€vanced Room Reservation 7.0

K Ability To Export Patron
Information
Overview:

The ability to export Room patron information into CSV (Comma Separated Value) was created to allow the end user to
export the patron information into a format that can be shared by other software programs with ease.

What Is: CSV - A file format used as a portable representation of a database. Each line is one entry or record
and the fields in a record are separated by commas. Commas may be followed by arbitrary space and/or tab characters
which are ignored. If field includes a comma, the whole field must be surrounded with double quotes.

How To Create:

1. Login at the All Branches (or main branch in single branch Pasaord |7
system) using any level of password or user name and
Remember Mg ™
password.
£

2. From the Room Reservation Maintenance page Select

“Reservation Maintenance — Patron Reservation Lookup”. Requests/Reservations
In-House Feservation

Patron Feservation Lookup

3. Set your desired conditions

Example:

Search Contact Information

Confirmation Number:

Contact Name:

Contact Email:

|
|
Contact Phone Number: I
|
|

Organization:

Show All Names:

- ¢ To the left you will see the highlighted fields are
' the requirements | have elected for my export

Reservation Timeframe: | Al ot

 Date Range: [0 2] [273] o] B - [ ] [ [

4. Select “Export to CSV” from the bottom of the screen Export to CSV

5. Select “Open” or “Save” when popup appears B i Doz ST 5
Note: If your default on your computer is to open CSV files as an excel file this file will open | e mant ta open or save this 2
in excel. If you don’t want this to occur Select “Save”. Save the file and open with NotePad =~ f5a| o premsssioncs

Type: Microsaft Office Excel Comma Separated Yaluss Fil..,

or TextPad. From: localhost

Open Save Cancel

] [ gy Wwhile files from the Intemet can be useful, this file type can
\f} potentiall harm your camputer. If you do ot st the saurce, da net
=/ Gpen or save this software, what's the isk?
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http://dictionary.reference.com/browse/file+format�
http://dictionary.reference.com/browse/database�
http://dictionary.reference.com/browse/commas�
http://dictionary.reference.com/browse/double+quotes�
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savens 2l
6. If you Selected “Save” continue with steps — Save | 0 dogem

| Jry Documents

“§ My Computer

(& by Metwork Places

2 d_drive on webhost (Mew)

|2 OpenCifice.org 2.4 (en-US) Installation Files
|- Unused Desktop Shortedts

S F _drive larry_backup on 'webhastFy' (H)

o) Shorteut o Sabrina Training Docs

report somewhere on your computer

File name: [patrorreservation.csv =l Save

Save as type: [Microsoft Dffice E kel Comma Separated Valus 7 | Cancel

7. Right Click on the file — Select “Open With” —
Select “Notepad”

Open

Print

Edit

Scan using Spybot-Search&Destroy
@ 5can with AYG Free
[ () Microsoft Office Excel
TextPad =
o3l WinZip

EEi5can with Malwarebytes' Anti-Malware

Internet Explorer
Send Ta Z' WordPad

Cut
Copy

Choose Program. ..

Create Shorkout
Delete
Rename

Properties
Example:

[P patronreservation.csv - Notepad - O] x|
File Edit Format View Help

Mame,Primary Phone,5Secondary Phone,Email,Reservations, By Status (P/PP/ASAR, ;I
Brian Jones,(888) 555-2121,,,1,0/0/1/0,

Joe Johnson,(888) 555-1111,,,2,0/0/2/0,

John Jones,(888) 959-1234,,,4,4/0/0/0,

Larry woodhouse,(888) 519-5770, lwoodhouse@evancedsolutions.com, 147 ,24/15/75/33,
Larry Wondhouse,(317) 352-2188,,,1,0/0/1,/0,

Larry Wondhouse,(888) 519-5779,,,2,2/0/0/0,

Larry Wondhouse,(288) 195-7700,,,1,00/0/1/0,

Larry Woodhouse,(8828) 519-5770, lwoodhouse@evancedsolutions.com, 147 ,24/15/75/33,
Stan Smith,(888) 555-1111,,,2,2/0/0/0,

Steve Smith,(288) 555-3434, lwoodhouse®@evancedsolutions.com,7,0/1/6/0,

your

Evanced Solutions Page 2




