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Logging on to the system

After launching the program from the desktop, enter a valid User ID and Password at the
security screen. A valid User ID and password can be obtained from the Systems

Administrator at your property.

'@3 PackGuard Guest Package System
Guest Package System

User ID
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7
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Zopyright 2001- 2007 15D Inc

Press ENTER or click the OK button.



Main Menu

¥ PackGuard Guest Package System - Version 8.0  User: Demo P... @

x|

@ Quick
Search

Incoming Packages

@ Maintenance Menu

Setup Information

\\\ ,f"'/ Users
.'r'f \‘\.. Carriers
Maintenance Charge Types
Rate Tables

| Locations
| Package Size
5 Accounts

Exit Archive

The Main Menu displays your company name and various icons that enable different
functions and modules. Those modules are listed below:

Quick Search

Quickly find packages in the repository
database by querying for company name
or recipient name.

Incoming Packages

Enter new arrivals in the database,
modify information on existing packages
or release packages for delivery.

Reports

Select from a variety of predetermined
reports including inventory, arrivals and
billing reports.

Maintenance

Create and modify parameters for various
tables, rates and user security.

Billing

Allows creation of invoices for direct
billing.

Outgoing Packages

Maintain a record of all packages sent
from the property on behalf of guests.

Exit

Quit the Guest Package System.




Setup

Company Information

After clicking on Maintenance, click Setup Information on the right side of the screen.
Enter the company name, address, city, state and zip code. Select a BMP file for your
company logo. This logo will display on all reports.

Change the beginning invoice number. This is the invoice number that will be assigned
the next time you bill or invoice a package. You should change this number only when
starting the setup. Changing this number after invoices have been created can cause
discrepancies in duplicate invoice numbers.

Click the Enable Outlook Integration checkbox to send an email notification via Microsoft
Outlook. | a label printer is attached to the network, you may enable the Label Printer
Integration option. Scale Integration will allow you to connect a serial or USB digital scale
to record the package weight (Under Development).

If your property charges tax on package handling, select the Tax option and enter the
corresponding tax rate. The Federal Express and United Parcel Service account
numbers are optional and will be used in conjunction with the PackGuard Outgoing
Module.

Click the SAVE button when done.

Users

Click USERS on the left side of the screen to configure new users and determine their
security rights.

The FIND USER box will allow you to easily go to a particular existing user when the list
flows beyond sight.

Click the ADD button to create a new user.
Enter a User ID. This can be between one and ten characters. It should be kept
short for convenience.
Enter a password for this user. The password is also between one and ten
characters in length. When you save this user’s data, the password will be
hidden, even from system administrators. If a user forgets their password, the
system administrator must come here to enter a new password.
Type the user’s full name.

There are four categories for permissions as follows:

1. Packages:
a. From the drop down list, select NONE, MODIFY or ALL.
None will prevent the user from adding, modifying or viewing any package
record information.
Modify will allow the user to add and modify packages, including delivering
packages.
All is the same as Modify, with the addition of allowing to Return to Sender
and Void packages.

2. Maintenance:



a. From the drop down list, select NONE or MODIFY. If modify is selected,
you may additionally narrow down the ability to modify Setup, Users,
Carriers, Charge Types and Rate Tables. Click the desired sub-category

Reports:

a. From the drop down list select NONE or MODIFY.

None will prevent the user from accessing any reports.

Modify will allow the user to print any report available on the Reports menu.

Billing:

a. From the drop down list select NONE or MODIFY.

None will prevent the user from accessing the Billing and Invoicing module.

If modify is selected, you may additionally narrow down the user’s ability to

invoice as follows:

Invoicing - Allows user to create invoices

Reprint Invoice — Allows user to reprint an invoice already in the system.

UnBill Invoice — Allows user to ‘void’ and invoice.



Incoming Packages

Packages typically arrive at the property and are received by the Shipping & Receiving
department. After packages are accepted from the carrier, enter package information into
the Guest Package System. Click the Add Arrival button to begin adding packages to the
system.

Add Single Package

Click Add Arrival to create a new package.
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Add Arrival

Package Information

Type or scan (using the optional barcode scanner) the package Tracking Number from
the package label. Depending on the format, PackGuard can

¥ Incoming Packages determine who the carrier is. Otherwise, select the Carrier
L I from the carrier list. Carriers are created and updated by the
Package System Administrator using the Carriers option from the
Tracking# | 1205304502534 Maintenance menu. Examples of Carriers are UPS, FedEx and
Carrier United Parcel Servie DH L
Charge Type | Guest
Weight Select the Charge Type from the drop down menu. The
Total Phgs Charge type will determine the storage & handling fee based on
S the package weight or size. Charge types are created and
Location updated by the System Administrator using the Charge Type
Bin Tables option from the Maintenance menu. Examples of
Aarival Charge Types are Convention, Guest and In-house. If your
ot hoa property does not charge for storage and/or delivery, use the In-
House Charge Type or create your own charge type to charge
pebvemn L $0.00 for packages.
sy |
Delvd Location Enter the package Weight. The weight, in conjunction with the
B2 Charge Type will determine the storage and handling fee. See
fad Arival Edit Rate Tables for more information. If you are creating only one

record for a group of packages (i.e. one tracking number for
multiple packages), enter the weight of all packages combined in this field.

Enter the number of packages (Total Pkgs.) for this tracking number. When a group of
packages arrive for a single recipient and only one tracking number exists, enter one
tracking number and the total number of packages. For Example, if three packages
arrive with tracking number 12123456, enter 3 in the Total Pkgs. field.

Select the package Size from the drop down menu. This is used to
help the deliverer of the package determine if a hand truck will be
needed, efc.




Select the Location where the package will be stored from the drop down menu. This
will facilitate locating the package. In some situations, packages may be stored in
different locations. Examples: Cage, Bell Stand, Back Room, etc. Package Locations
can be added to the drop down list by the System Administrator, using the Maintenance
menu.

Enter a Bin number if applicable. This will further detail the location of the package for
easier access and retrieval.

_ Today's date will default as the Arrival date. You may
| nAugust2001 +|| change the Arrival Date by typing the correct date
(mm/dd/yy) or select the correct date from the calendar drop
25 w0 1 1 2 3 4| down.
8 B 7 8 9 10 M
@D 13 14 15 16 17 18 Typically, packages are entered into the Guest Package
122 ;S 313 i; ;3 ;f 215 System the same day they arrive. In some cases, packages
-z 4 & 5 71 =| maybe physically accepted by the property on one day and
€ ) Today: 812101 entered into the Guest Package System the following day. In
this situation, change the default date to the actual arrival

date.

The package Status will default to Hold. This indicates that the package has been
accepted by the property and is awaiting delivery. A user cannot manually change the
status of a package; the system determines when the status changes.

Recipient Information
Type the recipient's company name. You may also

A | choose from the list of recipient company names existing
in the repository database. To do so, begin by clicking on
Company Hame . .
| | the drop down menu and typing the first few letters of the
First Hame Last llame company name.

Type the recipient's first name and last name.

[Accu-TECH \
Company Hame

Sender Information [poB | ElE |

3 First Mame Laszt Mame
Type the sender's Company Name, the sender's First Name cldress

al’]d La.St Name 123 MaAIN STREET

Ent;:r the sender's Address including the City, State and Zip CETEEE O BED
ode. Phone Fai

Type the sender's Phone, Fax and Mobile (cell) numbers if [esnsesaza] o) ]

available.

Type the sender's Email Address if available.

Type any remarks concerning this package in the Notes area.

Here you may note if a package arrived damaged or to

communicate any message to the person delivering the

package to the recipient.




Fees

Storage & Handling fees will be automatically Fees
calculated by the system. Enter any additional Delivery Charge
Delivery Charge and/or Surcharge fees if applicable. Storage & Handiing 5 150
These fees will be added to the Storage & Handling Sakes & Use Tax 3 005
fees previously calculated by the system. Remember ot lithes $ 6.55
that the Storage & Handling fees are calculated by Billing Options
looking up the values in the appropriate Charge Table. @& cop ) Room Charge
You can set up different charge tables with different (O Master Account

prices based on a weight range or package size.

Billing Options
Select the appropriate billing option. When credit card option is selected, the credit card
form appears to allow entry of card type, card number, card holder name and company

and expiration date. Billing Options
. & CoD & Room Charge
When Room Charge is selected, a textbox _
 Credit Card " Master Account
appears to enter the room number. A room
number must be entered before saving the A=
. g Room Murmber l:l =
package. Call

Irie 1185

. Date 12072001
If Master Account is selected, the accounts

window appears displaying all accounts existing in the system (see Master Account
Entry). If the account is not listed, it can immediately be added to the Master Account file
or it can be added by the System Administrator via the Maintenance menu.

Click the SAVE button when done.
W | S

Ediit Save DEliver:

9]

=

Bt nuches:

+
L] Lrtival

Cancel

Bill Now Option

The BILL NOW window will appear after saving the package marked as Room Charge,
Master Account or Credit Card in the Billing Options. This will

, give the opportunity to mark the package as billed and produce an
! @ Bill Naw? invoice immediately to be submitted to the Front Office for posting.

The BILL NOW option only appears if the package BILLING
OPTION was marked for ROOM CHARGE, MASTER ACCOUNT
or CREDIT CARD.




Credit Card Entry

When Credit Card Billing Option is selected, the Credit Card Information screen appears.

18| Billing Enter the credit card type (AMEX, MC, VISA)
- from the drop down menu. Enter the card holder
CoD " Room Charge . .
S e @ e name, card number and expiration date and

company name if applicable. The Guest
Package System has a database of each credit

| card type, so the credit card number format must
Card Halder [ ACIK SMITH be correct.
Card # |2554665545213 Exp |12E|3

BGRIBSAAN] -2C CORPORATION Click the SAVE button when finished.

=

Card Type Armerican

Master Account Entry

When Master Account billing option is selected, the Accounts window displays, listing all
the current accounts in the system. You

may search by account name or account CARLl =SB
1 1 Account Name earc

number, or you may scroll down to fmq the  heomtter | “l

account. Highlight the account and click the — T F

Select Account button. e G SAR393

Larson Technologies LARS44
Lackheed Corporation LHC933
TestAccount TST999

If the Master Account you desire does not
exist in the Account file, click the Add button
on the bottom of the screen. This will
navigate to the Master Account Maintenance | o] o+ |
Screen. See Master Account Maintenance
for more information.

Add Multi-Package

When receiving multiple packages (where each package has a different tracking number)
for a recipient, follow the instructions to Add Single Package until you enter the Total
Pkgs. Enter the total number of packages for this recipient. For example, if the recipient
is receiving 3 packages (each with a different tracking number), enter 3 in the Total Pkgs.
field.

Continue with the steps explained in Add

@ Multi-Package Lot - Enter Next Tracking™? Single Package. After saving the record, a
window requesting to add multiple tracking
numbers will appear.




Click YES to enter multiple tracking numbers. When the Multiple Package screen
appears, enter the tracking number, weight and size for the next package.

Continue until all packages for this - -y

recipient have been completed. racage [N o [N
The system will create additional WERTE |

records with the same information weight | o
for each package except for the sze | [
tracking number, weight and size of =

subsequent packages. ge Cancel

Find A Package

Move from one package to another using the direction keys on the upper left portion of the
screen. The first button moves to the first record in the database. The second button
moves to the previous record. The third button moves to the next record and the last

button moves to the last record in the database.
M| «] » | m|

There are other ways to find a package that has been entered in the system. The easiest
way is to use the Quick Search feature. Another way to search for a package is via the
Incoming Package screen using the Versatile Query Technology features.

Versatile Query Technology

¥ Incoming Packages @
Package [ Sender
Tracking # [1s0 | [CITY FORD CORFORATION |
B Company Mame Company Name

[Jonn |EX [mary || oLsen

TR First Name Last Mame First Name Last Name

On this screen there are some fields colored in green. These are fields with Versatile
Query Technology enabled. Click on these fields to search by the description. For
example, if you click on the Last Name description, the Guest Information screen will
appear where you can enter the Last Name of the recipient. A list of all packages
matching the criteria will appear in the grid. Double-click the record or highlight the record
then click on the Go To Record button to return to the Incoming Package screen. The
same can be done with the Company Name fields and the Tracking # field.

10



Quick Search

Quick
Search

Click the Quick Search button to access the search screen.

#=f Package Search
(5 Reciplent Company (T} sender Company () vola [ Location
) Reciplent Last Nama () santer Lest Name ) Deitverea [ Hathio
) Tracaing & O
Oan
# " D —| oavsmo0s D
= Fima
Lzzt Name First Wame CompaTy SEUE Fecehed Delvered | Tot Pig!  Location Tackng ¥ |||

[a|
Package Print

The Quick Search screen allows the user to search for a package by Recipient Company
Name, Recipient Last Name, Tracking Number, Sender’'s Company Name or Sender’s
Last Name. The search screen defaults to search by company name. Type the
company name in the search box and click the FIND button.

In addition, you can narrow your search by selecting a status: HOLD, DELIVERED,
SHIPPED (if applicable) or ALL. The default is HOLD. To search for packages stored in
a specific Location, click the Location checkbox and select from the Location drop down
list. To narrow your search by date, enter a beginning and ending date range.

For bell stand or concierge usage, selecting the NOT NOTIFIED checkbox will display
those packages where the guest has not been notified of their arrival. It is good practice
to have the Concierge or Bell Stand ensure that guests have been notified that their
packages have arrived and waiting for them to be picked up or delivered. See Notify
Report for more details.

After the Search button has been clicked, a list of packages will appear matching the
criteria entered. Select the package by double clicking on the desired record or
highlighting the record and then click the PACKAGE button.

TIP: You can list all packages in the database by leaving the search box empty and

clicking on the search button. Once the list appears in the search grid, you may sort by
any of the column headings.

11



Editing A Package
After finding the package, begin to modify the information by clicking on the EDIT button

on the Incoming Package screen. B
‘ Edit ‘

While editing packages, make changes to any fields as required. For example, you may
have received additional information about the package such as the sender’s address.
Another example would be that you have found that the package was damaged when it
arrived and so you want to make a note of it. Enter this information in the NOTES area.

But, more likely, you will want to do one of the following:

Notify

Notify the guest and mark the package as notified. In most situations, the Concierge or
Bell staff will print a Notify Report showing all packages in Pack and Hold, waiting for the
guest to be called. Using this report, the Bell Stand will call the guest room and notify
them their package is waiting for them and available to be picked up or delivered. Once
the user has notified the guest, the NOTIFY button on the Incoming Package screen will
change the status to NOTIFIED.

Deliver Package

When it's time to deliver the package because the guest is there to accept delivery or
k};f’a, when you will be delivering it to a location, find the package and click
. the DELIVER button.

Deliver

A confirmation will appear to ensure this is what you really want to do. Then a
confirmation to print the delivery voucher

will appear. This voucher will be
@ Frint Youcher? presented to the guest for them to Slgn, @ Deliver This Package?
ver T 7 and filed for future reference. vee [ -

12



Maintenance

Click the Maintenance button from the Main Menu for the Maintenance Menu to appear
on the right side of the Main Menu screen.

Setup Information allows the System Administrator to enter the

Maintenance Menu . . .
company name and address information to be used in reports.

Setup Information . L
P From the Users maintenance screen, the System Administrator

can add, modify and delete users to the system and assign
security levels.

Users
Carriers
Charge Types
Rate Tables

Locations

The System Administrator can add new carriers to the database.
These carriers appear on the CARRIERS drop down menu when

Package Size entering new packages.

Accounts

Archive The Charge Types menu allows the System Administrator to add

or modify Charge Types to the Guest Package System. Different charge types allow the
property to charge different storage fees for different situations.

Rate Tables can be created and maintained by the System Administrator. A rate table is
assigned to a charge type and is built by entering minimum and maximum weight
specifications

The Locations menu option allows the System Administrator to add new storage locations
to the Location drop down menu on the Incoming Package screen.

The Accounts Menu allows the System Administrator to add or modify Master Account
information. These accounts are used when selecting the Master Account Billing Option.
By maintaining a master account file in PackGuard, you can produce a Master Account
Report that lists only those package transactions that were billed to the account. This file
is also used when the account has made arrangements with the property to allow for a
LoLimit weight where the group (account) will not be charged for the initial specified
amount.

The Archive option lets you save database package records based on arrival dates to a
different location for safe keeping. This option also allows you to retrieve archived
records or delete them permanently.

Setup Information

Setup Information contains the company's name and address. This information will be
displayed on some screens and all reports. An option is available to insert the company
logo file. This file must be a bitmap image (.BMP). To insert the logo, click on the LOGO
button then select the file from the list displayed. If applicable, enter your company’s
Federal Express account number and UPS account number. You may also modify the
last invoice number here. Click the Save button when finished.

Users

Add new users or modify user information by clicking on the Users option on the
Maintenance screen. Use the search box to find a particular user or select the user from
the grid on the right side of the User Security window.

Once selected, the user information will display. Notice the password is encrypted. Only
the user and the System Administrator will know the password.
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Below the user name is the security
section. Each module has its own
security levels. Thus, a user may
have access to adding packages but
not to the billing module. Furthermore,
Maintenance and Billing have detailed
security.

The Incoming Package module has
the following security levels:

NONE
MODIFY
ALL - Allows void function

Click on the SAVE button after
configuring each user.

Carriers

User Maintenance Table

|

Find User.

User ID DEMO

User Name —

Password

Mame Dema

DEMO
S8
TEST

‘ Permissions

Packages ALL El I

Maintenance | | Modify El ¥ Setup :
¥ Users I
¥ Carriers I
¥ Charge Types || ||
v Rates L
¥ Accounts L

Reports Modify E

Billing Modify El ¥ Invoicing

¥ Reprint Invaice

I UnBill Invaice

s|e|a|x]|-]s]

LI

Add new carriers or modify existing carrier names using this option. The carriers created
here will appear in the carrier drop down list when entering or editing arrivals.

=% Carrier Maintenance Table

[ &

=]

Caompany Company

Ajrborne Express Airborne Express

DHL
Federal Express

US Postal Service

Consolidated Freight

Rapid Parcel Service
United Parcel Service

*|v|alx]|-|a]

il

Charge Types

The System Administrator can create as

many charge types as needed. Each

charge type will be linked to its own rate
table, thus enabling the flexibility to
charge different rates to different groups.

To create a new charge type, click the

ADD button and type a description. Then

select the calculation type (Calc Type):
The Calc Type can be Interval, Multiplier
or Unit.

Click on the appropriate
button to add a new carrier
and enter the company
name, edit and existing
carrier name, save or delete
a carrier.

Click on the Print button to
list all carrier names in the
system.

H Charge Type Maintenance Table |_ (O] x|
7 petive | @Ql
Effective
Description Calc Type Minimum
|ouest | wuttiplier j| 50.00
Ciescription |CaIcType |EffMin -
|| Convention Interval
_;Guest Multiplier 50.00
| |In-House Interval
L -
+|!§?:7| xlnlélﬂ*
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Interval Charge Type

Selecting Interval as the Calc Type will calculate the package fees based on a weight
range. A determined amount will be charged for a certain weight range. This determined
amount is specified in the corresponding rate table. For example, the Convention Charge
Type is attached to a rate table with the following intervals:

1) If the package weighs between 0 and .99 pounds, the amount charged is .50.
2) If the package weighs between 1 and 1.99 pounds, the amount charged is 1.00.
3) If the package weighs between 2 and 2.99 pounds, the amount charged is 1.50.
4) Etc.

With this methodology, one can determine a set price for a weight range.

Multiplier Charge Type

Selecting Multiplier as the Calc Type will calculate the package fees by multiplying the
package weight by the multiplier amount specified in the corresponding rate table. For
example, the Guest Charge Type is attached to a rate table with the following entries:
1) If the package weighs between 0 and 9999.99 pounds, the amount charge is the
package weight multiplied by the specified amount (.25 in our example).

Hence, a package weighing 9 pounds will calculate a fee of $2.25

Once a charge type is created, the rate table can be built. After saving the Charge Type,
the Rate Table screen will appear. Select the Charge Type you just created and click the
ADD button to begin entering the amounts for each weight range. See Rate Tables.

Unit Charge Type

Select Unit charge type if you will be charging per box, regardless of weight. You can
create three rate tables with Unit Charge Types:

Small Box = $1.00 Medium Box = $3.00 Large Box = $5.00

Effective Minimum

This field establishes the starting point to begin charges. You can set the charge type to
not calculate fees unless the package weight is equal to or greater than the Effective
Minimum. [Effective Minimum is valid only when the Calc Type = Multiplier.]

Rate Tables
F Rates [_ O]
A rate table must be created for each Select Charae Tone .
. ale Type
Charge Type. To create a rate table, click Corvertio lfinterval =]
the Add button. Enter the low weight
H H H Min (R Amaount -
(Min) and high weight (Max) range. Then — — —
enter the amount to be charged for that I s 050
weight range. BT BT 50
4.00 4.99 2.00
. 5.00 599 250
If the Rate Table’s Calc Type is Interval, 5.0 599 300
. . 700 799 3.50
the amount in the amount column is a set = T YT
9.00 59.99 4.50
number. 10.00 10.99 500
11.00 11.99 5.50
12,00 1299 .00
13.00 1399 B.50
14.00 1499 7.00 (

15.00 1599 7.50
1 e o c.:l;l
¥

o] wlx|cls|




If the Rate Table’'s Calc Type is Multiplier, the amount in the amount column is multiplied
by the package weight.

Ranges can be created for flexibility in charge amounts. For example, you may want to
charge .25 per pound on packages weighing between 0 and 49 pounds, but charge .50
per pound on packages weighing between 50 and 200 pounds.

Accounts Tables

% Add/Modify Account File |_ (O] =]

@ Account Name
" Account Number

Search

N

Account Mame

Account #

[=

ABC Corporstion
Test Account

ABCHIS
TST998

AccountMame | ABC Corporation

Account Mumber| ABCH53
Free Pounds

0.oo

Billing Type ID\rectEllII ‘I

Billing Address

City

H

State Zip Code

-

-

lolel=[-|a]

‘|

and phone numbers if available.

An accounts table is maintained to facilitate
direct billing. Creating records for each master
account will also give flexibility to reports by
giving the ability to group all like accounts. To
create an account, select ACCOUNTS from
the Maintenance Menu. Click the Add button
(plus sign) and enter the account’s name.
Enter the account number assigned by the

property.

Select the appropriate billing type from the
drop down. The hilling type choices are COD,
credit card, room charge and direct bill.

Enter the amount of free pounds before
charging in the Free Pounds field.

Enter the billing address, city, state and zip
code. You may also enter any contact names
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Billing Module

The optional Billing Module allows the user to create invoices, void
Billing Menu existing invoices, reprint invoices, print Billed Report, print Unbilled
Report and print a Master Account Report.
Invoicing
Vaid Invoice Billed Reports can be produced for a specified period of time,
Reprint Invoice thereby using it as a verification that charges were posted to a guest

Billed Report room or master account.

UnBlled Repor The Unbilled report will indicate any packages that may need to be

Voided Imoice Report | hyjjjadf (posted) before a group or guest departs.

Account Billing Report

Invoicing

The billing screen is divided into three parts. The top part contains the parameters used
for searching specific packages. You can search by Recipient Company Name, Group#
or Room#, or by Recipient Last Name.

You can further detail your search and find only those packages that arrived within a
specific date range.

oA Fom [ ¢+ |4 M L= 1
(™ Ren #1 Master fect UES‘S
Ta - hi
(" Last Mame 1NMAInna |:| Search D chipped Only
Billed
ok # Compary Wame Sume | Receled | Delkred [Room /G | Phg# Trackig # amout
N
Un-Billed
[ Compary HName Stats | Recsbed | Delered | Room /G | Phg# Tracking # Amonnt

| e [T

After clicking on the SEARCH button, all records that match the criteria will display in
either the middle of the screen (Billed) or the bottom of the screen (Un-Billed). Any
package that has not been bhilled will display on the bottom portion of this screen.

Select the packages to bill by clicking the box to the left of the package information.
Once clicked, the box will be filled with a checkmark, indicating it is ready to be added to
a new invoice. The option of selecting all the Unbilled packages is available by clicking
the BILL ALL button above the checkboxes.
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When done selecting packages to be billed, click the CREATE INVOICE button at the
bottom of the screen. The hilling option screen will appear. Accept the current billing
option or modify it by selecting the correct billing option. After selecting the billing option,
a message will appear asking to create the invoice.

NOTE: The Shipped Only checkbox (and UPS® trademark) appear only if the optional
Outgoing Module is installed. Outgoing packages must be invoiced seperately from
incoming package.

Un-Bill Invoice

To void an invoice that has been billed by mistake, enter the invoice number in the field
and press the Enter key (or Tab key). If the invoice exists, is will appear in the grid

%) UnBill Invoice C[OIx] below. Click the VOID
INVOICE button to un-bill
e ’ Billed Packages the paCkageS' The
Inv # Company Matne Status Received Delivered  |RoomiGrp # | Tot Pka Tracking # Amourt — invoice haS nOW been

voided and the packages
pertaining to that invoice
are marked as unbilled,
allowing you to bill the
packages correctly. Click
o the Close button to exit

Ll il this screen.

Reprint Invoice

To reprint an invoice, enter the invoice number and press ENTER (or click the search
button). The invoice will preview, giving you the option to send it to the printer.
Optionally, you may search for an invoice by Company Name, Recipient Name or
Tracking Number. Enter the search criteria in the textbox and click the SEARCH button.
All packages that match the search criteria will appear in the grid below. Double click the
desired package or highlight the package and click the REPRINT INVOICE button to
preview the invoice.

TIP: You can also reprint an invoice from the Incoming Package screen by double
clicking the Invoice Number displayed on the screen.

il =% Invoice Search - Reprint Invoice

2 Recipient Company
) Recipient Last Hame
C Tracking #

® Invoice #

Tot Phg| Reom/GrpH Tracking # -

& | w|
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Billed Report

The Billed Report screen requests the date range of packages when they were billed.
You have the option to send the report to the SCREEN, directly to the PRINTER or to a
Microsoft Excel file. If Excel is selected, you can specify the name of the file and the

location where it is to be saved.

=

[_[O] ]

B Eued’ Fram Ih 113r2001 To IHHS!ZDM

Send Output To

« Screen
 Printer
 Excel

[ ]
v |

Un-Billed Report

The Un-Billed Report screen requests the date range of packages when they arrived. You have the option to
send the report to the SCREEN, directly to the PRINTER or to a Microsoft Excel file. If Excel is selected, you
can specify the name of the file and the location where it is to be saved

Account Billing Report

The Account Billing Report allows you to
print all packages for a specific Master
Account on file. Click the Account Billing
Report option the select the account from
the list.

You can refine your report by selecting
only those packages that have been
Billed, those packages that are UnBilled,
or select all package (Billed and
UnBilled) as well as selecting specific
date range. Then send the report to the
screen, the printer or to an Excel file.

The format of the Account Billing Report is
the same as the Billed Report.

% Account Billing 5election [_ O] ]
& Account Name Search
©* Account Number | h |
Harne [Accaunt # [=
ABC Corparation mMAS222

7.

Fruml if

@ giled ¢ UnBilled ¢ ALL
To |ns:13r2002 ‘

Send Output To
¥ Sereen

© Printer

" Excel
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Outgoing Module

The optional Outgoing Module is used to record packages the propery has delivered on
behalf of guests. There are several aspects to the Outgoing Module:

e Allows the GPS user to launch the UPS WorldShip On-Line® program from the
GPS Main Menu.

e Integration with UPS WorldShip On-Line® program. After the property installs the
UPS WorldShip On-Line® program on the network, and configures the UPS
program to perform an ‘Automatic Export During End-of-Day’, the Guest Package
System will process those UPS packages the GPS database.

o Allows the GPS user to manually enter packages sent via other carriers such as
Federal Express, Airborne, etc.

When the optional Outgoing Module is installed the outgoing icon =" s visible on the
screen. Click this button access the Outgoing Package Screen. This screen is very
similar to the Incoming Package Screen and operates in the same manner.

¥ Qutgoing Packages

[ Sender
Carier ASSOCIATED GLOBE [1s0 [cocacoLa ine.

Tracking # 654453 03F SDF215 (Hemmpemy [{eme Campany Hame

| | [poB | LT
Ch: T
ange Type CONWVENTIONS First Mama Last Harne First Name Last Mame

Weight 16.00 Address

Fees 123 MAIN STREET

Shipping Charga
Handling Fes | § 400 | L0§ AMGELES | [so10z

Total Plegs

Size

Lacation l:l Total Charges 4% 4.00 ,_ - |F(ax) 3

Bin

Billing Options
0942003 " cop {* Room Charge

Shipped " Credit Card " hiaster Aocount

b
Add Shipped

Outgoing Packages

Packages that are sent out via UPS or other carriers must be processed according to that
carrier's procedures, then entered into the Guest Package System via this screen. (UPS
packages can be processed automatically via the UPS WorldShip On-Line® program.)
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Add Single Package
Click Add Shipped to create a new package.

i
Add Shipped

Package Information

_ Select the Carrier from the carrier list. Carriers are
Larmier [#ssociaren 6108 - || croated and updated by the System Administrator
Tracking #  [ssa46303F50F215 || ysing the Carriers option from the Maintenance menu.
Charge Type | CONVENTIONS | | Examples of Carriers are UPS, FedEx and DHL.
e Type or scan (using the optional barcode scanner)
Tetal Plgs EI ;[hg pl)ackage Tracking Number from the package

abel.
Losation Select the Charge Type from the drop down menu.
I:I The Charge type will determine the storage &
Bin |:| handling fee based on the package weight or size.
_ Charge types are created and updated by the
Shipped System Administrator using the Charge Type Tables
_— Shipped option from the Maintenance menu.

Enter the package Weight. The weight, in
conjunction with the Charge Type will determine the storage and handling fee. See Rate
Tables for more information. If you are creating only one record for a group of packages
(i.e. one tracking number for multiple packages), enter the weight of all packages
combined in this field.

Enter the number of packages (Total Pkgs.) for this tracking number. When a group of
packages arrive for a single recipient and only one tracking number exists, enter one
tracking number and the total number of packages. For Example, if three packages
arrive with tracking number 12123456, enter 3 in the Total Pkgs. field.

Select the package Size from the drop down menu. This is used to
help the deliverer of the package determine if a hand truck will be
needed, efc.

_ Today's date will default as the

1 August 2001 +|| Shipped date. You may change the
Shipped Date by typing the correct
5 a0 1 1 2 3 4| date (mm/dd/yy) or select the correct

5 & 7 8 9 10 11| date from the calendar drop down.
3y 12 14 15 16 1T 18

;_g i? 318 ig gg g;‘ 215 Typically, packages are entered into the Guest Package

- 2 4 5 5 7 =l| Systemthe same day they are shipped. In some cases,

I Today: 8112/01 packages may be physically shipped by the property on one
day and entered into the Guest Package System the

following day. In this situation, change the default date to the actual shipped date.
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The package Status will default to Shipped. A user cannot manually change the status
of a package; the system determines when the status changes.

Recipient Information

Recipient

=

Company Hame

Firzt Hame La=st Hame

Type the recipient's company name. You may
also choose from the list of recipient company
names existing in the repository database. To
do so, begin by clicking on the drop down menu
and typing the first few letters of the company
name.

Type the recipient's first name and last name.

| accu-TECH |
Sender Information Bl L L
Type the sender's Company Name, the sender's First Li;amame Hf::'::ame |
Name and Last Name. Acidress
Enter the sender's Address including the City, State 123 MAIN STREET
and Zip Code.
Type the sender's Phone, Fax and Mobile (cell) [MEW Y ORK | [11368 |
numbers if available. Phone Fa
Type the sender's Email Address if available. ety sssa212) o) - |
Type any remarks concerning this package in the pobile
Notes area.
F-hdail Adrress
N -
0
T
E
S L,

Fees
Handling fees will be automatically calculated Fees
by the system.

Shipping Charge | |
Enter any additional Shipping Charge and/or Handling Fes | § 400 |
Surcharge fees if applicable. These fees will
be added to the Handling Fees previously Tatzl Charges % 4.00

calculated by the system.
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Billing Options

Select the appropriate billing option. When credit card option is selected, the credit card

Billing Options form appears to allow entry of card type, card
 cob # Room Charge nunjbe_r, card holder name and company and
 Credit Card " haster Account explrat|on date.
Room MNumber [ | a=p When Room Charge is selected, a textbox appears
- i to enter the room number. A room number must be
it 11494

Date 12072001 entered before saving the package.
If Master Account is selected, the accounts window appears displaying all accounts
existing in the system (see Master Account Entry). If the account is not listed, it can
immediately be added to the Master Account file or it can be added by the System
Administrator via the Maintenance menu.

Click the SAVE button when done.

Bill Now Option

After saving the package, if Room Charge, Master Account or Credit Card has been
selected in the Billing Options, the BILL NOW window will appear. This will give the
opportunity to mark the package as billed and produce an

Billing invoice to be submitted to the Front Office for posting. The
1' @ il How? BILL NOW option only appears if the package BILLING
' OPTION was marked for ROOM CHARGE, MASTER

ACCOUNT or CREDIT CARD.

Credit Card Entry

|8l Billing
When Credit Card Billing Option is selected,
the Credit Card Information screen appears. e [ oo dhane
Enter the credit card type (AMEX, MC, " Creeiear Hasterfert

VISA) from the drop down menu. Enter the
card holder name, card number and Card Type

A i 3 American Express H
expiration date and company name if G Hotge [ acrc W

applicable. The Guest Package System cats  [sacessesnns & [f1200
has a database of each credit card type, so comany [#BC coRFORATION
the credit card number format must be

correct. -

Click the SAVE button when finished.
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Master Account Entry

When Master Account billing option is selected, the Accounts window displays, listing all
the current accounts in the system. You

may search by account name or account e ]
number, or you may scroll down to find the  necomimeer N
account. Highlight the account and click the — e T
Select Account button. ARG Coraoralion Ancoss

Larson Technologies LARG44
Lockheed Corporation LHC999
Test Account TST999

If the Master Account you desire does not
exist in the Account file, click the Add button
on the bottom of the screen. This will
navigate to the Master Account Maintenance Sp | o | |
Screen. See Master Account Maintenance
for more information.

Add Multi-Package

When receiving multiple packages (where each package has a different tracking number)
for a recipient, follow the instructions to Add Single Package until you enter the Total
Pkgs. Enter the total number of packages for this recipient. For example, if the recipient
is receiving 3 packages (each with a different tracking number), enter 3 in the Total Pkgs.
field.

Continue with the steps explained in Add

@ tulti-Package Lot - Enter Mest Trackingtt? Single Package. After saving the record, a
window requesting to add multiple tracking

numbers will appear.

Click YES to enter multiple tracking numbers. When the Multiple Package screen
appears, enter the tracking number, weight and size for the next package.

Continue until all packages for this recipient have been completed.

The system will create additional [ ||
records with the same information
Fackage I of I
for each package except for the : i ’ ’
tracking number, weight and size of mackng# |
subsequent packages. went | 0
Size | j
'S}
Save Cancel
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Reports

Click the Reports button from the Main Menu and the Reports Menu will appear on the
right side of the Main Menu screen.

The Pack and Hold Report prints a list of all packages being held

Reports Menu in the storage area, ready for delivery.
Pack and Hold The Arrivals Report prints all packages that were received by the
Arrivals Repart property within a specified date range.

Delivery Report . . .
The Delivery Report prints all packages that were delivered by the

Shipped R - o o
ipped Report property to the recipient within a specified date range.

Motify Report

Return to Sender The Shipped Report will be available only if the GPS Outgoing
Account Billing Report Module is installed. This report will print all packages that were
Delivery Attempt Report shipped out of the property via a third party carrier such as UPS or

User Logon Report FedEX..

The Notify Report prints all packages that are in Hold status and where the guest has not
been notified of its arrival.

The Return to Sender Report prints all packages that were have been mark and returned
to the sender.

The Arrivals Report, the Delivered Report and the Shipped Report have the option of

selecting a date range as well as giving the option of previewing the report on screen,
printing the report directly to the printer or sending the data to a Microsoft Excel®© file.
When sending to an Excel file, you may determine which folder to save it to, and what
filename to give.

Pack and Hold Report

The Pack and Hold Report will print all packages that are currently in HOLD status. The
report will show recipient information, sender information, package tracking number,
number of packages, weight, location of package, fees and arrival dates.

Arrivals Report

The Arrivals Report will prompt for a date range when the packages were received by the
property. It will also give the option of displaying the report on the screen, sending it to
the printer or saving it as an Excel file. If Excel is selected, you can specify the name of
the file and the location where it is to be saved. The report will show recipient
information, sender information, tracking number, number of packages, weight, location
of package, fees, arrival date, and the user who entered the package in the system.

Delivered Report

Loy

T ’—a_
The Delivered Report will prompt for a date range when Sandoupa o
the packages were delivered to the guest. It will also 2o (=]
give the option of displaying the report on the screen, & |

sending it to the printer or saving it as an Excel file. If
Excel is selected, you can specify the name of the file
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and the location where it is to be saved. The report will show recipient information,
sender information, tracking number, number of packages, weight, location of package,
fees, delivered date, and the user who delivered the package.

Shipped Report

The Shipped Report will prompt for a date range when the packages were shipped for the
guest. It will also give the option of displaying the report on the screen, sending it to the
printer or saving it as an Excel file. If Excel is selected, you can specify the name of the
file and the location where it is to be saved. The report will show recipient information,
sender information, tracking number, number of packages, weight, location of package,
fees, shipped date, and the user who delivered the package.

Notify Report

The Notify Report is similar to the Pack and Hold Report, except that this report includes
only those packages that are in HOLD status and where the guest has not been notified.
The report will show recipient information, sender information, tracking number, number

of packages, weight, location of package, fees, arrival date, and the use who entered the
package into the system.

Return to Sender Report

The Return to Sender Report includes only those packages that are in RETURN status.
If a package has been accepted by the property, but the package was never delivered
because the guest never arrived, the property will return the package to the sender. This
report will show recipient information, sender information, tracking number, number of
packages, weight, location of package, fees, arrival date, and date returned.

Account Billing Report

Obtain a report for a specific account created using the Master Account Maintenance
Option. When receiving package for a group, bill the packages to the specified Master
Account. At the end of the group’s stay, you may print a report based on all packages
billed to that account.

Delivery Attempt Report

This report shows all packages that have been Delivered, then Un-Delivered for one
reason or another. The report helps track how many attempts were made to deliver a
particular package.

User Logon Report

This report will display all users logged on to PackGuard. Ultilize this report when
upgrading the software or packing the database, as all users must be logged off when
performing these activities.
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SigCap Handheld

Receive Module

Enter package data on the handheld unit from any location and
synchronize with the database by connecting the handheld to the
PackGuard PC.

&
Using the stylus, tap ‘?ﬁb to access the Main Menu. Then tap the
m icon to access the Receiving Menu.

Receiving Screen

Main Menu Receiving

% 5 Tracking Number
Receive Deliver 1258894D9930283

Company
IBM Corporation

Last Name
Smith

View Transfer

First Name
Daniel

Pkg # _1

HotSync

Press the center scan button on the bottom of the Aceeca handheld
to populate the package tracking number into the Tracking Number
field.
1) Enter the Company Name (if applicable):
a. Tap the ABC icon to tap text into the company field OR
b. Write the company name using the stylus in the Graffiti
section of the unit.
2) Enter the guest’s Last Name:
a. Tap the ABC icon to tap text into the last name field
OR
b. Write the last name using the stylus in the Graffiti
section.
3) Enter the guest’s First Name:
a. Tap the ABC icon to tap text into the first name field
OR
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b. Write the first name using the stylus in the Graffiti
section.
4) Enter the total number of packages for this guest:

a. Tap the 123

icon to tap the number of packages OR

b. Write the number of packages using the stylus in the
Graffiti section of the unit.

5) If you wish to enter more information on this package, such as
the weight, location and rate, tap . If this is the first
package of a multi-pkg lot (more than one package for the
guest), tap
package, or tap

Billing Screen

Billing Information

Rate Table
Size
Location

Master Acct

Done

in

- - - -

More>

. Otherwise, tap to enter the next
to go to the Main Menu.

1) Select Charge Type from the Rate
Table drop down list.
2) Select package size from the Size drop
down list.
3) Enter the package weight in Lbs.:
a. Tap the 123 icon to tap
numbers into the weight field OR
b. Write the weight using the stylus
in the Graffiti section of the unit.
4) Select where to store the package from
the Location drop down list.
5) Enter a Bin location if applicable:
a. Tap the ABC icon to tap the
bin location name of packages OR

b. Write the bin location using the stylus in the Graffiti
section of the unit.
6) Select a Master Account to bill to (if applicable) from the Master
Acct drop down list.
7) When finished, tap m or tap for Sender Information.
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Sender Screen
1) Enter the Company Name (if

Sender Information

applicable):
i‘;‘g’::j:;mtion a. Tap the ABC icon to tap text
N into the company field OR
Jones b. Write the company name using
First Name the stylus in the Graffiti section of the unit.
Barry 2) Enter the guest’s Last Name:
a. Tap the ABC icon to tap text
into the last name field OR
b. Write the last name using the

stylus in the Graffiti section.
3) Enter the guest’s First Name:
a. Tap the ABC icon to tap text
into the first name field OR
b. Write the first name using the
stylus in the Graffiti section.

4) When finished, tap to return to the first page.

5) If this is the only package for the recipient, tap the icon
on the Adding Arrivals Menu to enter the next recipient package.
Otherwise, if this is the first package of a group of packages
(Multi-Pkg) for the recipient, tap the m& icon.

Multi-Pkg Screen

Multi-Package

ABC Corporation
Jones
Barry

Tracking #
12994885735534

Weight: _14

20of 2

After entering data for the first package of a multi-package lot
(multiple packages for one recipient), tap the MULTI-PKG icon on the
Adding Arrivals screen. The following screen will remember the
recipient’s name and company.
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Scan the tracking number by pressing the center button on the
handheld and change the weight if applicable.

Tap N=Ar4eieiNi= icon when finished. Based on the number of
packages indicated on the first entry, this screen will display until all
package tracking numbers are entered.

Deliver Module

Retrieve package data on the handheld unit and obtain recipient
signature and synchronize with the database by connecting the
handheld to the PackGuard PC.

Using the stylus, tap the Deliver button on the handheld’s Main Menu.
From the Deliver top menu you may search for a package by scanning
the tracking number, entering part of the recipient last name, enter
part of the recipient company name, or select a location from the
dropdown list. All records matching the criteria will display in the list.

Deliver Batch Screen

Main Menu Deliver Batch

Last Name Find
Company Find

Receive Deliver

Location | | [Find

View Transfer
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On the DELIVER BATCH screen you will see all packages that are on
HOLD. To find a record on the handheld, you can search by the
recipient’s last name, the recipient company name, the location of the
package, or by the tracking number.

Search by Tracking Number: Scan the barcode on the package. The
record will appear on in the list.
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Search by Recipient Last Name: Type the person’s last name in the
Last Name field and tap the button on the right. You may also
type the first few letters of the recipient’s last name.

Search by Company: Type the recipient company name in the
Company field and tap the button on the right. You may also
type the first few letters of the recipient’s company name.

Search by Location: Tap the dropdown list and select the desired
location, then tap the button on the right.

Once the record appears in the list, tap the [J/A\34){ button to mark the
package READY to be delivered. Mark each package you want to
deliver at this time. To deliver all packages on the list, tap the

button.

You may un-mark a single package on the list by tapping the
button. To un-mark all packages in the list, tap the
- button. This will return the package to HOLD status.

Other buttons on the TRANSFER screen: The button will

display all records again after a search by clearing the filter. The
button will bring you back to the Main Menu.

Note: All packages marked READY to deliver, will remain marked until

the handheld is synchronized.

When all packages have been found and marked READY, tap the XFER
button to display the SIGN OUT screen.

Sign Out Screen

This screen all packages that were marked for delivery in the Deliver
Batch screen.

Sign Out

When the recipient signs in the signature box,
they are signing for all packages displayed on
this screen.

| Tap the m icon to accept the signature.

Sign Here

Tap the icon to exit this screen and
[Gancel|[ox ]| Feturn to the Main Menu. If a signature exists
in the signature field, it will not cancel the
signature. To erase a signature, tap the dot
located in the top right corner of the signature
field.
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Transfer Module

Retrieve package data on the handheld unit and obtain recipient
signature and synchronize with the database by connecting the
handheld to the PackGuard PC.

Using the stylus, tap the Transfer button on the handheld’s Main
Menu. From the Transfer top menu you may search for a package by
scanning the tracking number, entering part of the recipient last name,
enter part of the recipient company name, or select a location from the
dropdown list. All records matching the criteria will display in the list.

Transfer Batch Screen

Main Menu Transfer Batch
= 5 Last Name Find
Receive Deliver |o. "
- Location |
View Transfer '
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You may transfer packages from one department to another without
marking the package as DELIVERED. This is useful when the
Receiving Department accepts packages at the loading dock and must
deliver some packages to Banquets, Concierge or other department for
storage.

Transfer Batch

Tap the TRANSFER button from the Main Menu. On the TRANSFER
BATCH screen you will see all packages that are on HOLD. To find a
record on the handheld, you can search by the recipient’s last name,
the recipient company name or by the tracking number.

Search by Tracking Number: Scan the barcode on the package. The
record will appear on in the list.

Search by Recipient Last Name: Type the person’s last name in the
Last Name field and tap the FIND button on the right. You may also
type the first few letters of the recipient’s last name.
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Search by Company: Type the recipient company name in the
Company field and tap the FIND button on the right. You may also
type the first few letters of the recipient’s company name.

Search by Location: Tap the dropdown list and select the desired
location.

Once the record appears in the list, tap the MARK button to mark the
package READY to be transferred. Mark each package you want to
transfer at this time. To transfer all packages on the list, tap the
MARK ALL button.

You may un-mark a single package on the list by tapping the UNMARK
button. To un-mark all packages in the list, tap the UNM ALL button.
This will return the package to HOLD status.

Other buttons on the TRANSFER screen: The SHOW ALL button will
display all records again after a search. The MAIN button will bring
you back to the Main Menu.

Note: All packages marked READY to transfer, will remain marked until
the handheld is synchronized.

When all packages have been found and marked READY, tap the XFER
button to display the SIGN OUT screen.

Sign Out Screen

Sign Out After tapping the XFER button on the Transfer
Batch screen, the Sign Out screen will appear
with all packages that have been marked
READY for transfer. Tap the dropdown menu
to select LOCATION the packages will be
PEX 1 3| transferred to. For example, if you are
transferring these packages to Concierge,
Sign Here select CONCIERGE from the dropdown list.

Have the person accepting the packages sign
on the signature box and tap the Em button.

After synchronizing the handheld with the
computer, these package locations will be
updated on the database.

Tap the icon to exit this screen and return to the Main Menu.
If a signature exists in the signature field, it will not cancel the
signature. To erase a signature, tap the dot located in the top right
corner of the signature field.
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HotSync Screen

To synchronize the data from the handheld to the PackGuard
database, open PackGuard and click the RECEIVED button and/or the
DELIVERED button from the Main Menu. Insert the handheld into the
cradle at the PackGuard PC and press the Synchronize button. After a
few of seconds, all new packages will be sent to the PackGuard

database.
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llustrations

The following illustration indicates each part of the SPT 1500

Terminal.

Scan Decode LED Scan Window/IR Port

Left Scan Trigger
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Application Button
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SPT 1500 Touchscreen Display
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paper. Some characters are formed with a
single stroke of the stylus, others require
more than one stroke. Letters are formed on
the left of the Graffiti 2 writing area,
numbers on the right, and a capital letter is
formed when you write in the middle.
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If you're more comfortable with the layout of a
keyboard, pull up the on-screen keyboard to
tap in the letters and numbers you want to
enter. A tap in the corner of the Graffiti writing
area pops this handy tool onto your screen.
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The following illustration shows how to connect the barcode scanner to
the PackGuard PC. This scanner is used to scan the barcode that
contains the tracking number on the guest package. Any 1D barcode
can be scaned and read into any field within the PackGuard, guest
package tracking system.
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Install PackGuard PC Software

Local PC Installation:

1.

QO AON

Run the installation file from the CD (GPSlInstall.exe or
GPSFull.exe).

Welcome Screen-NEXT>

Customer Information (All Users)-NEXT>

Destination Folder (C:\GPS\)

Ready to Install Program-INSTALL

FINISH

Network Server Installation:

1.

NoOOUhA®

Map a network folder to G:\GPS (G: is preferred, but any letter
can be used)

Run the installation file from the CD (GPSInstall.exe or
GPSFull.exe)

Welcome Screen-NEXT>

Customer Information (All Users)-NEXT

Destination Folder (G:\GPS\)

Ready to Install Program-INSTALL

FINISH
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Handheld Device Installation

- - Handheld Utilities
HotSync Maintenance Menu
{ ;\:! Install Palm OS Desktop w Restart HotSync ‘

Setup Information

55 i
Users Zh mstal satslte Forms

’/ Reinstall InkViewConduit

N

i Carriers '
f;/'\_\) Charge Types {iﬁg@ Install PackGuard ’ & Upload Size Table ‘
Maintenance Rate Tables
Locations { afl Workstation Reg\slratmn‘ ’ & Upload Rate Table ‘

Package Size
Accounts

Archive
Handheld Utilities

On the Main Menu, click the Maintenance button, then click Handheld
Utilities.

Install Palm OS Desktop Software

Install Palm OS5 Desktop

=

Click Install Palm OS Desktop button on the Handheld Utilities
Menu

Welcome screen-NEXT=>

Accept Agreement-NEXT>

Setup Type (Complete)-NEXT=>

Create User Account (ISD)-NEXT>

Connections (USB)-NEXT=>

Ready to Install-INSTALL

FINISH

PN RAWON

Install Aceeca Drivers (if needed)

1. Perform initial HotSync with the Aceeca handheld to install the
driver by pressing the HotSync button on the Aceeca cradle

2. If the driver is not found, locate the driver in \Redistribution
Kit\Aceeca Driver
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Install Satellite Forms Runtime Software

B i
h Install Satellite Forms

=

Click Install Satellite Forms button on the Handheld Utilities
Menu

Welcome Screen-NEXT=>

Accept Agreement-NEXT>

Customer Information (All Users)-NEXT>

Setup Type (Complete)-NEXT>

Ready to Install-INSTALL

FINISH

NOoOUThWN

Install PackGuard on Handheld

155@ Install PackGuard
Wi

1. Click Install PackGuard button on the Handheld Utilities Menu
2. PackGuard Handheld Installer-(User Name)-INSTALL
3. Press the HotSync button on the Aceeca cradle
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HotSync User Guide

Hot Sync: What is it?

HotSync is the name for the process by which your data and
applications are synchronized between your handheld device and
computer.

Your information is stored based on the user name (also called a
HotSync ID or Device ID) of your handheld. You can HotSync
your data onto multiple computers without any problem. Also,
multiple people can HotSync their information onto one
computer. However, in order for multiple people to HotSync to
the same computer, they must have unique user names. It is
also important to note that user names are case sensitive.

The first time you HotSync your device

m mf;';'j':}\ﬁmm with a computer, you will be prompted to
using Cradle/Cable enter a user name. That name can be up
to 20 characters long. If you are uncertain
what your HotSync ID is, open the
HotSync application on your device and
= Cradie/Cable look in the upper right hand corner for the

name of your device.

Keep in mind that many software developers tie the unlock or
registration code(s) for their applications to your ID. Changing
that ID can cause these applications to no longer function.
Contact the developers of the software to determine their policy
on re-issuing codes.

What happens when you HotSync?

The HotSync manager will connect to your device, and identify
the user. If you are synchronizing for the first time with a
computer that already has the Palm Desktop installed, you will
be asked if you want to create the User ID on the machine. Then
it will begin synchronizing and backing up your data. Once the
HotSync is complete, you may be prompted to reset your device.
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Custom Options

There are up to 4 options, depending on which conduit you
choose to customize.

o Desktop overwrites handheld: the value in the desktop
application will be used.

« Handheld overwrites desktop: the value on the handheld
will be used.

e Synchronize the files: items modified on the desktop will
overwrite the handheld values, and items modified on the
handheld will overwrite the desktop values. If the same
item has been modified on both the handheld the desktop,
both modified versions will be copied to both locations, and
a warning will be recorded in the log.

e Do Nothing: Nothing will be done with the objects
associated with this conduit.

At the bottom of the list, there is an option for how to handle the
application backups. As with the other conduits, you can choose
to have the handheld overwrite the desktop (default) or have the
desktop overwrite the handheld, or do nothing. For the most
part, you will probably want to leave this set for the default.
However, if you accidentally delete an application and want to
force the synchronization to put it back onto your device, you
can use the option to have the desktop overwrite the handheld.
It may be simpler, however, to copy the application out of the
backup folder and re-install it.

Log

The HotSync Manager maintains a running log each time you
synchronize your device. Unless you have problems, you may
never know it is there. The file is named HotSyncLog.htm and is
in the same folder as your backup and PIM data. There is also
an abbreviated form of this log on the device. To view it, tap the
Log button in the HotSync application.
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How HotSync Conduits Work

The Palm HotSync uses the concept of individual conduits to
handle synchronization of the data between the Palm device and
a host device, like a desktop PC or laptop. Each conduit is
responsible for managing the synchronization process for the
native Palm databases on the unit that share a particular creator
ID. A fallback conduit, the backup conduit, handles any Palm
databases that do not belong to their own conduit. The backup
conduit does not synchronize at the record level; it simply
copies the Palm database to the host's backup folder.

Palm supplies conduits for the built-in databases, addressbook,
datebook, memopad, todo, and expense. In addition, Palm
supplies a conduit that handles the specialized mail
synchronization. Third parties are free to supply conduits for
their own products and/or replacement conduits for the built-in
applications.

Conduits for the Built-in Apps

The basic issue in a syncronization of two databases is how to
deal with the inevitable collisions that will occur when records
are modified on both platforms. The rules used by the Palm
conduits are as follows;

e A record is deleted on one database and modified on the
other The deleted version of the record is eliminated, the
modified version is copied to the other platform.

e« A record is archived on one database and modified on the
other
The archived version is put in the archive database, the
modified version is copied to the other platform.

e« A record is archived on one database and deleted in the
other
The record is put in the archive database.

« A record is modified on one database and modified
differently on the other
The result is two records. The modified record from each
database is copied to the other.

e A record is changed on one database and changed
identically on the other
The result is one record.

42



Conduit for PackGuard

When the PackGuard conduit runs, it performs the following
steps after being detected by PackGuard PC version;

e The handheld table pkg_sf.dbf is copied to the DATA folder.

e The handheld table sigcap.dbf is copied to the DATA folder.

e Pkg_sf.dbf is processed and appended to the package.dbf table.
These are all new records entered on the handheld and will have
the status = HOLD.

e Pkg_sf.dbf is emptied.

e Sigcap.dbf is processed: only records with status DELIVERED or
UPDATED (transferred) are replaced in the package.dbf table. If
the record status is DELIVERED, package.dbf will change to
reflect the new status, but if the status is UPDATED,
package.dbf will keep the status = HOLD. Of course, other
fields are also updated at this time, such as signature, time of
delivery, location, etc.

e Then the contents of sigcap.dbf is deleted and replaced with all
records from package.dbf with status = HOLD.

e Pkg_sf.dbf (emptied) is copied to the handheld.

e Sigcap.dbf (containing only package on HOLD) is copied to the
handheld.

Fast sync versus Slow sync
The standard Palm conduits to the desktop applications support slow
and fast syncs. The differences are outlined below;

¢ Fast Sync
If, and only if, the handheld device was last synced with this
PC, then the conduit will use a fast sync logic to accomplish the
record synchronization. In simplistic terms, a fast sync limits
the data transfer from the desktop to the handheld by only
comparing records that are new, have changed, or were
archived or deleted.

e Slow Sync
If a fast sync is not possible, because the handheld device was
HotSynced with a different PC the last time it was synced, then
the conduit will use slow sync logic to accomplish the record
synchronization. Again, in simplistic terms, a slow sync requires
a record by record comparison of three databases; the
handheld's, the desktop's, and the desktop's BAK version (which
represents the last good sync with that PC). Because every
single record on the handheld must be transferred during a slow
sync, it's, you guessed it, slow....
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/g% Note that this description applies only to the Palm supplied

=3 conduits. Third party conduits may handle synchronization in a
non-standard manner.
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Troubleshooting

SYMPTOM 1

You press the HotSync button on the cable, but the computer
never responds. Your device says “Connecting with the desktop
using Cradle/Cable” and eventually errors out with the message
“The connection between your handheld computer and the
desktop could not be established. Please check your setup and
try again.”

There are many possible causes of this problem. If you have
previously been able to perform your HotSync and suddenly get
this error, the following are the most likely reasons.

HotSync manager not running:

Verify that the HotSync manager icon is in the task bar:

If it is not, choose Start > Programs > PalmOne > HotSync
Manager to start the manager.

i-_;ijr D[V Lzarm
| % R Maonday

HotSync Manager not configured correctly:

Make sure that the HotSync Manager is configured for USB.
Right-click on the HotSync manager icon and make sure that
“Local USB” is selected.

USB cord issues:

Verify that the USB cord is plugged into the computer properly.
You can also try a different USB port if you have one available.
Rebooting the computer sometimes resolves the issue.

You can also try to determine if the HotSync cable itself has
gone bad. To do this, try using a different cable on the
computer, or try using the cable on a different computer.

Sometimes the HotSync will malfunction if the USB cord is
plugged into a hub rather than directly to a port on the PC. For
best results, plug the USB cord directly into a port on the PC. If
you must use a USB Hub, make sure that it the hub has its own
power source.
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If you have never been successful in performing a HotSync,
some other more obscure things to investigate include network
or computer permissions or incorrect/incomplete installation of
the drivers. If you are working on a network, contact your
network administrator to see if there are restrictions imposed
that would stop you from being able to HotSync. To see if the
issue is the drivers, un-install and re-install the Desktop
software.

SYMPTOM 2

When you connect the cable to the Handheld, your computer
displays the error “USB device not recognized.”

This error is typically caused by the same issues addressed in
symptom 1. Follow the steps there for trouble-shooting.

Another possible (though unlikely) cause of this error is a corrupt
driver. If none of the above help, try un-installing and re-
installing the Desktop software.

SYMPTOM 3
HotSync hangs and never completes.

This is probably the most difficult issue to figure out and resolve.
It is complicated because it can be tough to determine exactly
what is causing the hang. Often, what is displayed on the
handheld is different than what is displayed in the progress
dialog box on the computer. There can sometimes be multiple
issues, and removing one only reveals another.

The first thing to do is check the log file, located in your backup
folder. Typically, this folder is \Program Files\Palm\\, and is
named HotSyncLog.htm. This file should identify the last
operation that was completed successfully.

The first and most likely cause is a software conflict. If you have

recently added or changed software, try removing the new
application. This is particularly true if the application installs its
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own conduit. If the application has its own conduit, you may
need to un-install the application from your computer as well.

If neither of these resolves the issue, customize the conduit that
you believe to be causing the problem to “Do Nothing”. Right-
click the HotSync manager icon in the system tray, and select
Custom. Then choose the conduit and click the Change button.
HotSync again and see if the process is able to complete. You
can also try setting the offending conduit to either “Handheld
overwrites desktop” or “Desktop overwrites handheld” to see if
you can complete your HotSync.

If this fails, you can set all conduits to “Do Nothing” and try
another HotSync. If you are able to sync, try setting conduits
back to “Synchronize” one at a time, syncing in between each
change.

If none of these steps are successful, open the Palm Desktop
application. In the upper right hand corner, drop the user name
list down and select “Edit Users.” Select your HotSync ID, and
rename it to something else. Then HotSync your handheld
again, and when prompted, create a new user on the computer.
The HotSync will continue under your original ID. Ifitis
successful, the problem has been resolved. You can then go into
the Palm Desktop and delete the original (renamed) profile.
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Developed and Supported by
Information Systems Development
655 NW 158 Lane
Hollywood, FL 33028
954-364-7684

http://www.infosysdev.com

To download a demo, visit the following web page:
http://www.guestpackage.com
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