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4 Cash Block Bookings

Administration
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Administration of Cash Block Bookings Your Site Configuration

Double clicking into the block booking will bring up a booking detail screen. 

This will give access to in depth detail about the booking
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Administration of Cash Block Bookings Your Site Configuration

The Account Screen

Note the Sales Raised Date and Sales Due Dates
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Administration of Cash Block Bookings Your Site Configuration

Bookings Enquiry

This icon is used to find the customers bookings

Step 1 Click once onto the Bookings Enquiry icon

Step 2 Select the number of day to search and click on ‘Search’

Step 3 This will show the number of bookings in that date range

Paying through Advance Pay

This allows the bookee to pay monies in advance. Tick on the relevant monies to pay and 

click on ‘Pay’, this will take the monies through to the till to then pay them off
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Administration of Cash Block Bookings Your Site Configuration

Delete This Session

A session of the Block Booking can be deleted if necessary.  

Step 1 Double click into the booking

Step 2 Click into ‘Reservation’

Step 3 Choose ‘Delete This Session’
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Administration of Cash Block Bookings Your Site Configuration

A message will appear ‘Are you sure want to do this’, click ‘Yes’.

If the monies have already been paid a refund will be offered, if not the booking will be 

removed and the monies will be adjusted accordingly.
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Administration of Cash Block Bookings Your Site Configuration

The Account Screen

Note Sale Closed once the Booking has been deleted 
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Administration of Cash Block Bookings Your Site Configuration

Paying through the Reception Screen

A debt that is due on the day and within the ‘swipe check period’ will appear in red in 

the Reception Screen. To pay this off either swipe the customers record or click on 

Advance Pay.  Either will bring up the monies in order to pay
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Administration of Cash Block Bookings Your Site Configuration

Paying through the Account Screen

Monies can be paid off in the Account Screen by clicking into the Account icon.

Step 1 Choosing all the unpaid sales through Display Options will show all the 

unpaid monies.  

Step 2 Tick ‘Pay’ on the relevant unpaid amount, click on the ‘Pay’ icon which 

appears in bold on the tool bar far right. 

Step 3 Double click on the payment method. This will pay off the monies and 

change the status to Sale Closed


