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Facility Overview

POS> Facility> Visual Facility Bookings

=3 Links

Links provides a simple to read and easy to use facility management function that can be
tailored to the needs of your facility.

3. Visual Facity Bookings (=183 % |

o
£y
>4

=

LSITE | 5M PDDLl '-E’”‘PF‘HNHEIF‘5| | STADIUM |

202 27 28 029 3 1
2 3 4 5 B 7 8

9 10 11 12 13 14 1§ | | | | ||-?dayV|ew BDDngDetalIsl Mew Booking Wacancies
B3 A N 2 by | OSSN 2020 | PT 3] G T
28 L

o4 % x 7 o8

o # 1 2z 3 4 5 [Times PT |[GARY GEORGIA PAIGE SAMMY
T Today: 7/23/2012 05:00 &k
05:30 Ahd
(Bl Centre Facilties 600 &b
=-FULL SITE 0630 A
E-50M POOL 0700 &M i EDDIE, BETTS
[F-BASKETBALL COURT 07:30 &M EDOIE. BETTS
[-FITHESS 0500 &M
by 05:30 &M
1 FHEALTH CLUB 09:00 &M
[ QEARMERS POOL 03:30 AM
L=FFT 10:00 &M 4
- GARY 10:30 AM -
GEORGIA 11:00 &
- PAIGE 11:30 &M
- SaabAbAY
- TEST
-~ MEETING ROOM
[ Oval Hire Soccer
[#- Secondary Poal

‘l ‘l Locations ||| Search || Print/E maill Canfirmation Letter Export To Excel Qeamhl Attendances Close | '

This screen consists of 5 main areas:

1. The preview This displays all the sections of the facility’s available for booking.

pane

2. The date and The date lets you choose the date you wish to book.

quick selection

keys The quick selection buttons at the top can be customised to act as
shortcuts to display the mostly used facilities for quick viewing and
booking.

3. The colour key These colour keys are your indicator fo a booking.

4. The session This shows you what is currently booked and what is available to be

display booked.
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5. & 6. The function These allow you to perform different functions on Facilities, from
keys searching for bookings to making and aftending bookings.

Facility Setup

Admin> Facility> Setup Facilities

Prior to Setting up Facilities you need to make sure that you have set up the following in the
Admin module:

e Prime Usage (Admin> Site> Table Maintenance)
e Service codes for charge rates and staff (Admin> Products and Services > Services/
Services Master)

Facility Setup allows you to manage the various sections of your facility that are available for
hiring. Once you have set your facility up by specifying the rate, dates and times available,
bookings can then be made through Point of Sale.

(g ™y
Yo -~ oewa
Bl Faciltiss Available o Facility Code: ISTﬁDIUM Diuration: |1 3 mirs

[ Lakeside Service FC]C|||fy

=- L:akeside Stadium Diescription: IStadium
[+ Change Rooms
- Event Control Rooms Peak Charge/Hr: Service Code: IS'I 29
[ Grandstand Seating
- Lakeside Warm Up Area OffPeak ChargeHr: DffPeak Service Code: |s1 mza

residents Foom

tadium Fixed Duration [ves Staff Service Code: [HA4
Booking Periods:

|z Canfiguration: Staff Charge/Hour: |MAA

Requires & Staff
Member:

Details

T

Datez | Set the dates that thiz facility iz unawailable for bookings.

Times | Set the weekday times thiz facility iz unavailable for bookings.

Public Holiday Times | Set the facility times for public halidays [overide above times).

Configuration Times | Set the weekdap timesz that thiz facility configuration operates.,

Other Relationships | Set other facility relationships

Assets | Set the azzets that can be booked with this Faciliy,

Add Facility To Selected | Modify | Delete | web Bookings | Setup the facility for booking over the web

Find |

Search:
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The above facility setup screen can be divided into 3 areas:

Facility

Details

Setup

can be expanded and confracted by using the bombs ﬂ atf the

bottom of the pane.

Shows the preview of your facilities that have been setup. This tree

This area shows you the details that you have setup for the Facility,

the reporting, costs, duration etc.

Adding a New Facility

Admin> Facility> Facility Setup

Adding a New Facility will add a new whole facility that can then be broken down further,
e.g. Setup the 50m pool which can then have lanes 1-8 added under the main facility.

1.

[ Facility Setup

Click on Facilities Available so it is highlighted

B-FULL SITE

Add Mew Facility

This is the area where you setup times, available days and assefts.

2. Select and the following Screen will appear
[ Add/Madify Facility Dialog - [
Facility Code: || (Maw. 20 Chars]
Diescription: | Prime Uzage: ﬂ 4
Duration: mins Group Update Charges ‘
Charge/Duration:  |0.00 Charge/Duration:  |0.00 Charge/Duration:  |0.00
Charge/Hour:  |0.00 Charge/Hour:  |0.00 Charge/Hour:  |0.00
Code: ’7 J Code: J Code: J
Drescription: Description: Description:
Charge/Duration:  |0.00 Charge/Duration:  |0.00 Charge/Duration:  |0.00
Charge/Hour:  |0.00 Charge/Hour:  |0.00 Charge/Hour:  |0.00
Code: J Code: J Code: J
Drescription: Description: Description:

Can this Facility have a staff member
booked with it?

Code: J
Drescription:
Charge/Hour: $ [0.00

r Setup charge overrides that can be applied
Lo thiz Facilities bookings

Setup Overide Charges

[ Is this facility & configuration of it's parent?

r Send confirmation letters with this facilities
bookings?

Save Clone Cancel
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Enter the Facility This is the name of the facility i.e. 50m Pool Outdoor.

code

Enter the This is the display name which will be shown in the visual facility
Description bookings.

Enter the Duration This is how many minutes in duration the facility can be booked at a

fime i.e. 15 min 30 min or 60min

Enter the Prime Using the ¥ lto select the prime usage of the facility.

Usage
Creating a Prime Usage

To create a Prime Usage if this has not been done through Admin prior to setting up the
Facility

.....................

a. Select Liuiieflwhich will take you to the Prime Usage Table Maintenance
i . Table Maintenance @

e [FRIME USAGE |

Edi...
Description | Comments | Status"l
B adminton Active
BacketBal Active
FOOTEALL Active
Netbal Active .4
Soccer Active
Swimming Active

Add Mew Value

Add New Yalue

Drezcription’, “
Code:

Details:

Apply
Clear

Cloze

Status (4 tive -

b. Simply add the Description/Code, this will be what is displayed as the Prime Usage
c. Enterthe details
d. Select Apply
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3. Enter the Peak Facility Service for Casual, Customer and Client; you have the ability to
charge different rates for each of these in Links.

Charge/Duration: W Charge/Duration: W Charge/Duration: W
Charge/Hour: W Charge/Hour: W Charge/Hour: W
Gl Ii J Code: ,7 J Code: ,7 J
Description: | Description: | Description: |

Peak Facility Service Setup

This is to set up the charge'’s for ‘Peak Time' use of the facility (to set Peak Times go to Times in
Facility setup). You first need to know what you wish to charge for the facility and ensure the
service code is already setf up in Admin module.

a. Start with ‘Peak Facility Service Casual’

Charge/ 30 mins: |25—
Charge/Hour: IED—
Code: li J
Descriptiors [~

b. Enter the Charge/Duration or the Charge/Hour
c. The following screen will appear

' !
Copy to Peak I—“" 'J

Copy this charge amount to the other Peak charges?

“ ~

d. Select Yes if you wish to use the same cost for Customer and Client for Peak fimes or
select No if you will be charging different rates
e. The following will appear:

-

Caopy to Off Peak -

Copy this charge amount to the other Off Peak charges?

4

f. Select Yes if you wish to use the same cost for Customer and Client for Off Peak fimes
or select No if you will be charging different rates

Code: J .. .
Enter the this is the service code and can be found by

selecting J and the following screen will appear
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r N
1. Search B
Up
Down
Show &l
o Locatior:  [DEMO SITE x| T Al Products / Services B |
" Product
@ soges | Do | |
€ bemType  Statting
Deseiption .
€ Yisit Pass
i Sefect
I Inc. Inactive Supplier. | [ | e
Columps ‘ Cast §: |equa\s d | |
‘ SKEW: | PLL | SIZE. | | Cancel

h. Enter the description of the service and select the radio button ‘Containing’

.  Starting -
Drescription: @ Containing IHlle
Search
i. Select

j.  Select the service you wish to use by double clicking on it or highlighting it and
pressing ‘Select’

Diescription Amount, $ | AlPrice, § ~
) ' BEMTAL SPORTS HALL 'WEE 30.00 [
FarCoz FACILITY REMNTAL SPORTS HaLL WEEKEND 35.00
FaCO3 FACILITY REMTAL SPORTS HaLL AFTER 12... 55.00
FAC04 FACILITY REMTAL COMMUMITY HALL WEEK... 30.00 E
FACO5 FACILITY REMTAL COMMUMITY HALL WEEK... 40.00
FACOE FACILITY REMTAL COMMUMITY HALL WEEE... 40.00
Faco? FACILITY REMNTAL COMMUNITY HALL AFTE... 55.00
FACOS FACILITY REMTAL MEETING ROOM WEEKLY 17.50
FaCOg FACILITY REMTAL MEETIMG ROOM AFTER 1... 30.00
FACIO FACILITY HIRE 5.00 5.00 -
4 m ]

k. The following screen will appear

]

-
Copy to Peak

Copy this service code to the other Peak service codes?

I.  Select Yes if you want to use this code for Client and Customer for Peak Bookings or
select No if you will have other Service Codes
m. The following screen will appear

=)

-
Copy to Off Peak - -~

Copy this service code to the other Off Peak service codes?
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n. Select Yes if you wish to use this Service code for Client and Customer for Off Peak

bookings
o. You will need to fillin Peak Service for Customer and Client if you did not wish to use

the same prices and codes as Casual, to do this repeat the above steps as
applicable

4. Now enter the Off Peak Facility Service for Casual, Customer and Client, If you were
using the same costing and service charges as Peak this will already be completed.

Charge/Duration: W Charge/Duration: W Charge/Duration; W
Charge/Hour: W Charge/Hour: W ChargeHour: W
Cade: li J Code: Ii J Code: Ii J
Description: | Description: | Dezcription: |

Off Peak Facility Service Setup

This is to sef up the charge'’s for 'Off Peak Time' use of the facility (to set Off Peak Times go to
Times in Facility setup). You first need to know what you wish to charge for the facility and
ensure the service code is already set up in Admin module.

a. Start with Off Peak Facility service Casual

Charge/Duration: (0,00
Charge/Hour:  |0.00
Code: J

Description: |

b. Entfer the Charge/Duration or the Charge/Hour
c. The following screen will appear

F ~

Copy to Off Peak -

Copy this charge amount to the other Off Peak charges?

J

d. Select Yes if you wish to use the same cost for customer and client for Off Peak fimes
or select No if you will be charging different rates
e. The following will appear

Copy to Peak I-“" “I

Copy this charge amount to the other Peak charges?
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f.  Select Yes if you wish to use the same cost for Customer and Client for Off Peak fimes
or select No if you will be charging different rates

ode; I— J

selecting J and the following screen will appear

g. Enterthe this is the service code and can be found by

B9 Search @

Up

Down

Show all

Hitais

7 Locatior: - [DEMO SITE ] I 4t Products ¢ Services | | | search
i
+ Service Code: |
2 . " Starting
Drescription: B .
o] Eonianng
Select
[ Inc. Inactive Supplier. | =] elect
oo | [ cors o o |
Sl FLL: | size: Cance

h. Enter the description of the service and select containing

Hieasiat " Starting | -
escription: . e
B f* Containing

Search

i. Select
j.  Select the service you wish to use by double clicking on it or by highlighting it and
pressing ‘Select’

Drescription
FACILITY BEMTAL S LL 20.00 1.
FaCoz2 FACILITY RENTAL SPORTS HALL WEEKEND 35.00
FACO3 FACILITY RENTAL SPORTS HALL AFTER 12... 55.00
FAC04 FACILITY RENTAL COMMUMITY HALL WEEK. .. 30.00 E
FACO5 FACILITY RENTAL COMMUMITY HALL WEEK. .. 40.00
FACOE FACILITY REMTAL COMMUMITY HALL “WEEE... 40.00
FarCo? FACILITY RENTAL COMMUMITY HALL AFTE... 55.00
FACO3 FACILITY RENTAL MEETING ROOM WEEKLY 17.50
FACO03 FACILITY RENTAL MEETING ROOM AFTER 1... 30.00
FAC10 FACILITY HIRE 5.00 5.00 -
< 1 | b

k. The following screen will appear

© t
Copy to Off Peak - I-""-I

Copy this service code to the other Off Peak service codes?

I.  Select Yes if you want to use this code for Client and Customer for Off Peak bookings
or select No if you will have other Service Codes
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m. The following screen will appear

I N
Copy to Peak l' "']

Copy this service code to the other Off Peak service codes?

n. Select Yes if you wish to use this Service Code for Client and Customer for Off Peak

bookings

5. Now Select the following options if you would like them to occur for this Facility

Can thiz facility have a staff member
booked with it?

r Setup charge overnides that can be applied
to this facilities bookings

[ |z thiz facility a configuration of it's parent’?

Send confirmation [etters with this facilities
bookings?

Tick this option fo allow staff fo be booked with
the facility. When this is ticked the option to put
a staff Service Code and amount per hour will
show. See Adding Staff on how to do this.

Charge override refers to alternative prices you
wish to charge for a particular booking. You
may wish to use this for a facility that can be
used for another function that you don’t
charge at the same rate. For example: A
basketball stadium that is used for netball as
well , however you charge netball at a different
rate than if you were hiring the basketball
stadium. See Setup Override Charges on how to
do this.

Tick this option if the facility is hired out for
mulfiple purposes. For example: A basketball
court which is also utilised for netball and
volleyball, then this would be selected.

Tick this option if you require confirmation letters
to be sent when booking this facility.

6. Enter the Staff Service if you selected that you wish for Staff member to be booked

with the facility.
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Adding Staff Service

If this option is selected, staff will be able to be booked with the facility. A Service Code and
charge needs to be entered to do this. The Service Code needs to be already be setup in
the Admin Module.

Code: W J

Description;  |Staff Hire

Charge/Hour: $ |40.00

a. Under Staff Service, search for the code by selecting the following screen will

appear

B3 Search

Down

Show All

~
~
¥ Service
~
~

[ Inc Inactive

Colurmng

Lacation: ‘DEMD SITE

| T a0 Products £ Services

Code: |

* Starting

Description: N
2 " Cantaining

Supplier. |

Cost §: ‘equa\s

=l

SKEW: |

FLU ‘

SIZE:

i),

Seach

Select

LCancel

|

b. Search for the Service Code
c. Once you have found the Service Code you are after double click on it or highlight it
and press ‘Select’.

Code [ escriptian Amount, $ | AlPrice, 3] On ... | Type

Staff Hire 30000 GG———

Charge/H our:
d. Enter the charge amount arge/Hour: $30.00
7. If you are going to charge alternative amounts when making facility bookings, you will

. Setup Ovenide Chargez
need to set up any Charge Overrides

Charge Override Setup

Charge override refers to alternative prices you wish to charge for a particular booking. You
may wish fo use this for a facility that can be used for another function that you don’t charge
at the same rate. For example: A basketball stadium that is used for netball as well but you
charge netball at a different rate than hiring the basketball stadium.

Facility User Guide December 2012



s
]

=5 Links

MODULAR SOLUTIONS

Note: You need to make sure that you have created a Service Code before you create a
charge override in Admin > Products and Services > Services/Services Master. This will relate
directly to the recording of income for reporting purposes.

Setup Owernide Charges

a. Select
E. Owverrides - =y X
bOM POOL
Descriptian: || Description Service Mame Amount, | | Service..
Service Code: J
Service Descr: |
" Rate
" Percent x
Save Cancel

b. Enfer a description in the description box. This is what the override price will be known
as

c. Select aService Code by selecting the following screen will appear

B35 Search Ig
Up
Down
Show All
~ Location:  [DEMO SITE | T AllProducts / Services
~
o Service Code: |
2 . ¥ Starting
Description: " |
-~ " Containing
i Select
[ Inc. Inactive Suppler. | =l e
Columps Cost §: ‘equa\s j |
SKEW: | PLU: | SIZE: Cancel

d. Search for the Service Code

e. Once you have found the service code you are after double click on it or highlight it
and press ‘Select’

f. Either select Rate or Percentage. Rate is a set cost and Percentage is the
percentage of the normal cost

20.00
1] X

(* Rate

Faf™ Percent December 2012
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Add
g. Select 4 you will then see this override in the window on the right

Description: |i Description Service Mame smount, | | Service... |

MHon For Profit Facility Bookings 20.00 ¥ HCOO

Service Code: |

Service Desch; |

" Rate Add
" Percent % Clear

i i

h. To add another override select ‘Add New Override’

i. Repeat steps b-g

j- Once you have finished entering all the overrides, select ‘Save’

k. These override prices will now be available when you make a booking for this facility

8. Once you are happy with all the details you have entered for the new Facility select
‘Save’ to finalise

' ™
B Add/Modify Facility Dialog [
Facility Code: — [POQL [Max. 20 Chars]
Description: |50M POOL Prime Usage: | Swirnming ﬂ
Duration: |30 mins Group Update Charges ‘

Charge/ 30 ming: |25 Charge/ 30 mins: |25 Charge/ 30 ming: |25—

Charge/Hour: |50 Charge/Hour: |50 Charge/Hour: |50

Code:  [FACDT = Code  [FaCDl . Code:  [FaCD] =]
Description: FACILITY RENTAL Description:— [FACILITY REMTAL Description:  [FACILITY REMTAL

Charge/ 30 mins: |20 Charge/ 30 mins: |20 Charge/ 30 mins: |20

Charge/Hour: |40 Charge/Hour: |40 Charge/Hour: ,—40

Code:  [FaCD2 ] Code:  [FACOZ L Code:  [FACO2 ]
Deseription:  |FACILITY RENTAL Description:  [FACILITY RENTAL Description:  [FACILITY RENTAL

Can this facility have a staff member Setup charge overrides that can be applied i Facili N 3

v baoked with £ v b ths Facilfies bookings IV |5 this facility a configuration of it's parent?
v Send confirmation letters with this facilities
bookings?
Code: [vS16 J
Setup Ovemde Charges
Description;  |Staff Hire
Charge/Hour: $ |30.00
Save | Clone ‘ Cancel ‘

Facility Settings

Admin> Facility> Facility Setup
Facility User Guide December 2012
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Facility Setup is where you set up the functions of your Facility. Choose a facility from the tree,
whichever facility is selected is the one that you will be making adjustments fo.

Dates Set the dates that thiz facility iz unavailable far bookings.

Times Set the weekday times this facility iz unavailable far bookings.

Public Haoliday Times | Set the facility times for public holidays [overide above times).

Configuration Times Set the weekday times that this facility configuration operates.

Other Relationships | Set other facility relationships

Azzets Set the aszets that can be boaked with thizs facility.

Setup the facility for booking over the web

Dates
This is where you set days that are unavailable for booking within in a facility.

Setting Unavailable Dates

Dates

1. Select

13 Facility Unavailability Dates |60 o0 [

Facilty: |5DM FOOL

August hd 202 -

T E
i
s B
A
BEEERN

 Available

Find the date you wish to make unavailable by searching for the year, month and
day and click on to it

Select the Unavailable radio button

Insert a comment if necessary

Select ‘Update’

This box of this date will now show red

N

S

To make this date available again select the date

1. Select the Available radio button
2. Select ‘Update’
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Times

This is where you set the available and unavailable times for facility bookings. You also have
the ability fo make off peak times which will charge the off peak rate you have set up when
setting up the facility.

Setting Times for Facility Bookings

1. Select w You will see that the time default is available as peak 24 hours
a day, 7 days a week

B Facility Availability ENE—
***NOTE: You MUST enter the U ilable D iption before selecting any U il Times.
2 - 2 ¢« 4 -+ & =+ & - 10 ¢ 12 - 2 -+ 4 -+~ & -+ B ¢ 10 ¢ 12
All
Maonday
Tuesday
‘Wednesday
Thusdsy
Fiday |
Saturday
Sunday
Intervak [1 howr - | Peak “Hower wouise over times for desorhution
Off Peak. Unavailable Description:
Monday to Sunday from 12:00 AM to 12:00 AM ] Unavailable [ Apply
Cancel

2. Enter the unavailable times, to do this click and drag over the times
Unavailable Description:

3. Enter an Unavailable description and select 'Apply’ Aol |
4. Repeat this if more than one time is not available
5. You can enter the Off Peak times. This is done the same way, by clicking and

dragging over the times

6. Then select Dif Peak |

7. Repeat this for any other Off Peak times, your screen should now look a similar to the
following:

1 Facility Availability G~

== NOTE: You MUST enter the Ll il D iption before selecting any Ul il Times.

12« 2 4 . . B . . . . . Y]

tonday

Tuesday

Wadnesday

Thursday

Friday
Saturday

Sunday

Interval |1 hour - - Peak “Hower mouse over tmes Eoi descrivtion
. T OHPesk || Unavailable Description:
Monday from 11:00 P to 12:00 4K (T " | [ Sl

Save Canesl

8. Once happy with the times select ‘Save’

Public Holiday Times
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This is where you can specify the Public Holidays tfimes the facility is available/unavailable for
bookings. You will need to have set up Public Holidays first via Admin> Admin> Setup Public
Holidays.

Entering Public Holiday Times

Public Haliday Times

1. Select
B Facility Unavailable Times For Public Holidays [
Year: -
Public Holiday: | J Drate:
12am Bam 12pm Epm 12am

- | hours P Available Beri

" Unavailable

Histary |

A

Select the year you wish to set the public holiday for by using the drop down box El

Select the public holiday from the drop down box EI

The times the facility are available will default to the normal times available
Select { Unavailable

A

Now click on the blue squares that you wish to make unavailable and they will turn
white

Once happy with the times select save

Select ‘Close’

o N
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Configuration Times

If the facility being added is a configuration (by configuration we mean that it can be setup
for a certain sport or function at any particular time or day) of another facility then the fimes
that this facility is available/unavailable are specified here. This needs to have been setup in
the facility set up prior.

Adding a Configuration Time

1. Select Configuration Times , this will only be available if the facility was set as an

configuration of its ‘parent’

r ™
[ Setup Facility Configurations ﬂ

Parent Facility: BASKETBALL COURT

Configurations 1 Add Weekly Times I Add Speciic Date )

2 ALG 2012 ﬂ ‘weekly Times: [T Specific Date (Ovenrides Weekly Times), Il Mot Configured: [~

4 Hon, &ug B Tue, Aug 7 Wed, Aug 8 Thu, Aug 9 Fri, Aug 10 Sat, Aug Sun, Augl2 | »

-

BT

EADMINTON T
12ﬂ 12:00 PM -

03:00 P

1
METBALLT

2E 02:00 PM - iy
08:00 P
3 :
4%
5%
6 00
7%

m

-

2. This will show any current configurations, Blue is weekly tfimes, Green is a specific date
and yellow is not a configured fime
3. Select the '‘Add Weekly Times' tab for ongoing weekly configurations

r ™
[ Setup Facility Configurations @

Parent Facility: BASKETBALL COURT

Configurations Add Weekly Times | Add Specific Date )

Details

Every ‘Salurday j between ‘ j and‘ j

parent facility: BASKETBALL COURT

should be configured for. [[TTETATE]

Save

Close

—— J

4, Enter the day you wish for it fo occur on

5. Enter the start and finish time for the configuration

6. Select how it should be configured from the drop down box
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7. Select ‘Save’
Making a Configuration for a specific date

1. Select the ‘Add Specific Date’ Tab

[ [5 Setup Facility Configurations @
Parent Faciity: BASKETBALL COURT
Configurations T Add wWeekly Times T

Details

On liﬂ between j andl j

parent faciity: BASKETBALL COURT

should be configured for: [pantINTOM 1 j

Save
Close

2. Select the date for the configuration
3. Enter the to and from times
4. Select what the facility should be configured for
5. Select ‘Save’

Other Relationships

This gives you the ability fo enable multiple configurations of facilities such as Sports Halls and
Pools. This is ideal for users that change lane options or have numerous sports played on the
one court. The most common use of co relationships is that of a sports hall with half courts
and badminton courts. In the past users would have setup Badminton Court 2a and
Badminton Court 2b and had these under respective half courts. Users can now assign the

Badminton Court 2 to both half courts.

Creating Facility Relationships

To assign the co relationships you will need to go to Admin> Facility> Setup Facilities

1. Click on facility you wish to assign
2. Click on ‘Other Relationships’
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B Facility Setup (=

B Facilties Avalable Facilty Code: [EADMINTON C2 Durators [i0 s
El-Sparts Hall |
E"CEDUIH Description: |Badmint0n Court 2

adrninton Court 1

g b adminton Court 2 Peak Charge/Hr: |30 Service Code: |S036
- Badminton Court 3

-Half Court 1 OffPeak Charge/Hr: [20 OffPeak Service Code: [S036
‘- Half Court 2

Fixed Duration v Staff Service Code: [N/&
Booking Periods:

Is Configuration; Mo Staff Charge/Hour, [NA2

Requires A Staff g
tdember:

Dates Set the dates that thiz facility is unavailable for bookings.
Times Set the weekday times this facility is unavailable for bookings.
Public Holiday Times | Set the facility times for public holidays [overide above times).

Set the weekday times that thiz facility configuration operates,

Other Relationships | Set obher facilty relationships

Set the azsets that can be booked with this facility.

11117

LIy

Add Facility To Selected ‘ Madify | Delete ‘ Setup the facilty for booking aver the web
Search: M

Cloze

3. The following screen will appear

-
[ Facility CoDependants l‘:' = ﬂ

CoDependant facilities ofBadminton Court 2

Faciliy [

Add related facility
LCloze

Add related facility
4. You can then select

5. This will display a list of the facilities so you can then select which facilities should be
blocked out when this facility is in use.
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9. Facility CoDependants

= B 2

CoDependant facilities ofBadminton Court £

F acili

59 Facility List

Other examples of where co relationships may be used are;

1. Booking the entire pool also books the PA System and Podiums at no additional cost
2. Booking Lanes 1-3 automatically make Lane 4 unavailable for Booking

A volleyball court in the middle of a netball court makes both half courts unavailable

Assets

An Asset is a product that you can have available with a particular facility hire. l.e. Netball
rings for the stadium or kickboards for the pool; this can be either charged or non-charging.
The assets must already have been set up in order to be specified aft this fime via Admin>

Facility> Setup Assets

B

=2 F acilities Avalable
Sp_curts Hall
B Court 1

B adminton Court 1
- Badminton Court 2
- Badminton Court 3
~Half Court 1
Half Court 2

Adding Assets to a Facility

1. Select

Azzetz

-

5. Setup Facility Assets

Available Aszets

Agzet N ame

HACGUET HIRE
WwaTER BELT
Sw55 BALLS
PILATES MaT
KETTLE BELLS
FOCUS FADS
BOMING GLOVES
BALL SPORTS

Selected Assets

Asget Name |

Add s>

<¢ Remove

i |

Save Cloze

J

2. Hold down the Ctrl key and click on the assets you wish to make available for this

facility

. Add
3. Once all the appropriate assets have been selected select &

Facility User Guide

December 2012



=3 Links

MODULAR SOLUTIONS

4. The facilities will now show on the selected assets side of the screen
5. These are now available to hire for this facility

-
5 Setup Facility Assets

[t}

Avallable Assets

Selected Aszets

Agset Mame Azget Name |
KICK. BOARDS RACQUET HIRE

RACQUET HIRE SWISS BaLLS

WATER BELT PILATES MaT

WSS BALLS KETTLE BELLS

PILATES MAT FOCUS PADS

KETTLE BELLS BOXING GLOVES

FOCUS PADS < Blegme BALL SPORTS

BOXING GLOYES

BALL SPORTS

Save Cloze

6. Once finished select ‘Save’
Check for Overdue Facility Bookings Automatically

This Links setting automatically checks for any overdue bookings not marked as attended. A
message will appear every time a facility booking has past and hasn’t been recorded as
attended. This message will appear every 2 minutes, therefore it is notf recommended for
those facilities that have a large amount of facility bookings.

1. Go to Admin> POS> Setup
2. Either select or unselect I Check for overdue facility bookings
3. Select 'OK’

-
4 Setup Point of Sale

Genesal | Products | Categones I Paymert Options i Recepts I Laybys Vou:hersl
(X Recoed cheque detads
(X Recoed credit card detads
[~ Cand type ooy requured
X Vahdate credt caed numbers
(X Ask for cash tendesed
X Layby 7 Spit detauts tull smourt in layby
| [T Show product code cn POS
™ Adways ask for discount reason

[T Retun\Refund is not petmited

[ Prompt for amourt on sale of $0 product
X Vist pass free for sessions

[ [Check foe ovesdue laciity bookings)

[ 2P suxvey |
[% Inchade voucher total in balance
[ Allow users to change tll ids

Facility Security

There are a number of security levels that you can allocate in the Facility module. These
include view only and casual only booking options. The security features are found under
Admin> Security> Security Groups.
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For in-depth security options for Facility please see the Admin Module for further information.

Menu
Security

' P
B Security Group Setup (5. Allowed Facilities - ) =
Group Code: |HEC J Check the facilities wou want to enable for this group.
Description: |HEEEPTIDN 1
[ Administrator Group
- [w] BADMINTON 1
[ Modules T POS T : Claszes BADMINTON 2
YvP Facility Lirks Pay [etulyt BADMINTON 3
- &-[w] FITMESS
) . . -[w] FITMESS 1
[ Can modify facility baokings. [ FITHESS 2
[* Can create casual bookings - cash only. -] gym
. &-[w] HEALTH CLUE
[ Can assign staff/assets. [¥] CENTRE TOUR
[ Only baok [35 . FITHESS ASSESSMENT
dayz in advance. ] FROGRAM SHOW
[T Only book lowest level facilities. @[] LEARMERS POOL
[* Only attend casual bookings. ED FT
) - ~[CTEST
[¥ Can view book location's faciities. -] MEETING ROOM
- [] Oval Hire Soccer
Allowed Facilities - [] Secondary Fool 3
3 - [] STADIUM )
- [] TRAIMING ROOKM _J
Cancel | Acept | [ J

There are a number of security options available from:

e Allowing users fo modify bookings already made
e Ability to only create casual bookings — cash only
¢ Limitations on assigning staff & assets

e Restriction on how many days’ staff can book in advance

e Restriction to only book the lowest facility i.e. can book Lanes 1 and 2 but not the

entire pool

e Can only aftend casual bookings

You can also restrict the facilities that the staff allocated to the Security Group can book. For
example reception staff can only take Basketball Court and Health Club bookings.

Facility User Guide
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Visual Facility Bookings Functions

Below is a broken down Visual Facility Bookings screen so you are aware of all the functions

on this screen.

POS> Facility> Visual Facility Bookings

[=- Centre Facilities

Bt POOL

O FULL SITE
[+ 50M POOL
[-BASKETBALL COURT
- FITNESS

“egym
HEALTH CLUB
- LEARNERS POOL
B-PT
L. TEST

- MEETING ROOM

(- Oval Hire Soccer

- Secondary Pool

4| &)

05:30 A
06:00 AM
06:30 At
07:00 AM

07:30 A

05:00 At
08:30 At
05:00 A
05:30 At
10:00 A
10:30 At
11:00 At

- N
B Visual Facility Bookings (=]
LEARNERS

L] oo | T | _sreoum | -

25 6 27 28 23 30 1 - - -

2 3 4 5 & 7 8 FITMESS 2 ' ! : !

9 10 11 12 13 14 15 | | | | ||_ 3y wiew Bookngetal\sl Mew Booking | Vacancles‘l
16 17 18 13 20 21 22 [EIDE| 05001200 | 1zo002200 | FULL SITE <] 23] I 2Grids

23 M /e T WM "
@ 1 2 3 4 5 [Times FULL [50M FOOL BASKETBALL FITNESS HEALTH CLUB [LEARNERS _[PT__ -~
5 Today: 9/08/2012 0500 AM |

11:30 AM
12:00 P
12:30 P
01:00 Pt
01:30 P

02:00 PM

02:30 P

03:00 P

03:30 PM
04:00 P4
04:30 PM
05:00 P4
05:30 PM
0E:00 P4
06:30 P
07:00 PM

CRAIG, ANDERSOM

CRAIG, ANDERSOM

07:30 P

Laocations HI Search | ‘ Print/Emai Confirmation Letter

=
L«

¥

Closz

Attendances |

Export To Excel Boaking Search

e July 2012 s
Maorn TuewWed Thu Fri Sat Sun
2B 7 22 M 3 1

2 3 4 B B T 8

9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 #2723 029
;m AN 12 3 4 5
= Today: 9/08/2012

LEARMERS
Pl

FITHESS |
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Here you can select the date you wish fo view.

You have the option of using -*= ¥ to move back

or forward a month.

Or if you select the name of the month you can
select a month in that same year.

Otherwise if you click on the year you can move
forward or back one year at a tfime.

June 2012

The Quick Keys allow you to have your most used
facilities set to these buttons for quick viewing.

24
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pEiEe osocdzoo | 1zoozzoo |

| 7 day view

Booking Details

Mew Boaoking

Wacancies

B ooking Detailz

Mew Boaoking

[ 2Grids

You have the option to select to see the bookings
for ‘All Day’, ‘Morning only’ or only ‘Afternoon
only’ which minimises what is shown on the screen.

This Shows the colour codes which relate to the
bookings on the scheduler.

When ticked this shows the next 7 days and can
only be used if the facility is not configured, i.e.

you cannot see the next 7 day view for the 50m
pool but you can see lane 1 for the next 7 days.

This button will allow you to view a Bookings details
if a booking is selected.

This button will create a new booking once you
highlight the times you wish to book.

This shows all vacant bookings for either one or
multiple facilities between a period of time and
dates by applying filters. See Vacancies for further
information.

This button will allow you to view a Bookings details
if a booking is selected.

This button will create a new booking once you
highlight the booking times.

This allows you to either increse or decrease the
width of the colums that are on the screen.

gym HEALTH CLUB

<« »

This allows you to split the view of the facilities into
2 grids.
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- Centre Facilities
M Fk POOL
=-FULL SITE
- 50M POOL
- BASKETBALL COURT
- FITNESS

& HEALTH CLUB
- LEARNERS POOL
P

-~ MEETING ROOM
[+~ Owal Hire Soccer
[+~ Secondan) Poal

LIy

Locations

Print/E mail Confirmation Letter |

Print/E mail Confirmation Letter |

Ewport To Excel |

Booking Search |

Facility User Guide

The Facility Tree shows all facilities available.

The bombs allow you to expand and contract the
facility free.

If you run a multi location database, you will be
able to filter the facility view by location.

The session display shows you the facilities
availability, unavailability and current bookings.
You are able to change the booking time by
clicking and dragging. See Change Booking
Times for further information.

Allows you to search for a booking via the booking
number and will take you directly to the booking
screen.

Will bulk send confirmation letters & emails, filtering
by dates. See Bulk Confirmation Letters & Emails for
more information.

Will bulk send the confirmation letters & emails,
filtering by dates. See Bulk Confirmation Letters &
Emails for more information.

Will export the session display panel to excel. This is
good if a Duty Manager needs to know any areas
to set up or who should be in certain areas.

This will let you search for a booking using filters to
find a booking if the person cannot remember
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Attendances

Cloze

Adding a Quick Key Button

1. Select a facility from the facility tfree

- Centre Facilities

B-FULL SITE
[#- 50k POOL
#-BASKETBALL COURT
|: ..
- gy
#-HEALTH CLUB
#-LEARMERS POOL
-PT
- TEST
- MEETIMG ROOM
[#- Owal Hire Soccer
- Secondary Poal

when they made their booking or for what time.
See Booking Search for more information.

The attendance button will shoe who has and

who hasn't been marked as aftended. In here you
can mark as attended, unaftend or bulk attend in
his area, you can select days to view as well as by
facility, see Mark a Booking as Attendance point 4

Will close the Visual Facility Booking screen

2. Right click on a blank quick key button and select current facility fo button

| l |
 — Set current facility to button

Editing a Quick Key Button

You have the ability to edit the quick key buttons you can:

e Add abackground picture

¢ Remove background picture
e Set background colour

e Set current facility fo button
e Clear Button

To add a Background Picture

1. Right click on the button and select #dd background picture
2. Find the picture you wish to use on your computer
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P
B Open @
O@ <« Pictures » Public Pictures » Sample Pictures ~ [ 3 || search Sample Pictures 2|

Organize v New folder =~ 0 @
¢ Favorites . Pictures library Arangelbys: Falderss
B Desktop Sample Pictures

& Downloads

—
%] Recent Places g P
pe o 3 .

4 Libraries

i Documents ghrysanthﬁemum Desert Hydvangeas Jellyfish

& Music |

&/ Pictures | A ] /

E Videos

. Koala Lighthouse Penguins Tulips
1M Computer

& osc

ca DATA (D) ¥

Filename: Chrysanthemum ~ | Graphic Files (*.bmp;*.gif;*jpg) v

3. Select Open
4. Your picture will now be set as the button background

iGN

Removing a Quick Key Background Picture
1. Right click on the quick key button and select 2 G I T R
2. The picture will now be removed

Setting a Quick Key Background Colour
Right click on the quick key button and select =t backgreund coler
Select a colour

Then select OK
That colour will now be your background colour

Aobd -

Setting the Current Facility fo the Bufton

Go into a facility you wish to set as a quick key button
Right click on the quick key button
Select >et current facility to butten

AW D~

The button will now be set to that facility
Clearing a Quick Key Button

1. Right click on the quick key you wish to remove
2 Select ClearButton

3. The button will be cleared and ready for another facility to be set
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Vacancies

The Vacancies screen shows all vacant bookings for either one or multiple facilities between
a period of time and dates.

1 select Wacancies |

53 Visual Scheduler Filters

-~

— (S

- B oo | O | oo

Apply the following filters to the search: - - - - |
Awailable il il ]
FITMESS | | | | |

[=- Centre Facilities
=-FULL SITE Selected Facility Name |
B1-50K POOL 55
BASKETBALL COURT
FITNESS

e gy

E-HEALTH CLUB
LEARMERS FOOL
B-PT

- TEST — Filters

~MEETING ROOM ] _
- Oval Hire Soccer Between |2.'-" JuL 20z il and: I il
- Secondary Poal Between: I— and: I—
Apply |

I~ al [~ Monday [ Tuesday [ Wednesday
[~ Thurzday [~ Friday [T Saturday [~ Sunday

<

L

Fiesult

Facility | Date | FromTimel Ta Time |

Book Selected |

Close

i i} | »

== Double click on Facility will add to list

:

2. Select the facility you would like to add by double clicking it or by clicking on a facility
and selecting —°

If you wish to have all facilities selected select Ll

To return a facility off the list select the facility on the right colum and select ;I

To remove all facilities selected, select

Once you have the facility or facilities you wish to search for vacancies in the
selected facility Name column

7. You can now enter the dates to and from. Example if some one would like a booking
that dose not have to be a set day enter a longer date range

Betweers  [9AUG 2012 D and | o]

8. Enter the times between that you would like the booking to be at

o AW
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Between: and:

9. Enter the day, if you have selected a whole week range for the date but you only
want a Tuesday or a Thursday then tick those boxes

Days
[ Al [ Monday [ Tuezday [ wednesday

| Thurzday | Friday | Saturday | Sunday

10. Select w

11. The results will show as below, for availability for the selected facility

Results

Facility Date | Frarn Tirne | To Time || -

[C] 500 LANE 1 Tue 14 Aug2012  O07:00aM  OF:30AM

[] 508 LAME 1 Tue 14 Aug2012  O07:304M 0300 4M

[ 50K LANE 1 Tue 14 A4ug2012  03:004M 0330 4M

[ 500 LANE 1 ThulBAug 2012  O7.004M 0730 AM

[ 500 LANE 1 ThulBAug 2012 O07304M 0300 AM

[] 50M LANE 1 ThulBAug 2012 03:004M  0Z:30AM

[ 50M LANE 2 Tue 14402012 O7:004M  OF:30AM

[ 50M LANE 2 Tue 14 aug2012  O07304M 0300 A4M

[] 50M LaME 2 Tue 14 A4ug2012  03:004M 0330 4M

[] 50M LaME 2 ThulBAug 2012  O7:004M  OF:304M

1ROk | AMF 2 This 1R Ann 2012 1730 Ak M8 10 Ak E
Book Selected

12. Tick the boxes of the date and times you wish to book or tick [

13. Then Select Qﬂmk Selected

14. You will then be taken to the booking screen, to complete the booking details

Facility User Guide
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Changing a Booking Time

To make life easier if you wish to change a booking time that is on the same day you can
simply

1. Click on the booking that you wish to move

2. Hold down the left mouse button and drag the booking to the new time
3. Let go of the mouse key and the following screen will app

Are you sure you want to move this booking?

4. Select Yes and the booking will move to the selected fime

Facility User Guide December 2012
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Bulk Confirmation Letter & Emails

This allows you to do a bulk confirmation of your bookings between a period of time.

Frint/E mail Confirrmation Letter |

1. Select
r ™
[ Facility Booking Confirmation Letters M
rS h Filters
Facility Bookings between: || il Shows all the Facility B ookings within the date
range selected in the list below: Apply |
and: I il

Company Group I

Role
Add
| Remove |

— Facility Booking Results

Booking Mame | Fhone | D ate Booked | Statuz | Booking |0 | E mail

1 ] ¢

Select Al Select Mot Sent' anly ** Statuz : Can be either Mot Sent, Printed or Emailed

Setup Letter | Letter | Email | Close |

J

2. Select a start date and end date that you wish to do confirmations from and to

Facility Eookings betweern: IEI AlUG 2012 ﬂ
and. [16.AUG 2012 il

Company Group I

3. Entera if you had

already set this up, See POS module
4. Add Roles if applicable

Raoles

| FRemove |
5. Select ﬂl

Facility User Guide December 2012



=3 Links

MODULAR SOLUTIONS

6. All the bookings will show in the selection pane

Booking Mame | Phaone | D ate Booked | Status | Booking [D | E mail

] ASCOT WALE TRI CLUB 24/07/20M 2 3:58:52 PM Printed 297 peter@ascottricl
[]ASCOT WALE TRI CLUB 9/08/2012 9:36:44 AM Mot Sent 322 peter@azcotiricl
] 4SCOT WALE TRI CLUB 24/07/2M 2 2:00:41 P Printed 296 peter@ascottricl
[JscHooL 9/08/2012 3:39:16 AM Mot Sent 323

7. You can select individual bookings that you want to send confirmations to by
selecting the box next to the button or if you wish to send to all select tick Select all or
Select ‘Not Sent’ only which will only select not sent letters

m Select Mot Sent’ only

8. Select Letter to send via letter and the following screen will appear

Print Facility Booking Confirmation Letters in Bulk = l

You have selected to print 2 Facility Confirmation Letters.

If you have selected a large number of letters to print, this may take several
minutes,

Are you sure you want to continue?

OK Cancel

9. Select Ok and the following will appear

4 Facility Bocking Confirmation Letter - Date Range &J

Only thoze Facility Bookings that are within the date range selected
will appear on the Facility Booking Confirmation Letter.

Flease select the date range for the Facility Booking Confirmation Letter:

Fram Date: || ﬂ
TaDate: ﬂ

E v 0K | X Cancel

10. Enter the form and to dates
11. Select OK. The letters will be produced in word ready for you to print and send

Email
12. For Email select $ the following will appear
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fa ™
Email Facility Booking Confirmation Letters in bulk - e ]

You have selected to send 4 Facility Confirmation Letters via email.
There are 1 bookings missing an email address,

If you have selected a large number of letters to email, this may take several
minutes,

Are you sure you want to continue?

OK I Cancel

13. Select OK

' A
[5. Facility Booking Confirmation Letter - Date Range M

Only thoze Facility Bookings that are within the date range selected
will appear oh the Facility Booking Confirmation Letter.

Please select the date range for the Facility Booking Confirmation Letter:
From Date: |EESEEREGE il

ToDaie: [16AUG2012 D

@ ¥ 0K | X Cancel

14. Confirm the From and to dates
15. Select OK
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Booking Search
This option allows you to search for booking for a period of time.

Once you have selected the bookings you are able to view the details of the booking from
this screen by selecting view selected

1 select Euukingﬁearchl

oo A
B3 Facility Booking Search S5

r Selection Criteria

" Reference Id Reference #: I Epply |
i+ Filtering From Date:  |EREERENRE il Ta Date: IS AlG 2012 il

—Booked By r
o Al &[] Centre Facilities Facility |
" Casual I
™ Customer I _l
O Cient | [
I
[REN= I
—Attendance
o Al
& Mot Attended Only Apply |
" Attended Only

— Result

Booked By | Booking ID | Facility | Date | From Time | Ta Time |

Wiew Selected |

2. Enter the dates between you are looking for the booking

From D ate: |9m_||32|:|12 il ToDate: IEH-‘-.LIGEEHE il

3. You can select who it was booked by, either all, casual, customer or client

—Booked By
e Al

" Casual I

 Customer I—_I

" Client |— _|
|

M arne: I

4. You can search by attendance, either all, not attended or attended
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Attendance
O

" Mot Attended Only Apply

" Attended Only

5. You can add the facility, by selecting one or alll

=8 B Centre Facilities -
~[[] 508 POOL

=[] FULL SITE

-] 50M POOL

B[] BASKETBAL

-] FITHESS

m

- [C]HEALTH CLL
-] LEARNERS |

m- ] PT
L] TEST
- TIMEETING ROOF ™
L I I

6. The selected facilities will then show in the selected facility column

Facility | -
SOM POOLY

FULL SITE/

FULL SITE/S0M POOL/

FULL SITE/50M POOL/S0M LANE 1/
FULL SITE/50M POOL/S0M LANE 2/
FULL SITE/50M POOL/S0M LANE 3/
FULL SITE/50M POOL/S0M LANE 4/
FULL SITE/50M POOL/S0M LANE 5/
FULL SITE/50M POOL/S0M LANE B/
FULL SITE/50M POOL/S0M LANE 7/
FULL SITE/50M POOL/S0M LANE 8/
FULL SITE/BASKETBALL COURT/
FULL SITE/BASKETBALL COURT/BADMINTON 1/ i

m

Appl
7. To then view the bookings select & and any bookings within those

parameters that you have set will appear

Booked By | Booking 1D | Facility | Date Framn Tinne: | To Time
ASCOT WaLE TRI CLUB 322 50k LAME 1 09 dwg 2012 0700 &M 08:30 &AM
ASCOT walE TRI CLUB 322 50M LAME 2 09 Awug 2012 0700 &M 08:30 &M
ASCOT WaLE TRI CLUB 322 50k LAME 3 09 dwg 2012 0700 &M 08:30 &AM
SCHOOL 323 BASKETBALL COURT 09 Aug 2012 10:00 &M 11:30 &M
ASCOT WaLE TRI CLUB 297 50k LAME 1 09 dwug 2012 12:00 PM 071:30 PM
ASCOT vaLE TRI CLUB 297 50M LAME 2 03 Aug 2012 12:00 PM 01:30 PM
ASCOT WaLE TRI CLUB 297 50k LAME 3 09 dwug 2012 12:00 PM 071:30 PM

8. To view the booking for any of the bookings found, select the booking and select

View Selected . . i
EHEEEEE fhe booking screen will then appear so you can see more details of the

booking or make change
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Making a Booking
Creating a New Booking

1. Open up the Visual Facility Bookings Screen, POS> Facility> Visual Facility Bookings
2. Select the facility you wish to book from the Facility Tree or Quick Buttons

B- Eentre Facilities

- .&SKETB!—\LL COURT
-FITHESS

- HEALTH CLUB
- LEARNERS POOL - a0k FOOL
@-PT

- MEETIMG ROOHM

[#- Owal Hire Soccer

- Secondary Pool FITMESS |

Facility Tree Quick Key Buttons

3. Select the date you wish to book

E August 2012 |

Mon Tuewed Thu Fri Sat Sun

33 1 2 3 4 5
E 7 & 9 10 11 12
13715 16 17 18 19
W N 2 o2 oM /%
el B V| N R
34 5 6 7 8 3
T Today: 1470872012

4. Highlight the times you wish to book

10:30 AM |
11:00 &AM
11:30 AM
12:00 P

5. Select M or you can right click on the highlighted time and select

Create booking . .
= andthe following screen will appear

Note: You can just select the start time and change the end time later in the booking line.
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B Facility Booking ==
Date Booked: Thu 9/08/2012 Booking 1D Ref #
-
" Casual Uze Booking Mame: | -~ '7 ﬁ
(* {Customet ) .
 Clent Customer Id: J Mew View 9]
PernEis MName: Booking Type:
Method: (7 Invoice Account (% Cash On Arrival
+ Confirmed -
i Tentative Instructions: | Set.up Ln.atter | Letter | e | Yiew Change Log Peak Period
Prime |sage: |Swimming hdl Confirmation to: 0ff Peak Pre/Post
Facility Mame From Time Attended | Duration [ming]| Mo. Periods | § Per Period Service Mam
10:00 &M 11:00 AM ] 2 20.00 40.00 Facility/Lane

50k LANE 1

KN — 2
Total owing on thiz booking line is $40.00 Pre: Past: Piagist ‘ Addlﬁr?gking ‘ Deletiiﬁgoking ‘
Date | Amt | Service Name | Oty | Hours | $ Per Hour | Charge ($] |
Credit | Assets Staff Frice was overidden  pgdGenice | AddProduct | Selected Booking Total§: [ 4000
Credt | Amount | Tran D Payment Date Amount, § | Group Booking Total:$ 4000
Book it and Pay Book It ‘ Cloze ‘

6. Select with what type of customer the booking is for, there are three type’s of

" Caszual Uze
* LCustomer
customers | Clent
Casual Attends the facility intermittently and has no regular ongoing
commitment to the facility
Customer This is a person that is an existing customer within the database
Client This can be an organisation, school, community group or regular user

that would usually require an invoice

7. Now fill in the details of the booking following the instructions for each booking type

Casual Booking

{* Casual Use Baonking Mame: |
i~ Customer ) .
" Client Name: | Phone: |

Contact =
Details: rospect

e Enter the Booking Name, this might be Triathlon training or Basketball Team
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e Enfer the Name, this is the contact person’s name

e Enter the Phone number

e Enter the contact Details, this is the address where any correspondence can be sent
e Select Prospect if you wish to add this person as a prospect

Customer Booking

" Casual Use Booking Mame:

¢ Customer

© Client Custarmer [d:
Mame:
tethod:

|
E—

RER | |

(" |rwoice Aocount

" Cazh On Arrival

e Enter the Booking Name, this might be Triathlon training or Basketball Team

e Search for an existing customer by selecting | and the following screen will appear

S

£ Search for People:
[1d [Name DOB Home Phone_[Mabile Phone [Work Phone_ [4ddress Er
« i
| -Search for
e Stating Search
£ Containing
Phore € |
Address © |
Email Address [
X a1 I Staff I~ Member [~ Student
[~ POS Customer I Praspects I Visit Pass I~ Responsible Persan

Up

Dawn

Shaw Al

Select

Cancel

e Enter the customer's Surname and select Search

e Double click on the name to select

M e

e To enter a new Customer Select

the following screen will appear

[ Customer Setup - <New Entry> ]
Customer D ]7J Home Location: DEMO SITE
Personal | EmergencyHealh lssues | Others | Notes | Status| Salee History|
Personal Details Contact Details {default)

LostName: | ‘
Address:
First Name: | e | -
Tite: | | State [V Post Codel]
HomePhone: [
O Male
O Fernale wark Phone: -
Date of Bitth ﬂ Mobile Phone: |
L Hame Fax I
Congession Dale: o] s
E-mait :
Pattrer Name: [ mait | Mail
Emailt: | Mail
r vl |
Cads s e s> | WebStas |
= g|@% I
SR | Leter | Issue card Apply B L';
Marketing Save Delete Cloar Clons Close

e Enter the customers details then select Save
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« Select the Payment method Method: & Invoice Account € Cazh On Arrval

Client Booking

(" Casual Use Boaoking Mame: |
" Cust
A EEL-JSUEmE[ Client 1d: J Mew | “iew | Cortact: |
D M arme: Statusz:

acuments | J

Method: & |nvaoice Account & Cash On Armival

fa' Crnbirrnad

e Enter the Booking Name, this might be Triathlon training or Basketball Team
e Search for an existing client by selecting = and the following screen will appear

_— W e
& Clients - [
o -
Compary Graup Clignt 1d Mame Contact Role Address
17 TEST CLIENT URAC
19 VICTORY
2 ST MARYS PS
I 20 SWIM CLUB
21 5T LEONARDS PS
22 TEST CREDIT AC.
23 SCHOOLLTS
24 SWIMSTARS
25 ASCOTVALE TRI.. PETER 02 NEW STREET
26 WIC HOCKEY TONI 109 GEORGE 5TR...
a7 SCHOOL
3 MITCHELL HIGH 5... 44 MITCHELL RD
4 CLIENT TEST
g CLIENT OFF PEAK.
7 FODOTBALL CLUB
i
2 By B ) Search Show Al
" Client |d &+ Starting |
" Mame " Containing
" Contact Select Cancel
" Role

e Double click on the client to select

e To create a new client select M and the following screen will appear

5 Client Setup - <New Entry: Lé]

Client Id: J View Accaunt

Generall Eontact] ManagerHoles] Eomments]

Name: ||

Address:

City: |
State:  [vl Fost Code:

Drefault Status: ’—L| Canifi
gure
Company Group |

=L
= I|I / . * [I
Save Delete Clear Clane Clase

e Enter the Client Details

e Select Save

e Select the clients status from the drop down box, this needs to have been sef up in
Admin manual, See Setting up Table Maintenance

Facility User Guide December 2012



s
]

=5 Links

MODULAR SOLUTIONS

Status:

I -

¢ Select the Payment method bethod: @ Invoice Account € Cazh On Arival

7. Select M if you wish to add a document to this booking for further

reference, see attaching a document
8. Select If this booking is Confirmed or Tentative, if the booking is made as a tentative
booking it can be change when it is confirmed

{* Caonfirmed
{~ Tentative

9. Add any instruction for the booking Vnsliutel e | , YOU can

add checklist items by double click in the instructions field to access the
Instructions/Checklist screen, Checklists have had to been set up in Admin> Site>
Table Maintenance.

B Instructions @
Set up Netball Rings| -
Checklist Instructions Checklist Options
High Blood Pressure
Rehab - Knee
Kol
¥ 0K | X Cancel |

10. Select the Prime Usage from the drop down box

Prime zage: | Swimmit -
? | = =, this is also set up in Admin Module, Table

maintenance

11. Use Setup Letter | Letter | E rmail

Booking Confirmation
12. Select Multiple Bookings if the booking is to occur more than once, see Making
Multiple Bookings

to send a confirmation email or letter, see

i
 EndDate [34UG2012 D
" Period:

Booking Type: | j

Wiew Detailz
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13. Make any changes to the booking line, The Booking Line shows you what you are
booking and gives you the ability make changes

Facility Mame
Stadium

Kl —

Facility Name

Date

From Time

To Time

Attended

Duration

No. Periods

S Per Period

Charge ($)

Service Name

Facility User Guide

Fram Time
(08:00 Ak

Attended | Duration [ming] | Mo. Periods | $ Per Period | Charge [$] | Service Mam
019:00 A J 1] 4.00 2000 [ 8000

18/07/2012

This is the Name of the facility you are booking

This is the Date of the Booking. You can change the date by clicking
on the date and using the drop down box

This is the Start fime of your booking. You can change the start fime
by clicking on the time and using the drop down box

This is the end time of your booking. You can change the end time by
clicking on the time and using the drop down box, *if you only
selected the start time when making the booking change the To
Time*

You can select this fo show the booking as already attended

This Shows the duration of the booking

This is how many periods are booked

This is the charge per Period

This is the amount to be charged for the booking, this is where you
complete a Charge override, see Adding Charge Override

This is the service name
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14. Add a Pre and Post time and then select Apply Pre/Post

Pre: Puozt:

If you have a booking that require setup or pull down before or after booking you may wish
to block out times for which the facility is not available for booking. To block out the times,
enter the amount of time you wish to have before (PRE) and after (POST) the booking for
example 10 and 15 will block the facility for 10 minutes prior to the booking start time and for
15 minutes after the booking is completed. Pre and Post times apply no booking charges

Add Euuking
15. Select ___Ltine | f you want to create another booking without having to go to

the other facility and make a booking. See Add Booking Line
Delete_BDoking
16. Select ___tne  |jf you wish to cancel a specific booking line for multiple

bookings, See Cancelling a Booking Line

17. Select if you want to Add or View any adjustments to the booking, this will create an
increase or a reduction to the amount charged, see Adding a Facility Booking
Adjustment

Date | At |

W Diatials | Add

18. Add any assets you wish to add to the booking, see Adding an Asset to a Booking

Credit Assets | Staff
Azzet Description | [ty |
Add

19. Add if you are having a staff with this booking, See Adding a Staff Member to a
Booking

Credit T fzzets T

Staff Members Mame |

Add

20. Add any products or services to the booking, See adding a Product or Service to a
booking
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Service Mame | [ty | Hours | % Per Hour Charge ($] |
* - Price was overidden . .
Add Service | Add Product | Selected Booking Total : 000

21. Now you can finalise the booking, either select

Book It and Pay

Invoice account

Cash on Arrival

-

Book it and Pay

Book It ‘
or

If this was the payment method selected, the following screen will
appear once ok is selected this amount will be placed on the
account waiting to be invoiced, see Issuing an Invoice in point of sale

If this was the payment method selected, the following screen will
appear and you will be taken to the POS module to finalise the
payment after OK is selected

[ Facility Payments =NREN X
Facility [Date [Time  |Product/Service | amount, | Pay. |
ASKETBALL COURT |25Jul 2012 [0%:30:00 [FACILITY RENTAL SPORTS HALL WEEKDAY | 24.00( 24.00]

| [TOTALS 3 | 24.00] 24.00]
Outstanding Balance:: $|24.00
¥ Ok | X Cancel |

Book It

Invoice account

Cash on Arrival

Facility User Guide

If the payment method is Invoice account, the following screen will
appear to show the booking has been made; no amount will be
placed on account until the booking has been aftended. Once
attended you may then issue an invoice, see Mark a Booking as
Attended and Issuing an Invoice

If the payment method is Cash on Arrival, the following screen will
appear to show the booking has been made; no payment will be
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made until the booking has been attended. See Mark a Booking as
Attended

Attaching a document

1. Clickon M and the following screen will appear

[ 5. Facility Booking Document(s) [ﬂ
- i PR T ———
I Documents
Document Narne | Lagt LUpdated |
: | Rewview Document ‘ Redttach Document ‘
v OK

2. Click on the

3. Browse your computer and select the required file and select open
4, Enter a description of the document you are entering

r ™y
By Links 5
Enter a description of the document wou are
attaching:
|

H
¥ 0K | ¥ Cancel |

J

5. Click on OK which will take you back to the document screen
6. Click on OK
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Booking Confirmation

Booking confirmations are letters or emails to confirm a booking, these can be used once the
facility booking confirmation letter is setup this is done through Admin> Letters> Templates.
See the Admin Module for setup.

Setup Letter | Letter | Ermnail

Letter Booking Confirmation

1. Select =EtupLetter |’ro choose the template you wish to use for this booking, this is used
if you have multiple templates for booking confirmation letters otherwise just select

Letter

2. The Facility Booking Confirmation Letter-Date Range will come up. Select a date
range of the bookings you wish to include The default dates will be the dates of the
first and last bookings

5. Facility Boocking Confirmation Letter - Date Range ﬁ

Only those Facility Bookings that are within the date range selected
will appear on the Facility Booking Confirmation Letter,

Please select the date range for the Facility Booking Confirmation Letter:
o
ToDate: [940G 2012 o]

Fram Date :

¥ 0K | ¥ Cancel |

3. Select Ok
4. Your lefter will now be created in word ready for you to print and send

Email Booking Confirmation

There is also the option to send the booking confirmation via Email as an attachment

1. Select | and The Facility Booking Confirmation Letter-Date Range will come
up. Select a date range of the bookings you wish to include The default dates will be
the dates of the first and last bookings

5. Facility Booking Confirmation Letter - Date Range Iﬁ

Only thoze Facility Bookings that are within the date range selected
will appear on the Facility Booking Confirmation Letter.

Please select the date range for the Facility Booking Confirmation Letter:

FomDate: [3AUG2012 b
TaDate: [380G 2012 o]

v Ok | i M Cancel

L 4

2. Select Ok and the following Email confirmation report will appear
Facility User Guide December 2012
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-
59 Email : Facility Beoking Confirmation Report_-_

\i
!

Email To |beter@ ascottriclub.com

Subiject : ICanirmatiun of Booking at Demo Health Club Feference # 324

Meszage:

Dear ASCOT WALE TRICLUB
RE : Facility Booking Confirmation
Thank you for making & Facility Booking

Flease find attached vour Facility Booking Confirmation Letter.

Regards
Demao Health Club

Send

r

Cancel |

3. Editif necessary and then Select Send and the email will be sent with the booking

confirmation letter attached
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Multiple Bookings

When making a booking you are able to booking the facility in advance for a multiple period
of time. An end date or a period of time is able to be select to show the system for how long
the multiple booking is to go for.

[*
{« End Date: ’W ﬂ
" Period: ’—
Booking Type: ’i‘

View Detailz

1. Select ®
2. Select the length of the booking this is by end date or periods

End Date Enter the date you wish the booking to end i.e. 18 July 2012
Period Enter the number of times you wish the booking fo occuri.e. 5

3. Enter the Booking Type this will last until the specified date or number of periods
4. Select Wiew Detailz

E1 Multiple Booking Details (=X

Start Date: 2R/07/2012 Wednesday
Date | Time | Facility | Booking Status | Cost, § |
25074202 10:00:00 Ak BaSKETEALL COURT Available 28.00
2B/07/2012 10:00:00 Ak BaSKETEALL COURT Auvailable 28.00
27/0742me2 10:00:00 Ak BaSKETEALL COURT Available 28.00
30/07s2me 10:00:00 Ak BaSKETEALL COURT Available 28.00
3/072me2 10:00:00 Ak BaSKETEALL COURT Available 28.00
1/08/2012 10:00:00 Ak BaSKETEALL COURT Available 28.00
2/08/2012 10:00:00 Ak BaSKETBALL COURT Available 28.00
3/08/2012 10:00:00 Ak BaSKETBALL COURT Available 28.00
6/08/2012 10:00:00 Ak BaSKETBALL COURT Available 28.00
7/08s202 10:00:00 Ak BaASKETBALL COURT Auailable 28.00

[
End Date: ar Periadz [10
Booking Type:  fweekDay

For example: A Multiple bookings for the Basketball Court for 2 periods of 30 minutes from
10am to 11am every weekday starting on the 25rd of July for 10 Periods.

This will show if those bookings times are Available are Unavailable

5. Select Close
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View Change Log

This option is in the booking details screen when this is selected it will show any changes that
have been made to that particular booking.

1. Select Yigw Change Log

P B
B Facility Booking Changelog -— - - - 5

. .

Booking Mame B ooking Change Dezcription Maodifying User

Customer ANDERSON, CRAIG t C ange WTDOMOMG 0 :
Customer [ANDERSOM, CRAIG B ookingChange WTOONONG, WTO| 26/07/2012 &
Lane Hire Cuztomer |ANDERSOM, CRAIG | Contact Edit ContactChange WTOONOMG, WTO| 27/07/20121;
Lare Hire Cusztomer |ANDERSON, CRAIG |Contact Edit ContactChange WTOOMOMNG, WTO| 270720012 1;
Lane Hire Customer  |ANMDERSON, CRAIG |Booking Edit BookingChange WTOONOMNG, WTO| 2707202 1.

Details Close

2. Select a change line and then select the details button and the follows screen will
appear showing the details of the change made

- .
By Facility Booking Log Details =5

Booking Mame : |

Name: [ANDERSON, CRAIG

Booking Type : |Customer Change Type: |Conta-:t Edit

I Modifying User: |WTDDNDNG, WTOOMOMNG Last Changed: |28£D?H2D1 2 B:03:56 P I
Description:
ContactChange

Booking changed from: Cazual Uze to: Custorner. Customerld changed from: O ta: 102988, Booking Group
haz changed.Payment Method changed from: Invoice to: Cash.

3. Select Ok to return to change log
4. Select Close once finished viewing any changes made
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Adding Charge Overrides

This is so you can change the price of the booking, i.e. you charge a different rate for Non for
Profit companies. The override prices need to have been created in facility set up

Note: When making any override this amount would apply to the amount of periods being

booked. If Charge is selected the override amount will apply to the whole booking no matter
how many periods in the booking line.

1. Double click on the Charge amount

Facility Marme
Stadium

Frarn Tirne

Attended | Duration [minz)
07:00 AM

]

Mo, Periods
_.1

(08:00 &b

$ Per Period | Charge (3] |Service Mam
20.00 | 20.00

KN
2. The charge override screen will appear

B Facility Charge Cverrides @

BBALL
2 periods of 30 minutes
Total of 50 minutes

Pre Set Overides

Apply Ta: & PerHouwr " § Per Period " Charge (§)
0 |
AFL($10) charity [$7)
[total $10.00) [kotal $7.00)

maintenance [$0)
[tatal $0.00]

Other Override: Adulks [$0] [total $0.00) Usze Other

I anual Override [2 periods of 30 minutes) R
emove

Charge/period: 0,00 Total Charge: § |0.00 Overides

Charge/hour: — |0.00

£pply Charge Eacel

I

3. Select the button that has the override price you wish to charge
4. If all buttons are blank select the Drop down from the “Other Override™
Other Override:

5. Once itis selected right click on a blank button and click set to other override which
will show the override price on that button

Set to other override
Clear Button

6. If happy then select the button to use that charge override
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7. If none of the buttons are appropriate for this booking you have the option to enter a
Manual Override

Manual Dveride [Dne period of 30 minutes]

(. — W Total Charge: $10.00
Chargehour: {000 Apply Charge

8. You can enter either: Charge/period, Charge/hour or Total Charge which will auto fill
the other two fields

9. Select Apply Charge

10. If you wish to remove the Override double click on the charge amount

Heml_:nve
11. Select Qﬂve"'des

12. The charge will now revert back to the original booking price
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Adjusting Bookings

Adding a Booking Line

This function gives you the ability to add another facility booking to this booking without
having fo create another whole booking

Add Eu:u:uking
1. Select 4|L'”E

”
5. Vizual Scheduler Filters

— S

- . oo | | o

Apply the following filkers to the search: - - - - |
Awailable il il |
FITHESS | | | | |

= Centre Facilities
El-FULL SITE Selected Facility Marne |

- 50M POOL

BASKETBALL COURT

FITNESS

gy

HEALTH CLUEB

LEARMERS POOL

B-PT

- TEST _

—Filters

- MEETING ROOM . I— _ I—
L Dva Hite Soo0er Between: [27JUL2012 D and ]
[+- Secondary Pool Between: I ahd: I
Apply |

[ al [~ Monday [ Tuesday [ Wednesday
[~ Thurzday [~ Friday [~ Saturday [ Sunday

L

Result

Facility I D ate | FromTimeI Ta Time I

< | i1 3 Book Selected |

== Double click on Facility will add to list
Cloze |

2. Select the facility you would like to add by double clicking it or by clicking on a facility

and selecting
If you wish have all facilities selected select Ll
To return a facility off the select list select the facility and select ;I

To remove all facilitys selected use Ll
Once you have the Facility or facilities you wish to search a vacancies for they will
appear in the selected facility Name column

S
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Selected Facility Mame

7. You can now enter the dates to and from. Example if some one would like a booking
that dose not have to be a set day enter a longer date range

Between: [3AUG 2012 D and D]

8. Enter the times between that you would like the booking to be at

Between: and:

9. Enter the day, if you have selected a whole week range for the date but you only
want a Tuesday or a Thursday then tick those boxes

Daps
[ Al [ Monday [ Tuezday [ wednesday

[~ Thursday [ Friday [T Saturday [ Sunday

10. Select w

11. The availability for the selected facility will now show

Results
Facility | D ate | From Time | To Tine | -
[C] 508 LANE 1 Tue 144002012 O7:00AM  07:30 AM
[ 50k LANE 1 Tus 1440020012 O0730AM  08:00 &M
[ 500 LANE 1 Tue 144092012 0200A4M  08:30 &M
] 508 LANE 1 ThulBaug 2012 O7.00AM  07:30 AM
[ 50 LANE 1 ThulBaug 2012 O7.30AM  08:00 AM
[ 50k LANE 1 ThulBaug 2012 0:00AM  08:30 &M
] 50M LANE 2 Tue 144002012 O700AM  07:30 AM
] 508 LANE 2 Tue 1440020012 O730AM  02:00AM
[ 50M LANE 2 Tus 144002012 0200AM  08:30 AM
[ 50M LANE 2 ThulBaug 2012 O700AM  07:30 &M
15Nk | ANF 2 This 1R dwn 2012 0730 Abd nA-Nn kL7

Book Selected

L

Select Al

12. Tick the boxes of the date and times you wish to book or fick [

Book Selected
13, Seloct _Book Selested |

14. This will now show as a new booking line

|Facilit}l M ame | Date | From Time | To Time |mtended | Duration [mins]| Mo, Periods | $ PerPeriod | Charge () |Sewice Mam
BASKETBALL COURT 230742012 : (14:00 P4 ] 14.00 28.00 FACILITY RE

3 G0 50.00 100.00
| 0
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Cancelling a Booking Line

This function allows you to cancel a booking line.

1. Select the line of the booking you wish to cancel
[Facility Name [ Date | FromTime | ToTime [#ttended|Diuration [ming)| Mo Periods | $ PerPeriod | Charge (§] | Service Nam
BASKETEALL COURT 23/07/2M2 ] [ 14.00 28.00 FACILITY RE
2 04:00 PM 50.00 100.00

Kl —

Eanu:el_ B oaoking
2. Select QL'”E

3. The following will appear to confirm cancel

[ o — |
Confirmation

i

Are you sure you want to cancel these facility booking(s)?

=
-
m
i
=
Q

4. Select Yes to procced and the booking will now be cancled and removed from the

booking line

Facility Mame From Time Attended | Duration [mins)| Mo. Penods | $ Per Period | Charge [§] | Service Nam
03:00 Pk 04:00 Phd ] E 1400 | 2800 H
[ »
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Adding a Facility Booking Adjustment

This allows you to make adjustments to a booking that will create a reduction or increase to
the amount charged. This is done from the booking screen in the adjustments window.

Date | Ak |
442122 35744 P 3000

View Details | Add |

1. Select Add

_
E3. Facility Booking Adjustment S i s @E‘%

HNew Adjustment

&+ Decrease the amount owed " Increase the amount owed

Increase Adjustment

Decrease amount owed on booking by |300.00
Service code |Booking - Table Tennis Bookings j

Reazon: [Hall closed

 0OF X, Cancel

2. Select either Decrease the amount owed or Increase the amount owed

Enter the amount to be decreased or increased

4. Enter the service code for the adjustment from the dropdown if it exists in one of the
booking lines. Otherwise search for any available service code using the search

w

button This will add the service code to be selected in the dropdown
5. Enter areason for the change
6. Select OK
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Apply Adjustment against an Invoi
5 Apply Adjustment against an Invoice

Account 1d: 102
Service : Booking - Table Tenniz Bookings
Amount : $-300.00

Reazon ; Hall clozed

= Apply bo future credit

&+ Apply to {0 existing invoice:

Invoice Mo | Start Date | End D ate | Due Date | Total, $ | Due, § | |
= 31 JAN 202 21 APR 2012 25 APR 2012 B.847.20 355400
Apply X Cancel

7. Select either Apply to future credit or Apply to existing invoice

8. Select Apply

Adding Assets to a Booking

This is fo add any particular assets fo a booking, this may be netball rings for stadium use or
kickboards for pool use, providing that during facility set up this has been done.

1. Select Assets Tab

Credit I
Azzet Description | [ty |
Add
2. Select Add
(& Fadility Booking Azsetoll - — - ===
I Booking Duratior: 120 ming
Available Aszets Selected Assets
Aszet Mame | Cost/Hr... | Gty | Aszet Name | Gty | Charge. § |
FICK BO&ARDS 3.00 10 KICK. BOARDS 20 120.00
Oty |2D
Il << Remove | L
Cloze | |
| L]
3. Select the relevant asset
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4. Specify how many are required (the Qty)

5. Select Add

6. Toremove the selected asset, select on it and select Remove

7. Select close and the asset will now show in the Other Booking Charge Details panel
Service Name I Oty I Howrs I $ Per Hour I Charge (%] I
Azsett Hire 20.00 200 3.00 120.00
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Adding a Staff Member to a Booking

Adding a Staff member to a booking allows you to charge the client a specific rate to have a
staff member present for that booking, this has fo have been set up during Facility Setup
Admin> Facility> Facility Setup.

1. Select the Staff Tab

Credit T Aszszels T

Staff Members Mame |

Add
2. Select Add
M — - -_— -
1 Select Staff Member @
- - -
D | Staff Code | Staff Mame | -
1 1 WTOONONG, WTOONONG
2 2 KOWO, FOTY E
3 3 BOCOM, WFOWN
5 5 KOFMWON, CRONWON
I [ £ NOPOM, KOWFT¥N
3 8 WOPOWFOOR, TOW
10 10 FFOFFOOT, OFON
14 12 WOOWGEOPD, POCFOOR
15 15 WCFOGPOCF, COTP
17 17 BYTHOD, GONDOFFPO
19 20 PCOTwOPO, BOPONGO
20 19 POUGFPON, KOTTOG
22 21 TOWwWWEBOTOUGF, KOOPOO
23 23 YOOTONG, KUPDON
25 25 WROONOT, POWFOW
27 27 MOCOP, GOVOG
28 28 FONGTY, CPOTO B
falnl falal 'S i n A ain Ta ki ad ulnl
|
on . Search Showe Al
(™ Staff Code + Starting “
" Staff Mame " Containing
Select Cancel

3. Select the Staff member by double clicking on their name, the staff booking will now
show in the Other Booking Details Panel

Service Name | [ty | Hours | 4 Per Hour Charge ($] |
Azzett Hire 20.00 2.00 200 120.00
Y316 1.00 2.00 30.00 60.00
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Adding a Product or Service to a Booking

Adding a product or service allows you to add products or services to a booking i.e. a child
swim or birthday cake.

Add Product Add Service
1. Select or
5 Search _ @1
|
|
|
|
|| Go to Page: Showing Page: 0ol 0 Total Records : 0
9} Barcode:
% Product
. & Stari
ol Description: (“ Et;::ﬁmg I
e
& Supplier: |4l Suppliers> ~|
Select
Columns Cost §: |aqua|s j |
SKEw: | PL: | s | Laneel

2. Search for the product or service, then double click on it

5 Add product/service to booking @M
ShIM CHILD

Quantity: ’207

Original Unit Cost: IT
Ovweride Unit Cost: $ IT [
Total: $ IW l

v 0K X Cancel

3. Select the quantity of the product or service
4. Select Ok and the product or service will now be added to the Other Booking Charge

Panel
Service Name | [ty | Hours | % Per Hour Charge (%) |
S CHILD 20.00 44.00

* - Price waz overidden

Add Product Selected Booking Total $: £0.00
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Multi Editing a Booking

The Facility Multi Edit screen allows you to make bulk changes to bookings.

Edit
You can access this by clicking on the Boking] bytton located on the facility booking screen,
the following screen will appear:

==

B3 Edit Facility Booking - Booking ID: 287 - —

Edit Facility Booking

Filt
ilters Date Time P M F R
W Mon  Jv Fri
Faciliy: From: D i W Tus [w Sat
W Wed ¥ Sun Clear
To [ D To W The [ Al Filters
Fill Down

Charge Per |Charge Per
Hour[$)  |Period (3]

Charge [$) |Service Name :‘ |

12:00 P 01:30 P 1.5 3 60.00 30,00 30.00 Fa
0l [m] 1200 PM O01:30PM |16 3 E0.00 30.00 90.00 Fa |
[1]50M LANE 2 O |Thu2/08/2012  [12:00 P O01:30PM |15 3 E0.00 30.00 40.00 Facility/Lane Hire h
[1]50M LANE 3 O [Thu2/08/2012  [12:00 PM 01:30PM |15 3 £0.00 30.00 90.00 Facility/Lane Hire
L1350 LANE 1 Ll |Thul6/08/200c  [12:00 PM O1:30PM |15 3 60.00 30.00 90.00 Facility/Lane Hire
L1]50M LANE 2 0 |Thu1B/08/201%  [12:00 PM O1:30PM |15 3 E0.00 30.00 90.00 Facility/Lane Hire L
[1]50M LANE 3 O |Thu16/08/2012  [12.00 PM O1:30PM |16 3 £0.00 30.00 90.00 Facility/Lane Hire
1 50M LANE 1 O |Thu23/08/2012  [12:00 PM 01:30PM |15 3 £0.00 30.00 90.00 Facility/Lane Hire
]| 50M LANE 2 O |Thu23/08/201  [12:00 PM O01:30PM |15 3 60.00 30.00 90.00 Facility/Lane Hire
L1]50M LANE 3 L1 |[Thu23/08/201%  [12:00 PM O1:30PM |15 3 E0.00 30.00 90.00 Facility/Lane Hire

[] [ [ 1 [ [ [ I=]

M Facility has been allocated a change
|l Facility has been selected for Fill Down

Select Al

Select Highlighted Orly | Carcel Backing ‘

= | @ % E
- ]
Save Delets Clear Clane Close

This screen gives you the ability to make bulk changes to your facility bookings by selecting
the appropriate booking lines using the checkboxes and doing the following before clicking
the P | button to execute the changes.

Changing the facility a booking line is assigned to

This can be done by clicking the Mbuﬂon and selecting the facility you wish to
change to from the tree that will display

t5 Select Facility o]
[ e Faciie] Ta select your Facility
simply find it in the list, and
[ double click on it.

= Double click on a Facility will add to the list &

Changing the date
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By using the Pl to select the new date or typing the date you wish to change to. It will

default to the format Im

You can also make changes o individual lines by clicking on the field you wish to alter and
using the drop down or by typing in the field manually.

30/11/2011
01/12/2011
02/12/2011
03/12/2011
D4/12/2011  ~

TS ZOTT |

Changing the time

By typing in the new from and to times in the fields above these columns. The fime will default
nooosM  [12:00 PM

to the format

The fimes can also be modified individually by clicking on the field you wish to alter and using
the dropdown or by typing manually into the field. The times will default to valid booking
tfimes for that facility.

[ R[]} L= [hrs] PE[

07:30 40 | - |18
0645 4k, [5 periods]
07004k, (B
0715 AM, [7

Changing the charges

By typing info one of the charge type fields at the top of the charge columns

Charge Per |Charge Per
Haour [$] Period [$]

Charge [] |!

(NB: You can only change one charge type at a time)

The other charge columns will update to reflect any changes made to the modified charge
column. You can also overtype the charges for individual booking lines.

1. Change the service code override by clicking the M button and selecting the
new override from the list
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B9 Edit Facility Booking Overrides - Booking ID: 100 5

r Pre Set Ovemides

Apply To: & PerHour  § Per Period  Charge ($)

Ovemide: IAquatic-Events [$0] Booking - Aquatic Events ;I

Amaount: § |ED Per Hour |

Ovemide Selected:

Service Name: IBooking - Aguatic Events

Service Code: IS‘I 0052

Servicell: I?‘I
Charge Type: IF'erHour

Apply | X Cancel |

2. The charge type (per hour, per period, or total charge) and amount can also be
designated from this screen

Note: Times and Facilities cannot be bulk changed if they have differing period durations or
fimetabling

To help aid the selection of appropriate booking lines to be altered filters can be used to
reduce the number of booking lines displayed:

Facility: I Set

By clicking the button, facilities can be chosen to filter the list with:

I3 Select Facility - |
m H@ ‘You can select Multiple Facilities from the treeview and add them to your selected
Facility List. Dnly one Facility can be selected at a time.
Selected Facility Name I
[ » |
I
|
e -
<« |
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
== Dauble click on a Facility will add to the list Flose

Facilities can be moved by clicking the arrow buttons or double clicking on a facility
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Date Time

Frome |1 DEC 2001 ﬂ From: |5:3EI.-’-‘-.I'-1 e
|14DE|:2|:|11 ﬂ To |?;3|:|,|'1'.,|'-.-1

T

=]

Times and Dates can also be entered as above to filter

Clear Filters

To clear the filters click the button

Attending a Booking

There are four ways that you are able to mark a facility as attended

1. Use the mouse and right click on the relevant booking, select attended

ASCOT WaLE TRI Booking details
Attended

Cancel bocking

Event details

|

2. Open the booking details and tick the attended option in the booking line

3. By selecting the Facility Bookings Function option on the touch screen in POS. This
button will have to be setup through the Touchscreen setup prior.

When this option is selected the following screen will appear. This screen shows all the
booking that are booked for that day but not yet attended

Top

o e

To make the booking shown as attended, click on the booking. If the booking has already
been paid for it will disappear and be marked as attended

If the booking hasn't been paid for the following screen will appear:
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Pay Option
" Pay Al " Pay ta thiz date ™ Pay this amount

Facility |Date |Time |F'roduc:tf'Servic:e | ArnoLnt, | Pay. |
|11 Dec 2012[17:30:00 | Casual - B adminton | 25.00] 25.00]

[TOTALS ¢ | 25.00] 25.00]

Outstanding Balance: $ |25.00
v 0K | X Cancel |
A

Select ok if this is the amount that is to be paid and you will be taken to the POS module. This
amount will now be in the transaction line and you are able to take a payment.

3+ Point of Sale
| J Takal $:| 32.00
Description [ty | Amt, $ |
FACILITY RENTAL SPORTS HALL WEEKDAY 2 32.00

If the booking is to be put on account (this needed to be selected when making the booking
Invoice Account) the following will appear:

-
Confirmation

A Facility Booking ACCOUNT record will now be created for ASCOT VALE TRI
CLUB
Continue?
i Yes No
Status @

Charges placed on Account Successfully.

4. Select the Aftendances Aliendances button on the Visual Facility Booking screen

When this is selected the following screen will show, this will show all Facility bookings, you can
filter by date, facility and also for only unattended.
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5
[ Facility Booking Attendances @

F
Thursday ,m i‘ UL BTE | S Pl | LE.’-"«:'FEHPIJ_EH5| | STADIUM |
-] FAlAr | PACMRTTON FADMETTON] EADVRTON
|

LIy

[ Centre Facilities FULL SITE ||
#1-FULL SITE - _ -
Facility | From Time: | Ta Time | Bocked By |
] FROGRAM SHOW 0E:00 Ak 07:30 AM LIS&, JOHNSON
[l Secondary Pool CIFITHESS (07:30 A 018:30 &AM LIS&, JOHNSON

[ 50M POOL 02:00 &AM 08:30 M CRAIG, AMDERSON
BASKETBALL COURT 08:30 Ak 019:30 Ak ASCOT VALE TRICLUB
B0M LANE 1 09:00 &M 11:00 &M ASCOT vaLE TRICLUB
G0k LANE 2 09:00 Ak 11:00 Ak ASCOT VALE TRICLUB
G0M LANE 3 09:00 Ak 11:00 &AM ASCOT VaLE TRI CLUB
BASKETBALL COURT 10:00 Ak 10:30 AW FOOTBALL CLUB
[ BASKETBALL COURT 11:30 &M 12:00 P MSAC
B0M LANE 1 12:00 PM 01:20 Pt ASCOT WALE TRI CLUEB
G0k LANE 2 12:00 PH 130 PM ASCOT VALE TRICLUB

| BOM LANE 3 12:00 PM 30 PM ASCOT vaLE TRICLUB
BASKETBALL COURT (01:00 P 130 PM MSAC
BASKETBALL COURT 02:30 PM 0300 P CRAIG, AMDERSON
BASKETBALL COURT 03:00 P 0330 P CRAIG, AMDERSON
[ BASKETBALL COURT (04:30 PM 015:30 P CRAIG, ANDERSON

1 [ M +

Configuration [ Show Unattendad Only Cloze |

To attend booking tick the check box next to the facility, to do bulk attendance select Show
Unattended Only

Select All Bookings for Invoice

Select Attend All

v Show Unattended Ori Attend Al 'Atte_nd All" will attend
- : : : bookingz that are for:
Select All Bookings for [nvoice INYOICE PAYMENTS OMLY

*Note* you can only attend all bookings for invoice only

If the Payment option was not Invoice but cash on arrival you can mark the booking as
attended though you will be taken to POS to process the payment
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