Units         Type of Facility             

 Lease Units         Water Hookup                 

 Vessels             Beam                         

 Vessels             Length                       

 Vessels             Length Measured In           

 Vessels             Maximum Draft                

 Vessels             Maximum Speed                

 Vessels             Owner                        

 Vessels             Type Of Vessel               

 Vessels             Vessel #                     

 Vessels             Vessel Name

 Electricity         Electricity #                

 Electricity         End Reading                  

 Electricity         KWH                          

 Electricity         Meter #                      

 Electricity         Start Reading 

 Transactions        Absolute Value of Amount Due 

 Transactions        Amount Due Last Statement    

 Transactions        Amount of Last Payment       

 Transactions        Annual Rental Income         

 Transactions        Charge Amount                

 Transactions        Charge Type                  

 Transactions        Current Balance              

 Transactions        Current Balance - Past Due   

 Transactions        Date of Last Payment         

 Transactions        Date of Trans (mm/dd)        

 Transactions        Date of Trans (mm/dd/yy)     

 Transactions        Date of Trans (mm/dd/yyyy)   

 Transactions        Date of Trans (mmm dd)       

 Transactions        Date of Trans (mmm dd, yy)   

 Transactions        Date of Trans (mmm dd, yyyy) 

 Transactions        Date of Trans (yy/mm/dd)     

 Transactions        Date of Trans (yyyy/mm/dd)   

 Transactions        Description                  

 Transactions        Invoice/Check                

 Transactions        Lease Sequence               

 Transactions        Over 30 Days Receivables     

 Transactions        Over 60 Days Receivables     

 Transactions        Over 90 Days Receivables     

 Transactions        Payment Amount               

 Transactions        Qty Measured                 

 Transactions        Quantity                     

 Transactions        Rate                         

 Transactions        Recurrence Sequence          

 Transactions        Slip #                       

 Transactions        Total Past Due               

 Transactions        Trans. Sequence              

 Transactions        Type of Charge               

Using ReportWriter to Create a Form XE "Harbourmaster Reportwriter:Create a Form with Reportwriter" 
Follow these instructions to create a one page form for each customer.  For example, if you have a lease agreement that includes the name of the lessee, the boat name, the expiration date, etc., then you might put the text of the lease on this “report”, and drop the various fields from the database onto the form.   You would also put a signature line at the bottom, so your customer can sign the form.

Select [Reports],  then  [Leases]
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And click [Add]

Fill in the form as shown below, using your own title for the report, and make up a name for the layout/script file in place of the storform.rep shown.  The layout/script file must end in rep.
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Now, click [Save], and click [Create/Edit Script].  You are presented with a blank grid, onto which you will be putting data fields (from the database), and text fields (column headings and field headings, etc.)  Note the button below for inserting fields.
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And this field for inserting text.
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Select [Insert Text], then Click [New], then type in the first text field.  In this case we type in Marina Name, but you would put in the name of your marina if you want it to appear at the top of the form.  Then Click [Add], and the text will show in the box at the top of the small add-text window.  Add more fields by clicking [New], type whatever you want, then type [Add], and it shows in the box.  Below is a snap of the screen after adding marina name and address, titles for 5 fields, and a title for the date.
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Click [Exit], to return to the grid.  Note that the fields have just been jumbled onto the grid, and you have to move them to their correct locations.  Position the cursor on a field, hold down the left mouse button, and drag and drop the field in the desired position.  Note that some of the fields are off to the right, and you have to use the scroll bar on the bottom of the screen to move over and pick them up.
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The screen below shows the fields moved into position.  We will have to adjust these further when the report is completed, but this is a first approximation.
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Now, click the button for insert data, and select [Date/Time/Page], and select a date.  In this case we selected the format [Month dd, yyyy].  Then, click insert data again, and open the [Customers] table. Get the customer’s name, address, and home phone.  We do not have a field for business phone, so we are going to use user field 1 for that.  The user fields are defined when you start using Harbourmaster, and you can put in anything you wish.
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And, again the program just jumbles the locations, and each field will need to be picked up and moved to its appropriate location.
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Most of the fields will be too long for the actual data, allowing room for extremely large amounts of data, so you will need to shorten the fields.  Position the cursor on the right side of each data box, and when the double arrow shows, as shown below, hold down the left button, and drag the right side of the box to the left to make the box smaller.
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Then, continue placing the fields.

Next, click [add data], and open the [vessels] table, and select length and vessel name, and put them into their proper locations on the grid.  
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Click the small diskette symbol to save the layout at this point.   This is advisable from time to time while building a report, because if something goes wrong, we don’t want to have to start over at the beginning.  We can start over at the point that we last saved the layout.
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Now, click the Marina Name text field, and the arrow at the right of the font size, and increase the font size to 14.  You might want to adjust this later when you see the final product on paper.  The screen below shows the font size increased on the marina name and first line of address.
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After a few more adjustments, and adding a text field for slip number, and the slip number data field from the [Leases] table, the layout looks like this.
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You would now need to add additional fields and text as needed for your specific form.  You should save from time to time.  Now, click the slip number data field, and click the Filter button at the top.
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This sets up the query for a specific group of records, or in this case, a specific record.  Select [Equal to] in the first box, and then enter the slip number for which you want to print this form.  Note that if you don’t put this filter in, you will get one form for every slip in the database.
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Next, click the slip number data field again, and click the sort button  (A-Z)
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And select primary sort.  You have to select a sort option for every report, even though you know that there will only be one record printed.  
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Now, click the printer button, and the system will automatically save the layout, and print the form for the one slip selected.
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To print this form tomorrow, or later, for another slip, click [reports] [Leases], highlight Print Storage Form (or whatever you called it)
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then click
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and click 
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and the grid layout will again be displayed.  Change the filter to the slip number desired, and click the print button.

Appendix A – Using Microsoft Paint to Create a Maps XE "Create Maps using Microsoft Paint" 

 XE "Maps:Creating Maps" 
To open Paint – 

Go to Start, Programs, Accessories, and Paint.  

In Paint, a blank white page will be visible.  If the page is small, place the mouse pointer on the corner point or in the center of the bottom or side of the page (on one of the small blue squares) and move it slightly to get a double-sided arrow.  Then you can drag the page to a workable size. 
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Drawing our Map

As an example of how to use Paint, we will go through the steps of drawing out three or four slips.  To begin, click on the rectangle button to the left of the white page.  It is located in the first column of buttons and is the second up from the bottom of that column. 
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When you move the mouse pointer over the white page now you will see a crosshair pointer.  In approximately the center of the page, about half an inch from the top border, click and hold down the left mouse button.  Drag the mouse about a half-inch to the right, then straight down the page to within a half-inch of the bottom border.  Release the left mouse button.  You should have a long rectangle as pictured below.
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Next, draw two long, more narrow rectangles off the central rectangle as shown below using the same technique.  Tip:  if the vertical line of the crosshair pointer is perfectly in line with the side line in the larger rectangle, the starting point for the narrow rectangles will meet with the larger one as seen below. 
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Now, to add boat-like images, click on the ellipse button just below the rectangle button.

Ellipses are drawn much in the same manner rectangles are drawn.  Click the left mouse button at the upper left point and drag the mouse to the lower right point.  Add four ellipses to the “map” as shown below.  
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Save this map in the GIS folder of the HarbourMaster directory on your computer.

Adding text to the Map – 

Click the text button (the large “A”).  This is located in the second column of buttons and is the fifth button from the top.

[image: image339.bmp]
Move the mouse pointer over one of the ellipses on the map.  Draw a rectangle in the ellipse with the mouse.  A text box will appear.  Type “A-001” in the text box.  If you right-click the mouse inside the textbox, the text toolbar comes up, allowing you to make the text bold, change the font and font size.
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Repeat the numbering process for the other three boats.  Go to File and click Save.
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You may wish to add color to the map.  If so, you can fill any closed object with color using the small paint bucket button, which is the second button from the top in the right column of buttons.  The water (background), docks (rectangles) and boats (ellipses) are also closed objects that can hold color.  Below is an example of a color map.
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When you add color, Save the map and exit Paint. 

Appendix B – Complex Maps

If you have more than one facility, then you would need a map showing all the facilities and then a map for each facility.  Below is a sample of a bay with 5 facilities.
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Below is another sample of how you might create the map of your facilities.  This is a dot style.  A lot of people prefer this style because it has a cleaner look.
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Both of these maps were hand drawn with Microsoft Paint that comes standard with every PC running Windows.  Appendix E is a short, simple example of how to work with Paint.  You may have an actual map of the bay that you could scan in and then clean up if you are good with graphics.  This will give you a more realistic affect.

If you have multiple facilities, you will then have a map for each facility.  Your facility maps will probably resemble those shown in the first sample.  So your overall mapping structure would be:

Map of Bay 





Mooring Facility 1



Mooring Facility 2



Fishing Facility 1



Fishing Facility 2



Yacht Club North



Yacht Club South

When drawing your maps or scanning them in, you want the size of the map to fit your screen viewing area as closely as possible so that you don’t have to do a lot of scrolling to see all the slips/moorings.  If you are using a 600 by 800 screen resolution, the area reserved for the map is approximately 450 down by 600 across.  That is, within the HarbourMaster system, after allowing space for the main menu buttons and adequate space for the sub-menu buttons, 450 by 600 is how much space is left (in twips) for your maps.  

If you scan your map in or draw it and find that to shrink the image to 450 by 600 makes the slips/moors too small to accurately click the slips, then you can create zooms of your facility or sub-divide your facility into regions.

If you prefer to zoom, then what you would do is create zoom regions.  For example, if the user hits zoom and then clicks on the northeast region of the facility, you would display a larger map of that section of the facility. 

Another way of handling this scenario might be to further divide your facility into regions.  For example, in our sample map we could have the slips be “Slips Section” and the storage sheds be “Storage” as shown below.
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You would then draw maps for the regions. In our sample, we would have a map for “Equipment Storage”, “Warehouse A”, “Pier A”, “Pier B”, “Pier C”, “Pier D”, and “Transient Pier”.  Below is a sample of our “Pier A”.
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The advantages to breaking up the maps this way is that you don’t have to strain your eyes to see the various slips.  It is really the same as creating zooms of the various regions, just a different way of conceptualizing it.

In the above scenario, your maps would now be structured as such:

Map of Bay 



Mooring Facility 1



Mooring Facility 2



Fishing Facility 1



     Equipment Storage



     Pier A




  Slip A-01




  Slip A-02




  Slip A-03



     Pier B



     Pier C …



Fishing Facility 2



Yacht Club North



Yacht Club South

Once you have decided the structure of your maps and drawn them or scanned them in, you need to decide how you want them to appear on the “Maps” sub-menu.  If you are a one-facility marina, you probably just want one button for your marina, for example “My Marina”.  When you click that sub-menu item, a map of your marina will appear.

If you are a multiple facility marina, you will probably want one sub-menu item for the map of your bay and one sub-menu item for each facility.  This is so that you can quickly move from one facility to another or view a map of your whole organization.  So your sub-menu might look like:

My Marina

Facility 1

Facility 2

Yacht Club North

Yacht Club South

Another possibility for organizing your maps is to group them, not by facility or location, but by type of property.  For example, you could create a map that just shows storage areas.  You might have a map for “Moorings” and another for “Slips”.  If you were to do this, your map structure might be:

My Marina



    Storage


    Trailers


    Moorings

                Slips

You might have many zooms or sub divisions within each type of property, depending on the size of your marina.  Your sub-menu would probably mirror this major grouping.

Where to save your Graphics Files

 XE "Maps:Saving Graphics Files" 
When drawing or scanning your maps, you should save the graphics files in the GIS sub-directory on your server beneath the HMS32 directory.  (HMS32 is the default directory for HarbourMaster Server Install).  If you are using HarbourMaster as a stand-alone with no network support, you will have to save the file on your local directory under “\HMS32\Server\GIS”.

Supported Graphics File Formats XE "Maps:Supported Graphics Files" 
The system currently supports graphics of type BMP, JPG, and GIF.

Setting up the Maps

Once you have planned out what your mapping system is going to be and drawn or scanned your maps, it is time to actually start setting up the maps in the system.  This process makes HarbourMaster aware of where your various lease units are located on each map and the interrelationship between the various maps.

To begin, select “Options” from the main menu and then select “Setup Maps”.  The screen shown below will appear.  Since you haven’t set anything up yet, the outline of your facilities will be blank.

Step 1:  Setup Our First or Primary map item

For the sake of demonstrating how to setup maps, I’m going to assume that we went with a structure that will contain a map of the bay and then 3 separate facilities or locations that contain moorings, slips, etc.

                Map of Bay “My Marina”




Mooring Facility 

Fishing Facility

Yacht Club

First we are going to add the map of our bay, or “My Marina”.  

Right click anywhere on the outline and a pop-up menu will appear of basic functions.  Click “Add Facility”.  The right side of the screen will change for you to enter the information about the new facility as shown below.
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Enter the Name of facility as “My Marina”.  

The is part of field will be blank for this facility since this is the primary or root map in our structure.

For the level field, select “1 – Primary Map”.  

The facility code corresponds to the “Account #” or moor/slip # throughout the rest of the system.  Since we aren’t going to be leasing the entire marina to anyone, this isn’t important.  However, it will be important later on when we actually add the slips/moors.  

We are going to specify the type of facility as “Marina”.  “Marina” is one of the default types of property that is set up when you receive the system. You may add, edit, or delete the various types of property under “Options” and “Type of Property”.  No matter how you define your type of property, you should have at least one type of property that is a “container” for other types of property.  This means the property is not leased, but is used only to group your actual leased property on the map.  You could just as easily call this container “Map of Marinas”, “Map of Bay”, “Map of Lake”, etc.

Min and Max Lengths is where you normally would enter the lengths of a vessel that can lease the slip/moor.  Since we aren’t actually entering a lease unit yet, this doesn’t apply.  When we add the moors, slips, or trailers later this will be very important.

Indicate if there is water hook-up at this facility by checking/unchecking the “Water Hook-up?” check box.  

If there is no electricity then leave the “Electricity:” field blank.  Otherwise, enter the voltage.  “110” or “220” are common voltage capacities.

Since we do want this to appear on the sub-menu, we’ll check the box that reads “Show facility on Maps sub-menu?”.  Enter the menu order in which we want it to appear.  The order starts with 1 on the top of the sub-menu and goes down the side of the screen as the numbers increase.  So for this facility we enter “1”.  We will also have to select an icon that is used in the sub-menu to represent this facility.  If you drop-down the list you can choose from about 50 available icons.  I like to use the globe for the primary map of the marina.

Now that we’ve entered all the information, we’ll save.  We don’t need to setup a rate for this facility since we never lease the marina as a whole.  Then we are ready to add our first actual facility.

Step 2:  Setup our first facility for the marina

After adding “My Marina”, the outline on the left side of the screen should now show “My Marina”.  This time right click on “My Marina” in the outline.  A pop-up menu will appear.  Select “Add facility” just as we did in the previous section and the screen on the right will be cleared in order for you to enter the information about the new facility.

Enter the Name of facility as “Mooring Facility”.  

The is part of should have automatically been filled in as “My Marina”.  If for some reason it wasn’t, select “My Marina” from the drop-down.

For the level field, select “2 – Secondary Map of Marina”.  

The facility code, once again, will be blank for this facility since we aren’t going to ever lease the entire “Mooring Facility” out.  

We are going to specify the type of facility as “Marina”.   Since this is also a container for slips/moors.

We’re going to leave Min and Max Lengths for this facility blank.

Leave the “Water Hook-up?” check box unchecked and the “Electricity:” field blank.  

Since we do want this to appear on the sub-menu, we’ll check the box that reads “Show facility on Maps sub-menu?” and then enter the menu order in which we want it to appear as “2” since we want it to appear beneath “My Marina” sub-menu.  We will also have to select an icon that is used in the sub-menu to represent this facility.  I usually use a small boat.

Now that we’ve entered all the information, we’ll save.  The outline on the left should refresh to show “My Marina” and indented within “My Marina” an item for “Mooring Facility”.  You can repeat this exercise for the remaining two facilities.  The steps will be identical, except we’ll use a “Name of Facility” as “Fishing Facility” and “Yacht Club” since those are our remaining facilities.  We’ll also set the “Level” for “Fishing Facility” to 3 and to “4” for the “Yacht Club”.

Step 3:  Setting up the Lease Units for “Mooring Facility”

When setting up the slips, moors, trailers, etc. within the facility, there are several tools to make this go faster.  Often you will have about 100 moors at the mooring facility numbered “Mooring A-001” to “Mooring A-100”.  These lease units are virtually identical except the name and account # (or facility code).  

Because of this, there is a utility that allows you to enter masks for the name and code and have all 100 lease units setup at one time.  To use this utility, on the bottom of the “Setup Maps” screen, select [image: image348.png]


.  The following screen will appear.
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For the “Is Part Of” field we’ll select “Mooring Facility”, since all the moorings that we are creating are part of that facility.

Enter the mask for the facility name in the “Facility Name Mask” field.  Using the example discussed earlier, we might enter “\M\o\o\r\i\n\g\ A\-000”.  That is, we precede text with a”\” and then put in 000 where the numbers should appear.

Select the type of property as “Mooring”.

You can enter a detailed description of the moorings you are adding if you’d like.  This detailed description is sort of a memo field.  For example, if this were a trailer you might put in a memo that this trailer is adjacent to the major highway that runs past the marina and previous lessees have complained about the level of noise.  It can be left blank.

Enter the “Moor/Slip # mask” for the facilities.  Similar to the name, we would enter “\A\-000”.  This will create account #’s that run as such: “A-001”, “A-002”, “A-003”, on up to ”A-100”.  You notice that the 1, 2, and 3 moors are padded with preceding zeroes to give all the account #’s consistent lengths.  If you didn’t want the numbers created this way but instead wanted them to look like; “A-1”, “A-2”, “A-3”, on up to A-100”, then you would enter your mask as “\A\-###”.  The pound signs tell the system to allow up to 3 digits for numbers but don’t pad with zeroes if the number is smaller than 3 digits.

Select the level as “3 – Mooring/Slip”.

Enter the min and max lengths of the vessels that can lease these moorings if for your 100 moorings you have different ranges.  For example, suppose that 1 through 30 should have a min of 20ft and a max of 40ft, 31 through 50 should have a min of 30ft and a max of 50ft, and 51 through 100 should have a min of 50ft and a max of 70ft.  You will have to repeat the process 3 times for the 3 ranges of min/max.  You would do it once, entering your 20 and 40 and setting the range from 1 to 30 and so on.  We’ll assume that all our moorings are the same min and max and enter a min of 50 and a max of 100.

For our example, we will enter 1 for the start range and 100 for the end range since we want our mooring numbers to be generated from “A-001” to “A-100”.

You can then repeat this for all the facilities at your marina.  When you are all done click Close to return to the “Setup Maps” screen.  The outline should be refreshed to show all your facilities and moors, slips, etc.

Step 4:  Insert the maps 

Right click “My Marina” in the outline and then select “Add/Edit Map” from the pop-up menu.  You will go to the same screen you worked with in step 1.  Click the “Get Map” button on the bottom of the screen. A file dialog will be displayed.  Move to the “GIS” sub-directory on your server.  You should see a list of all the BMP or JPG files for your various maps that you drew or scanned in.  

If you didn’t save your graphics files for your maps in the GIS directory as instructed in the section on “Planning Your Maps” you should copy them to that directory now.

Select the graphics file that shows the map of your entire marina (or the map of the bay) and then click OK.  The map will be pulled into the system and will be displayed on the screen.

Click “Save” to save the link to the map.  Don’t close the screen yet.  In the next step we’ll talk about how to “hot spot” your map.

Step 5:  “Hot Spot” your facilities on the main map.

“Hot Spots” are the regions on your map that the user can click to jump to either a map of the region clicked or a zoom on the region clicked.  For the map of our bay, we’ll have 3 hot spots – one for each facility – “Mooring Facility”, “Fishing Facility”, and “Yacht Club”.  

To begin, in the outline on the left, click the plus to the left of “My Marina” and the items in your marina will be displayed.  In other words, you’ll see the three facilities listed.  Right click the first facility, “Mooring Facility” and select “Add Hot Spot” from the pop-up menu.  A tiny square will appear in the upper left hand corner of your map.  If you can’t see it you may have to scroll your map all the way to the left.  Drag the square so that it over the “Mooring Facility” on your map.  Then resize it so that it covers the entire region.

Repeat this for the other 3 facilities and then save.  Now close the primary map of your marina by clicking close.

You’ll return to the “Setup Maps” screen.  Right click “Mooring Facility” in the outline and select “Add/Edit Map”.  Use the “Get Map” button to get your map for this facility just as you did in step 4.   You have 100 moors for this facility so it will be a lot more time consuming to setup the hot spots for this map.  This time you will open “My Marina” and then open “Mooring Facility” in the outline until you see the 100 moors listed.  Then one at a time right click each moor and select “Add Hot Spot”.  Reposition and resize each hot spot over the moor on the map.  It is a good idea when doing this many to save your work every 5 or 10 hot spots.

If you are having difficulty getting your hot spots positioned/resized you can use [image: image350.png]


.  First highlight the hot spot you want to position by clicking on it.  Then click [image: image351.png]


 and a screen will appear allowing you to adjust the top, left, width, height of a hot spot.  You should be able to move the screen so that you can see your hot spot as you adjust the position.  When done click “Save” and “Close” to make the position screen go away.

If you have a series of moors/slips that are in a row straight across the screen or are identical sizes you can highlight all the hot spots you want to make the same size or align vertically or horizontally on the map.  Then highlight the hot spot in the outline on the right that you want to align/resize the highlighted hot spots to.  Then click [image: image352.png]


 to align to the left of a particular hot spot, [image: image353.png]


 to align to the top of a hot spot, or [image: image354.png]


 to make all the highlighted hot spots the same size.

When you have hot spotted all 100 moors, save and close.  Repeat this for the other two facilities.  

Step 6:  Creating Zooms

Suppose that “Mooring Facility” is really large.  By the time we shrunk the image to fit on the screen we have a hard time actually clicking on the moors.  We can create zooms.  Let’s suppose that we are going to create two zoom regions, one of the north part of the facility and one of the south.  We’ve created MOORNRTH.BMP and MOORSTH.BMP that contain close up views of the north and south regions of the facility respectively.  Now we want to setup the zoom regions on our “Mooring Facility”.  

From the “Setup Maps” screen, highlight “Mooring Facility” and right click so that the pop-up menu appears.  Select “Add/Edit Map”.  The screen will appear with our map of the “Mooring Facility” and all of its hot spots.  Click the button on the bottom that reads “View Zooms”.  The outline on the left will disappear and all our hot spots will disappear as well.  Right click on the map and a pop-up menu will appear.  Select “Add Zoom”.  A small square will appear on the map.  Drag it and resize it over your zoom region.  Then right click the zoom square and select “Add/Edit Map” from the sub-menu.  The screen will be cleared for you to insert and hot spot the map for the zoom region.  Click “Get Map” and select “MOORNRTH.BMP”.   The map will appear on the screen.  Hot spot all the moors/slips that appear on this zoom region so that when the user clicks a moor/slip we can link to the moor/slip.  When finished, save and close. 

Insert a zoom for the south region and repeat the above steps for “MOORSTH.BMP”.  Then hot spot the southern region just as we did the regular maps.

Appendix C – QuickBooks XE "QuickBooks:Integrating Harbourmaster and QuickBooks" 
Integrating Harbourmaster and QuickBooks

To export XE "QuickBooks:Export Harbourmaster Data into QuickBooks"  your Harbourmaster data into QuickBooks, you must first set your GL Interface in the System Settings screen.  From the Harbourmaster Main Menu, select [Options], [System Settings] and click the Accounting tab.
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Select either QuickBooks, as shown above, or QuickBooks Pro 2002 or Later.  If you select QuickBooks, you must also enter a suspense account number, and if you select QB Pro, you must enter the full path to your QuickBooks data.  The QuickBooks selection will work for all versions of  QuickBooks, and involves exporting a text file from Harbourmaster, and then importing that file into QuickBooks.  The QB Pro selection sends the information directly into QuickBooks, without the extra step of creating a text file.  

The suspense account is necessary because some versions of QuickBooks will only import a balanced pair of transactions, so if we are sending a group of transactions with one debit and 4 credits, we must offset each of the 5 entries with a corresponding entry into the suspense account, to circumvent the QuickBooks restriction.  The net balance in the suspense account should always be zero.

Click [Save] after entering the information.

Next, select the [Billing] tab on the [System Settings] screen.
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Fill in the account numbers that you are using in QuickBooks for Cash, Receivables, Electric Income, and Sales Tax.  You must use account numbers in QuickBooks in order to be able to import data, so if you are not currently using account numbers, you will have to add that to your QuickBooks database.  The sub-account numbers shown above are ignored for the QuickBooks interface, so just put in the first 5 digits, for example, the above settings will transfer cash transactions to account numbers 11110.

Next, we need to set up the general ledger account number for rental income on each type of property.  Select [Options] [Types of Property]
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and highlight each of the types of property, and click [Edit].  Type in the appropriate income account number as shown below.  Again, just put in zero for the sub-account number, because it will be ignored in the transfer process.
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Set up the account numbers for each of the types of transactions by selecting [Types of Transactions] under [Options], and editing each line as described above.
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Within QuickBooks, you must set up a Customer called Harbour.  All assessments and receipts transferred will be credited to this “customer”.  Following is the Help screen from QuickBooks with the steps to add a customer (you do not need to fill out the Address Info Tab or the Additional Info Tab):
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After adding your Customer, Harbour, your Customer Job List should look as follows (except with zero balance)
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To export from Harbourmaster:  Each time you enter any type of financial transaction in Harbourmaster (a Charge or Receipt), an entry is added to a table in the database which will eventually be transferred to the General Ledger.  After transferring the information, that table is cleared and will begin storing more transactions for transfer as they are entered.  The Transfer to General Ledger function does not operate based on the date of the transaction; but rather there is essentially a “bookmark” in the database which remembers all financial transactions entered since the last time the transfer was done.  For this reason, you can transfer to the General Ledger daily, weekly, or monthly but the transfer should be done at least once per month.  To Export the Transactions from Harbourmaster to a file, select [Financial] then [Export to General Ledger].  Because you will be importing this set of transactions, the file name must end in .iif.  For example, for the month of February, you might name your file as shown on the screen below:
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Click [Export] to proceed.  An Export Log will be printed with a summary at the end showing the amounts to be transferred into each account.  You may print an extra copy of the log if you wish

To Import Transactions into QuickBooks: Select [File] then [Import].  A Dialog Box will appear allowing you to browse your computer to find the file to be imported.  All Harbourmaster files are automatically stored in the C:\HMS32 folder if you are operating a stand-alone system, and a similar location, but with a different drive address if you are operating on a network.   When you find your file, double-click on it to Import the Data.  The screen below shows the feb2000.iif file in a different folder – yours will be in HMS32.  The name of the file should always reflect the date of the transfer, to prevent you from importing the same file twice.  It is also a good idea to rename a file, for example, from feb2000.iif to feb2000.old, after you have imported it.  This is also to prevent double importing, which happens quite a bit more than you might expect.
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You will receive a confirmation message that the data has been imported.

For general information, a typical iif file will look like this, 

!TRNS
TRNSTYPE
ACCNT
DATE
MEMO
AMOUNT
DOCNUM
NAME

!SPL
TRNSTYPE
ACCNT
DATE
MEMO
AMOUNT
DOCNUM
NAME

!ENDTRNS

TRNS
PAYMENT
11110
11/13/03
Combined Transactions
-44.44
6020
Harbour

SPL
PAYMENT
12222
11/13/03
SUSPENSE
44.44
6020
Harbour

ENDTRNS

TRNS
PAYMENT
11412
11/13/03
Combined Transactions
98.12
6020
Harbour

SPL
PAYMENT
12222
11/13/03
SUSPENSE
-98.12
6020
Harbour

ENDTRNS

TRNS
PAYMENT
31160
11/13/03
sample
-53.68
6004
Harbour

SPL
PAYMENT
12222
11/13/03
SUSPENSE
53.68
6004
Harbour

ENDTRNS

Appendix D – System Tools – Regedit and Regsvr32

(These instructions are for reference, and will usually not be done except while Fogle Computing technical support is directing this operation.  The instructions are to help with the spelling and syntax.)

A.  Register a library 

Get an MSDOS prompt, (or Command Prompt), and type

CD\Windows\System   [enter]

Then type

regsvr32 "C:\HMS32\ssprn32.dll"

Replace the path and name of the file with the correct path and name that you are trying to register.

B.  Fix The Registry

Click [Start] [Run], type REGEDIT and press [enter]
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Click the [+] beside HKEY_CURRENT_USER.  Scroll to software, and click [+], then scroll to VB and VBA Program Settings and click [+] to open.
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Now, click the [+] beside HMS32, and highlight [Server] which is under HMS32.
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On the right side of the screen, right click PATH ,  and click Modify.
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Type in the appropriate address on the server, for example, F:\HMS32\ 

Click [Close] or [OK] and then use the [x] in the upper right corner to close regedit.
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