This chapter describes how to perform the followdiagly tasks:
dealing with notes recorded during the bookingrid aut process
calculating the loan and subscription takings.

The notes that are made on Toy Tracker during ttekihg in and out process need to
be dealt with and the actions completed. Thiskiaslyito be a daily process so that
you can follow up all the notes taken earlier dgiine day.

To deal with notes:
Select option 5Daily Information from the Main menu.
Select option 1Booking in Notesfrom the Daily Information menu.

The Booking Notes screen is displayed.

¥~ Booking Notes x
[PA] 28 Jan 2010 MODD4  Ewison, Kim e Notas Filtar
[ 28 Jan 2010 MODO4  Evison, Kim Adam () All Notes
(O Incomplete
(O Complete
3
Print Report
Record: M 4 1of2 (] i Search |
Additional Information
Details:
[ Completed? By: -

This screen shows all notes in reverse chronolbgicker.

! Filter the notes by clicking on one of the radidtbns on the right of the screen
or entering a date in the blank field.
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" Select the note for which you want to record furtihéormation.

Add text to theDetails field to indicate your actions or how you havepasded
to the note.

# Mark the note as complete by ticking tBempleted?tickbox.

$  Select your name from they field to indicate who has dealt with the note.
% Repeat steps 4-7 to deal with all the outstandatgs

& Click on thePrint Report button to print a Notes report:

=i

The content of the Notes report depends on ther fiftat you have applied to the
Notes list:

If you are displaying all notes for all dates, tleach date has its own page
with all details.

If you are displaying incomplete notes for all datihen the notes are
grouped by day but only incomplete notes are iretiud

If you are displaying notes for a specified dagrtionly those notes
recorded on the specified day are printed.

The report is displayed ready for printing.

@ D5 0s) * rptBaokingNotes - Toy Tracker from Start Software

..........

= Y R R ﬁqgﬂﬂ E

Booking Notes
All notes

28 January 2010

Re: Member: Evison, Kim

Time: 11:09  Raised by: Adam Job/task incomplete
Notes:

Re: Member: Evison, Kim
Time: 11:08  Raised by: Adam Job/task incomplete
Notes:

=

" Print the report as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswisih to print, then click
onOK.
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Toy Tracker will calculate for you the money taketween two specified dates in
terms of:

subscriptions
loan payments.

To check the takings:

Select option 3Daily Information from the Main menu.
Select option 2l.0an & Subscription Takingsrom the Daily Information menu.

The Daily Takings screen is displayed.

E< Daily Takings x
Date From |ZEH]| DateTo 28 1an 2010
Loan & Subscription Payments Received Deposits, Fines & Donations Recieved
Subscriptions received Deposits received
Toy Loans (Potential} Deposits returned
Toy Loans (Received) Donations received
Special A/C deposits Fines taken
Special A/C loans Non-returnable Depostis taken**
Total payments received™
Print Detailed Report Print Detailed Report
Print Summary Report Print Summary Receipt
* Does not include Toy Loans [Potential) and Special A/C loans.
**Non-returnable deposits are initally recorded a5 3 deposit. Thay are only recorded in the non-returnable deposits when
the equipment is returned to the centre

You can display and print reports for Loan and $tiption payments received
(left side of screen) and also for Deposits, Femas Donations received (right
side of screen).

Today'’s date is displayed by default in Date Tofield. You can change the
dates to specify the required range. Clicking anTbday button enters today’s
date in both fields to enable you to calculate ywsitakings.

Specify the start date from which you want to clltiloan and subscription
takings in theDate From andDate Tofields.

Totals are displayed on the screen.
You can now print detailed or summary reports.

Print out the figures by clicking on the requifednt Report button:

=

The report is displayed ready for printing.
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Print the report as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswish to print, then click
onOK.

" + +

Toy Tracker lets you quickly display the value @f toans made in a day. You can
display the figure and print a report.
To see the toy loan value for the day:
Select option 3Daily Information from the Main menu.
Select option 3Toy loans — Total Valydrom the Daily Information menu.
The Toy Loans — Total Value of Loans screen isldisgd.

&% Toy Loans - Total Yalue of Loans

Date From I 28 lan 2010 Date Ta I 28 lan 2010 Today |

Total Walue of Loans £9.95

@ Print Report

! Click on the calendar next to tBbate From field and select the start date for the
date range you require.

Click in theDate Tofield and use the calendar to select the endfdathe date
range you require.

Click the Today button to enter today’s date inhbfields.
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The total value of loans for the specified dategeais displayed.

Print out the figures by clicking on tiint Report button:

The report is displayed ready for printing.

#  Print the report as follows:
Right click to display a menu.
SelectPrint from the menu to display the Print screen.

Specify the individual pages or range of pageswish to print, then click
onOK.

Version 2.3 Page 5-5



