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

This will give access to in depth detail about the booking NOTES:




Administration of Cash Block Bookings

B Account: Johnson, Stephen (1000049} - Previous Month (Standard Account)

File Edit Display Options
W Y-wx MORES-R-0 (&6
Total Debt #£10600  Total Paid £0.00 Cunent Balance £105.00
Debt Ta Date E000  Unallocated £0.00 Credit Lirnit M
Pro-Forma £0.00 Credit Remaining MNia
Payments I
~
Pap | Description Statug Amount| Raiged Date Diue Date lrwe —
[ 'w1EBBBAS200C Sale Open E16.00 24/02/200811:33  14/04/2003
[ w1BB545200C Sale Open E16.00 24/02/200811:33 | 07/04/2008
[0 'w1BBS&5200C Sale Open E15.00 24/02/200811:33 | 31/03/2008 |
[0 'w1BBS&5200C Sale Open £15.00 24/02/200811:33  17/03/2008
[ 'w1EBBBAS200C Sale Open E16.00 24/02/200811:33 1040372008 ]
— & | [ ‘w1BBS45200C Sale Open E16.00 24/02/200811:33  03/03/2008 —
[0 'w1BBS&5200C Sale Open E15.00 24/02/200811:33 | 25/02/2008

The Account Screen

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

8 Bookings Enquiry.

Resuls|

(% Mermber Details

Member ID fiooooas .|

[ Booking Reference.

First Names [Etephen

Member

Last Name JJohnson
Information

Munber [

" Reservation D

C Today

Your Site Configuration
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Status zmup :II Nt Seven Days
eservation |
Price Level |CASAD - Casual Adult By | || = : :::::"EE" -
——————1  FindSpaces (-4
System Irfo Mo Entry Point Subscription ¢ TodayUnil  [24/04/2008 [~
Search Clear
Pricrity Sub | = =
C Bookings Enquiry.
Informiation |gger Fields | Referrals Onions
[Detals Start Date/Time Description Booked | Resource Products Infarmation
» 25/02/2008 20:00 E0mins | Block Booking Saside 0/0 Court &
03/03/2008 20:00 60minz | Block Booking Saside 00 Court &
Pay | Due Date | Description Unpaid Reference I
y| & | 25/027200 BIDDEIS gﬂookingsasme 257027008 ET5.00 | WwibBaasaL|
K
[ | 03/03/200| Block B ooking Saside 03/03/2008 £15.00 [w1BB54S 20| 10000857 ‘
20:00 E0mins
[ | 104027200 Block 8 ooking Saside 10/03/2008 £15.00 | w1BB545 20| 10000858
20:00 B0mirs
[ | 17037200 Block Booking Saside 17./03/2008 £15.00| w1BB5452| 10000853 <+— | Advance Pay Delete |
20:00 B0
[ |31/03/200] Block anm:g Baside 31/03/2008 £15.00 | wW1EB5&S 20| 10000860
s T R Ty g
‘| e _'d base (WOW)| 1 - Jil Taylor [FC 4] 24/02/2008 \1424
Selected Total £15.00 Pay | el |
Bookings Enquiry
This icon is used to find the customers bookings NOTES:
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
V1.0



Administration of Cash Block Bookings

[T

>> Main Hall (Standard View) - Monday 3. March 2008
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Step 1
Step 2
Step 3

Delete This Session

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

Double click into the booking

Click into ‘Reservation’

Choose ‘Delete This Session’
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Gladstone MRM Management System

<2 ‘ou are about to delete this session with all its bookees From the reservation. #Are you sure you want ko do this?
e )
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V1.0

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 NOTES:
removed and the monies will be adjusted accordingly.




Administration of Cash Block Bookings

@ account: Johnson, Stephen {1000049) - Previous Month (Standard Account)
File Edit Display Options

HI[Y-wx MORAE=-G-0f B

Total Debt £90.00 £0.00 Current Balance £90.00
Debt Ta Date #0.00 #0.00 Credit Limit WA
Pro-Forma £0.00 Credit Remaining MNZ&
agments |

Pay |Description Status Amount| Raised Date Due Date Irvec e
[ ‘w1BBBAS200C Sale Open £16.00 24/02/200811:33  17/03/2008
[ w1EBBAS200C Sale Open £16.00 24/02/200811:33  10/03/2008
[ Sale 10000857 Sale Closed £0.00 24/02/2008 14:50 |
[0 wIBBSAS200C Sale Open £15.00 24/02/200811:33  25/02/2008

The Account Screen

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

File Edit Options Modues Reports Configuration Window Help

Wl K> A D= DL Ad| L

Reception : Johnson, Stephen (1000049) (1/1)

Member |1oooo49 |Mr Stephen Johnson

Status CURR - Curre

Price Level ICASAD - Casual Adutt Befund
System Info Unpaid Sales. No Entry Point Subscription, Bookings

Priority Sub. |

Information | User Fields | Beferral5|

Details

-

@ 25/02/2008 20:00 60mins Block Booking Baside (Court 4, Court 5, Court 6)

[ 25/02/2008 Unpaid £15.00 w1BBEAS20000208 Block Booking 5aside 25/02/2008 20:00 60mins

bt A Dl U sl Rt ol T e

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

B Account : Johnson, Stephen (1000049} - Previous Month (Standard Account)
File Edit Display Cptions

W Y-wx  Mold=E2-_-0 &5

Total Debt £30.00  Tatal Paid £0.00 Current Balance £30.00
Debt Ta Date E0.00  Unallocated £0.00 Credit Lirnit M
Pro-Forma E0.00 Credit Remaining MAd

Sales | Bayments I

Pay | Description Status Amaount| Raised D ate Due Date Invt:
[0 'w1BBSAS200C Sale Open £15.00 24/02/200811:33 | 17/03/2008
[ 'w1EBBBAS200C Sale Open £16.00 24/02/2008 11:33 | 10/03/2008
] Sale 10000857 Sale Closed £0.00 24/02/2008 14:50
W/ 1BBEAS200C Sale Open £15.00 24/02/200811:33  25/02/2008

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
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