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RMS Report Writer

This is a new and powerful feature which allows you to construct an unlimited number of custom reports.  It is designed to work in a wide variety of applications to provide information about your clients and your property.

Choose the RW button on the top tool bar from the Main Menu of RMS.
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Step 1:  Establish the template search criteria by selecting fields which will provide a those records from your database you are interested in. (template tab)

Step 2:  Save your template for repeated use (It will be located in the template selection tab)

Step 3:  Run your search to list the records you are seeking (Select show matches and go to Show matches tab)

Step 4: 
Present your report in a variety of ways: 

1. Establishing the template
The template allows you to select criteria which will identify those records from your data which you wish to report on.

Commence with the widest ranging criteria and narrow the search down by selecting subsequent filters which will result in only those records you are interested in appearing when Show matches is activated.  

E.g.:  To find which of your current customers in Queen Rooms are from Victoria, the following statements will be required:

Include Status from reservation details if status is arrived
Only include Category from Reservation Details if Category is Queen

Only include Postcode from Guest details if Postcode is 3000 to 3999  
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The fields you can select from are shown once the ‘from’ area (Guest or Reservation or Dwelling details) has been selected.  The criteria which are for each field can be selected at the right.
You may add or remove statements until you are satisfied with your search criteria.

Then select Show Matches.

Some hints about Search criteria:
1. Keep it as simple as you can

2. Do not think about how you want the data displayed – that comes later

3. Keep search criteria to a minimum  eg If you want to send an email to all last year’s customers, simply run a search for reservations which had an arrival date between 1 Jan and 30 Dec 2005.

The email address and people’s names are added at the export wizard and are not needed for the search.

2. Show Matches

The records in your data which match your search criteria will be listed at the Show Matches screen. This completes the search phase.

3. Present Results

The results of the search can be presented in a number of ways.. 
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Print Matches – Prints the list of matched records. There are no edit or format options here, just a listing of name address and phone numbers.
Tag – assigns an identifier to each record to enable retrieval of these records in the future

Labels – create an address label for these records

Form Letter – print or email a selected form letter to each of these records.

Export – Use the Export wizard to present these records in a selected format, including which fields in each record you wish to display.

The Export function is explained below, the other ways of presenting the results of your search are self contained, please follow the prompts or contact our help desk for any clarification required. 
Export template

This is the stage where you decide how you want your report to look, what it will contain and its format.  RMS provides the data and exports it to a format where presentation and sorting can be completed.

You may save your templates for use with search reports.  Saved export templates are displayed when you open the export function. 
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Or select New to add a new template.
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Most data is contained in the Guest and Res tables of the database.

It is here that you select the fields you wish to display.  Using the previous example of an email to all last year’s customers:

Select Email, Surname and Given Name from the Guest table – they will be added to the yellow field table - give this template a name for future use.

E.g.
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Select Save and Export 
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Select the format for the report and the field you wish to sort the report by.

In this example the report will appear in Excel format and be sorted by Surname.

It will be converted to that format and will appear on your screen.  Any additional editing, sorting or formatting can then be done in Excel or Word.
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