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GA308-4
Administration of Courses Your Site Configuration

] Booking - Swim Beginner. Mon 4pm 24,/03/2008 16:00)

®

General Details | Bookees | Wlaiting Llstl &I

Activity 15LBEG 16000308 Reservation &I
Desciiption [Swim Beginner Mon 4pm Book & Bay

Start Date/Time  [24/03/2008 16:00 30mins ~ Bookess  [10/10 [1 wailing) vt
Edit
Enrolment List

I

AddSession
Ext Delete This Session

Delete From This Day Forward

& Reservation

General Detals | Dates | Eroducts | Payments | Mare Detai | Subserptions | Bestistons | Host |

In] /15 LBEG 16000208

Diescription ISwwm Beginner Mon 4pm

2nd Language |
Description

Activity Group WSLBEG _I

Add a Session

The function of Add a Session is only available when no customers are booked into the NOTES:
course.
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Administration of Courses

(] Booking - Swim Beginner Mon 4pm 24,/03,/2008 16:00

General Details

Aty

Diescription

Bookees | waiing L\stl

1SLBEGTROO0303

Reservation

|Swim Beginner Mon 4pm

Start Date/Time  [24,/03/2008 16:00 30mirs

Bookees  [10/10 (1 waiting]

Book
Histom
Book & Pay
PFrint
Edit

Enrolment List

E Heservation

Iake-Up

el [EE R

Gladstone MRM Management System

:) You are about to delete this session with all its bookees From the reservation, Are you sure you want ko do this?
-

Swim Beginner Man 4pm (W1SLEEGLE000308) 24/03/2008 16:00 - 16:29

‘fes L)

Configuration

Aidd Session

Del ion

Deelete From This Day Forward k

Delete This Session

This will delete the session from the Booking Sheet. Click ‘Yes’ to the question ‘ You are
about to delete this session with all its bookees from the reservation. Are you sure you want
to do this?’

Note:- If there are Bookees on the course these will need to be cancelled and monies dealt
with appropriately

Your Site Configuration

GA308-4

NOTES:
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Administration of Courses

(] Booking - Swim Beginner Mon 4pm 24,/03,/2008 16:00

General Details

Aty

Diescription

Bookees | waiing L\stl

1SLBEGTROO0303

Reservation

|Swim Beginner Mon 4pm

Start Date/Time  [24,/03/2008 16:00 30mirs

Bookees  [10/10 (1 waiting]

Book
Histom
Book & Pay
PFrint
Edit

Enrolment List

E Heservation

Iake-Up

el [EE R

Gladstone MRM Management System,

9 Delete all reservations from this date arwards?
" )

Swim Beginner Mon 4pm (W1SLEEG16000308)

Yes

Mo

Configuration

Add Session

Delete This Session
Delete From This Day

Delete From This Day Forward

This allows the user to delete this and all following sessions of a course. Click ‘Yes’ to the

question ‘Delete all Reservations from this date onwards?’

Your Site Configuration

GA308-4

NOTES:
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Administration of Courses

|Conf\gurat\on ‘Window Help

System [3
General 3
Membership 3
Financial 3
Bookings [d  Activities...

Configure Favourite Reports R

Activity Groups, ..

Resource Products...
Resource Product Groups...

Enralment Report Configuration. ..

Dishonour Configuration. ..

I Field Mame | Selection

B parameter Selection

Parameter IA:llvlty Group j

Selection IWS LEEG

0K LCancel

KT 1 i
Export Bookees [ Fepeat | Add odify | Bemove |
Lreate | Exit |

Create reservations using existing reservation data

Open the Configuration menu, choose Bookings, Reservations Management and select Export
Reservations. This screen allows the user to select which reservations they wish to use as a
basis for the new programme of courses.

Step 1 Click the Add button to select the reservations to be included in the file by
all or any of the following parameters:-

Activity Group - more than one Activity Group can be added.

Reservation Cut Off Date - the date must be one of the dates within the
current reservation, so the export routine will pick up reservations that
will end after the specified date.

Reservation Site - a specified site or number of sites can be added.

GA308-4
Your Site Configuration

& parameter Selection

Parameter  [ERSIERET A ~ |
Selection I |

Cancel |

& parameter Selection

Parameter  [ESE A - |
Selection I J

Cancel |

NOTES:

v1.0
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GA308-4

Administration of Courses Your Site Configuration
- & Reservations Expork E||:-|E|
@ Reservations Export 3 :._‘ I Field Mame | Selection
| Field Mame | Selection
b | Activity Group |'wSLBEG
L | 2
Export Bookees I Repeat Add HModify | Hemave |
Create | E it I
KI Ic1
Export Bookees [~ Fepeat { Add fd odify | Bemove |
LCreate | E xit |
Step 2 The user can export bookees by selecting the Export Bookees tick
box. This will create an additional file containing the bookees within
each reservation. NOTES:




Administration of Courses

Your Site Configuration

Expork To

f Export To EE
Save in: I@Expml j = &k BB~
L;b [£] wou-i1129
. ] wow-i1210
My Recent Ej WOW-1212
Documents ] wow-1213
@ [£] wow-i1215
[£] wow-i1218
Desklop 2] yowr-iLz29
) [E=Hv
My[‘)ucuments
& 'Gladstune MRM Management System (13} EI
My Computer
Q < I.L \i) Operation complete,
My Netwaik Fie name [sLeEG0a08 = [sae H
Save as type: I" cav j Cancel
=
Step 3 Click the Create button to create the export file.
Step 4 An Export To screen will appear, type a file name and save in
the default export folder.
Step 5 Click Save and message will appear ‘Operation Complete’.
Step 6 Click the OK button.

Save in I [ Expart

x| & &k E-

GA308-4

G

= [Z] wom-it10s
4 [Z] weow-it108
My Recent ] wow-it110
Documents [Z] weow-it11s
@ [Z] wow-it120
[Z] wow-it121
Deskiop E) wow-it122
, 2] worw-it120
) [£] wow-iz10
. = wow-lz1z
My Documents g WOWS1 713
—— [Z] wow-itz1s
g.! 2] Wow-it215
My Computer | =) WOW-i1228
My Mebwork.  File name: j l&l
Flaces
Save az lype: j ﬂl
B
NOTES:

v1.0



GA308-4
Administration of Courses Your Site Configuration

|Configuration Window Help

System »
General 3
Membership 3
Financial 3
5 ] Activities... |
Configure Favourite Reports Reservations...

Export Reservations

Activiky Groups,..

Resource Products. ..
Resource Product Groups. ..

Enrolment Report Configuration. ..

Dishonaur Configuration. ..

B 1mport Reservations. ®
| File | Ecic Tosert Format Dats
i

i T
— Data

o n [0 [ Activity Group [5ite [ Stan Time [ Duration [ ]

Save As

Exit

Ll | L
Fie Mame: Back /Fore Colr | A

Show Bookees Eiint Summary Check Fil= Savefis Creale Aeseqyaiions | Exit |

Create new reservations

Open the Configuration menu, choose Bookings, Reservations Management and select
Import Reservations. The Import Reservations screen is displayed. This screen allows NOTES:
the user to modify the parameters on a copy of existing reservations so that they can
define the new requirements.

Step 1 Click File and select Open.




Administration of Courses

Open File
Look i IE} Export j - of B2
= ) advanced B swimLEssON ADW
) L] anvancED 1 B swiMLESSON ADW_Bookses
My Recent  EL)anwaNCED 1_Bookees Bl woid Unpaid Sales

Documents @advanced_Boakeas

L Delete Bank Details

L Members-2005-07-22

L] MembersDebtorsList-2005-05-13
L) Salestudit-2005-05-13

L] SalesList-2005-07-22

bm
<, 2
e
:

£

My D r
#HORUMENES e | EGO308_Roakees

@step

Ll STEP_Bookees

&

My Computer
Q File name: [sLBEGoI08 | gpen |
Myptil:surk Files of type: [TextFesv) =1 Cangsl |
I™ Open as read-only
7 |
Step 2 Select the previously saved file.

Your Site Configuration

GA308-4

NOTES:

v1.0



Administration of Courses

f & Import Reservations El
File Edit Insert Format Data
T [~ DataFiler
Description [0} Activity Group Site Start Time Diuration Max B
P | Swim Beginner Mon WISLBEGTE000308 | WSLBEG WO 1E:00 n 10
Swim Beginner Mon "w1SLBEGTE300308 | WSLBEG WO 16:30 30 10
Swim Beginner Mon "w1SLBEGT7000308  |WSLBEG WO 17.00 30 10
Swim Tuesday Beg W2SLBEG16300308 | WSLBEG WO 16:00 30 10
Swim BeginnerWed | W3SLBEG16000308  |WSLBEG WO 1E:00 30 10
K| ol
File Mame:  C:AdatahExports\SLBEGD308.csv Back / Fore Color A
Show Bookees | Piint Summany Check File Save Az Create Reservations | Ezxit |
Step 3 The user can edit the information within the columns on the Data

tab with the details for the new reservations using the Edit, Insert,
Format and Data menus.

Note:- The three main columns that are essential to be edited are ID, Start Date and End
Date. Other columns can be edited if required.

The user can reduce the reservations displayed on the screen by using the options on the
Data Filter tab to sort reservations.

Your Site Configuration

GA308-4

NOTES:

v1.0
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Administration of Courses

& Import Reservations El
File Edit Insert Format Data
Data I I~ DelaFie
Description web Comments Allow wWeb [nfo Kiosk Bookable Kiogk Comments Import Bookees
P | Swim Beginner Mon |l
Swim Breginner Mon [m] [m] =l
Swim Beginner Mon [m] [m] 1=
Swim Tuesday Beg [ml [ml |l
Swim Beginner wWed r r 1=l
Kl e
File Mame:  C:AdataExportsSLEEGD308.csv Back / Fore Color A
Show Bookees | Piint Summary Check File Save bs Create Reservations | Exit |

There is an Import Bookees column on the far right of the screen. This defaults to being
ticked, on courses for which the bookees have been exported.

Clear the Import Bookees box if none of the bookees are to be imported into the new
reservation.

Your Site Configuration

GA308-4

NOTES:

v1.0
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Administration of Courses

File Edit Insert Format Data

File Mame: C:“data\Export\SLBE GO308. csv

Max B
Impart | Member (D | Mame Statuz n
p| F 1000038 |Mast Naglar, Tim Curment Members 1
[l 1000068 bigs. Gregaon, Diana Current Members 10
¥ |1000083 Miss. Waters, Joanna Current Members 1
™ [1000067 | Miss. Melor, Kim Current Members 10
v 1000058 Mast. Jones, Aidan Current Members
¥ |1o00070 Mizs. Barber, Samantha Current Members
=l 1000072 Miss. Shepton, Lyn Current Members
v |1000073 Mast. Southern, Neil Current Members
cl 1000071 Miss. Craven, Keny Cuirent Members
Select All | Clear all
oK
i

Back /Fore Color | A

| Show Bookees I

Print Summary

Check File

Save As

Create Reservations |

E it

If only some of the bookees are to be imported into the new reservation, the user can

click Show Bookees to display a list of the bookees in the selected reservation.

Your Site Configuration

GA308-4

NOTES:

v1.0
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Administration of Courses

Impart | Member (D | Mame Status
FE T 21000038 Mast. Naylor, Tirn Cunent Members
=l 1000063 Migs. Gregson, Diana Current Members
¥ |1000059 Miss. Waters, Joanna Current Members
¥ | 1000067 Migs. Mellar, Kim Current Members
v 1000065 Mast. Jones, Aidan Current Members
¥ |1o00070 Migs. Barber, Samantha Current Members
i 1000072 Miss. Sheptan, Lyn Current Members
v 1000073 Mast. Southern, Neil Current Members
|cal 1000071 Miss. Craven. Kery Current Members

Select All | Clear All

Cancel

The user can Select All, Clear All or clear the Import tick box for an individual. The
selected bookees will be imported with the reservation.

Note:- Non member bookees cannot be included in the export file.

Your Site Configuration

GA308-4

NOTES:

v1.0
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Administration of Courses

[ & Import Reservations
File Insert Format Data
Data 1 I~ DetaFier
Description D Aictivity Group Site Start Time Duration Max B|
P | Swim Beginner Man WI1SLBEGTE000608 | WSLBEG WOW 16:00 0 10
Swim Beginner Man W1SLBEGTE300608 | WSLBEG Wiow 16:30 30 10
Swim Beginner Mon ‘W1SLBEG17000808  |'wWSLBEG = = oy 10
Swim Tuesday Beg  |'W2SLBEGTG200508  |'wSLEEG Gladstone MRM Management System (13) (%] 10
Swin Beginnerwed  |'W3SLBEGTE000608  |WSLEEG | . 10
W1 ) Operation complete,
@ Find and Replace
QK
| o]
Findwhat: |03 =l
Replace with : IDE j
< | ‘ Find Method !0 =1 Seachon |A"5’ part of field k| ‘ N

Your Site Configuration

B Find and Replace

GA308-4

Find | 1
Fird “wfhat - I j
Fieplace with ; I j
Find Methad |DE$':ripti-:'n | ceachin |Any part of figld R

™ Match Case Replace Al | Beplace | Fird Mest | Close

Show Bookees

File Mam| | Match Case Replace Al I Beplace | Find Next | Llose | Back /Fore Color | A
Print Summary | Check File | Save As | Create Reservations | E it

The user can use Replace from the Edit menu to Find and Replace any information in any
of the field columns.

In Find Method choose ID to make changes to the course ID field.

NOTES:

v1.0
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Administration of Courses

Your Site Configuration

B Find and Replace

Find |

Find hat : I j

Fieplace with ; I

GA308-4

Find Methad |DE$':ripti-:'n | ceachin |Any part of figld R

™ Match Case Replace Al | Beplace | Fird Mest | Close

[ & Import Reservations
File Insert Format Data
Data 1 I~ DetaFier
Description Start Date End D ate Ad Infinitum Ldditional Datel Ldditional Date2 Ludditi
} | Swim Beginrer Mon | 02/06/2002 26/05/2008 [
Swim Beginner Mon 02/06/2008 26/05/2008 [l
Swim Beginner Mon 02/06/2008 26/05/2008 Gladstone MRM Management System (13} (%]
Swim Tuesday Beg 25/03/2008 27/05/2008
Swim Beginner ‘wed 26/03/2008 28/05/2008 3
1 Operation complete,
@ Find and Replace
Frd ) Relace
Find What : |24JDSJ2008 j
Replace with : IDE"‘DE"‘ZDDB j
‘ Find ethod | Start Date | Searchin [Any pert of fieid = ‘
4 »
_I " Match Case Replace Al I Beplace | Fird Mest | Close | _‘
File Name:  C: Back /Fore Color | A
Print Summary | Check File | Save As | Create Reservations | E it

Show Bookees

In Find Method choose Start Date to make changes to the course start date field.

NOTES:

v1.0
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Administration of Courses

& Import Reservations

File Insert Format Data

Swim Beginner ‘wed

04/06/2008 26/05/2008

@ Find and Replace

1 ) Operation complate,

Data 1 Data Fiter
Description Start Date End D ate Ad Infinitum Ldditional Datel Ldditional Date2 Ludditi
} | Swim Beginrer Mon | 02/06/2002 04/08/2008 [
Swim Beginner Mon 02/06/2008 04/08/2008 r —
Swim Beginner Mon | 02/06/2008 04/08/2008 [mi
Swim Tuesday Beg 03/06/2002 27/05/2008 [ ||
=

Find I Replace
Find What : IZE'IDE"‘EDDB j
Replace with : IDd.r‘DE.r‘ZDDB j
‘ Find Method |End Date =1 Searchan [#ny part of fieid = ‘
4 »
_I " Match Case Replace Al I Beplace | Fird Mest | Close | _‘
File Name:  C: Back /Fore Color | A
Show Bookees Print Summary | Check File | Save As | Create Reservations | E it |

Your Site Configuration

B Find and Replace

Find | 1
Fird “wfhat - I j
Fieplace with ; I j
Find Methad |DE$':ripti-:'n | ceachin |Any part of figld R

GA308-4

™ Match Case Replace Al | Beplace | Fird Mest | Close

In Find Method choose End Date to make changes to the course end date field.

NOTES:

v1.0
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Administration of Courses

& Import Reservations lzl
File Edit Insert Format Data
Data 1 I~ DetaFier
Description ‘web Comments Lllove ‘Web Info Kiosk Bookable Kiozk Comments Import Bookees
Swim Beginner Mon [l [l ¥
Swim Beginner Mon r r 2l
Swim Beginner Mon [l [l =2l
Swim Tuesday Beg [ [ ~
P | Swim Beginner wed r r 2l
Gladstone MRM Management System (13} Ii\
1 ) Operation complete.
K v
File Mame: C:\data\ExporthSLBE GO308. cav Back #Fare Colar | A
Show Bookees Print Summary | Check File I Save As Create Reservations | E it |

Step 4

Click the Check File button to validate the information the user has
put in. The system will check for duplicate reservation IDs, missing
data and any double bookings in the file.

Check File will not check if the new reservations they are
configuring are likely to clash with existing bookings on your system.

Your Site Configuration

GA308-4

NOTES:

v1.0
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GA308-4

Administration of Courses Your Site Configuration

Save File

Export To £33

v1.0

q 5 Save in Ib Export j - = B~
& Import Reservations 5 e :
File Edt Insert Format Data [Z) SalesExport-2007-02-07-15-36-23 Shatus Changs To % ¥ ¥ Save in: I [ Export j . £ iz
L@ [£] SalesExpart-2007-02-07-15-36-31 ) skep
EA ;'Diic;ﬁ E] SalesExpart-2007-02-22-10-19-24 EL)STER_Bookees _.___ rﬂ WOW-i1105
Description D = E SalesExport-2007-05-10-14-56-7 Sub Due Dates il r:.i:l WOW-iL 108
> |SwimBegimer Mon [wiSLBEGTE0NT @ [2] SalesExport-2007-10-08-14-15-35 =) 5ub prices =

Swim Beginnerban w1 SLBEGG300 Lo [£] SalesExport-2007-11-28-15-6-7 B swIMLESSON ADY ty Recent E‘] WiO-i1110

Swim Beginner Man WwWiSLBEGT 7000 2 2] SalesExport-2008-03-18-16-4-12 E‘_aJSWIMLESSON ADY_Bookses Dacuments _ 3
Swim Tuesdey Beg | W2SLBEG1E300. - [£) SalesList-2005-03-23 [ rest [£] worm-it115
Swim Beginner wed 35 LBEG16000: J [Z]) SalesList-2005-05-13 Test EBookings ¥ — E‘] WOW-L120

n 5 i B salesList-2005-07-22 = Test For Class I_ - :
b Sample Export; with Sales Details Teek E] WOW-i1121

- B sampls Export with Sales Details1 Unallocated ] E-'$kt|3|:l = i
= () 51 pEGo30E = wser Fields m WOW-IL122
My Eomputer | i 3LEEG0308_Bockees User G = E] WOW-i1129
Status Change B void Unpaid Sales ) @ WOMW-1210

\a < s I : 5
‘g = = o : [E] weow-itz1z

= QCUments %
Myprlqaect;vsmk e [sLeEG0e0 = save | 4 [Z] wionw-itz13
Save as type: ITeut File: [*.C5W] j Cancel a - E] WOW-i1215
« _— : [E] wow-ir218
File Mame:  Ct\dstshExpantSLBE GO0 csv Back / Fare Calor A ty Compuiter ElWOMELZ20

Show Bookees | Piint Summany Check File | Save Az I Create Reservations | Ezxit | @ ( | >
Fdy Metwork File: narne: I j Save I
Flaces
Save az lype: I“,csv j Cancel |
2
Step 5 Click the Save As button.
The user cannot select the Create Reservation button until the file
NOTES:

has been checked and saved.

18



Administration of Courses

& Import Reservations
File Edit Insert Format Data

Data 1 I~ DetaFier
Description ‘web Comments Lllove ‘Web Info Kiosk Bookable Kiozk Comments Import Bookees
Swim Beginner Mon [l [l ¥
Swim Beginner Mon r r 2l
Swim Beginner Mon [l [l cal
Swimn Tuesday Beg [ [ [cal
P | Swim Beginner wed r r ~

4]

& print - RS Reseryation Import Summary @

Display Fririter,

" Printer Piter — [\an-fle2iiwalingford Sales HP Lasarie 7]

Copies |1_ ¥ Caflate

Show Bookees

v
File Name:  C:hdate\E sportySLEE G308 s Bl s sl | A
Exit

Print Summary I Check File Save As Create Reservations |

Step 6

Click the Print Summary button to print a summary of the
information when file has been saved. Click ‘OK’ to view on screen.

Your Site Configuration

GA308-4

NOTES:

v1.0

19



GA308-4
Administration of Courses Your Site Configuration

Summary Import Reservation

] Description Site Activity Group Start Time Duration Frequency

s
Y1SLBEGIEO00BOS  Swim Beginner Mon 4pm WO WSLBEG 1600 30 Weekly
YISLBEGIB300B0S  Swim Beginner Mon 4:30pm  WOW WSLBEG 16:30 a0 Weekly
Y1SLBEG17000608  Swim Beginner Mon 5pm WO WSLBEG 17.00 30 Weekly

WY2SLBEG 16300808 Swim Tuesday Beg 4.30pm WO

Y¥3S5LBEG 16000608 Swim Beginner Wed 4pm

o . e ] Training Database
Jill Taylor (1)
Duration Fraqueney Day{Week) StatDate  EndDate  Couse  Product Import
Bookaes
S MT WTF s
30 e ekly 02060008 04082008 o w1 Yes
WINMPE
Ell e ekly 02060008 04082008 4 w01 Yes
WIMPB
30 e ekly 02082008 04082008 4 W01 Yes
WIMFS
El e ekly 03062008 05082008 4 w01 Yes
WIMPB
30 e ekly 04080008 0B0B2008 4 W01 Yes
WIMPB
T g il A |t ]

Summary Import Reservation Report will show a summary of the reservations to be
imported.

NOTES:

v1.0 20



Administration of Courses

& Import Reservations

File Edit Insert Format

Ciata

File Mame: C:%data\EporthSLBE GOBOE.C5Y

Data 1 I~ DetaFier
Description ‘web Comments Lllove ‘Web Info Kiosk Bookable Kiozk Comments Import Bookees
Swim Beginner Mon [l [l ¥
Swim Beginner Mon r r 2l
Swim Beginner Mon [l [l =2l
[cal
i i
\ ? ) ‘fou are about to create new reservations. This process cannot be reversed, Do you want ta continue?
‘fes Mo |
K

Back /Fore Color

Show Bookees

Print Summary

Check File

Save As

| Create Reservations I

I
[A

Step 6

Click the Create Reservation button for the system to configure the

reservations. Click Yes to Continue.

Your Site Configuration

GA308-4

NOTES:

v1.0
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Administration of Courses

& Import Reservations

File Edit Insert Format

Ciata

Show Bookees

Print Summary

Check File

Save As

Data 1 I~ DetaFier
Description ‘web Comments Lllove ‘Web Info Kiosk Bookable Kiozk Comments Import Bookees
Swim Beginner Mon [l [l ¥
Swim Beginner Mon r r 2l
Swim Beginner Mon [l [l =2l
|| S ol
AET =
\1 ) This may take some time, please wait for the ‘Operation Complete’ message, Click OF ko continue,
K v
File Mame:  C:\data\Enport\SLEE GOE0Z.CSY Back ¢ Fore Colar | A
Exit

| Create Reservations I

Step 7

When the user creates the reservations there is a message warning

that the process may take some time. Select OK to continue.

Your Site Configuration

GA308-4

NOTES:

v1.0
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Administration of Courses

& Import Reservations

File Edit Insert Format

Ciata

Swim Tuesday Beg

P | Swim Beginner wed

\ ? ) Operation complete, Do yvou want ko print a summary report?

Data 1 I~ DetaFier
Description ‘web Comments Lllove ‘Web Info Kiosk Bookable Kiozk Comments Import Bookees
Swim Beginner Mon [l [l ¥
Swim Beginner Mon r r 2l
Swim Beginner Mon [l [l =2l
[cal
[cal

‘fes Mo
1 I
File Mame:  C:\data\Enport\SLEE GOE0Z.CSY Back ¢ Fore Colar | A
Show Bookees Print Summary Check File Save As | Create Reservations I E it |

Step 8

The user will be prompted and a summary report produced when the

reservations have been created.

Your Site Configuration

GA308-4

NOTES:

v1.0
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Administration of Courses

& print - Reservation Impork

Dizplay
" Printer

= [Sereen

e

Frinter:

Pririter

Copies

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

1 ¥ Caflate

D Descrption Site Foficty Goup  Sta Time Durtion Frequency Daytiizd) StatOe  EndOae  Import Reaso)
T M T w T F s Bookees
Imported successfully
WISLBEGIEO00B0S  Swim Beginner hondpm  WOWF WSLBEG 16:00.00 30 Mizekhy DLOGI00E  DADSI00E  yes
W SLBEGI300608  Swim Beginner hon 430pm WONY  WSLEEG 1530000 ] izekly DRG0 OADHEE e
WISLBEG 17000602 Swim Beginner hon Spm W ERF WELBEG 17:00:00 a0 Wizelhy DHOBZ008  O4D8/200 e
WZSLBEGIG00608  Swim Tuesday Beg %30pm WO WSLBEG 16:00.00 30 Mizekhy DHOGI00E  DSDSI00E  yes
W3SLBEGIE00G0E  Swim Beginnerieddpm  WWCWY  WSLEEG LEE £ iaekdy UAUGIULE USSR e

P It M e . e ettt A ol B

The report will list both imported reservations and failures.

Your Site Configuration

GA308-4

NOTES:

v1.0
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Administration of Courses

B Booking - Swim Beginne

®

ﬁmalM gos | e
[ [Bookes Confimed | Aended [ Infomation S meae] |t | e
» | Gregson, Diana [100008)| 7 O Urpad L3.00 10001455 | 10000, Book s By 1700
Walers, Joana [1000083) @ r Urpsd £3.00 10001505 | 10000
| [ Melor, Kim 1000057) " | O Unpad £300 10001515 | 10000 Print I 1800
Jores, Aiden [1000065) | &0 (a] Urpsd 30010001525 | 10000 & e
Baiber Smariha B r Urpsd 30010001535 | 10000 [T
Shepton, Lyn (1000072) F r Urpaid £300 10001545 | 10000 Epsciment List 20
= Southen, Neil (1000073) I | [ m Unpaid £3.00 10001555 10000 A 2100
Craven, Kany (1000071) | @ (=] Urpwd 30010001565 | 10000 o, [ |
Ll | LI:' [ 200
o | o | | sn | et e | _re | e || -
»
<| codlndes | 5| Todwy | gpvens | Eid | Feesesch| seeat |

| Training Dakabase (WOW) 1 il Taylor PC 4] |24M/2008 | 1431

The new reservations are created on the booking sheets with the relevant bookees booked

and unpaid.

Note:- The number of bookees on the above course have been reduced from ten to eight

due to one bookee being a non member and one bookee not being ticked to roll.

Note:- The bookees are taken from the last session of the course so anyone transferred or

cancelled from the final session will not be included.
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] Booking - Swim Beginner. Mon 4pm 24,/03/2008 16:00)

General Details Waiting Llsll Book

History

Confimed | Attended | |
Book & Pay

Pring
Edit

Enralment List

Y,

Reservation

Book

| Baokirﬂ History
Book & Bay

General Details  Bookess MaitingL\stl

| | Bookes | Confimed | Attended | Infarmation | Statuz

| Gregeon, Diana (1000083 | w7 [wl Paid £3.00 10001264 10000 Pl
Waters, Joanna [1000083)] [ [l Paid £3.00 10001274 10000 Edit
Mellor, Kim [1000067) Il r Subscription Usage 10000
Janes, Aidan [1000056) = 'l “sﬁ.gsmi;tfn‘n Usage 10000 Enialment List
Batber, Samarths [ [wl Paid £3.00 10001302 10000 Fieservation
i, Lyn [(1000072] [ [wl Paid £3 00 10001 322 0000
_’d kel

L e

Sale | Ticket Se\ectglll Ball | Transfer Cancel Fay | Modify | Esit

The user can select and roll a bookee or select and roll a group of bookees from one
reservation to another from the Booking screen.

Step 1 Click the Bookees tab.

Step 2 Select one or more bookees to roll to another reservation. To select
bookees, click in the first column against each person that wishes to
roll, or click Select All to select all bookees.

Step 3 Click Roll.
Step 4 The Bookings Roll/Transfer screen will be displayed.

NOTES:
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Dption | Fiee Spaces |

Site fw 0w -

& Bookings Roll/Transfer : Naylor, Tim (1000038) 3]

] Bookings Roll/Transfer : Naylor, Tim (LO0D038)

DOptions ~ Free Spaces

Day Time Description Booked |[Sessions | Resource Products|
Date Duration Femaining

16:00 Swim Beginner Man 810 10410 WZMPB

Reservation [ [

Monday
02/06/2008 |30 mins | 4om
Monday 1630 |SwinBeginnerMon | 0A0 1040 |WZMPS
02/06/2008 |30 mins | 4:30om

= 7|

Courses I Classes [
@ Search lime range/date 1ange

" Search lime/date range

Aclivity Graup | [Siim Lesson Beginners | wstees =]

0A0 10410

eq. Search for all slots between 00:00 and 2359 over a date
range of 02/06/2008 to 02/06/2008

eg. Search for all slots between 0000 on 02/08/2008 and
2359 on 02/06/2003

Start Tim
( oo ==

To [2zss =

Date Rang:

[oemeszooe BE=] To ozemezone -

Daps To Includ
[¥ Sunday

[V ‘Wednesday ¥ Thursday

¥ Monday [# Tuesday
¥ Fiiday ¥ Saturday

T it Fiomp Foi Pagmert. @

Search

Exit

Exit |

Step 5

Step 6
Step 7
Step 8

On the Options tab, check the time, dates and days to search. i.e. The
bookee may wish to change the time or the day of the new course.

Click Search.
The results are displayed on the Free Spaces tab.

Highlight the required slot and click Select. Alternatively, double-click
the required slot. If the user does not want to take payment now,
select the Do Not Prompt For Payment check box at the bottom of
the screen.

Your Site Configuration
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M
Fae #
wption | Total Tasx Coda 1D [ Tex P A Pool Till NIl Casual Swimming S Non Member
» Used 1% |£0.00 0 Adult
i |
[:J Membership Till Sl Under 3's Swim T Non Member
Junior
i A
- Concession
1 Operation complete,
- | I
LLI
Ieb | Delete ¥ | Debiti Credit
Card
o l_— HRE.
Faid
Class Book & Pay| |¥|
Due
=) Posrmmlnhmrsmnm TtmDm[WME‘I:JI'IWH.] 24/03/2008 | 14:46

If the bookee has an in date ‘Credit’ Usage Subscription on their record. When rolling onto
a new course the usage will automatically be used as the first weeks payment. This will
be taken through to the till to be cashed off. NOTES:

The ‘Operation Complete’ message will show. Click ‘OK’.
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@ plus2
>> Trainer Pool {Standard View) - Monday 2. June 2008
#| v Dancestudo | FinessSude | MainHal Dudior Couts Sausch Couts |
Tiainer Pocl e
700
13.00 0E:00
0500
14:00 1000
11:00
1500
1200
5 16:00 Swim Beginner Mon 4pm (w151 BEG1E000B08) Gregson, Diana 8/10 1nnn
16.00 1300
%3 16:30 Swim Beginrer Mon 4:30pm [w/1SLBEG16300808) 0410 14:00
K3 17:00 Swim Beginner Mon 5pm (w1 SLBEG17000808) Naylor, Tim 110 -

8 Booking - Swim Beginner Mon 5pm D:

]
168:00

General Detals  Bookess &I
1800 History i)

Bockee Corfimed | Attended | Information Status. EBocking
— Naylor, Tim (1000038] Bpm Medt Course | Gubscription Usage TO000E, 1800
3 cal r WEwWER) Book & Pay
15:.00

Edit 20:00
Enrolment List 21:00
Reservation 7200

- v Mskelp v
hliscslaneousy 120, e e e I R e e ]
Beerian 3 Sale Ticket elect Al Fol ransfer Lancel ay Modify m

Pos | Fvaeﬁealchl Select |
POS Readia

|Tva\mr\g Database lWDW]lW < Jill Taplor (PC 4) ‘ 24/03/2008 | 1448

On the first week of the new course the bookee will be shown with a sale status of
‘Subscription Usage’.

Your Site Configuration
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Fis Edt Moddes Reports Configwation Window Heb
MilsEx M4 HpieE "mleihOLdd &

Report Generator

L
Do Sort Order | Fields |
Shest
a8 [ Fepon O Becrplin =l
s Lists member account details. Includes Member |0, Member
Bank Accounts List Name. Account Name. Number. Sort Code. Referenceand |
T s . Lists bookings information for the criteria selected. includes
(E] Bookings Lt (Fun Booking Date. Booking Start and End Time. Activity, Products
g Lists summarised booking information for the critena selected,
Bookings List (Surmary) includes Booking Date. Start and End Time. Activity. Booking 1D
il Produces a detailed statement of account for the selected
Cashless Account Statements members. The statement displays Due Date. Status, Deseriptio
ol i i i i A T TR Phl il i
) List of all Corporate Members analysing number of Members
a Corporate Analysis within each Subscription Type and each Status induding 1D,
a Lists all Courses/Classes where a minimum bookees has been
CourseiClass Viability spacified and highlights those that have not reached the
b e St o i Ui
h Pertorms specified functions to a group of members. Youcan =
4 I *

Report Filter  |All -] Load Maero Save Macro | Create
_Bookings |
Mucellaneous Report Group ’ -]
—Receplicn |

Teiring Database (WOW) |1 J Taylor [P 4) |avnzra0n (1326

Course/Class Viability Report

Lists only courses/classes where a minimum number of bookees has been specified in

the configuration and highlights those that have not reached the minimum booking
requirement.
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Fie Edt Modules Reports Configuration Window Help

W AP (R v =

AR R pont Generator - Course,

hility

Reports| Sort Order  Fields |

Field Name Selection

Booking Activity Group [D WSLBEG

Reports| Sort Order  Fields |

Booking Date 23/03/2008 - 06/04/2008
Member 1D 1-999999999 .
8B Field Name
a0~ ol M~ N~ SN gt A il e O R P i
- | P |Member 1D | 1-999993599

l

%I ourse/Class Viability Report 9

A
Training Database

Jill Tayler [1)

Reservation Descripion Start DateTime Min Bookees Max Bookees Bookee Court
hVnEIéBEﬁIﬂJ Srim Begitver Mondpm 2403005 160000 4 10 10
31032002 16:00:00 4 10 a

WELEBCLE  Snin Tassday Beg 2pm I5M008 16:00:00 4 10 10
01042008 16:00:00 4 10 10

Selection Criteria; [Bocking Activity Group I: WS LBEG]- [Bocking Date: 23032008 - D D4/2008])- Member 10: 1 - 00500000]

The report visually represents how well the classes are running by showing classes/courses
that have reached the minimum bookees in white with black writing. Classes/Courses that
have not reached their minimum viability shows with a black line and white writing.

NOTES:

The report includes reservation ID and description, booking start date and time, minimum
bookees, maximum bookees and bookee count.
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