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The Facility Reservation module can help you create an easy and quick way for members to make 

reservations for using one or more of your facilities for an event.  It also helps you keep track of events 

happening through the Facility Reservation calendar.  You create a calendar that is exclusive to facility 

reservations so members can view not only their reservations, but can see other events as well.  The 

Facility Reservation module is customizable so that you can control the settings and create a system that 

works for you. 

 

 

Getting Started  
To set up the Facility Reservation module, click on Site Admin link from the home page Welcome menu 

drop down options.   

 

¢ƘŜ ǎȅǎǘŜƳΩǎ ŘŀǎƘōƻŀǊŘ ǿƛƭƭ ƻǇŜƴΦ  /ƭƛŎƪ ƻƴ ǘƘŜ aodules tab from the Site Administration Dashboard 

options.   

 

This will open up the Modules system for the website.  Click on the Facilities Management module to 

open it and get started.   



 

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

within the Facility Reservation Management system are four system settings. They are Reservations, 

Facility Locations, Reservations Types, and Settings.  Under the Facility Reservation Management 

module; you can control how the Facility Reservation system will work for you. 

Using the Facilities Management System  
This is the Facilities Management system. 

 

Settings 
The first thing you will need to do is to set up your settings for the facilities in the system.  The Settings 

will help you create availability within one or more facilities.  To begin to set up your facilities, click on 

Settings under Facilities Reservation Management. 

 

 

 

You will need to have a Facility Reservations Calendar for you and your members to enter any facility 

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

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

Facility Reservations Calendar to help you set up your facility reservation settings.  



 

 

If there is not a Facilities Reservation calendar available, you will need to create one under Events.  It 

will show up as an unassigned calendar.  You must create a Facilities Reservations calendar to track 

your facility events.   

 

 

 

To create a Facilities 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 name for it.   

For our examples, we call our calendar, Facilities Reservations.   

Then you will need to decide who can view your calendar and then 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 Facilities 

Reservations calendar in the system. 

 

 

Next you will want to create an email address for the Facilities Reservation system and; 

 

Create times that the facilities can be used. 

 

The times have a built in time picker system that makes it easier to use.  Just click on the time that you 

want your facility to be available- both the start and ending times have this option. 



 

The system will need you to name your facilities if there is more than one.  In this example, we have 4 

available facilities to choose from.  After naming the facility, click on the insert link to create the facility 

within the system.  You can create as many records as you need based on the number of facilities that 

you have.  Simply click on Add new record for each facility you would like listed in the system.  You can 

also edit or delete facilities within the system.  Click on Save to save the settings to your newly created 

Facilities Reservation system and settings. 

 

 

Reservation Type s 
You can create categories for different types of facility 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 Facility 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 ŜȄŀƳǇƭŜ ƻŦ CŀŎƛƭƛǘȅ wŜǎŜǊǾŀǘƛƻƴǎ ǘȅǇŜǎ ǿƛǘƘ Ih! ƳŜŜǘƛƴƎǎ ǎŜǘ ŀǎ ǘƘŜ ŘŜŦŀǳƭǘ ǊŜǎŜǊǾŀǘƛƻƴΦ 

 

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.  Click on Save to save 

your newly created reservation types into the system. 

Before we continue our system set up of the Facility Reservations; we need to make sure that members 

will be able to access the facilities through the menu system.  Do you have the facilities listed as a menu 

option?  If not, we will need to create one for the system. 

Creating a Facilities Menu Option  
To create a facilities page as a menu option; click on Content Management and the open the manage 

menu option.  This will allow you to create the main facilities group and pages for all your facilities.  To 

create a facilities group- this could be the page that highlights each one of the available facilities; simply 

fill out the fields under the Add New Group/ Menu Group Title.  You will then have created your new 

menu group.   



The newly created Facilities will show up in the non-assigned pages. 

 

The drag and drop feature makes it easy to add the newly created facilities group to the current menu 

layout.   

 



Each one of your facilities will need its own page.  Be sure to create differences between the available 

facilities so that members will be able to tell which facility they are reserving.  For example, we created a 

facility called, Main Club House.  You will be able to add as many different facilities as needed using the 

manage menu and Create a New Page system.  The newly created page will show up in the non assigned 

pages section.  Simply drag and drop the newly created page into the Facility group in the current menu 

layout.   

 

Click on Save and Publish to save your newly created page into the current menu layout.   



 

Here is an example of Facilities showing up in your menu options. 

 

 

Inserting the Facilities Reservations Calendar  
In order to get your newly created Facilities Reservation Calendar into the page that you just made;  click 

on the Dashboard and open the create a new page tab located on the right side of the Dashboard. 



 

Open the Assign Page Modules tab.  Using the drop down menu options, find the Facility Reservations 

Module and the appropriate option that you want to assign the module; in this case the Facility 

Reservation calendar to the Club House. 

 

Click on Save to save the page or click on Publish to make the module Live within the system.   

IŜǊŜΩǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ǿƘŀǘ ƛǘ ŀƭƭ ƭƻƻƪǎ ƭƛƪŜ Ǉǳǘ ǘƻƎŜǘƘŜǊ ŀƴŘ ŎǊŜŀǘŜŘ ƛƴ ǘƘŜ ǎȅǎǘŜƳΥ 



 

Before you add reservations into the system; you can assign a deposit and cost fee for the facility. 

Setting Up Deposits and Fee per Facility  
You can use the Facilities Reservations Management system to quickly and easily set up the fees for your 

facility.   

Click on the Facility Locations link.     

 



The Add New Facility form has fields that you fill out to set up any appropriate fees per facility.

 

Fill in the name of the facility in the Location Name field. 

 

Decide who can make a reservation for a facility; board only, members, or even the public.  Use the drop 

down menu options. 

 

Filling in the facilities address makes it easier for members to locate your facility. 

 

Next you will need to assign your Facilities Reservations calendar to the location.   Use the drop down 

menu options and highlight facilities Reservations. 

 

Now you have the option to set the deposit and cost for using the facility. The drop down menu option 

also allows you to decide to reserve the facility by day, hour, minute, or event. 

 

IŜǊŜΩǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ǘƘŜ ŦƛŜƭŘǎ completed: 



 

Click the Save button.  You can do this process for each facility that you want to rent out.   There will be 

a list of available locations that you can edit or delete by simply clicking on the trash can (delete 

location) or the pencil (edit location).   



 

Creating Reservations  
LǘΩǎ Ŝŀǎȅ ǘƻ ŎǊŜŀǘŜ ŀ ǊŜǎŜǊǾŀǘƛƻƴ ǳǎƛƴƎ ǘƘŜ CŀŎƛƭƛǘȅ wŜǎŜǊǾŀǘƛƻƴ /ŀƭŜƴŘŀǊ ǎȅǎǘŜƳΦ  Click on Reservations 

under the Facilities Reservation Management system. 

 

The Reservation system lets you create a reservation for an event quickly and easily.  Click on the Add 

New Request button to create a reservation for your facility. 
































