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

Tennis Reservations Configuration Settings

[
Tennis Reservations Calendar: | Tennis Reservations | (-
J

If there is nd atennis reservation calendar available, you will need to create one under everttsvill
show up as an unassigned calendar.
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Courts per Tab 4
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Total Number of Courts:
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To create a Tennis Reservations Calendar, click on the Events module tab.
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No records to display.

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.

Event Calendar Management
Calendar Maint

Calendar Management

Board Related Members Only (Viewable by All Registered Users) '@ &7
General Members Only (Viewable by All Registered Users) ﬁ &
Swirmn Team-2009 schedule Public (Viewable by Everyone/Public) '@ &7
Tennis Reservations Members Only (Viewable by All Registered Users) ﬁ &

Calendar Maintenance:

Calendar Mame: | |

Category: | Board (Viewable by this Category's Users Only) - |
Private: |

Display Time Start: 9 Display Time End: ©
Default Display: l[}a'_l,r view - ]

Image URL: | |




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

Tennis Admin Email: tennis@example.com

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.

ey

Start Time: 900 AM | (D
End Time: Tirne Picker
Availability: 12:00 AN 1:00 AM | 2:00 AM
Maximum Duration per Reservation: 300 AM | 400 AM 1 5:00 AM
Maximum Reservations Per Day: 6:00 AM | 7:00 AM | 8:00 AM
Days Allowed for Advanced 8:.00 AM | 10:00 AM | 11:00 AM
Reservation: 1200 PM | 1:00PM | 2:00 PM
Allow Reoccuring Reservations:

300 PM 4:00 PM 5:00 PM
Total Courts:

6:00 PM 7:00 PM 8:00 PM
Courts per Tab: 9:00 PM | 10:00 PM | 11:00 PM

4 Add new record

Auailability: [#] Mon [« Tues [« Wed [#] Thurs [#] Fri [#] Sat [#] Sun

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;



Maximum Duration per Reservation: _

Maximum Reservations Per Day: 30 Minutes
1 Hour
Days Allowed for Advanced .
. 1 Hour 30 Min
Reservation:
) ) 2 Hours
Allow Reoccuring Reservations: 3 Hours 30 Minutes
Total Courts: 3 Hours
) | 3 Hours 30 Minutes |
Courts per Tab: 4 Hours
& Hours

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

ennis Reservations
Use the calendar below to schedule your tennis resernvations onkine, Piease adhere to the ruiss. Maxdimum appomunem e is 90 minutes. Please
restrict your reservations 10 4 per week Most of all, ENJOY! I
My Reservatons;
6/24/2009 Mack v. Roe

11:0000 AM T2 match

Reseration Instructions:

You may anly hawe | reservation
{s) active per day

¥ou may make a reservation up
to 7 days n advance

Dauble cick on an open skt to
nsert a new reservation or
i"" dooble cick on an exising
reservation fo ede

To Cancel a reservation, chck on
s | the X n the right hand ooener of
Lol your time siof or when edtng the
resarvabon by chcing oo the
~Lancel busen,

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.

Maximum Reservations Per Day: |1

Days Allowed for Advanced li
Resemation: 7

Allow Reoccuring Reservations: ]




Depending on how many courts that you have, you can set up how many courts will be displayed at one
time. | SNBQa |y f&iltythathis ScoutsF Eath tab on the Tennis Reservation calendar will
display 4 courts at a time.

Putting in the fields as this in the Settings;

Total Courts: 8
fl

Courts per Tab:

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

Tennis Reservations

Use the calendar below to schedule your tennis reservations online. Please adhere to the rules. Maximum appointme
restrict your reservations to 4 per week. Most of all, ENJOY!

|

(<] » O - | Wednesday, June 24, 2009

Court1 Court 2 Court3 Court 4

gam

]_“am

11am

12¢m

1pm

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.

+ Add new record ¥ 5 Refresh

MName

Court 1 Insert Cancel
Mo records to display.
Total Number of Courts:




| SNBQa Iy SEFYLXS 2F NBO2NRA T2 NJ-§intidsetmgdiadd T2 NJ |

therefore will show up as courts 1-8 in the tennis courts reservation system.
| SNBQa |y SEFYLX SY

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

+) Add new record ¥ » Refresh
MName

Courtl Delete Edit
Court 2 Delete Edit
Court 3 Delete Edit
Court 4 Delete Edit
Courts Delete Edit
Court& Delete Edit
Court7 Delete Edit
Court & Delete Edit
Total Murmnber of Courts: 8

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.

Tennis Reservations

Use the calendar below to schedule your tennis reservations online. Please adhere to the rules. Maximum appointme
restrict your reservations to 4 per week. Most of all, ENJOY!

B .y B Wednesday, June 24, 2009

Court1 Court 2 Court 4

gam

ipsm

113"\

12pm

1pm

'.F



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.

Announcement Events Forums Images & Documents

Tennis Reservation Management

Manage Reservations - Add, Edit/Show, Delete
Member Level Reservations - Add, Edit/Show, 'Pelete

Reservation Types - Add, Edit/Show, Delete (g
Settings

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.

Add New Reservation Type |

Description Default Selection Display Color

ALTA Match Pink W | &
Court Reservation Orange ﬁ &7
Lessons Green ﬁ &
USTA Match O Blue m | &

Reservation Type Details:

Mame: | | |

Display Color: |None I | ’-_l

Make Default: |

~

| SNBQa 'y SEFYLX SY



Add New Reservation Type

Description Default Selection Display Color

ALTA Match Pink m | &
Court Reservation Orange '@' &
Lessons Green '@' iy
USTA Match O Blue m | &

Reservation Type Details:

Mame: |F‘ractices |

Display Color: [ None R
Make Default: Mone
DarkBlue

*] Iﬂ Blue

DarkGreen

Green

DarkRed

Red |
Page Content ® 2002-2009 5| Orange | Site Map | Help
Fink
Yellow
Wiolet

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.



Add New Reservation Type
o The Reservation Type was successfully saved.

Description Default Selection Display Color

ALTA Match Pink m | &
Court Reservation Orange '@' &
Lessons Green '@' iy
Practices [ Red '@' f
USTA Match Blue m | &

Reservation Type Details:

Mame: | |
Display Color: | Red ~ |
Make Default: |

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.

Anncuncement Events Forums Images & Documents

Tennis Reservation Mana -
Manage Resemvations - Add, Edit/Show, Delete -
Member Level Reservations - Add, Edit/Show, Delete
Reservation Types - Add, Edit/Show, Delete

Settings
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You can create a reservation within the system by doubleclicking 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.

[ SGQa t221 4G Fy SEFYLXS 2F K2¢ G2 FAff 2dz

anage Tennis Reservations

Description

Kids (7 and under) lessons/ cIinid

From6/19/2009 +|[230PM ~|tol6/19/2000 ~|B30Pm ~]| [ All day [7] Recurring task

Recurrence

H
e Recur every weekis) on

@) Daily

@ Weekly Manday Tuesday Wednesday [] Friday
(7) Monthly Thursday Saturday Sunday

™) Yearly

Range of recurrence:

() No end date ) End aﬂell:l OCCUITENCES @ End by7/10/2009 =

More details
Court: Court5 -

Lessons -




Here is a decription of an event for { AsRsSons 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.

Description

Kids (7 and under) lessons/ cIinic|

Fromg/19/2000  ~|[230PM ~|tof6r19/2000  ~[[330PM | [FlAllday [#] Recurring task

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.

Recurrence

Hourl
- . o Recur every L week({s) on
=) Daily
@ Weekly [ Monday Tuesday  [T] Wednesday [¥] Friday
) Monthly [ Thursday [ Saturday [ Sunday
) Yearly

Fdlge of reCUImence.

) Mo end date ~ End after oCcurrences @ End by7/10/2009 -

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.




MMore details

Court: Court 5 -
Event

Lessons -
Type:

S | Cancel |

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

Tennis Reservations

Use the calendar below to schedule your tennis reservations online. Please adhere fo the rules. Maximum appointms
restrict your reservations to 4 per week. Most of all, ENJOY!

o ~ onda e 29 2008

gam

]ﬂam

113I"I"i

12pm

1pm 7 Reoccurring practice
1:00 PM to 2:00 PM
| By: admin

2pm

Changing a Tennis Reservation

LGiQa Slae G2 OKI yithisthdTendisReseyvatian caiekildr. SThelddnriis Redeylation
Ot SYRFNJ KFa | RN} 3 | yR RN, IcRed thie dzbedBation iKih theQ a
future- not the past then the reservation can be changed from court or by time and date.

| S N& example:

[ Ssiis@the Smith and Duvall match; Smith originally wanted to play a match at 5:30pm but now needs
to change his court time.

0 dzA @



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

do so.

gam

1D-HITI

11am

12pm

1pm

28m

3pm

4pm

5pm

6Pm

7Pm

‘7 Reoccurring
practice
1:00 PM to 2:00

4

Smith v. Duwvall-
T2 match

5:30 PM to 7:00
PM

Rw: admin

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.

| SNBQa

'y SEFYLX SY

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.
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3em
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practice
1:00 PM to 2:00 |

1

Smith v. Duvalgg
T2 match

6:00 PM to 8:00
PM

By: admin

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

gam

lﬂam

llam

12pm

Courtl

Manage Tennis Reservations
K o 4

Wednesday, June 24, 2009

Court 2

Court 3

Mack v. Roe T2
match

11:00 AM to 12:30
P

Rwr admin

Court 4

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 anig available.




anage Tennis Reservations

Description

Mack v. Roe
T2 match

From |6/24/2009 = |[11:00 AM ~|to[6/24/2009  ~|[12:30PM ~ | [FlAllday [T Recurring task
More details N

Court: Court 3 -

Event PR
Court Reservation -

Type:

] w10 = - - - ] L)
iflr - ednesda e 24 2009
garn
1“3"\
113m 'Mack v. Roe T2
match
— 11:00 AM to 12:30
— — / PM
L  Rwr admin. 1

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



