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Tools & Utilities 
 
 

Lookups Menu 
The Lookups Menu contains system information that rarely changes.   
 
 
 

 

 

 
• Define the Week Numbering system used in 

the reports. 
• Exchange Rates can be entered for any 

number of currencies. 
• Configure Chargebacks to OPC’s. 
• Set-up Language information. 
• Configure the Maintenance fees. 
• Create default contract payment descriptions. 
• Define the Resort or Pack products sold. 
• Configure Tour qualification types. 
• Return to the Main Menu. 
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Week Numbers 
The reporting system in Resort Access is based on Week Numbers.  To facilitate this Resort Access 
maintains a record of week numbers together with associated date information.  Week records are 
added automatically by the system as you move forward through the year and as such require little 
maintenance.  Sometimes however an adjustment is needed; this is where the Week Reference Lookup 
Screen comes in useful. 
 
Week records are displayed on the screen in chronological order, with the most recent date appearing at 
the top.  Functions are available for Adding, Editing and Deleting records.    
 

 

Toolbar Functions  

 
Add a new week, values default to that of the most recent week record 
incremented by seven days.  New values can be entered into the set of 
fields at the bottom of the screen. 

 
Insert a new week, no date or week numbering assumptions are made, all 
values default to empty. New values are entered into the set of fields at 
the bottom of the screen. 

 
Edit the currently selected week, you may wish to do this to adjust the 
month numbering.   Selecting a week causes its values to be redrawn in 
the area at the bottom of the screen where they can then be edited. 

 
Delete the currently selected week, this is not recommended. 
 

 
Accept the current entry and save changes to disk. 
 

 
Cancel the current entry/changes and revert to the saved version of the 
record. 

 

Entry Fields  
CTD Company To Date Week Number.  Most companies start their financial 

reporting year when the season starts.  This field can be configured to 
represent this information.  This value is incremented automatically when a 
new week number record is added by the system and will roll-over to one 
when the counter reaches 52. 
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YTD Year to Date Week Number.  This week number is in tune with the calendar 
year, as with the CTD field new values are automatically incremented and 
rolled-over at the start of a new year. 
 

Start Date Shows the date the week commenced, usually a Monday, this can be set to 
any day of the week if required. 
 

Finish Date Last day of the week, usually a Sunday, this can also be changed. 
 

Month Month in which the week belongs, this information is used to separate the 
monthly totals on the Sales and T.O. reports. 
 

Abs. Week# Absolute Week Number calculated from the full Century Year and the Year 
to Date week number.  This value is assigned to Sales and T.O. Manager 
productivity records. 
 

OPC Payroll Run Indicates if the OPC Payroll has already been run for the selected week. 
If you are logged on as the Master user it’s possible to change this value to 
No.  Doing so will then prompt for the removal of the previously created 
OPC payroll transactions. 
 

 
 
Clicking Yes deletes the OPC Payroll transactions for the week selected and 
allows you to run the OPC payroll again.  The OPC Payroll is described on 
page 93 of this manual. 
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Exchange Rates 
Exchange Rates are used to convert the Contract Price; in whatever currency the client wishes to pay, 
into a Recap value of a standard reporting currency.  This standard reporting currency is often referred 
to as the Base or Recap Currency within Resort Access. 
 
The Exchange Rates window holds all these currency conversions and allows them to be updated 
quickly should the rates fluctuate.  As with most screens in Resort Access functions are available for 
Inserting, Editing and Deleting records.   
 

 

Toolbar Functions  
 

 
Insert a new currency 
 

 
Edit the description or rate of the currently selected currency.  
 

 
Delete the currently selected currency. 
 

 
Accept the current changes  and save to disk. 
 

 
Cancel the current changes and revert to the saved version of the fees. 

 

Entry Fields  
Code Unique 3 digit currency code.   
Description Description of the currency. 
Rate Exchange rate used to convert contact values into a base reporting 

currency.  Please note the rate for the base currency should always be 1. 
Last Update Date currency was last updated. 
Language Default language code for contracts using this currency. 
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Chargebacks 
Up to three chargeback items can be specified against each tour listed in the appointments window, see 
page 8.  These items are used as part of the OPC Payroll program, see page 93, to recover costs for 
items given to the guest over and above that agreed as normal.  This window allows these items to be 
defined together with the usual cost. 
 

 
 

Toolbar Functions  
 

 
Insert a new chargeback item. New values are entered into the set of 
fields at the bottom of the screen. 

 
Edit the currently selected item.  Selecting an item causes its values to be 
redrawn in the area at the bottom of the screen where they can then be 
edited. 

 
Delete the currently selected item, this is not recommended if the 
chargeback has already been assigned to a tour via the appointments 
window. 

 
Accept the current entry and save changes to disk. 
 

 
Cancel the current entry/changes and revert to the saved version of the 
record. 

 

Entry Fields  
Code Unique 5 digit item code. 
Description Simple Description of the chargeback item. 
Price Singular item price to be recovered. 
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Language Definitions 
Each of the 26 letters of the alphabet can be assigned to a spoken language; this letter can then be 
further defined to hold more information.  In Resort Access only Days and Months for each language 
can be input and this is used to create custom dates in the Standard Letters part of the system.   This 
feature could be expanded further however, to provide further language translation capabilities in the 
future.  
 
The Language Definition part of the system is split into two windows which work together.  The first 
window shows the 26 letters of the alphabet and the name of the language assigned to it, e.g. E for 
English.  The second window shows the Translation Dictionary for the language currently selected in 
the first window.  You will notice that the second window has no buttons, this is because the buttons on 
the first window apply to both screens.  
 

 
 

 
 
  

  

Toolbar Functions  

 
Edit the currently selected language definition and dictionary.  To switch 
to the Language Dictionary window, simply click on it and begin to 
make changes.  Don't forget to switch back to the Language Definition 
Screen and click on the Tick button to save those changes.  Users should 
note that the description for the letter E is pre-set to English and cannot 
be altered. 
 

 
Save Changes to Disk. 
 

 
Cancel Changes and revert back to saved version. 
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Maintenance Fees Window 
The Maintenance Fee window allows the entry of the maintenance fee information for each 
combination of Currency and Apartment Type in the System.  This information is then displayed 
automatically on the contacts window when entering a new sale.  
 

 

Toolbar Functions  
 

 
Resort Drop Down list.  Used to select the required resort. 
 

 
Inserts missing maintenance fee records so that they can be edited.  This 
is achieved by searching the current selected resorts apartment database 
to see which types of apartment are in use and adds new records for each 
combination of apartment type and exchange rate record it finds.  

 
Allows changes to be made to the Admin. and Maint. Fee columns for 
any entry. 
 

 
Save Changes to Disk. 
 

 
Cancel Changes and revert to the saved version. 

 

Columns  
Apartment Type Unique 3 Digit Currency Code. 
Currency Simple Description of the Currency. 
Admin. Fee Annual Administration charge which includes the maintenance element. 
Maint. Fee Annual Maintenance charge included in the Admin. Fee above. 
Last Edit Date this record was last updated. 
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Payment Methods 
It isn’t necessary to setup of default payment methods to use Resort Access however it does help to 
speed up the entry of contract information.  It also helps to keep the descriptions used on the contracts 
to a set standard. 

 

 

Toolbar Functions  
 

 
Insert a new method 
 

 
Edit the description or rate of the currently selected method.  
 

 
Delete the currently selected method. 
 

 
Accept the current changes and save to disk. 
 

 
Cancel the current changes and revert to the saved version of the fees. 

 

 

 

 

 

 

 

 



RESORT ACCESS USER GUIDE Version 2.6  
 

109 

Resort Descriptions Window 
The Resort Descriptions window contains details of the Resort or Packs that the Sales & Marketing 
company currently sells.  Details include the default payment/deduction and addition values applicable 
together with timeshare week season definitions and bottom line prices for the 52 weeks of the year. 
 
 

 

 

Toolbar Functions  
 

 
Find First - Locates the first Resort record entered in the system. 
 

 
Previous - Locate the previous Resort. 
 

 
Find  - Allows a Resort to be located using its name. 
 

 
Next - Show the Next Resort. 
 

 
Find Last - Show the last Resort. 
 

 
Toggle Deductions Pane - Redraws window to show the Resorts 
Standard Contract Deduction or bottom line pricing information. 
 

 
Inc/Dec Bottom Line Values - Allows alterations to be made to the 
bottom line values by applying a fixed amount or percentage. 
 

 
Insert - Add a new Resort  or Sales Pack to the system and enter the 
Season definitions and bottom line prices for each week. 
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Edit  - Edit the currently displayed record.. 
 

 
Delete - Removes the currently selected Resort from the system.  
Normally this button is disabled and not available. 
 

 
Save Changes to Disk. 
 

 
Cancel Changes and revert to the saved version. 

 

Entry Fields  
Resort ID Unique 2 Digit Code used to reference the Resort record in the system. 

 
Resort Name Descriptive name of the Resort. 

 
 

Standard Payment/Deductions Columns  
Deduction Description Descriptive Text for the deduction.   
Amount Amount shown in the Recap reporting currency.  New contracts created 

in currencies other than the base Recap currency are converted using the 
current exchange rate. 
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Bottom Line Pricing Columns  
Season Season number, as defined on the language definition screen. 
Columns 2 to 7 The title of the other columns will reflect the apartment type descriptions 

defined in the language definition window.  They allow the entry of 
bottom line pricing, in the base currency.  This information is then used 
to calculate the bottom line price for new sales entered into the system. 

 
 

 Bottom Line Price Changer 
To change each individual bottom line price for every week and apartment type combination would be 
a slow and intensive task.  The Bottom Line Price Changer function makes light work of the process by 
allowing the user to Increment or Decrement all bottom line values by a fixed amount or percentage. 
 
 

 
 
 
To toggle between Increment and Decrement simply click on the text to the left of the amount field, 
similarly to toggle between an amount and a percentage click on the symbol to the right of the amount 
field.  To start the process, simply click on the Green Tick Icon in the toolbar of the window. 
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Tour Types 
The Tour Type window allows the definition of guest qualification types and how they are to be 
reported within Resort Access.  This user definable approach allows each tour to grouped according to 
your own business rules and marketing payroll agreement. 
 

 
 

Columns 
Code Unique internal reference number. 
Description Description of type. 
Symbol 3 digit code used as a column header in the marketing statistics report. 
Marketing Include as a tour in the marketing report statistics. 

Options include: 
No Do not include as a tour in the marketing reports (Used to define tours 

which have been rebooked or refused to tour). 
Yes Include tour in the marketing reports. 
NQ Show the tour as an NQ in the marketing reports. 

  
Sales Include as a tour in the sales report  statistics. 

Options include: 
No Do not include as a tour in the sales reports. (usually used to define a 

Complimentary tour or Garden Party) 
Yes Include tour in the sales reports. 

  
Pay OPC Defines how the tour is treated by the OPC payroll program, see page 93 for further 

details. 
Options include: 

No Do not include the tour in the payroll. 
Yes Include the tour in the payroll. 

Chargeback Do not include the tour in the payroll but ensure any taxi costs are 
reclaimed.  

Column  Defines the column to use in the marketing productivity report, see page 12.  This 
report has 5 status columns so use a number between 1 and 5.   

 



RESORT ACCESS USER GUIDE Version 2.6  
 

113 

Tools Menu 
The Tools Menu contains powerful system wide functions.   
 

 Normally this Menu is hidden from the menu bar - to make it visible Right Mouse click 
on the "Tools & Utilities" icon on the Main Resort Access menu window. 

 
 

 

 

• EDI Utility  - Powerful program for Exporting, 
Deleting and Importing data in the Resort Access 
database.  This program is disabled by default. 

• User Set-up - Configure new and existing users and 
define window access. 

• Edit Contract Status - Allows the user to change the 
status of a contract. 

• Inventory Audit - Useful utility for verifying the 
Inventory. 

• Check Commissions – Displays contracts which 
were not updated properly by the commissions 
program. 

• Rebuild Reports –Utility for quickly reviewing and 
rebuilding the Salesperson and T.O. Manger 
reporting statistics. 

• Utilities Menu - Displays Utility menu containing 
powerful tools for maintaining the database. 
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EDI Utility 
 
EDI is stands for Export Delete Import, the three functions that the window provides.  To summarise 
the EDI screen is a very powerful tool that enables data to be Exported from the system, Deleted from 
the system and Imported into the system. The window is laid out in a tabular form with the 13 main 
data tables on the left and selection boxes shown on the right.  To perform any of the EDI actions 
simply click on the tick box in the required column adjacent to the appropriate table description. 
 
 

 Users should note that the Delete and Import routines should be used with extreme 
caution, incorrect use of these functions could lead to the loss or duplication of data.  If in 
doubt about the use of this window contact Resort Access Technical Support. 

 
 

 
 
 
 
 

EDI Utility Toolbar Functions  
 

 
Start the Export, Deletion and Import routines.  Files are Exported into 
the same directory as the RASAM.LBR file, when choosing the Import 
option Import files should also be located in the same directory as the 
RASAM.LBR file.   Please consult the Table/File Group table below for 
file names.  Text files are created for each selection using the Tab 
Delimited format, no header record is included or expected. 
  

 
Close the EDI Utility window without performing any routines. 

 
 
 
To gain familiarity with the EDI Utility, and the files it creates, first try exporting a number of files and 
then examine them with a Spreadsheet program such as Microsoft Excel.   In particular Excel has a 
number of excellent functions for analysing large amounts of data, including Pivot Tables.  This could 
be used to provide an in-depth analysis of Tours, Contracts or even Sales Productivity data beyond the 
capabilities of Resort Access. 
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Table / File Groups  
Table/File Name File Name 
Tours Clients.txt  
Contracts Contract.txt (Contract Data), Conpaymt.txt (Contract Payments) 
Exchange Rates Currency.txt  
Market Sources Mktsce.txt  
Report Dis tribution Distribu.txt  
Language Translations Language.txt (Language Set-up and Dictionary) 
Sales Lines Slslines.txt  
Sales People Slspeple.txt  
Sales Productivity Slsprodt.txt  
Standard Letters Stdletrs.txt  
T.O. Managers Tomagr.txt  
T.O. Productivity Toprodt.txt  
Week Records Weekloup.txt  
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User Setup Window 
The User Setup window controls access to windows within Resort Access once a user has logged into 
the system.  Each window can be configured to allow Read Only, Read Write or No Access at all for a 
specific user. 
The User Setup window is tabbed to allow ease of navigation between the User Details and Window 
Access screens. 

User Details Tab 
 

 
 
 

Toolbar Functions  
 

 
Show the First User Inserted, normally the Master user record. 
 

 
Shows the Previous User. 
 

 
Find a user using the Login Name or User Name fields. 
 

 
Shows the Next User. 
 

 
Shows the Last User to be Inserted. 
 

 
Insert a new User Record.  Please note that the password has to be 
typed into both the Password and Verify Password fields in exactly the 
same way or an error message will appear. 

 
Edit the currently selected User.  All details can be altered except the 
Login Name. 

 
Delete the currently selected User.  Note that this function is not 
available for the Master User record.  

 
Accept the current entry and save changes to disk. 
 

 
Cancel the current entry/changes and revert to the saved version of the 
record. 
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Entry Fields  
Field Name Description 
Login Name Name used to Login into the system. 
Password Password associated with this login.  Note that this password is 

encrypted before it is stored on disk. 
Verify Password Second entry of the password to ensure that the user has entered it 

correctly. 
User Name Name of User or Group of individuals associated with this password.  

It may not be practical to assign each user their own logon, especially 
if they will need access to similar windows as other users. 

ID Shows the unique system number allocated to this logon. 
User Details  500 character text field for recording miscellaneous details about this 

logon. 
 

User Access Tab 
 

 

 

Toolbar Functions  
Note that only the following toolbar functions are active on this window. 
 

 
Show the First User Inserted, normally the Master user record. 
 

 
Shows the Previous User. 

 
Shows the Next User. 
 

 
Shows the Last User to be Inserted. 
 

 
Edit the currently selected users window access details. 
 

 
Accept the current entry and save changes to disk. 
 

 
Cancel the current entry/changes and revert to the saved version of the 
record. 
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Columns  
Column Name Description 
System Component  This column describes the window or function where security is to be 

applied.  You will notice that a entry exists for the User Setup window 
itself - care must be taken to ensure that only administrators have read 
or write access to this widow. 

Access Level - Read Placing a tick in this column grants Read Only access to the window or 
function defined in the System Component column.  A User with Read 
Only access can as the name suggests only read and locate information 
using the component.  They will not have the ability to Insert, Edit, 
Delete or run any other function that may change the data displayed on 
the screen. 

Access Level - Write Grants the User full access over the component concerned.  The user 
will have the ability to Read, Insert, Modify and Delete data if the 
component supports these functions. 

 
 

The Master User 
Resort Access is always installed with a single user record known as the "Master User".  This record 
allows the first person to login into Resort Access and configure the logons for all the other users.  This 
user is always present and cannot be deleted from the system.  If another user forgets their password 
the administrator of Resort Access can always use this logon to re-assign a new password. 
 
The Master User logon is not affected by the setting in the User Setup Window Access tab and 
automatically has Read/Write access to every part of the system. 
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Edit Contract Status 
Sometimes it becomes necessary to b able to change the status of a contract.  This is especially useful is 
a client decides to alter their inventory allocation and the contract has already been set as registered. 
 

 This is a very powerful feature and as such should have its use limited by restricting access 
rights in the user set-up and security window. 

 
 
 

 

 

Operation 
To change the status of a contract simply enter the Contract Number into the white box at the top of the 
screen.  Pressing Tab redraws the window to show the personal details of the Contract.  Confirm that 
this is the required contract and click on the Blue Tick button in the top half of the window. 
 
Using the mouse click on the required radio button to reflect the contracts desired status.  To unregister 
a contract select the "Sale on Hold" option.  Once the selection has been made click on the Blue Tick 
button in the lower half of the window. 
 
This screen can also be used to set the contracts date of sale, which by default is set to the date of the 
first deposit. 
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Inventory Audit 
 
In order to guarantee the accuracy of the Inventory, Resort Access has a number of checking routines.   
In theory the Inventory should never become inaccurate, however in reality the computer could crash or 
the power could fail in the middle of an update.  
 
It is recommended therefore that the Inventory be audited by the following routines after a system crash 
etc… or once a week to ensure any problems are highlighted and corrected quickly. 
 
The program verifies the Inventory in two different ways: 
• First the program runs through the week records belonging to all current contracts in the database 

and ensures that the corresponding Inventory record is showing the appropriate status.   
• Second the program runs through all the Inventory records in the database and compares all sold 

weeks with their corresponding contract to ensure it is still active.  
 
 

 

 

Toolbar Functions  
 

 
Run Audit Routine - Initiates the inventory checking routines detailed 
above. 

 
Correct Selected Problem - Clicking this button corrects the Inventory 
problem currently selected.  Note this button requires Write access to 
this window check your security permissions with the system 
administrator if the button is not available. 
 

 
Print Audit Report - Prints a report listing the problems found by the 
Inventory checking routines. 
 

 
Close Window - Closes the window. 
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Columns  
 
Week Ref 

The week reference is a concatenation of the Apartment number and Week number 
separated by a hyphen.  Note if the word "Auto Fix" is showing below the reference 
this indicates the problem can be selected by clicking on the "Correct Selected 
Problem" button described above. 
 

Status Shows the current status and contract number of the owner (if applicable) of the 
week referenced 
 

Owner Displays the Contract Number, Surname and Status of the Contract; the second line 
describes the problem found.  An explanation of each of the possible problems error 
texts is shown below. 

 

 

Problem Text Explanations  

Sold Week Showing as Available in Inventory 
This problem indicates that a week belonging to an active Contract is not showing as sold in the 
Inventory, the problem can be corrected by clicking on the Correction button. 

Week Double Sold to Contract NNNNN. 
If an Inventory problem is not located soon enough it is possible the week may become resold to 
another client.  The only way to correct this problem is to use the Exchange Contract function to move 
the new client to another week and then repair the Inventory by re-running the Inventory Audit routine.  

Week showing as sold - Contract Missing 
The Contract assigned to the week is no longer available in the system and must have been burned.  
Release the week for sale by clicking on the Correction button. 

Week showing as sold - Contract Dead 
The Contract assigned to the week is no longer current and has either been cancelled or has exchanged 
to another week, again release the week for sale by clicking on the Correction button. 
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Check Commissions 
Should the power fail or the computer crash during a commission pay run it may leave the contract 
being updated at the time in an unsavoury state. 
The check commissions program compares the contract values with the payments made to sales 
employees and highlights any contracts that may require updating.  This is a very rare event so you 
may wish to contact the support department for further guidance. 
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Rebuild Reports 
The rebuild reports window has been created to allow the weekly Sales and T.O. Manger reporting 
statistics to be quickly rebuilt. 
 

 
 

Drop Down Lists  
Week Number Select the reporting week number to display productivity statistics for. 
Sales Line Select All or one Sales Line to display  
Function Choose from Sales People or T.O. Managers. 
 
 

  
 
Prompts the user to select a week or range of weeks to rebuild the productivity statistics for. 
 

  
 
Prompts the user to enter a file name into which a text copy of the information displayed is copied.  
 

 
 
This data can then be imported into another program such as a spreadsheet for further analysis. 
 
 
 


