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APPENDIX A  
 

CURRENT FEATURES AND PROCESSES 
 

1. Reservation and Registration Processing 
The current State Park Reservations system is a web-based application with real-time 
updates to a centralized database.  The system is available to the public and NGPC staff 
for searching and reserving available sites for cabins, lodge rooms, cabooses, overnight 
and day use group lodges, camping, tepees, horse stalls, boat docks and picnic shelters.  
Nebraska Game and Park Commission (NGPC) staff located in park offices and the 
NGPC call center also use Reservation and Group Event Planning functions.  Access to 
these functions is available to select NGPC staff based upon the role associated with the 
staff member’s log-in credentials.   
 
All reservation channels (i.e., NGPC call center, public website, NGPC park office) in the 
current system: 

a. allow search for an available, reservable unit by: 
i. park location/region,  
ii. park name, 
iii. near city/zip, 
iv. campground,   
v. specific date or date range,  
vi. type of unit, 
vii. accessibility, 
viii. features/amenities available for the unit or park, 
ix. map of the campground, and  
x. any combination of the above; 

b. display narrative about the park and its activities together with a text description for 
each of the park areas and the units (cabin, campground, and other facilities) at 
each of the areas,   

c. display a calendar indicating units meeting search criteria that are available for 
reservation, together with reservation status on channels other than the public 
website (available, closed (e.g., for repairs), currently held pending receipt of 
payment, or reserved) for each date, 

d. allow selection of  specific unit(s), displaying details of the unit(s), 
e. allow reservation of specific unit(s) and assign a unique reservation number, while 

enforcing the NGPC State Parks Division Reservation System Business Rules as 
outlined in Appendix B,  

f. request customer information and search for an existing profile or create a profile 
(if not already in existence), and 

g. update unit as reserved as part of the reservation transaction. 
The public website also: 

a. displays pictures of the selected unit(s),  
b. provides contact information for the call center and the selected facility, and 
c. displays information about, and promotes, certain parks, park activities, and 

upcoming park events. 
 

The public website requires payment at the time a reservation is made and accepts 
payment by MasterCard or Visa.   
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At the park office or through the call center, allowed staff actions are based upon login 
role profiles. For the staff member with the appropriate role profile, the current system: 

a. allows a group event to be planned and reserved, assigning a unique event 
number and a unique reservation number for each unit reserved, and allows 
flexibility in the enforcement of the NGPC State Parks Division Reservation 
System Business Rules as outlined in Appendix B (except the reservation fee and 
the one (1) year in advance reservation window, which are enforced for group 
events), 

b. allows group event staff to: 

 drop and add units at any time during the planning of an event, 

 provide a method to change the tax exempt status for an individual who is 
part of a group, 

c. requests group/organization information and search for an existing profile or create 
a group profile and assign a unique group number (if not already in existence), 

d. allows changes to, or cancellation of, an entire reservation, or part of a reservation, 
including a group event reservation, 

e. allows search for, displaying, and printing, a specific confirmation, 
f. prepares and sends a confirmation for any reservation modifications or financial 

transactions to the customer (for an individual reservation) or to the group 
representative (for a group event), and 

g. allows payment at the time of reservation, invoicing at a later date (for a group 
event), or mailing a payment (within 10 days for an individual reservation). 

 
At the park office, the current system also: 

a. allows registration of walk-in guests for units that are available, 
b. allows back dating of arrival date for walk-in guests who arrive after the park office 

is closed and register the following day; 
c. requests customer information and search for an existing profile or create a profile 

(if not already in existence) for walk-in guests,  
d. allows a pay later option for those walk-in guests who will be billed for the stay, 
e. allows check-in of guests with reservations, including display, and modification 

when necessary, of reservation information, including account balance, and 
f. allows check-out of guests. 

 
The Guest Profile is accessed through the Reservation menu, allowing park staff to 
create a new profile or change existing profile information. Several fields are available as 
search options to find an existing Guest Profile, including Guest Profile Identifier, Last 
Name, Phone Number, and City. 
 

The Group Profile will be accessed through the Group Event Planning screen, allowing 
park staff to create a new profile or change existing profile information. Several fields will 
be available as search options to find an existing Group Profile, including Group Number, 
Group Name (including partial Group Name), Phone Number, City, Zip Code, and Contact 
Name. 
 

. 
A Red Flag field is available on a Guest or Group Profile.  Park staff and administrators 
are able to flag an individual or group profile and enter a reason for setting that flag so that 
the park staff member using the current system is alerted to important issue(s) when 
viewing or making a reservation.  Authorized staff are able to remove the Red Flag setting 
when appropriate. 
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2. Registration Forms 

The current system generates a guest registration form, which is used at the time of 
check-in for cabins, lodge rooms, meeting and conference rooms, and day use group 
lodges.   
The area name and address of the park which holds the reservation shall be, printed on 
each registration as well as uniform text outlining the guest’s responsibility for any cabin or 
room damage. 
 
The current system allows registrations to be printed at any time of day, any day of the 
week, and for any reservation date or reservation date range. 
 

3. Confirmations 
The current system generates a guest confirmation as a receipt for reservation 
transactions, including website customer reservations. These confirmations are delivered 
to the guest via email, a printable web page, or mail (if the guest is unable to receive 
electronic mail).  Confirmations are automatically generated for the following actions:   

a. a new reservation is made,  
b. a reservation is modified or transferred,  
c. an accounts receivable transaction is made, and  
d. a reservation is cancelled.   

 
Confirmations are printable at park offices and at the call center. The guest’s name and 
address are printed so the address displays in a #9 window envelope.  An additional page 
is printed to accompany each confirmation indicating the reservation cancellation refund 
policy.  
 
Cancellation confirmations display the same information as the reservation confirmation 
and clearly indicate this is a cancellation notice.   
  
Confirmations have area name and address of the park which holds the reservation 
printed on each confirmation as the return address.  Individual parks are able to add a 
custom message to the confirmation.   
 
The current system allows confirmations to be printed at any time of day, any day of the 
week, and for any date or date range reflecting when the reservation was made. 
 

4. Reservation Information (including History) 
A separate History screen can be displayed for a reservation with a current or past arrival 
date, or for a reservation that was cancelled.  
 
Several fields are available as search options to find an existing reservation, including 
Customer Name (full or partial), Reservation or Event Number, and Phone Number. 

 
5. Merchandise  Processing 

The Sales module of the current system is able to function independently and is integrated 
with the reservation/registration module, allowing park staff to charge guests for 
miscellaneous items, whether or not a reservation is involved. The Sales module can: 

a. display merchandise items for sale or use (e.g., roll-away beds, cribs, firewood, 
extra picnic tables, meals) at the park office  

i. allow park staff to collect payment by all acceptable methods of payment, or 
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ii. to add charge to a guest or group event reservation account, 
b. allow offline cash and check sales, storing pertinent information, when the online 

system is temporarily unavailable, for later batch processing  
c. calculate the total cost for items, including or excluding tax, as appropriate, 

depending on location of the sale, 
d. list each item (and number of items when applicable), thus providing an itemized 

receipt, 
e. provide a void option in order to remove an item from a purchase or account in 

case of error, and 
f. display the cost of the selected item.    

 
6. Administrative Functions and Applications Security 

The current system supports various levels of role-based security. The NGPC Project 
Manager is able to set security levels by assigning park staff to defined roles that allow 
access to certain menu options and screens and allow completion of certain actions.  All 
park staff who use the current system are required to have a secure login ID, which is 
associated with their role.  

 
All such administrative changes are implemented immediately (in real-time) within the 
current system. 
   
The current system retains a record of actions taken together with information to identify 
who implemented the action. 

 
7. Financial 

a. The current system provides an accounting package that allows the Reservation 
module to bill a guest for all charges incurred during their stay, including 
merchandise items. 

b. The current system provides an accounting package that allows the Group Event 
Planning Office to bill the group for all charges incurred during a group event, 
including merchandise items. 

c. The current system provides a comprehensive audit trail and reconciliation report 
by payment method for financial transactions that occur at park offices, the call 
center, or public website. 

d. NGPC has a breakdown of revenue codes (indicating fund, business unit, object 
code, and subledger code), to include breakdown of revenue by park area, for the 
current system.  

e. NGPC has a breakdown of state and local taxes used by the current system. 
f. The financial structure of the current system follows Generally Accepted 

Accounting Principles (GAAP).  The current system provides adequate security, 
internal controls, and management reporting to assure that revenue transactions 
and reservation data are processed accurately, consistently, and in a timely 
manner.   

g. Park staff with financial role-based security are able to trace a guest’s payment 
back to the original transaction.   

h. Park staff with financial role-based security are able to add or delete merchandise 
items (together with the assigned object and subledger codes).  

i. The current system provides specific details for financial transactions.   
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8. Payment and Credit Card Processing 
a. The current system accepts payment by check, Travelers’ check, money order, 

VISA, Master Card, voucher, gift certificate, NGPC bucks, IBT (Inter-Agency Billing 
Transaction), or any promotional coupons or gift cards issued by the NGPC. The 
current system retains and displays payment method.  (The NGPC pays all fees 
for nonsufficient fund checks and credit card processing.) 

b. All credit card transactions are securely processed through the current system and 
undergo on-line verification prior to reservation confirmation. Processing is 
compliant with Payment Card Industry’s Data Security Standards (“PCI DSS”) and 
verification is provided to NGPC annually. 

c. The current system has an accounts receivable (AR) module, used to post an 
amount due, including appropriate taxes, when a reservation is made that will be 
paid for later.  When a payment is made, the current system applies the revenue to 
the appropriate business unit and object code.  AR transactions are also used to 
make adjustments to the total amount due.  The current system allows posting of 
payments due and/or received to the entire reservation number and/or by 
individual reservation number. 

d. The current system allows advance deposits for Group Events.  Most Group Event 
Reservations are billed and paid for later.  The current system automatically 
generates an itemized statement which reflects the advance deposit as well as the 
remaining amount due.  After the Group’s stay, a final itemized statement will be 
generated automatically, including all items that were charged to the event during 
the stay (e.g., catering items, park permits, activity tickets), and sent to the Group 
for final payment.   

e. The current system has an accounts payable (AP) module, used when making a 
refund to a guest or group. 

f. When any credit remains on an account, for a guest or a group, after their stay 
(except for a camping stay), the current system automatically creates a voucher for 
that amount. The current system allows authorized park staff to change the status 
of the voucher in order to issue a refund. 
 

9. Reports 
All reports are available through the Reservation menu options and display transactions 
made through both the Reservation and Group Event Planning modules, as appropriate to 
the report content.  
 
The current system accepts date and location parameters in order to generate reports for 
a particular day, a date range, a calendar month, or a calendar year, as appropriate, and 
for a particular park, a park sub unit, a number of parks, a region, or all parks. 
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On screen display of reports allows sorting by selecting specified column headers. 
Reports are printable and are formatted so columns line up properly when printed as well 
as when viewed on screen. The current system provides the capability for park staff to 
export the report into Microsoft Excel and PDF worksheets.   
 
Revenue accounting reports breakdown revenue collected by fund, business unit (park 
area), object code (description of purchase), and subledger account to facilitate NGPC 
deposits. These reports are sorted by method of payment and provide a means for 
alternate sorting. 
 

10. Statement Printing 
The current system allows the printing of an advance statement with payment and 
balance information upon guest arrival. Upon check out, the statement printed itemizes 
any additional unit(s) or item(s) added to the reservation during the stay, reflects any 
payment(s) made, and provides an updated balance. 
 
When a Group Event reservation is made, the statement that is printed requests a deposit 
(25% of the total for the event). Upon receipt of a payment, it is posted to Group Accounts 
Receivable, and an updated statement is printed, reflecting the payment and the new 
balance. Each unit and item included as part of the event is itemized and reflected on the 
final statement, which is sent to the group representative after the event has occurred.   
 

11. HelpDesk 
The current contractor provides a HelpDesk to resolve current system-related problems at 
no additional cost, with no limit on the number of calls that can be placed by NGPC staff to 
the HelpDesk. HelpDesk support is available at an 800 telephone number from 9 a.m. to 6 
p.m. CT 7 days a week throughout the year.  
 
The HelpDesk number is available for year round coverage, 7 days per week, 24 hours 
per day for reporting problems. Call forwarding to HelpDesk staff is used during the off 
hours (outside the hours listed above). The HelpDesk functions to solve problems and 
maintains a log of all calls reporting problems or requesting assistance, documenting the 
problems and what actions were taken to correct the issues. The log is made available to 
NGPC upon request.   
 

12. Technical 
Servers 
The current system is web-based and runs on multiple servers in order to provide minimal 
down time. When one (1) server is down or experiencing problems, another mirrored 
server takes over processing seamlessly, with the transition between servers 
undetectable to all park staff and website customers.  
 
Hardware 
NGPC provides personal computers and document printers at the park offices and call 
center.  The current contractor provides eight (8) each of thermal printers, cash drawers, 
credit card swipes, and bar code scanners annually.  
 
Internet Connectivity 
NGPC is responsible for internet connectivity at the park offices and the NGPC’s 
administrative offices, including the call center.  
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Browser Compatibility 
The current system is accessible using Microsoft Internet Explorer and Firefox. 
 
Website 
NGPC’s reservations website can be accessed directly by the public. The web page is 
dedicated to the NGPC Nebraska State Parks and does not contain any non-NGPC 
advertising.  Changes in the design of the web page receive prior NGPC approval and are 
coordinated through the NGPC Project Manager.  The current system provides links to 
NGPC web pages. 
 
Data 
The current contractor is responsible for storing, and for the safe keeping of, all data on a 
central database and for maintaining a full backup copy of the production database. for 
five years and keeping it accessible to NGPC. The current contractor is responsible for 
maintaining and storing all data  
 
Two Environments 
The current system includes a test environment as well as a production environment.  The 
test environment is available for current contractor’s staff to test enhancements, and 
correct deficiencies before new code is moved to the environment.  
 
The test environment is available at all times for training purposes.  This test database is 
synchronized with the production database at least quarterly. The test environment is 
completely separate from the production environment.     
 
Updates 
The current system is updated, enhanced and modified in response to technological 
advances and requests for additional features from NGPC  
 
 


