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Functionality of Classes Your Site Configuration

Dance Studio (Standard View) - Today n
#| v DanceStudie | FinessStde | ManHal | Duidoor Couts Pacls Squash Cauts | Subeds |
Area 1 ‘Ama 2 b
(]
1200 o8
= 0300
1300 - 100
B Booking - Body, Combat 7pm 20,/02/2008 19:00 ®
B ) Book 11:00
i Gereral Detale |
Activiy ACIEDC 5000208 Bissereatiion e 1200
a0 Desciipion  [Body Combat 7om Book & Bay 1200
StatDate/Tine [O0/02/2008 1500 60mns | Boskess [T720 Piint 140
i Edi 150
Enrolment List 1800
17:00 <G 170 Reservation 170
e 1800
19 150
20:00
18/00 <S5 18:00 Badp Combat 7pm [W3CLBDC! 3000208] 0/20 13100 Body Combat 7pm [W3CLEDC13000208) 0420
210

Miscellnsous | T
Fenspiion_| 1% K] 2

% J Caengar | ;l Toky | gpis | Fid | FreoSeach|  sgeo |

[ Training Dataase (] 1 Jil Taylor [P 4] |20meiznoe 1750

Making a Booking

Step 1 Click once onto the Class to highlight it

. . NOTES:
Step 2 Double click onto the Class to bring up the above screen
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F t. l.t f Cl & Find Members =]
unctionauty o asses Fleah oo
-U Find Members El. 1D Last Name First Names Compary Mame | Home Telephone
Find Detail: |
[io [LastWame  [FirstMames | Company Name | Home Telephone
KT 15}
~ Dptiont
FindMethod [} st Name, First Names x| SeachOn  fany part of fild =]
Ll = St [ =] St I [=|
- Optian Save Options StesinGroup [l .|
Find Method ) oot Name, First Names =] SeaehOn  [anypatoffied |
SotOder [ip  v] S [ Add Member | MonMember | SameAsLasll Eind | Cancel |
Save Options Sitesin Group  [aLL _|
acidvember | [ Montiember | Same s Last | fd | Lol | .
T 8 Non-Member, Details

Last Hame fwaeran

General Details | Bo

8 Booking - Body. Combat 7pm 20/02/2008 19:00

First Names [feoga
Price Level ID NONAD |

Infarmation 011234 123456

&
Book

History

T\?/D::::,an[1nnunzs] Em:.,—'md AHE:EH o j::l:\suznnnmnnnswa Eﬁﬁ Book 1, Pay SamEASLaﬂl Save | Lol |
Waterson, Georgia ~ r 01234123456 Paid £4.00 100005714 1000007 —
Print
_ Edit
Gladstone MRM Management System
:) A nan-member with the same name is already booked inta this Activity, Do you want ko continue?
LIN| 2 E‘Q‘Etf régr:LaGf g;ﬂa(wacmncwuuozus) 20/02{2008 19:00
Sde | ekt | Seestal|  Bal | Tenter | Cowd | P | mediy |
Yes Mo |
Step 1 Click on either Book or Book & Pay
Step 2 If it is a Member booking either Swipe the Members Card or type in
the members Last Name, First Name in the ‘Find Details’ field.
Step 3 If it is a Non Member booking click on the Non Member
Button at the bottom of the screen
Step 4 When the Non Member Details box appears fill in the:-
Last Name field
First Name Field
Price Level (check - change if required)
Information field - usually the phone number
Step 5 Click ‘Save’
Note:- If a Non Member of the same name has already been booked onto the Class a
message will appear

Your Site Configuration

GA307-3
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Functionality of Classes

] Booking - Body Combat 7pm 20/

General Details

{2008 19:00 . %
Gladstone MRM Management System

i Bookees

€y Are you sure you want to Cancel this Booking?
e )

Bookee Canfirmed | Attended | Information Status EBiooking - Member: Weston, Dally {1000028)
P | Wieston, Dally (1000028] ~ [l Unpaid £4.00 10000813 1000001 Activity: (W3CLBDC19000208) Body Combat 7pm
- - ] Date: 20/02/2008 19:00 60mins
Waterson, Georgia ~ [l (01234 123456 Paid £4.00 10000814 1000001

— Yes Mo |
v

Late Booking Cancellation
Cancellation Reference: 10000004

(] Booking Cancellation

K1
Member “weston, Dol (1000028]
Sale | Ticket | Select Al | Bol | Transfer | LCancel Pay | HModi
Activity Body Combat 7pm
R Body Combat 'Wed 7pm. drea 1, Anea 2

& Event Log

Stat Date and Time 20 February 2008 19.00

Member Date/Time Description [

P | tis Dolly ‘wWeston (1000028 | 20/02/2008 18:11:47 | Member Booking deleted [ 101 Duration B0 mins Mo Charge [
Adult Non Member [0] 20/02/200817:5352 | Member Booking made 10 Earsaleiian Earmiants
rs Dally Weston (1000028 | 20/02/200817:5213 | Member Booking made 10 ’V Had to pick hor chidren up from the Childminder|

(] Booking - Body Combat 7pm 20,02/2008 19:00

General Detailz  Bookees Book |
Histom |
I Boogkee | Confirmed I Aftended | Information | Status | Booking

p [Ww/atersan, Geargia | P | [ 24125 Paid24.0010000874 | 1000007 Book & Fay |

Frint

Cancel a bookee from a Class -

Step 1 Select the bookee to be cancelled
Step 2 Click on ‘Cancel’
Step 3 A message will appear ‘Are you sure you want to Cancel this booking’,

click ‘Yes’

Step 4 If Dishonour rules have been configured saying ‘Yes’ to the
above will show the Late Booking Cancellation screen where the
reason for cancellation can be written

Step 5 Click ‘OK’

Your Site Configuration
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@ Booking - Body Combat 7pm 20/02/2008 19:00 3 f & Event L og
General Details g““B‘gﬂkeas.é &I : — :
: ’ — _ tember D ate/Time Description Detail User 1D
S:D':ee T (i | Aol e jtat”; AT f;;;g; = o Adult Maon kMember [0] 20,/02/2008 17:53:52 | Member Booking made | 10000016 ' 3CLEDC13000208 1
s E”g ) "f ": e dstckhts atdy | | 312 Mrs Dolly wWston (1000028 | 20/02/2008 17:5213 | Member Booking made | 10000015 '+ 3CLEDC19000208 1
Pring -
Edi -
Enralment List
Reservation - _
4| n s o [ Bookee List ]
Sale | Ticket | Selectal Eol Trarsfer | Cancel Pay | Modity | - —Print Options —————— ~ Sort Order
(" Bookees and 'aiting List i Mame
: " Baooking Order
£ Waiting List " Membership Number
— Extra Infarmation
[~ Telephone MNumber [ Membership Mumber
[ Information [~ Age
[~ Compary Name [~ Booking Reference
d ) Print LCancel
& Bookings Allocation ]
| Membelsl Broducts | Sgbscriptionsl
A 4
Activity 1D wi3CLBDCT 8000208 - Body Combat Fpm
Start Date/Time  20/02/200% 19:00 G0mins Configuration
Bookees 24 |2D Add Session
. Delete This Session
Booking 1D I'I 0002320 NOTES:

Delete From This Day Forward

Activity Comments  [INSTRUCTOR = Moally
Mat recommended for the complete beginner.
Fleaze bring water and a zmall towel,

Booking Comments

Save I LCancel
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Functionality of Classes

. Booking - Body Combat 7pm 20/02 /2008 19:00
General Detalls Bookees
Bookee Confirmed | Attended | Information Status Booking
P | Wieston, Dally (1000028] ~ r Unpaid £4.00 10000813 10000t
‘waterson, Georgia ~ r 01234 123456 Paid £4.00 10000814 10000t
Ll | ol
Sale | Ticket | Select Al Eoll Transfer | Cancel Pay | Moy |

Book
History
Book & Pay
Frint
Edit

Enralment List:

dldddd

Beservation

Exit

|8 sale: weston, Dolly {1000028)

General Details | Praduct List | Payments | tare Delailsl Bookingsl

Your Site Configuration

|B¥ Booking - Body Combat 7pm 20/02/2008 19:00

General Detal:  Bookees
Bookee Confirmed | Attended | Information Statuz Booking
Wweston, Dolly [1000023) Il - Unpaid £4.00 10000813 10000014

n. Georgia

. Non-Member Details

Lazt Mame IWatergﬂn
First Names | Georgia
4 | Price Level ID |NDN,&D J
Sale | [nformation ||:|‘| >34 123456
> Same A Last | Save LCancel |

. NAME OF BOOKEE: Dolly Weston

L L L L L L T

CLASS DATE

*hhkhkhkkhkhkhkkhbdhhhkhkhkhbbhdddhhkhkhthbhbbhhhdhhis

GA307-3

Book
Hiztary
Book & Pay
Print
Edit
Enralment List

Reservation

E it

L.

NOTES:

Sale D 10000813 Type Booking
Raised D ate 2040242008 17:5213
Status Sale Unpaid >
Payrment kethod |m5H J
Due Date [o/izzins 2=1
Rieference [w3CLEDC19000208 v
Pra Faorma v
Product Tatal £4.00
Adjustments £0.00 MET Tat € | Are you sure you want to Cancel this Booking?
Discount £000  TAX \{'/
. Member: Westan, Dally (1000023)
Tatal Paid £0.00 Activity: (i ICLEDC19000208) Body Combat 7pm
o s _— Date; 20§02/2005 19:00 a0mins
Total Creditz £0.00
Yes Mo

Tatal Unpaid £4.00

Sa
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Functionality of Classes

Your Site Configuration

General Detals
[ Toescrpion [T [TaxCodeld [TauR Body Combat Circuit Training I?
Tue 11am Adult
I?| Spinning Tues | K | Aerobics Wed F "I'I" "] S
8pm Bpm Junior
|T Circuit Training IT E K '!'
Wed 7pm Thu 10am Concession
1 pook ] 3] [__] P E__
Eiwe St | Soch Qptone| Advrced Soweh | C L u
Stast Dote Tree | Desciption Booked | Commerts u
s [@0M272008 | Body Conbat Wed 7om [3720[INSTRUCTOR = ok (] [ ¥ LY
s o "
Tab I Delete bredit E M W
d
Total £0.00 her 3 D "
2l £0.00 =
Change 'E 'F ,?
g0.0d | |, o
ShaisFound 1 seeardl | ok | seew | mookily |
_= | H ] Fd
I [ Tsining Databisoe (wOW) 18 Taghor PE 4) [aomzrne [1542
v 1 R
Advanced Search |
— Specific Times EM Em
I February I 2008 ™ Eaily Morming - before 10am
Sun Maon Tue | “Wed Thu Fri Sat AT p—
L & " Lunchtime11am - 2pm
3 4 5 E 7 g g .
= Afternnon 2pm - Sprm NOTES:
10 11 12 13 14 15 16 .
~ Eaily Evening 4pm - 7pm
17 18 19 20 21 22 23

= Evening Bpm - Spm

{~ Late Evening 8pm - 11pm
" Might - after 9pm

24 25 26 lﬁ 28 29

A Class can be sold through the till by clicking on the Class Description button, this will
show the current weeks class. Choose either Book or Book & Pay.

A Class can be booked in advance through the till by clicking on the letter next to the
Class Description button. The Bookings Free Search screen will automatically show the
Search Options tab displaying the calendar. Click on next weeks date which will allow
the user to book next weeks class for the customer.




Functionality of Classes
X

Miscelaracus
st socr smorrsen |
% Search time tange/date range
eg. Search for all slots between 08.00 and 2353 over & date range of 20/02/2008 to 29/02/2008

™ Search time/date range
©g. Search for ol shots betwsen 08:00 on 20/02/2008 and 23:59 on 25/02/2008

Start Time

e = T [am =

Lt} Descrpton | Total Ta Code D | Taxh.

R
[

~Date Range.
[z [+] T° f@oeae ] =
- Dags T
7 Sundsy 7 Monday  Tussdsy [ Wednsday
W Thaday ¥ Fiiday ¥ Salurday |
K| x [ ]
Iab I Delste I =
B
= o R [T
Paid : :
B
crangs £0.00
Price Level : NONAD
POS
= * [Tusining Detabace WOWI[1 - T PC &) [povmarenos. 1607
v

& Bookings Free Search

Free Slats | Search Options | Advanced Search

Start Date Time | Description Booked | Comments
b 20/02/2008 Body Combat 7pm 18/20  [IMSTRUCTOR = Molly
1200 B0t Mot recommnended. for the completed
23/02/2008 Body Combat Sat 10am 0/20
10:00 EOminz
25/02/2008 Body Combat Mon 1pm 0/20
13:00 EOminz
27/02/2008 Body Combat 7pm 0/20 INSTRUCTOR = Mally
13:00 EOminz Mot recommended for the comolete

If a customer would like to book a group of classes the user can use the Advanced
Search on the Bookings Free Search screen. This allows the user to search for available
slots by date range, time range, and specific days. Click on ‘Search’ which will show
all available classes within the search criteria. Select the classes the customer wishes
to book.

Your Site Configuration

GA307-3

General Detals
A, J 5
B 3 7
T L [
D ] L)
E ] W
F ] *
G [F i
H 0 [z
i A
Save
NOTES:
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[ TDesciptonJTotd [ Tax Code D JTaxRl Body Combat Circuit Training Ganeal Datads

Mon 1pm Tue 11am

B | Spinning Tues
8pm
(o]

Body Combat

Non Member
Junior

‘Wed 7pm

D |Spinning Fri 6pm | SesichforDescripion  Seaich for Delads E K- T
I ] | Fird Hlest

S Descripi [ Detei: T3 T ] 1

I (=l Body Combat Sat :Im. obice Wedtom | 17.00.Auma 1. Auiea 2 |: L l.l
F | Spinning Sat 12

4] | 5 Noon (] [ ¥ LY

Tab ‘ Delete ‘ l_li

Total I £0.00 ] IT W O W Body

Combat Classes
i £0.00 ’\_Iclass Book & Pay F n b

L1 ,
Change £0.00 = | | -
Price Level : NONAD G P "'f
h_'um Trairing Databace (ww)| 1 J Taykor PC.4) [20mzr008 [16:20 H |] d
| A
Save Cancel
Class Book & Pay
This allows the user to book a class for a customer through the till. NOTES:
Step 1 Swipe the customer through to the till.
Step 2 Click the Class Book & Pay till button. The classes with spaces

available that are due to start are listed. Classes that have started
but not yet finished may also be listed.

Step 3 Double click to select the class to be booked.
Step 4 The money will appear on the on screen receipt.
Step 5 Cash off the transaction.
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B cancellation Manager

Options | Results

ember ID
First Mames
Last Mame

Information

Date Made

Cancellation
Feference

Include:

Date Cancelled

I
—

Activity/Reservation I

Date of Bosking [ [20 Feb 2008 00:00 ——

ta 21 Feb 2008 05:00 ==
I~ [10May 2004 16:13 = to 21 Feb 2008 05:00 =

g

I~ [10May 2004 16:13 =
Baoking ID

Late Cancellations

21 Feb 2008 05:00 =

Booking Detail..

= view

Maove Booking. ..

Activity Reservation. .,
Reservation Lookup. ..

Reservation Configuration...

Add Exception

Add Exception Schedule...
Madify Exception; ..
Remoye Exception
Remove All Exceptions

I Prink Sheet

Dishonaur Repart

Mo Shows:

Other Cancellations

Y

Search LClear

Print Cancel

¥ cancellation Manager.

[ Cancel Rief | Bookee

| Dishonour Type [Fee [Sale I [Booking Details

10000004 %eston, Dol [100002¢ Late Cancel £3.00

0 &0 mins Body Combat 7pm, Bady Camba

¥ cancellation Manager;

DOptions ~ Besults |

[NoChaige |Date Booked | Booking ID| Date of Booking | Dishonour Dats | Dishonor Comments

20/02/2008 1762 10002320 20/02/2008 19:00  20/02/2008 18:13 {wCLAS | Had ta pick her children

Running Dishonour Bookings

Step 1

Step 2
Step 3
Step 4

Step 5

Step 6

Right mouse click on the booking sheet or click on the ‘Options’ button
at the bottom of the booking sheet

Select Dishonour Bookings then Cancellation Manager
Click ‘Search’

This will produce a report of all Cancellations and No Shows for the
chosen date range. Late Cancellations are shown in red, No Shows are
shown in Black

If you want to waive the dishonour fee for any member you can select
the No Charge check box

Once happy with the report, a Dishonour Preview Report can be run by
selecting the Dishonour Report from the Options/Dishonour Bookings
menu

Your Site Configuration

& Dizhonour Rules

I [

Description |
Dishonour Action INn Action j
Late Cancellation Period [Hours) I—
Dishonour IF Re-Booked H
Dizplay Cancellation Details INnne j
Cancellation | Mo show I
I 0] I D escription

Add Froduct |

Delete |

Save

Cancel |

GA307-3

NOTES:
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Functionality of Classes

¥ Dishonoured bookings

Dishonoured Bookings:

This procedure will process all dishonoured bookings between:

20/02/2008 00:00:01
and
21/02/2008 05:00:00

@Eraviaw repart
Live mn

Cancel

Dizplay
" Printer

 [Bcreen

e

Frinter:

Pririter

Copies

I\\sw-fi\e2\WaI\inglnrd Sales HP Laseie 7]

—

¥ | Coflate

V1.0

It is advised a Preview Report to be run prior to the Live Dishonour run

Your Site Configuration

GA307-3

NOTES:
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W Report viewer - Dishonoured Bookings - Preview Report

| &

- I | R 1 o1 roM o || M

Dishonoured Bookings - Preview Report

1t] Date Last Visit Booking Date  Booking Details Member Name

Late Cancellation

10,000 004 200208 1813 2000208 1900 &0 mins Body Combat 7pm, Body Comba Dolly Weston (1/000028)

W Report iewer - Dishonoured Bookings - Previes Report

|| & éfisox <[ 4 [ v yoyom || M

Training Database

Jill Taylor (1)
Charges
Member Name Cancellation Comments Report Only No Charge Charge
mba Dolly Weston (1,000028) Had to pick her children up fram the £0.00 £3.00 £0.00

Childminder,

Sub-Total £0.00 £3.00 £0.00

This will display the charges that will be applied to which bookees, this can be run as
many times as is hecessary

Your Site Configuration

GA307-3

NOTES:
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B Dishonoured bookings EEE

Dishonoured Bookings:

This procedure will process all dishonoured bookings between:

20/02/2008 00:00:01
and
21/02/2008 05:00:00

Print Cancel

Dizplay

& Print - Dishonoured Bookings - Preview Report:

Fririter

= Prirter

Prter — [\on-fle2¥iw/alingford Sales HP Laserie 7]

Copies |1_ ¥ Callate

Dishonoured Bookings - Live Report

n Date Last Visit Booking Date

Booking Details

HMember Hame

Late Cancellation

10,000 D04 200208 1813

20/02/08 13:00 60 mins Body Combat 7pm, Body Comba

Dolly Weston {1,000,028)

V1.0

The Live Run can now be run, this will raise monies against each bookees account

Note:- The Live Run can be set to automatically run at the Start of Day. This is set through

the System Configuration settings

Your Site Configuration

GA307-3
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Fle Edt Options Modues Reports Configuration Window Heb
M ilsEx KA>AR SeX 033050494~
Reception : Weston, Dolly (1000028) (1/1)

Mermbear |1oooozs |Mrs Dolty Weston
=

Price Level |cAsAD - Casual Adut Refund I

System Info. Unpaid Sales. Mo Entry Point Subscription.

Priority Sub. [

Information | User Fields | Referrals|

Dietals
» | 2340212008 Unpaid £3.00 Dishonour charges for Sale 10000863

Advanice Pay Delefe |
Tusiring Datsbase [WIIW] |1 :J Tayior (P 4] | a0 1319

The Live Dishonour Run produces monies against the customers record therefore when
next swiping the customer will be asked for the monies due

Your Site Configuration

GA307-3

NOTES:
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Dance Stu (Standard View) - Today
| B ooking - Body hat 7 00 ®
| | [Geoeavon | ghae | [ |
1= Aoty FACLE0CTo00E0  Resswvaion |
o Descrption [Body Combal fpm Hook kPay 1300
StatDote/Tine 070272008 19,00 EDmns Bookees 0720 Pt 1400
1600 £dt 1500
| Egrobment List 1600
1700 %1704 Beservation 1700
| 1800
e Ce= 1] 1900
I 200
1500 | @ 1500 Body Combat 7m (W3CLBDCIS000208] Watesson, Geougia 20/20 . Combat 7pm [WICLEDC Goorgi 20/20
21:00.
2200
|51
I
N O - O T
| Training Database (0] | 1 18 Taghor [PC4) |2002008 1055

Waiting List
If a class is full, a customer wishing to attend the class can be placed on the waiting list.

The Book and Pay option is not available therefore Book is the only option.

Your Site Configuration

NOTES:

V1.0
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B Find Members

i — ]
& Gladstone MRM Management System &3] —
Find Details I
There iz not enough space available in this booking. I D | Last Mame I First Hames I Company Name I Home Telephone
Do pou wank ko?
@Add to waiting list for this reservation
" Search for a similar reservation,
oK LCancel
Ll | [}
— Option:
Find Method ILasl Mame, First Mames j Search On Any part of field 'l
Sort Order IID j Status _I
Save Options Sites in Group [ALL _I
Add Member | Nontember | Same As Last | FEind | LCancel |

& Booking - Body Combat 7pm 20/02/2008 19:00

General Detai\sl Bookess  Waiting List

l

Book |

| Bookes | Infarmation |Work

p | Tavlor. Hary [1000037] |

History |

Book & Bay

There are two options available

Option 1 ‘Add to waiting list for this Reservation’, which will place the
customers name onto the current classes waiting list

Option 2 ‘Search for a similar reservation’, which will open a search screen to
find a new Reservation

Click ‘OK’

Your Site Configuration

GA307-3
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V1.0

16



. ' _ GA307-3
Functionality of Classes Your Site Configuration

5 1700 Aerobics Wed Bpm [W3CLAER18000208) 0720 o 17:00 deeobics Wied Bpm [WICLAER18000208] /20

19:00 4 1300 Body Combat 7pm Mw3CLBDCIS000208) Waterzon, Gecuga 20/20 o1 * ody Combat Tpm (W3CLBDC Georgia 20/20 +1 1500

|
T

I
N O - O T
| Training Database (0] | 1 18 Taghor [PC4) |2002m008 [11:00

V1.0

The display on the Booking Sheet of the Class through ‘Standard View’ will show the full
number of bookees in the class and the number of bookees on the waiting list

NOTES:
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Booking - Body Combat 7pm 20/02/2008 19:00

Soe | Ticker | selctan Rl Trensfer | gance|| Py | Mody | =~

)
General Detalls  Bookees | Waiting Llsll &I
- - - Histary

| | Bookee I Canfirmed | Attended I Infarmation Status | Elookir «
Waterson, Georgia 01234 123456 Paid £4.00 10000614 10000, Bk & Pay
wlest, Sally [1000027) = = Paid £4.00 10000819 10000 Frint
Weston, Nora [1000033] [l [l Paid £4.00 10000820 10000 Edit
Dawson, Jilly (1000030] [ [ Paid £4.00 10000822 10000 =
Brown, Milly [1000034] [ [ Paid £4.00 10000823 10000 Enrolment List
Taylor, Noel [ & | 01234123456 Paid £4.00 10000824 10000 Feservation
D avrson, Kelly [C & | 01234123456 Paid £4.00 10000825 10000 &

4 I I »

cellation ®

Late Booking Cancellation
Cancellation Reference: 10000007

Gladstone MRM Management System

Member ‘Waterson, Georgia (0]
\l\!) Are you sure you want to Cancel this Booking? ATy Bady Combat 7om
Meml_:er: ‘aterson, Georgia Resourcess Body Combat Wed 7pm, Area 1, Ares 2
Activity: (W3CLEDC19000208) Body Combat ?pm >
Diabe: 20/02/2005 19:00 60mins

Yes Mo | Start Date and Time 20 February 2008 19:00

Duration B0 ming Mo Charge ¥

" Cancellation Comments

The Waiting List can only be used once a bookee has been cancelled off the main Bookees
list

NOTES:

V1.0 18
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Gladstone MRM Management System,

? ) Space is available in the booking. Do you want to move someane From the Waiting List?

[ @ waiting List
File  Edit
o [ e [ |
Search for Order Search for Bookes
I | Find Hest |
Order | Bookes _
p D01 | Taplor. Hame (1000031 B Booking - Body Combat 7pm 20,/02/2008 19:00
General Details  Bookess
M’W‘ Eookes Confimed | Attended | Information
l Jengon, Jil ~ ~ 01234123456
) Soott. John [l = |0123s123458
Gladstone MRM Management System Brown, Karen Il i 01234123456
9, The following Booking has been moved from the Waiting List. Would you like ko Prink these details? Bradford, Kim ~ ~ 0112341234586
\t,) Bradiey, Sarah " & | 0123412345
Taylor, Harry (1000031
“Work: Jones, Brenda Il 2l 01234123456
HomE: | e e—————
Yes No
Sale | Ticket | Select Al | Rol | Transfer |
Step 1 A message will appear showing ‘Space is available in this booking.
Do you want to move someone from the Waiting List?’
Step 2 Click ‘Yes’
Step 3 By double clicking, choose the bookee to be moved
Step 4 Click ‘Yes’ to print out the details of the bookee. These will be
used to phone the bookee to inform them of the action
Step 5 The Bookee will be placed on the main Bookee List as unconfirmed.

be ticked

Once confirmed by the bookee the confirmed check box will need to

Your Site Configuration

GA307-3
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