‘TUCASI

Schools Cash Office
Lettings Administration Software

BookingPro from Tucasi Ltd

SCO Lettings (BookingPro)

Installation guide
(version 4.3)

www.tucasi.com

Tucasi Ltd Wessex House Upper Market Street Eastleigh Hampshire SO50 9FD
‘ T U C A S I School Support - 02380 016564  Sales Team - 02380 016563

Copyright Tucasi Ltd 2004 - 2022



w N o U

CONTENTS

BEFORE YOU START .. itittttttttitttttttetttttteetteteteet et te e ettt ettt et et et et e e et et et et et et e aete e et e e eeeeeaeaeeenesenesnnnnnnes 2
SYSTEM PRE-REQUISITES. ..ciiiiteeeeeeiteeeteeeeee et et e e et e e e e e e et e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaeaeaaaaaaaaaaaaeeaesanaaeeaeeeens 2
INSTALLING BOOKINGPRO.....ueiiiiiieieie ettt ettt e e et e e e e e s et e e e e e e s nnneeeeeas 3
3.1. Backing up BOOKINGPIO AOLQ ............ueeeeeeeeieeiiieeeeeee et e etveaeesaee e e s taes e e s savesaeasaseeann 3
3.2. Installing BOOKINGPIo 0N the SEIVEr ...........oueecueeeeeeieieeccieeeecieeeetiteeaesiaesaessvesasassenas 3
3.3 Configuring BookingPro 0N Cli@Nt PCS .........ccccuveeeeeceiieeeiiiieesiiieeessieeeessiteassssiaa e s 12
3.4. Additional CONFIGQUIALION ....cceueveeeeeiiieeeeiee ettt esste e e s sbea e e ssbta e e ssbeeaessasees 14
3.5 StArt USING BOOKINGPIO ........vvveeeeieeeeeeiiee ettt eettta e ettt a e e sttt a e e ssvtaaessssteaessssseaassns 16
SETTING UP BOOKINGPRO ..o 16
4.1. LOG ON 0 BOOKINGPIO ........oveaneeeeeeeeeeeeeeteeeettte e et tteaeettee e e ettt s e e e sraaaeessesaseasenaeeeasnes 16
4.2. ACEIVALE BOOKINGPIO ..ottt stte ettt e ettt e e s taa e e s ssta e s sstaaesasseaaeenasees 16
4.3. SOUUP USEIS ettt saaeaeaasesesesesesesesesnsenanens 17
4.4. THE SELUP CRECKIIST ..ottt e sttt e et e e e st a e s st s e e asseaesssaseaes 17
4.5, Amend the BoOOKINGPIo TEMPIALES ...........eeeeeueeeeeeeieeeeecieeeeeveeeesveeeesceeaaescvesaeasaenas 20
CREATING BACKUPS. ... s s s 21
TRAINING OPTIONS ..ceettteteteetetteteteteeeeeeeeeeerereeeetaeeeeeataeetetetertteattetaeettatrattteatttrerartmerereremeremmrmnns 21
APPENDIX A — INSTALLING BOOKINGPRO ON WINDOWS SERVER 2008........ccceviiiiiiiiiiiiiiiieieeeeeeen, 22
APPENDIX B — INSTALLING BOOKINGPRO ON WINDOWS SERVER 2012......cceeiiiiiiiiiiiiiiiiieieeeeeeeeee, 32
SUPPORT .ttt et ee e e ettt r e e e s e s e s b et e et e e e e e s n s s e e e e e eeeseaa s s s r e e e e eeeeesea s reneeeeeeeeesaannreeeeeas 42
TROUBLESHOOTING ..t eeeeeseuunrrereeesesssaaunneeeeeresesssaansreneeeeesssasannneneeesesssesannnneeesesesssasnnnsnnneees 42

SCO Lettings (v4.3) Installation Guide 1 November 2014 v2



1. Before You Start

SCO Lettings is an application called BookingPro supplied by Tucasi Ltd. The application will be
referred to as BookingPro throughout this document.

We recommend that you read through these instructions carefully before attempting to install
BookingPro.

2. System Pre-requisites

This section describes the system requirements for installing BookingPro. If you have any questions
about this, you may need to refer to your IT Support organisation.

The computers on which you install BookingPro should meet the following system requirements:

Processor

Minimum recommended: 1.3 GHz processor

RAM
Windows 7 — Minimum recommended: 2 GB

Windows 8 — Minimum recommended: 2GB

Operating System

Windows 7 Professional SP1 32bit and 64bit
Windows 8 / 8.1 Professional 64bit
Windows Server 2008 SP2 32bit

Windows Server 2008 R2 SP1 64bit
Windows Server 20012 R2

Available Hard Disk Space
250 MB including the .NET framework 3.5

Other Applications

Microsoft Office is needed to generate booking confirmations, invoices, credit notes and
spreadsheets. Microsoft Office versions 2007, 2010 and 2013 are currently supported.

Database

The computer used to hold the database must satisfy the minimum requirements for running
Microsoft SQL Server. For further information, refer to www.communitylettings.com/fags.
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3. Installing BookingPro

This section describes how to install BookingPro in a networked environment. Installing BookingPro
is a straightforward process although you may need to refer to your IT Support organisation if you
have any questions about your computer hardware or your network.

BookingPro Architecture

BookingPro is designed to be used in a networked environment. It allows multiple users on their
individual PCs to concurrently access a single BookingPro database. To enable this, the BookingPro
database must be installed on a computer and a location on the network that is accessible by all
BookingPro users. This computer will be the BookingPro server.

The advantages of this are that it makes it easy to:

° Update the software, ensuring each user is using the same version.
° Incorporate the software files in a regular backup regime.
° Configure BookingPro on additional PCs.

3.1. Backing up BookingPro data

Backing up your data is an essential part of using BookingPro and failure to do this could result in the
loss of data. You should always discuss backing up BookingPro with your IT Support organisation - to
ensure that both the BookingPro software and database are secure, your IT Support organisation
should incorporate BookingPro into their regular procedure to backup to external media.

In addition, BookingPro contains its own backup and restore procedure which you can use to create
backups and to restore them whenever you need to. You will be prompted to create a backup every
time you exit BookingPro. In addition, you can create a backup at any time using the Backup
Database option on the File menu.

For more details on the BookingPro Backup procedure, see the section 5 on Creating Backups.

3.2. Installing BookingPro on the Server

If you are installing on Windows Server 2008 please refer to section O

If you are installing on Windows Server 2012 please refer to section O
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3.2.1. Install Microsoft .Net Framework 3.5

You must install BookingPro on the server before configuring on any client PCs.
e Logon to the server with local Administrator rights.

e Click on the setup folder download link as per your installation email.

e If Microsoft .Net Framework 3.5 is not already installed on the server, you will be informed
before BookingPro is installed.

e Press any key to continue. Microsoft .NET Framework 3.5 will start installing. Installation can
take several minutes, and it is important not to interrupt or cancel it.

Microsoft Windows b—q

Please wait while Setup configures the components, This might take several
minutes,

Cancel

3.2.2. Install BookingPro

e Click on the BookingPro set up file.

!-ii’ﬂ'ﬁi

[l

lljljkingprl:l...

e The BookingPro Setup Wizard should start automatically.
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-
LE)J BockingPro Setup Wizard —

Welcome to the BookingPro Setup Wizard
Community Letting Software from Tucasi Limited

Thig wizard allows you to select the components of BookingPro you need to install on this PC.

MOTE: You must be signed on to this PC with local administrator rights in order to install some of the
components that are required.

Click "Mext’ to select installation options.

Help Ba | Net || Cancel
. Click on Next.
. Select Both the application and database software.
— — -
B B ==
| What do you want to install?
Select what to install on this PC
What software do you need to install on this PC?
@ Both the application and database software [recommended for the trial software)
(") Application software only
(") Database software only
y To read recommendations an instaling Booking Pro on multiple PCs please click here.
Click "Mext"to confim installation options.
Help Back || Ne¢ || Cancel
. Click on Next.

If SQL Server Express 2008 is not installed, the following screen will be displayed:
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Components to be installed

Confirm components

The faollowing components will be installed on this PC.

Install Options Progress
Microgoft SQL Server Express... INSTALLSGLDIR="C:\Program File... l
Booking Pro

Click "Mext"to start installing.

| Help | Back | [ Teadt l | Cancel |J
. Click on Next.
BookingPro Setup Wizard I 'J1
[e] Start installing required components
| Yes | [ Mo l
° Click on Yes when the BookingPro Setup Wizard pop up window appears.
° The following screens will appear in turn.

— = —
[l ©\3cab1357621200ab36f26762d5 setup.exe ¥
—— = -
Microsoft (R? SQL Server 2088 RZ Setup 10.50.4008.00 E
Copyright Microsoft Corporation. All rights reserved. -

.NET Framework CasPol 2.8.50727.5428
Microsoft Corporation. All rights reserved.

.MET Framework CazPol 2.8.50727_5420
Microsoft Corporation. All rights reserved.

Success

T

Flease wait while SQL Server 2008 R2 Setup processes the current operation.
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[ ©\3cab135762f200ab3626762d5 setup.exe = | E S

SQL Server 2008 R2 Setup 10.508._48000 .00
Microsoft Corporation. All pights reserved.

Microsoft .MET Framework CaszPol 2_BA_5A727_.5420
Copyright Microsoft Corporation. All pights reserved.

-.MET Framework CasPol 2_8.58727.5428
Microsoft Corporation. A1l rights reserved.

5 SQL Server 2008 R2 Setup (=B

Setup Support Files

Click Install to install Setup Support files. To install or update SQL Server 2008 R2, these files are required.

Setup Support Files The following compenents are required for SQL Server Setup:
Feature Name Status
U b )| Setup Support Files In Progress

ExecuteStandardTimingsWorkflow

< Back Install Cancel

o |If the Setup Wizard does not display automatically, click on the BookingPro icon on your
desktop.

i

BEookingPro..

e The Setup Wizard will be displayed.
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| % BookingPro 5&

Welcome to the BookingPro Setup Wizard A l
=g

-

The installer will guide you through the steps reguired to inzstall BookingPro on your computer.

B FMIMG: Thiz computer program is protected by copuright law and international reaties,
|Inauthonzed duplication or distibution of thiz program, or ary portion of i, may result in severe civil
or criminal penalties, and will be prosecuted to the masimum extent pogzible under the law,

° Click on Next.
ﬁ! BockingPro l. = é
Select Installation Folder |_JI i
=6

The inzstaller will inztall BookingPra ta the following folder.

Toinstall in thiz folder, click "Mext”. To install to & different folder, enter it below or click "Browse'

Folder:
C:%Program Files #8618 T ucasihBookingProh [ Browsze... l

[ Disk Cost... ]

Install BookingPro for yourself, or for armyone who uses this computer:

@ Everyone

0 Just me

[ Cancel ] [ < Back l [ Newt » J

° Select the required installation path.

° Click on Next.
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Confirm Installation

The installer iz ready to install BookingPro on pour conmputer.

Click, "Mext" to ztart the installation.

° Click on Next.

Installing BookingPro

BookingPro iz being inztalled.

Fleaze wai...

Cancel I | ¢ Back | | M et =
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Installation Complete

BookingPro has been succeszsfully inztalled.

Click "Cloze" to exit.

Please uze \Windows pdate to check for any critical updates to the MET Framework.

Cancel < Back
° Click on Close.

- r—1 .
Database Settings Wizar =

Settings Wizard

This wizard is used to create a new database or to change your current database
settings.

If this is the first ime you have used BookingPro then please press the “Help™
button to find out how to get started with BookingPro.

Press "Mext to choose your database settings.

Help |

° Click on Next.
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ttings Wizard

1. You are currently using the following database:
Server: <Mone>
Database: <MNonex

2. what would you like to do?

¥ Create a new database
" Use an existing database

Click "Mext' to enter information reguired for the selected action.

Help | Cancel Back

° Select Create a new database.

. Click on Next.

Database Settings Wizarc

1. Which SQL Server would you like to use for this database? |(|oca|)\Tucasi
(e.g. servername'tucasi)

2. Please specify an account with Create Database privileges on this server.

¢ Application Default
" Windows Authentication

(" SQL Server Authentication Usemame: |

Password: |

3. What do you want to call your new SQL Server database? |BookingPro

Click 'Next' to create the new database

Help | Cancel

<

° Select Application Default.

. Click on Next.

SCO Lettings (v4.3) Installation Guide 11

November 2014 v2



3.3. Configuring BookingPro on client PCs

BookingPro runs on the client PCs via a shortcut to the application installed on the server. The only
software required to be installed on the client PC is Microsoft .Net Framework 3.5.

3.3.1. Install Microsoft .Net Framework 3.5

Log on to the server with local Administrator rights.
e Click on the setup folder download link as per your installation email.

e If Microsoft .Net Framework 3.5 is not already installed on the server, you will be informed
before BookingPro is installed.

e Press any key to continue. Microsoft .NET Framework 3.5 will start installing. Installation can
take several minutes, and it is important not to interrupt or cancel it.

3.3.2. Setting Windows access rights on server

If you use Windows access rights control in your network, you must set the appropriate Windows
user access rights on the server.

e On the server machine, load My Computer.

e Navigate to the server folder where BookingPro is installed e.g. D:\applications.
e Right-click on the BookingPro installation folder.

e Select Sharing and Security (or Properties) and then select the Security tab.

e Click on the Add button (you may need to click the Edit button first) and enter the required
Windows group name or user names.

e Click on Check Names and click on Done.
e Select the required Windows group/users. Tick the Modify box below.

e Click OK.

3.3.3. Setting Windows access rights on a new Share

If you have created a new Share for BookingPro, you must set Windows user access rights
appropriately on the Share. You must ensure that the Share is not Read only and that the users have
the appropriate permissions set to access the Share.

e On the server machine, load My Computer.

e Navigate to the folder you have shared. For example, you may have created a new folder named
BookingPro and shared it.

e Right-click on the folder you have shared.
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e Select Sharing and Security and then select the Sharing tab.
20X
Genmal  5ha | Secunty | Customae |

You can shate this folder with othet usets on you
netwodk. To enable sharng foe this Soldes, chick Shae the

™ Do pot shate thes fokds
(% Share this foides
Share name | =l
Comears: |
User fmit: (5 Maarmum alowed

€ Allogs thes number of usess: ﬁ
et e ]

T boe , chck I
‘oAm_-rli-uum offine access ‘ Cachng

Now Shace I

e Click Permissions. On Windows
Server 2008 click on Share.

ok | caeat | o |

Share Permizzions |

Group or user names:

ad. | B | e Enter the required Windows user
dd... Bemave
» group or user names.
Permizzions for Everpone Allow Deny
Full Cantral O
Change O
Fead O

Ok I Cancel Apply

e Enter the required Windows user group or user names.
e Tick Change or Full Control (if Full Control allowed).

e Click on OK.
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3.3.4. Create a shortcut to BookingPro on the server machine

e Open My Computer and browse to the folder containing the BookingPro program.

e Right click the Bookingpro.exe icon and select Send to and Desktop (create shortcut).

e Go tothe PC desktop. (If you want to rename the shortcut, right click the shortcut and select

Rename. Type the new name (BookingPro) and press Enter.)

3.4. Additional Configuration

There may be additional configuration required on the server to allow the Clients to connect to the

SQL instance of BookingPro.

3.4.1. Enable Named Pipes Protocols in SQL Server Configuration Manager

e Go to Start, select All Programs and select Microsoft SQL Server.

e Select Configuration Tools and SQL Server Configuration Manager.

NB: the screen below may differ slightly depending on SQL version.

& Sal Server Configuration Manager

File Action View Help

@=|#|=H

‘@ SQL Server Configuration Manager (Local) Protocel Name
E SQL Server Services
4 _E_ SQL Server Metwork Configuration (32bit)
Ef Protocels for TUCASI
3 .. SQL Mative Client 10.0 Configuration (32}
3 _E_ SQL Server Metwork Configuration
3 .. SQL Mative Client 10.0 Configuration

%~ Shared Memory
%~ MNamed Pipes
WTCRAP

VA

Status

Enabled
Enabled
Enabled
Disabled

3.4.2. Disabling (or allowing exceptions) to your Firewall

In addition, if you are using a Windows firewall, you may need to disable it. If this isn’t feasible then

the following must be added to the exceptions list through the firewall:

sqlservr.exe

sqlbrowser.exe

e This can be done from your Windows Control Panel, from the System and Security group, select

Windows Firewall.

SCO Lettings (v4.3) Installation Guide
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e Click on Allow a Program or Feature through the Firewall.

NB: the screen below may differ depending on OS.

Centrol Panel Home
Allow @ pregram or feature
through Windews Firewall

1 Change notification settings

1#) Tum Windows Firewall on or
off

1) Restore defaults
1) Advanced settings
Troubleshoot my network

See also
Action Center
Network and Sharing Center

-
w » Control Panel » All Control Panel Items » Windows Firewall

Help protect your computer with Windows Firewall

Windows Firewall can help prevent hackers or malicious software from gaining access to your computer
through the Internet or a network.

How does a firewall help protect my computer?

‘What are network locations?

. @ Home or work (private) networks Connected (&)

Netwarks at home or work where you know and trust the people and devices on the network

Windows Firewall state: On

Incoming connections: Block all connections to programs that are not on the
list of llowed programs

Active home or work (private) networks: B Network 2

Notification state: Notify me when Windows Firewall blacks a new
program

. @ Public networks Not Connected @‘

- -ILiearrh Control Panel

e Click on the Allow another Program button.

Allow programs to communicate through Windows Firewall

To add, change, or remave allowed programs and ports, click Change settings.

What are the risks of allowing a program to communicate? ) Change settings

@ » Control Panel + All Control Paneltems » Windows Firewall » Allowed Programs >

Allowed programs and features:

3
[ BranchCache - Content Retrieval (Uses HTTP)

[ BranchCache - Hosted Cache Client (Uses HTTPS)
[ BranchCache - Hosted Cache Server (Uses HTTPS)
[ BranchCache - Peer Discavery (Uses WSD)

[J Connect to a Network Projector

Core Networking

O Distributed Transaction Coordinator

File and Printer Sharing

Google Chrome

[JHomeGroup

[7iSCSI Service

O0RNEORDOOOOONE

Name Home/Work (Private)

Public

OOREORDOOOONRE

4

Search Control Panel o
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3.5. Start using BookingPro
e Double click the BookingPro icon on the desktop.

e The first time you use BookingPro, the software automatically checks to see if there are any
updates available. Click Next to start downloading the updates. When the downloads are
complete, click Finish.

e BookingPro opens at the Welcome page. To sign-in to BookingPro, see the section on Log on to
BookingPro, p.16.

4. Setting up BookingPro

Before you start to use BookingPro, we recommend the following:
e Make a list of your standard prices and the facilities you have available for hire.

e Group the facilities together in a logical way (e.g. classrooms, pitches, tennis courts). Creating
groups of facilities means that they appear together in the facility list and is particularly useful
when you want to allow the system to automatically allocate the first available facility from the
group.

¢ Make a list of the dates when the facilities are closed or when you charge higher rates (e.g.
public holidays).

4.1. Log on to BookingPro
e Double-click the desktop icon to open BookingPro and display the Welcome screen.
e Enter the User Name and Password you set up during the installation process.

e Click Sign-In. BookingPro will open with the Booking Calendar displayed.

4.2. Activate BookingPro

Before starting to use BookingPro, you should activate the software by entering your licence key
details.

e Click the Help menu and select Activate Product.
e C(Click Next.

e Enter your 16-digit activation code and click Next.
e Enter your school name and click Next.

e Click Finish.
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4.3. Set up Users

You can specify which users have access to BookingPro, and restrict those users to certain areas of
BookingPro (e.g. the Calendar, Hirers, Facilities, etc.).

e Select the Tools menu and Security.

e Click Add to display the User Properties form.

I User Properties

User Name: Administratar

Permissions:
Feature Allow | Deny |
Accournts Read, Modify
Calendar Read, Modify
Facilties Read. Modify
Hirers Read, Modify
Options Read, Modify
Reports Execute
Securty/Database Manage... Read. Modify
wTill Execute
Permissions for Accounts Allow | Deny Add
Read d I
Modify 4 I

I Allow direct access using external programs (e.g. Microsoft Excel)

Help oK | Cancel |

e Complete the form as follows:

o User Name: enter the name you wish the User to sign on with.

o) Click Change Password and enter the User’s password. Retype the new password to
confirm and select Change Password.

o Permissions: use the list to Allow or Deny the User access to the different areas of
BookingPro. (For example, to grant a User read-only access to accounting functions,
select Accounts and check the Deny box.)

o Allow direct access using external programs (e.g. Microsoft Excel): check this option to
allow the User to access the database using external programs (e.g. to use the Import
External Data option in Microsoft Excel).

e Click OK and confirm that you wish to save the changes.

4.4. The Setup Checklist

When you log on to BookingPro, the Setup Checklist is displayed. This helps you carry out the initial
setup and is also a shortcut for help on all aspects of BookingPro. This checklist can be displayed at
any time by selecting the View menu and Setup Checklist.
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There are four steps shown in the Setup Checklist: Configure options, Enter prices, Setup facilities
for hire, Start entering bookings. Clicking any of the buttons guides you to the appropriate area of
BookingPro, while clicking the word More to the right of each step displays related Help topics.

4.5.

Configure BookingPro defaults

The Options Wizard will help you configure BookingPro ready for use.

e Select the Tools menu and select Options.

e (Click Next.

e In the Bookings Defaults window:

O

Select Provisional or Confirmed to make new bookings default to the corresponding
status.

Set the default Start time for new bookings to the time you generally start accepting
bookings from.

Set the Duration of new bookings to the duration of a typical booking.

Options Wizard @
Options Wizard Qtﬁf
Booking Defaults 1. Wwhat would you like to use as the default status for new bookings:

Invoicing Defaults " Provisional

Pricing Defaults & Confirmed

VAT Rates
2. Wwhat time do you want to use as a default for new bookings:

& ]

3. What duration do you want to use as a default for new bookings:

&0 minutes

Press "Next for Invoice Defaults.

Help Cancel | Back Next Eree:

e When you have finished making changes; click Next.

e In the Invoicing Defaults window:

O

Set After how many days does an invoice become overdue? to the required number of
days. After this period an invoice is automatically marked as Overdue. Using a value of
zero will result in invoices not being marked as overdue.

Under At what number do you want to start numbing invoices? enter the required
number.

Select whether or not accounting items such as invoices, credit notes and receipts can
be changed.
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O

For printed invoices to list each booking covered by the invoice, select the Print

Bookings option. Alternatively, for a summary of the bookings on each invoice, select

Print Summary.

Options Wizard @
Options Wizard Eilﬁr
Booking Defaults 1. After how many days does an invoice become overdue?
Invoicing Defaulis 28 days
Pricing Defaults 2. At what number do you want to start numbering invoices?
VAT Rates 1
3. Can invoices, credit notes, receipts and refunds be changed or deleted?
* Yes  No
4. Should printed invoices list each bocking or a summary by price group?
* Print Bookings " Print Summary
Press "Mext' for Pricing Defaults
Help Cancel | Back | Mext

When you have finished making changes, click Next.

In the Pricing Defaults window:

@)

If you offer insurance cover at an extra charge, enter the charge as a percentage of the

net cost of the booking. When a Hirer elects to use your insurance, a charge will be

added to any automatically generated invoices.

If you charge the first few hours of each booking at a different rate to subsequent hours,

enter the number of hours charged at the initial rate.

Options Wizard @
Options Wizard Qﬁr
Booking Defaults 1. If you charge for insurance how much do you charge?
Imvicing Defaults 500 % VAT Rate: [Zerated |
Pricing Defaulis

2. If the first few hours are charged at a different rate, enter the number of hours below

AT Rates 1 hours

Press ‘Next' for VAT Rates.

Help Cancel | Back | Net |[Finish

When you have finished making changes, click Next.

In the VAT Rates window:

O

O

Add a new VAT rate by typing a name for the band in the next available row.

Delete a VAT rate by clicking on the row marker to highlight the row and pressing Delete

on your keyboard.
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o Make one of the VAT rates the default rate by highlighting the row and clicking Set As

Default.
Options Wizard @
Options Wizard Qﬁr
Booking Defaults 1. Please enter your VAT Rates below.
Invoicing Defaults WAT Code Rate (%) | Default Rate
Pricing Defaults Zero-rated 0.00 -
Standard 20% 20.00 [v
RfBat:= Insurance Premium Tax (IFT 5.00 ™
» Exempt 0.00 ™
*
y | |
Set As Default
Press ‘Finish’ to save your changes.
Help Cancel |  Back | | Finish |

When you have finished making changes, click Finish and Yes.

4.6. Amend the BookingPro Templates
BookingPro includes templates to enable you to quickly create the following:
Microsoft Word documents:

e Booking confirmation template

e Hirer mail merge template to create letters to hirers
e Insurance reminder template

¢ Invoice/Credit template

e Receipt template

e Reminder template

e Statement template

Excel spreadsheets:

e Daily booking calendar
e Weekly booking calendar
e Monthly booking calendar

The Microsoft Word templates should be amended to fit on your letter headed paper and to include
the school name, address, etc. We recommend you read the full template to ensure the text is
appropriate to your school.

To amend the templates:
e Select the File menu and select Open.

e Select the template you wish to change and click Open. The template will open in Microsoft
Word / Excel.

e Make the required changes in Word / Excel.

e Save the template and close Word / Excel.
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5. Creating Backups

To make it easy for you to restore data if you make a mistake when entering data, BookingPro
contains its own backup and restore procedure which you can use to create backups and to restore
them whenever you need to. You will be prompted to create a backup every time you exit
BookingPro (though this can be turned off).

In addition, you can create a backup at any time using the Backup Database option on the File menu.

The following form is displayed.

Backup Database

‘when you close Booking Pro it is a good idea to Back Un M
back up the database you have been using. Loy bt

A back up helps ensure that you don't lose amy Don't Back Up
work if your PC fails. =

Back Up files should be saved to a directory which

Cancel
forms part of a regular backup schedule. =

Back up database to:

|C:"-.F‘n:|g|am Files (cB6)\BPR Solutions Booking Browse. ..

Retain back up files for: |14 El: days
Help

b RRg

[v Prompt me to Back Up on exit.

Backup files are stored in the folder specified in the Back up database to box. By default this will be
a folder called Backups within your program folder (e.g. C:\Program
Files\Tucasi\BookingPro\Backups). If this is not the folder you wish to use for your backup files click
Browse and select the required folder.

By default, backup files are retained for 14 days. If you wish to retain them for a longer period,
change the required number of days in the Retain back up files for box.

Normally you will be asked to backup the database every time you exit BookingPro. If you prefer this
not to happen, uncheck Prompt me to Back Up on exit.

Click the Back Up Now button to backup the database. Alternatively clicking the Don't Back Up
button will close the form without creating a backup.

6. Training options

You may wish to receive training for BookingPro.

For details of our training options, please contact us on 0844 800 4017, opt 2
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7. Appendix A - Installing BookingPro on Windows Server 2008

You must install BookingPro on the server before configuring any client PCs.
e Logon to the server with local Administrator rights.
e Click on the setup folder download link as per your installation email.

e Click on the BookingPro set up file.

EookingPro...

e The BookingPro Setup Wizard should start automatically.

]inq BookingPro Setup Wizard X

Welcome to the BookingPro Setup Wizard

Community Letting Software from Tucas Limited

This wizard allowes you to select the components of BookingPro you need to install on this PC.

MOTE: You must be signed on to this PC with local administrator rights in order to install some of the
compohents that are required.

Click 'Mest' to zelect installation options.

Help | Back | Mext I Cancel

° Click on Next.

. Select Both the application and database software.
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]'.,El BookingPro Setup Wizard

What do you want to install?

Select what to install an this PC [ ) .

What software do you need ta install on this PC?

{+ Both the application and database software [recommended far the trial software]

¢ Application software anly

" Database software only

9 To read recommendations on installing BookingPro on multiple FCs please click here.

Click Mext’ ba confirm inztallation options.

Help | Back | MHext I Cancel

° Click on Next.
° If SQL Server Express 2008 is not installed, the following screen will be displayed:
. Click on Next.

',i,nE! BookingPro Setup Wizard

Components to be installed

Confirm components

The following components will be installed on thiz PC.

Inztall | O ptiong | Frogress |
Microgoft SUL Server Express...  AMSTAMCEDIR="C:\Program Filez...
BoakingPra

Click Mest' to start inztaling. TR |
Help | Back | tent I Cancel |

. Click on Next.
l:g] Skart installing required components
fes | ([} I
. Click on Yes when the BookingPro Setup Wizard pop up window appears.
. The following screens will appear in turn.
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]'(.EJ BookingPro Setup Wizard

Components to be installed

Canfirm compaonents

The following components will be installed on this PC.

Iriztall
Microgoft SO
BookingFro

Extracting Files

Estracting File:
To Directany:

1033_enu_|phRBEhzetupheql2008supparthpfilesh
c:47338aecf44dd0091 8b2f9c57

Pleaze wait while required components are installed.

[ptiohs |

Back [t | Cance] |

erver 2@A8 R2 Setup 18.50.40008.00
soft Corporation. All rights reserved.

be installed on this PC.

| Ootions | Prodress

SOL Server 2008 R2

Pleaze wait while SOL Server 2008 R2 Setup processes the curment operation.

Flease wait while required components are installed.

[ptians |

Lancel |

The following screen will then be displayed.
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& SQL Server 2008 R2 Setup
¥ c:\,7338aecf44ddon91

M ft (R> SQL i
imaetekibdi-tel  Sctup Support Files

Click Tnstall to install Sstup Support files. To install or updats SQL Server 2008 R2, thess files are required.

Setup Support Files The follawing components ars required for SGL Server Setup:

| Featurs Name | Status

» ¥ Setup Support Files ‘ln Progress

Bitions
Cancel

ExecuteStandardTimingsWorkflow

o e

YA

° The installation should now be completed successfully, click OK.
o Click on Close.
° Next, click on the BookingPro icon on your desktop.

° The Setup Wizard will be displayed.

¥Welcome to the BookingPro Setup Wizard LA

The ingtaller will quide you through the steps reguired to install BookingPro an your computer.

WBBMIMG: This computer program is protected by copyright law and interational treaties.
nautharized duplication or distribution of thiz pragram, or amy portion of it, may rezult in severe civil
or criminal penalties, and will be prozecuted to the maximun extent possible under the law.

Cancel < Back | MHext » I

° Click on Next.
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fi BookingPro

Confirm Installation

The inztaller iz ready to install BookingPro on your computer.

Click "Mext" to ztart the installation.

° Click on Next.

Cancel | < Back | Mext = I
ilél-' BookingPro M= E3
Installing BookingPro il
BookingPro iz being inztalled.
Fleaze wait. ..
Cancel I < Back lext >

° Click on Next.
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{i BookingPro [ =
Installation Complete A

BookingPro haz been succeszsfully installed.

Click "Cloze" to exit.

Fleaze uze Windows Update to check for any critical updates to the MET Framework.

Caricel 4 Back | Cloze I

. Click on Close.

° The following screen will be displayed.

]i,_-.q BookingPro Setup Wizard

Components to be installed

Confirm companents

The fallowing components will be installed on this PC.

Install | Options | Progress |
Microzoft SOL Server Exprezz..  AMSTAMCEDIR="C:\Program Filez... Installed successtully
BookingPrao Ingtalled successiully

BookingPro Setup Wizard E

l Installation completed successfully,

Ingtallation completed successiul oK I Datals |

Back | [dient | Cloge |

° Click on OK.
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]inil BookingPro Setup Wizard [ x|

Components to be installed

Canfirm components

The following compaonents will be installed on this PC.

Inztall | Options | Proaress |
Microzoft SOL Server Express...  AMSTAMCEDIR="C:\Program Filez... Installed successfully
BookingPra Inztalled successfully

Installation completed successfully. el |
Back st | Cloze |

o Click on Close.

° Click on Accept when the End User Licence Agreement displays.

° Open BookingPro. A short cut should now be displayed on your desktop.
BookingPro

i - 1 Would wou like to check if there are any updates available to
Y download?

¥es Mo
° Click on No when it asks you if you want to check for any updates.
. The Database Settings Wizard will now open.
Database Settings Wizard

Database Settings Wizard

Introduction

Thiz wizard is used to create a new database or to change your curent databasze
zettings.

If this iz the first ime you have used BookingPro then please press the "Help"
button ta find aut how to get starked with BookingPro.

Prezz 'Mest' to chooze your databaze settings.

Help | Cancel Back Mext Fimzh
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) Click on Next.

Database Settings Wizard E3

Database Settings Wizard

Cunrent Settings

1. 'ou are currently uzsing the fallowing databaze:
Server: <Monex

Databaze:  <Mone:

2 what would you like ta da?

(¥ Create a new databaze

" Use an esisting database

Click Mest' ta enter information required for the selected achion.

Help | Cancel Back Mext Firzh

° Select Create a new database.

. Click on Next.

Databhase Settings Wizard | x|

Database Settings Wizard

Create new Databaze

1. which SOL Server would you like to use for thiz databaze?
[e.0. servernamehtucasi)

2. Pleaze specify ah account with Create Database privileges on this server.

f* Application Default
" Windows Suthentication
" S0L Server Authentication Uzername: I

Pazsword: |

3. what do vou want to call pour new SGIL Server database? |B|:u:ukingF'n:u

Click 'Mest’ to create the new databaze

Help | Cancel Back | Mext | Firish

° Select Application Default.

. Click on Next.
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Database Settings Wizard

1. Pleaze specity a

Uzer and Password to use when signing on to BookingPro.

Usermame: Iadministratnr

Paszword: I*******

Confirm Password: Ixxxxxxx

2. Please enter the

name of your Organization.

Organization: ITucaSi Ltd

Fress Mest' to create the databaze.

Help |

Cancel Back | MHext I Fimizh

. Set a username and password. Also enter your organisation name.

. Click on Next.

Database Settings

1. Pleaze specify a User and Pazzword to use when sighing on to BookingPro.

Username:

Pazsword:

Confirm Passwo
2. Please enter the name o

Organization:

BookingPro 1<)

@ Create a database called 'BookingPro’ on server {local) Tucasi'?

Prass Mest' to create the database.

Help |

. Click on Yes.

Cancel Back | MHext I Fimigh
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Database Settings Wizard E3

Database Settings Wizard

Mew zettings

1. Which server would pou like to uze? I[lDCﬂl}l\TUCESi
[e.g. zervernameitucasi]

2. Pleaze zelect how pou would like to connect to the databaze?
f* Application Default
 windows Authentication

" SOL Server Authentication Ll sername: |sa
Passward: Ixxxxxxxxxxxxxxxxx
2. Which databaze would vou like to uze’ IBDDkiﬂQPfD j

Click Finish' to zave the new datsbaze settings.

Help | Cancel | Back | i (=5 | Finizh

° Click on Finish.

° You will be asked to save the new settings, click on Yes.

. BookingPro will now be installed on the server.

You now need to go back to the following sections:

e Please refer to section 3.3, Configuring BookingPro on client PCs.

e Please refer to section 4, Setting up BookingPro.
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8. Appendix B - Installing BookingPro on Windows Server 2012

You must install BookingPro on the server before configuring any client PCs.
e Logon to the server with local Administrator rights.

e Click on the setup folder download link as per your installation email.

e Click on the BookingPro set up file.

ijet

®

BookingPro..

e The BookingPro Setup Wizard should start automatically.

5 BookingPro Setup Wizard

Welcome to the BookingPro Setup Wizard

Cormrnunity Letting Software fram Tucasi Limited

This wizard allows you to select the components of BookingPro you need to install an this PC.

MOTE: “'ou mugt be zigned on to thiz PC with local adminiztrator rights inoorder o ingtall zome of the
companents that are required.

Click, 'Mext’ to select ingtallation options,

et ] [ Conce

. Click on Next.
. Select Both the application and database software.
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What do vou want to install?

Select what to install on this PC

What zoftware do pou need to install on this PC?

(® Both the application and database software [recommended for the trial software

() application software only

() Database software anly

ﬂ To read recommendations on inztalling BookingPro on multiple PCs please click here.

Click Mext' to confirm inztallation options.,

Back | | Mext | | LCancel

° Click on Next.

° If SQL Server Express 2008 is not installed, the following screen will be displayed:

Components to be installed

Canfirm companents

The following components will be installed on this PC.

Ihatall Optioks Progress
Microzoft SOL Server Express.. ANSTANCEDIR="C:\Proaram Files...
BookingPra

Click 'Mext' to start installing.

| [ omer ]

° Click on Next.

0 Start installing required components

° Click on Yes when the BookingPro Setup Wizard pop up window appears.
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° The following screens will appear in turn.

i

BookingPro Setup Wizard

Components to be installed

Confirm components

The fallowing companents will be installed on this PC.

Install
Microzoft 50
BookingPra

Eutracting File:
To Directany:

Extracting Files

_shw_D4BE._p

o 4eb01 b204fcB0a3c5ede09f9a1 Bdoeh

Fleaze wait while required components are ingtalled.

ch\eb01b204fc80a3c5cdc09f9a18dceS\setup.exe

icrosoft (R> SQL Server 26008 RZ2 Setup 16.58.4008
opyright (c> Microsoft Corporation. A1l rights

Please wait while SOL Server 2008 R2 Setup processes the curent operation.

okingPro Setup Wizard

talled on this PC.

SQL Server 2008 R2

Pleasze wait while required components are installed.
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L SQL Server 2008 R2 Setup
Setup Support Files

Click Install ta install Setup Suppart files. To install ar update SOL Server 2008 R2, these files are required.

Setup Support Files The following campanents are required for SOL Server Setup:

Feature Narne Status

o ;
(v ) Sctup Support Files In Progress up Wizard

i

Progiess
C:\Program Files. . Instaling

ExecuteStandardTimingsWorkflow

Install Cancel

o SQL Server 2008 R2 Setup

Installation Progress

Installation Progress

Install_sqincli_Cpud_Action : Costinitialize, Calculating space requirements

Progress
ogram Files...  Installing.

° The installation should now be completed successfully, click OK.

° Click on Close.

° Next, click on the BookingPro icon on your desktop. [r;l]

BookingPro

° The Setup Wizard will be displayed.
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i3 BookingPro - [= ]

Welcome to the BookingPro Setup Wizard A

The installer will quide vou through the steps required ta install BookingPro on pour computer,

WaARMING: This computer program is protected by copyright law and international treaties.
IUnautharized duplication or distribution of thiz program, or any portion of it, may result in severe civil
or criminal penalties, and will be prozecuted to the maxrimum extent possible under the law.

° Click on Next.
. Select the required installation path.

i BookingPro - | o

Select Installation Folder LA

The inztaller will install BookingPrao to the following folder.

Toingtall in this folder, click "Mest". Toinstall to a different folder, enter it below or click "Browse'.

Falder:

C:AProgram Files (2865 T ucaziBookingProh | Browse. .. |

| DiskCost. |

Inztall BookingPro for yourself, or for anywone who uzes this computer:

(®) Everpone

) Just me

Cancel | | ¢ Back | | M et >
° Click on Next.
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Confirm Installation

The inztaller iz ready tao install BookingPro on your computer,

Click "Mext' to start the installation.

Cahicel | | ¢ Back | | M eut >

° Click on Next.

Installing BookingPro %

BookingPro iz being installed.

Flease wait...

Cancel | | < Back | | Mext >

° Click on Next.
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Installation Complete

BookingPro haz been successfully installed.

Click "Cloze" to exit.

Fleaze uge Windows Update to check for any ctical updates to the MET Framework,

Cancel

°
Components to be installed
Confirm components
The following components will be installed on thiz PC.
Inztall Optionz Progress
Microsoft SOL Server Express.. ANSTAMCEDIR="C:\Program Filez. . Inztalled successfully
BookingPro Inztalled succeszsfully
Installation completed successhully.
. If the above is still dis

° Open BookingPro. A shortcut sho
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as! End User Licence Agreement - BookingPro from Tucasi Limited \;‘i-

EMD-USER LICEMCE AGREEMEMT FOR TUCASI LIMITED SOFTWARE -

IMPORTANT-PLEASE READ CAREFULLY:

This End-User Licence Agreerment ("EULA") is a legal agreement between yvou (either an individual
or a single entity) and Tucasi Limited ("TUCASI") for the software that accormpanies this EULA, YOU
AGREE TO BE BOUND BY THE TERMS OF THIS EULA BY INSTALLING, COPYING, OR USING THE
SOFTWARE, IF YOU OO NOT AGREE, OO NOT INSTALL, COPY, OR USE THE SOFTWARE; YOU MAY
RETURM IT TO YOUR PLACE OF PURCHASE FOR A& FULL REFUMD, IF APPLICABLE.

1. GRANT OF LICENCE,

TUCASI grants you the following rights provided that you comply with all terms and conditions of
this EULA:

1.1 Installation and use,

“ou may install and use a copy of the Software on one personal computer;

1.2 Alternative Rights for Storage/Metwark Use,

As an alternative to Section 1.1{a}), you may install a copy of the Software on a network storage
dewvice, such as a server computer, and allow one access device, such as a personal computer, to
access and use that licensed copy of the Software over a private networl, vou must obtain a

licence to the Software for each additional device that accesses and uses the Software installed on
the network storage device, except as permitted by Section 1.4 of this EULA. A

Arccept | Decline L

2

Click on Accept.

BookingPro *

':e] Would you like to check if there are any updates available to download?

Click on No when it asks you if you want to check for any updates.

The Database Settings Wizard will now open.

Database Settings Wizard .

Database Settings Wizard

Introduction

Thiz wizard iz used to create a new databaze ar to change pour current databaze
zettings.

If thig iz the first time you have uzed BookingPro then please press the "Help"
button to find out how to get started with BookingPro.

Presz Mest' to chooze your databaze settings.

Help Cancel Tt
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° Click on Next.

1. You are currently uzing the following databasze:

Server: <Maones

Databaze:  <Morne:

2. what would you like to do®?

¥ Create a new database

" Use an existing databaze

Click Mext' to enter infarmation required for the selected action.

Help | Cancel Back

Mext

Finizh

° Select C'I;eate a new database.

. Click on Next.

1. which SOL Server would you like to uze for this database? |[Iu:u:a|]'xTuu:a$i

[e.g. servernamehtucasi)

2. Pleaze specify an account with Create Databasze privileges on this server.

* Application Default
7 windows Authentication

™ S0L Server Authentication U zernarme: I

Pazzword: |

3. What do you want to call your new SOL Server databaze? |B|:|c|kingF'n:|

Click 'Mext' to create the new databaze

Help | Cancel

. Select Application Default.

. Click on Next.
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1. Pleaze zpecify a User and Password to use when zigning on to BookingPro.

I zernarne: |administrat0r

Fazzword: I*x*xm

Confirm Pazsward: Ixxxxxxx

2. Pleaze enter the name of your Organization.

Organization: ITucasi Ltd

Press 'Mest' to create the database.

Help |

o Set a username and password. Also enter your organisation name.

. Click on Next.

izard

1. Wwhich server would you like to use? |[|DC~3|]"-T ucas|
[e.0. servernamehtucasi)
2. Pleaze zelect how pou would like to connect to the databaze’?
%" Application Default
 Windows Authentication

{7 SOL Server Authentication | sername: Isa

Pazzward:

Ixxxxxxxxmcxxxxxxx

3. which databaze would you lke to uze? IBDDkiﬂQPTD LI

Click Finigh' to zave the new databaze zettings.

Help | Cancel | Back
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° Click on Finish.
° You will be asked to save the new settings, click on Yes.

° BookingPro will now be installed on the server.

You now need to go back to the following sections —

e Please refer to section 3.3, Configuring BookingPro on client PCs.

e Please refer to section 4, Setting up BookingPro.

9. Support

You may need to contact your IT support organisation for assistance if you encounter any system-
related problems, for example with your network or with access rights, or if you are unsure about
your network configuration.

If you have any other queries when installing the BookingPro software please contact:
Tucasi Customer Support

Email: support@tucasi.com

® 02380016 564

10. Troubleshooting

How can | stop Windows displaying an "Open File - Security Warning" stating that the "Publisher
could not be verified"?

To prevent this message being displayed every time you run BookingPro open Internet Options.in
the Control Panel, select the Security tab, Local Intranet and click Sites followed by Advanced. You
can then add the URL of the server you are using for the BookingPro application software (e.g.
\\MyServer).
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