Page 1 of 5

[image: ]
	Class.Net – Help Document

Accommodation Room Temporary Reservation Option	

This function gives the option to reserve an accommodation room. 
A room can be put on hold for a short period of time in order for the student/agent to confirm their booking dates.

This function needs “switching on” first and is done as follows: 

Maintenance/Settings > General Settings > Company > Company
Go to the ‘Accommodation’ tab

There you will find the following settings:
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Select ‘Expiry Dates in use’ to switch on the feature and enter the number of days that an unavailability entry will expire after (No. of days until the held room expires). 

Please note: the ‘Default Days’ run from Mon-Fri and do not include Sat-Sun.
(The reason for this is explained on the following pages of this document) 

User Settings:
Once the above settings are in place and saved you can then apply them to any Class user by editing the user’s profile and switching on the permission -

Maintenance/Settings > User Settings.  
Select the user and go to the permissions screen:

‘Accommodation Room Reserve Force Expiry Date’ - ensure this option is unticked.
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If the user is an Administrator the above permission MUST still be set correctly.
To do this for an Administrator, untick the Administrator option: 
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Go to the Permissions tab and ensure the option is unticked: 
‘Accommodation Room Reserve Force Expiry Date’

[image: ]





Ensure to go back to the users General screen and set the Administrator option:
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Host record - Room Unavailability: 
When a user with the above permission switched on (not an administrator) adds an unavailability entry against an accommodation room, the expiry date (Expires) will automatically be set based on the company setting and their name assigned (Created By).
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When a user with Administrator rights adds an unavailability entry against an accommodation room, the expiry date (Expires) will be left blank giving the user the option to select any date they wish.

When set automatically, the ‘Expires’ date is calculated by taking ‘todays date’ (date of computer) and adding the number of ‘Default Days’ set within the company settings.  
If a weekend falls within the calculation of the days then do not count the Sat-Sun.

When users log into Class, room unavailability that has expired will be purged from the system and unavailability that is due to expire the following day (for that user) will automatically be displayed on the screen, giving the user the option to extend the expiry of any entries listed.  
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If the Extend option is selected, the expiry date will be extended by one day.  
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The option to extend an entry is only available once; it cannot be extended a second time.  Therefore, the following day when the user logs in the unavailability will be automatically purged. This means that the unavailability line within the families’ record will be removed.




Accommodation Charts:

When making a room unavailable with an expiry date, this is displayed within the booking charts as shown in the examples below:

Accommodation > Booking Chart – Daily

Reserved room with an expiry date is displayed in orange.
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Accommodation > Advanced Accommodation Chart 

Reserved room with an expiry date is displayed in orange with the expiry dated (31 Aug)
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K:\Docs\Class\Class Net Specific\Support Class.net\HS165 Accommodation - Temporary Room Reservation.doc

image4.png
Active

s

Name. [ Administrator Addressee 2

FullName | agministrator ||| Address [ ]
Title ‘ ‘ ‘ ‘
SieLocaton | Paseselect. - [ ]

Your assigned School Department for messages|

Telephone /—‘
T —
I —

Change Password | |
Old Password





image5.png
Function

|Accommodation Room Add

(Accommodation Room Delete

‘Accommodation Room Edit

‘Accommodation Room Copy

(Accommodation Room Picture Add

[Accommodation Room Picture Delete

‘Accommodation Room Reserve Delete Other Users Entry

‘Accommodation Room Reserve Edit

‘Accommodation Room Reserve Force Expiry Date

commodation Room Reserve EQi Any Entry

‘Accommodation Contact Add

|Accommodation Contact Delete

1000ddooogoooof

‘Accommodation Contact Edit

Aecormodaton Contact Protire Add





image6.png
General | school/Depts| Emailing | permissions

el E P
= e o
Fultre s

e —

T
Vesage St Bomeroan S+
essse Dot pcconmaten |+ | Tt
Dot Sl Bomenoun sl |+ | ostCa

(f Reaired)

Fax

“Adminisirator ™





image7.png
mmodation Room - Unavailable:

[Temporary unavailabilty function Hain Uses:
1. Room not available:  Based on dates entered e, family viiting,
Gecorsting, etc

2. Temporary hold for Agent Typically 1-2days (¢.g. inresidence)
viaiing for booking o be received.
This type of hold s automatically released.
See Help screens (Accommodation
Preference) for setup and use information.

HRIEN





image8.png
Host Unavailabliity Expiry - Exte

The following reserved rooms have an expiry date that expires tommorow.
You can extend these by 1 day by checking the "Extend’ column in the list

Host Room  [FromDate | ToDate Notes.





image9.png
Host Unavailablilty Expiry - Exte

The following reserved rooms have an expiry date that expires tommorow.
You can extend these by 1 day by checking the "Extend’ column in the list

Confirm x

You are about to extend 1 reserved date(s) by 1 day
Doyou wishto continue?





image10.png
Search Criteria

S o e

~Bailey, Marilyn - 129 Athelstan Road (Tel. (0)1202 257

Baley  Mariyn

129 Ahelstan Road

Dec Dec |Dec
Room
# 1 3|4
(= bion Wed | Th
1 |Single 1
1 [Single 2

[Accommodation Schedule Help x

Biue -Booked.  Red - Over Booked,
Black - Fully Booked, Green - Room Not Available.

Orange with * - Room Temporarly Not Available.
New Students Are Shown In ftalics.

Double Click On Room Name To Get Room Details
Or On Any Call To Get Details Of Students Booked In That Day.





image11.png
Search Criteria || Weekly Schedule|

¥ Adjustvertcal gridsize.

Double Click Name to change room, Nationality to change booking

Change column widths (Name andior Nationalty)... llow time for screen refresh

s s [mnzuse  vomiss oinmiss]  Guimmee

Beconm Thddress oo |
b Baile. Mariyn | 123th Single 1
[ Single 2

Multile Capacity Room

Empy - Full ek
Male - Full Week

Male - Part Wesk

Female - Full Week
Female - Part Week.
Unknown - Full Wesk
Unknown - Part Week.
Overbooked

Unavailable - Full Week
Unavailable - Part Wesk
Temporarily Unavailable
Unavailable - With Booking
Junior

Mult-Booking Void Weck
‘S - Capitals = Booked

Lower Case = Available:

# Notes Avalable

() Brackels indicate a provisionl
booking

Close





image1.png
@ Class Systems

Language School Software




image2.png
Host Room Reserved Expiry Defauls
Expiry Dates inuse? (| Default Days 73,





image3.png
2 10 INFOSPEET

[cenera | schol/opts Enating o

Function

|Accommodation Room Add

(Accommodation Room Delete

‘Accommodation Room Edit

(Accommodation Room Copy

[Accommodation Room Picture Add

[Accommodation Room Picture Delete

[Accommodation Room Reserve Delete Other Users Entry

‘Accommodation Room Reserve Edit

‘Accommodation Room Reserve Force Expiry Date

"Accommodation Room Reserve Edi Any Entry

‘Accommodation Contact Add

|Accommodation Contact Delete

‘Accommodation Contact Edit

o
EIEIEIEIEIDEIEIEIEIEIEIEIEI%

[Accommodation Contact Picture Add





