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Getting Started  
The Tennis Reservation module can help you create an easy and simple way for members to make tennis 

reservations at your facility.  You create a calendar that is exclusive to tennis reservations so members 

can view not only their reservations, but lessons, clinics, and matches as well.  The Tennis Reservation 

module is customizable so that you can control the settings and create a system that works for you. 

To set up the tennis reservation module, click on Site Admin link from the home page Welcome menu 

drop down options.   

 

 

¢ƘŜ ǎȅǎǘŜƳΩǎ ŘŀǎƘōƻŀǊŘ ǿƛƭƭ ƻǇŜƴΦ  /lick on the Modules tab from the site administration dashboard 

options.   

 



This will open up the Modules system for the website.  Click on the Tennis module to open it and get 

started.   

 

The system setting for the Tennis module is referred to as Tennis Reservation Management.  Located in 

the Tennis Reservation Management system are four system settings. They are Manage Reservations, 

Member Level Reservations, Reservations Types, and Settings.  Under the Tennis Reservation 

Management module; you can control how your tennis reservation system will work for you and your 

facility. 

Using the Tennis Reservation Management System  
This is the Tennis Reservation Management system. 

 

Settings 
The first thing you will need to do to set up your tennis reservation system is to put in the settings for 

your system.  The settings will help you control court availability, times, as well as set the maximum 

allowed time for advanced reservations.  You can also enter recurring time slots for items like practices, 

lessons or clinics, and matches which is helpful for managing an entire season. 

To begin to set up the settings for your facility, click on Settings under Tennis Reservation Management. 



 

You can manage tennis reservations by entering the Settings for your facility.     There are multiple fields 

created to help your facility run smoothly. 

You will need to have a Tennis Reservations Calendar for you and your members to enter any tennis 

reservation.  To check if you have a Tennis Reservations Calendar, use the drop down menu options 

located by the first field and see if there is a Tennis Reservations Calendar available.  If there is, use the 

Tennis Reservations Calendar to help you set up your tennis reservation settings.  

 

If there is not a tennis reservation calendar available, you will need to create one under events.  It will 

show up as an unassigned calendar. 

 



To create a Tennis Reservations Calendar, click on the Events module tab. 

 

Then you will open the Calendar management tab.  At the bottom of Calendar Management are fields to 

create a new calendar.  You can create a new calendar by typing in Tennis Reservations, deciding who 

can view it, and filling out the rest of the fields.   

You will want to mark this calendar private so that others will not be able to make changes to it once 

you have set it up.  Remember to click on the Save button to save your newly created Tennis 

Reservations calendar in the system. 

  



 

Next you will to need set up the email address for the Tennis Administrator.   

 

The start and end times need to be set.  They are the hours that all the tennis courts will be available for 

use.  Each start and end time have built in time picker that can assist you in choosing a time for your 

courts. 

Also, you will need to set the availability for your tennis courts.  You can choose the days the tennis 

courts will be available to members. 

 

 

 

Select the maximum duration of court time per match.  The minimum reservation time is 30 minutes.  

You also have the ability to allow members to use the courts as long as 8 hours.  The time you set as the 

maximum duration of court time per reservation will be the same for all the courts. However as tennis 

administrator, you will have the ability to change court times as needed.  The system is set up for the 

user/ member reservation system.  The Tennis Reservation module automatically sets the time that you 

decide on the Members Tennis Reservation page as well.   

For example:  

If you set the maximum time for a court reservation to be 90 minutes, the settings will look like this; 



 

This is automatically updated to display on the Tennis reservation member Calendar like this- 

 

 

As the Tennis Administrator, you will need to decide how many times a member can make a reservation 

per day.  Also, you will need to decide how far in advance a member can make a reservation and if 

reservations can be reoccurring.   

 

 

 

 

 



Depending on how many courts that you have, you can set up how many courts will be displayed at one 

time.  IŜǊŜΩǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ŀ facility that has 8 courts.  Each tab on the Tennis Reservation calendar will 

display 4 courts at a time. 

Putting in the fields as this in the Settings; 

 

Will look like this to members in the Tennis Reservations calendar: 

 

The final set in setting up your tennis courts is to name them.  You need to have a reference name for 

each court so that the tennis reservation calendar can account for each court.  To create a record for 

each court, click on the Add New Record button.  Once in the system, you can edit or cancel a court if 

you make a mistake. 

 

 



IŜǊŜΩǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ǊŜŎƻǊŘǎ ŦƻǊ у ŎƻǳǊǘǎ ŦƻǊ ŀ ŦŀŎƛƭƛǘȅΦ  ¢ƘŜ ŎƻǳǊǘǎ ŀǊŜ ƴǳƳōŜǊ м-8 in the settings and 

therefore will show up as courts 1-8 in the tennis courts reservation system.   

IŜǊŜΩǎ ŀƴ ŜȄŀƳǇƭŜΥ 

The courts are named and numbered 1-8 in the Settings for a facility; 

 

This is how they will look on the Tennis Reservation calendar when setting up the 8 courts/ 4 courts per 

tab display.  However, the court set up display is customizable, so you can set them up like this or have 

the system display all your courts at one time.   

 

 



How to Create a Reservation T ype 
You can create categories for different types of tennis reservations.  You can also color code each 

reservation type to make it easy to recognize each type for display.  To create different reservation 

types, click on Reservation Types under the Tennis Reservation Management system. 

 

To begin to create a reservation type, add one in the name field of the Reservation Type Details at the 

bottom of the page.  You will also have the ability the color code the new reservation type.  You will 

need to make one of the reservations types as the default setting.  Usually it is the most popular 

reservation type that you would default for members to quickly and easily access reservations.  Clicking 

on the Save button will save the newly created reservations in the system. 

 

IŜǊŜΩǎ ŀƴ ŜȄŀƳǇƭŜΥ 



 

You can also edit or delete Reservation Types by clicking on the pencil icon or the trash can icon.  You 

can also change coded colors for the reservations the same way.  A description of each type of 

reservation that you create will show up in a list in the Reservation Type module.   



 

Managing Tennis Court Reservations  
Now that you have created Reservation Types, you can begin to manage your facilities tennis 

reservations within the system.  Being able to manage reservations will help you and your members 

keep track of all the events that might be occurring at your facility.  Now that each reservation type is 

also color coded; you can manage all your facilities events at a glance. 

Click on Manage Reservations in the tennis reservation management module.  It will open the Tennis 

Reservation calendar in the system. 

 

   



 

 

You can create a reservation within the system by double clicking on a specific court and time slot.  This 

will open the tennis reservation.  Fill out the fields starting with the description of the tennis event. 

Once you have created a description of the tennis event, fill out the fields for the date on which the 

event will occur and the reoccurrence of the event.  

[ŜǘΩǎ ƭƻƻƪ ŀǘ ŀƴ ŜȄŀƳǇƭŜ ƻŦ Ƙƻǿ ǘƻ Ŧƛƭƭ ƻǳǘ ǘƘŜ ǘŜƴƴƛǎ ǊŜǎŜǊǾŀǘƛƻƴ ǎȅǎǘŜƳΥ

 



Here is a decription of an event for  ƪƛŘΩs lessons  at your facility.  You would need to fill out the 

description and the date and time of the event.  The system will also allow you to create reocuuring 

events- in the case of a reocurring event, you would need to check the reocuuring task box.  If your 

event is an all day event, you will need to check the all day box. 

For our example, the event will reocuur, so we would check the reocurring task button. 

 

Now the reservations system needs to know the frequency of the reoccurring event.  The system will 

allow to you to check hourly, daily, weekly, monthly, or yearly box. 

The system needs to know how often the event will reoccur and on what days.  You will need to check 

the boxes to allow the tennis event calendar to note these days. 

Also, the system will ask you the range of occurrence.  It wants to know when the event will end.  If the 

event is continuous, the select the no end date box. 

 

 

 

Now select which court the event will be held.  The event will automatically be filled in on the court 

selected within the Tennis Reservation calendar.  When you select the type of event you are creating for 

the tennis reservation event, the corresponding color coded reservation you selected in reservation 

types will show up in the calendar. 

Remember to click on the Save button the save your newly created event within the tennis reservations 

calendar. 



 

When completed, your newly created tennis reservation will show up in the tennis reservation calendar. 

 

Changing a Tennis Reservation  
LǘΩǎ Ŝŀǎȅ ǘƻ ŎƘŀƴƎŜ ŀ ǘŜƴƴƛǎ ǊŜǎŜǊǾŀǘƛƻƴ within the Tennis Reservation calendar.  The Tennis Reservation 

ŎŀƭŜƴŘŀǊ Ƙŀǎ ŀ ŘǊŀƎ ŀƴŘ ŘǊƻǇ ŦŜŀǘǳǊŜ ǘƘŀǘΩǎ ōǳƛƭǘ ƛƴǘƻ ǘƘŜ ŎŀƭŜƴŘŀǊ, As long as the reservation is in the 

future- not the past- then the reservation can be changed from court or by time and date.   

IŜǊŜΩǎ an example: 

[ŜǘΩs use the Smith and Duvall match; Smith originally wanted to play a match at 5:30pm but now needs 

to change his court time.   



Smith wants to change his court time to 6:00pm- and as long as the reservation has not expired- he can 

do so. 

 

 

The drag and drop feature lets you click on the tennis reservation and literally drag and drop into 

another time slot.   

It also works the same way with tennis courts.  As long as the time is in the future and the court is 

available, you can simply drag and drop the existing tennis reservation into a new time and/ or court.   

IŜǊŜΩǎ ŀƴ ŜȄŀƳǇƭŜΥ 

Smith was planning on playing on court 3- but remembers that court 8 has more shade for his match.  

He can use the drag and drop feature of the Tennis Reservation system as long as the court is available 

by simply dragging and dropping his existing reservation into the new court at the appropriate time. 



 

 

You can also change a time or a court by clicking in the reservation itself.   

 

Click on the existing reservation to open it and simply change the information in the necessary field.  

You can change time or date or even courts as long as it is in the future and is available. 



 

The tennis reservation for Mack V. Roe has now switched to another available court. 


