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The Facility Reservation module can help you create an easyucidvay fa 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 membersan 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 maglutlick on Site Admin link from the home page Welcome menu
drop down options.
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Site Administration Welcome admin v =itellap Logal
T Dashboard ] Wi Site Admin | Contert Mgmi @ Members [ ] Communication l L3 Service Desk ] {2 Retuen to Live Site
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Help Information: Poge Informabon: Sorvice Desk (Currant Statishics): Quick Links:

Waelcome to your site Dashboard.  No of pages (All versions) 57 Number of trckets New 0 4 Create a New Page
No of published pagas 42 Numbsr of ickets Assigned 0 T L
This page gves an averiew of the Na of WIP pages 15 Number of tickels Pending 0 =g Create’an Announcement . |

mpodant statistics of the site and (s

This will open up the Modules system for the websi@ick on the=acilitiesManagement moduléo
open it and get started.



Dashboard | -!_j Site Admin | U Content Mgmt | % Modules | é Members Commmice Desk | Q Return to Live Site

Announcement Events Forums Images & Documents Tennis Billing & Payments

Facilities Reservation Mana

Courg Facilities Mgmt

Reservations - Add, Edit/Show, Delete
Resemvation Types - Add, Edit/Show, Delete
Facility Locations - Add, Edit/Show, Delete
Settings

The system setting for the Facility module is referred to as Facility Reservation Management. Located
within the Facility Reservation Management system are four system setlihgg.are Reservations,
Facility Locations, Reservations Types, and Settings. Under the Facility Reservation Management
module; youcan control how thd=acility Reservation system will work for you.

Using the Facilities Management System
This is the Fadiles Managementsystem.

Reservations - Add, Edit/Show, Delete
Resemvation Types - Add, Edit/Show, Delete

Facility Locations - Add, Edit/Show, Delete
Settings

Settings

The first thing you will need to do is to set up your settings forf#iudities in the system. The Settings
will help you create availability within one or more facilities. To begin toggour facilities, click on
Settings under Facilities Reservatidanagement

acilities Reservation Mana

Reservations - Add, Edit/Show, Delete
Reservation Types - Add. Edit/Show, Delete
Facility Lo htions - Add, Edit/Show, Delete

Settings -|
|

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 meisu option
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.



Reservations Configuration Settings

Facilty Resenvations Calendar. _ [FaciiiesResenvation . )

If there is not aFacilities Rservation calendar @ailable, youwill need to create one underents. It
will show up as arunassigned calendar You must create a Facilities Reservations calendar to track
your facility events.

[ Tl Duhvoud | £ SaeAdmin | ContenMgmn | = Modues | 3 Membes | ) Communsation | I3 SeviceDesk | G2 Retumtobiests |

prnesncement | G | Foums | nage & Documarts | Tenes | bding sbaymens | Course | facites g
acility Reservations Configuration Setiings

Facility Resenvations Calend, Nt Assgned - -

Faclity Adown Email Katz@eampbe.com

Stant Time 900 AM [0}
End Time 1000PM (9

No records to display.
Total Number of Faolites:

To create a Facilities Reservations Calendar, click on the Eredtde tab.

Site Administration Welcome sdmin v 040400 Losoul
PETSNin | ContentMgmt | = Modules | @b Members | [ Communication | 3 SeviceDesk | £ RetwntoLivesite |
rums | Jmages & Documents | Tenniz | Biling & Payments. | Cowrses | Facilies Mgmt

Events I

Ne 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 tgpimefor it.

For our examples, we call our calendar, Facilities Reservation

Then you will need to decidegho can viewyour calendaandthenfilling 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 S8&ve button to save your newly created Facilities
Reservations calendar in the system.

vent Calendar Management

T~ T S YT
Calendar Management | ol eatinkiegaoc ke wCopect Nbniepces|

Mame Category

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

Calendar Maintenance:

Calendar Mame: |Faci|ities Reservation |
Category: | Members Only (Viewable by All Registered Users) |
Private:

Display Time Start: 800 AM T Display Time End- [5:00 PM (O]
Default Display: (Daywiew ]

Image URL: | |

| Seve | |- Concel |

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

Facility Admin Email: katz@exarmple.com

Create times that the facilities can be used.

Start Time: 000 AM | (D
End Time: 1000PM | (5

The times have a built ime picker system that makes it easier to use. Just click on the time that you
want your facility to be availabldoth the start and ending times have this option.




Start Time: 900 AM (D)

End Time: Time Picker
12:00 aM 1:00 AM 2:00 AM

2:00 AM | 4:00 AM | 5:00 AM

6:00 AM | T:00 AM | E:00 AM
0:00 AN | 10:00 AM | 11:00 AM
12:00 PM 0 1:00 PM 2:00 PM
3:00 PM 4:00 PM 5:00 PM
5:00 PM 7:00 PM 2:00 PM

| SaveSettings || Cancel 9:00 PM | 10:00 PM | 11:00 PM

The system will need you to hame your facilities if themore than one. In this exnple, 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 clidn 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 nevdg creat
FacilitiesReservatiorsystem and settings.

da new record ¥ Refresh

Club House 4| -/Insert Cancel

Club House Delete Edit
Club House 2 Delete Edit
Club House 3 Delete Edit

Total Mumber of Facilities: 3

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 Faeility Reservation Management system.



Site Administration

Dashboard -fj Site Admin 1,: Content Mgmt % Modules é I

Annocuncement Events Farums Images & Documents Tennis Billing

Facilities Reservation Management
Reservations - Add, Edit/Show, Delete

Reservation Types - Add, Edit/Show, Delete,'—|
Facility Locations - Add, Edit/Show, Delete

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
needto 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 reservatim the system.

Site Administration

Dashboard | nfj Site Admin | 1:_‘. Content Mgmt % Modules é MMembers | Communici

Annocuncement | Events | Forums | Images & Documents | Tennis | Billing & Payrments | Courses

Add New Facility Reservation Type

Description Default Selection Display Color

Private Function Blue '@' &

Reservation Type Details:;

MName: |HGA meeting |

Display Color:  |Orange
Make Default: Mone
DarkBlue
*| |ﬂ Elue
DarkGreen
Green
| DarkRed
Red
COrange
Pink
Yellow
Wiolet
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Reservation T

Description Default Selection Display Color

HOA meeting ¥ Orange '@' &
Private Function Blue '@' &
Teen Might DarkGreen '@' &

Reservation Type Details:

Mame: | |
Display Color: |None v |
Make Default: |

You can also edit or delete Reservation Types by clicking on the pencil icon or the trash can icon. You
can also change coded coldos 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 mo@litk on Save to save

your newly created reservation types into the system.

Before we continue our systeset up of the Facility Reservations; we need to make sure that members
will be able to access tHacilitiesthrough the menu system. Do you have the facilities listedrasreu
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 grouythis could be the page that highlights each one of the availédatdities 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 1a@signedages.

enu Maintenance

Current Menu Layout

_t} Amenities

._*:_} Community Activities
_":_}I_I Directory

_t}|_| Event Calendar
._t}l_l Message Board
._*:_}I_l Contact Us

.ﬂl_l Useful Resources

Non Assigned Pages

----- City of Roswell Info
----- Dema Bylaws

..... [

----- Home

----- Leng-Range Planning
----- Membership

----- President

----- President Elect

----- Secial

----- Treasurer |
[ Facilities -
.ﬂl_l Internal Pag‘\

Additional Actions

[“g Add MNew Group | d

Menu Group Title: |

[ Create New Menu Group

)

Thedragand drop feature makes it easy to add the newly created facilities group to the current menu

layout.

Site Administration

Welcome admin ~ Sitelap Log

Dashboard | nﬂS'ﬁeAdmin | Content Mgmt I_%Modnls | éMembers | 4 Communication | ESewiceDsk | QRe‘tnlntoLi\reSi‘te

Current Menu Layout

_,_} [ Community Affairs
:_} Amenities

._’:_} Communit Pctivities
4 Facilities (N
:_}l_l Directory

:,r_}l_l Event Calendar
.:_} || Message Board
[ Contact Us

.1} || Useful Resources

Manage Pages | Manage Menu | Manage Categories | Content Settings
Menu Maintenance

Non Assigned Pages

----- City of Roswell Info
..... Demo Bylaws

..... hhhh

..... Home

..... Long-Range Planning
----- Membership

----- President

----- President Elect

----- Social

----- Treasurer

[+t ] Internal Pages

Additional Actions
[“g Add New Group

Menu Group Title: |

Create New Menu Group ]

Menu Edit Instruction

Drag and drop items fror
the Non Assigned Pages
list to the Current Menu
Layout area.

To rename a menu item,
=elect it and press F2.
To create a new group
item, use the Additional
Actions.

If you do not see your
page listed, please makef
sure that you have filled
in the Menu Title field
when you edited the
page. If this is blank, you
page will NOT show up
here.

To remove a menu item,
right click or drag back t
Neon Assigned Pages.
To reorder the menu,
drag the node or group
of notes to the new
place on the tree.




Each one of your facilities will neéd own page. Be sure to create differences between the available
facilities so that memberwill 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 systéhe newly created pagwill show up in the non assigned
pages sectionSimply drag and drop the newly created page into the Facility group in the current menu
layout.

2] Dashboard | ﬂSiteAdmin | Content Mgmt | I%I’\.'k:»dulv?_s | @Members | 4 Communication | ﬁSemiceDa:k

Manage Pages | Manage Menu | Manage Categories | Content Settings |
Menu Maintenance

Current Menu Layout Non Assigned Pages
ﬁ Home - | City of Roswell Info
:d [ Community Affairs -+ | Demuo Bylaws
.TJ Amenities =+ hhhh
:r_r Community Activities = Home
_ﬂ|_| Facilities -+ | Long-Range Planning
:_f [ Directory = Membership
. Membership Directory -+ President
: Street Map || President Elect
:d [ Event Calendar -+ | Social
.TJ || Message Board = Treasurer
:f_f [ Contact Us +b [ Internal Pages

- ] Useful Resources
Additional Actions

g AddNewGroup | o CresteNewPage | 0 Insert External Web Link |
.\Ql

Page & Menu Title: |Faci|ities Reservations- Main Clubh0u4

Viewing Type: | Members Only (Viewable by All Registered Users) - |

Create New Page ]

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



enu Maintenance

o The new Menu has been successfully saved

Current Menu Layout Non Assigned Pages
ﬁ Home e City of Roswell Info
_é_l"l_l Community Affai,, Demo Bylaws

| Ameniies e hhhh

_tl Community Activittes - Home

_g_l"l_l Facilites Leng-Range Planning
- |Facilities Reservations- Main Clubhouse| - Membership
_-!-_}I_| Directory e President

_é_l"l_l Event Calendar President Elect
_é_l"l_l Message Board Social

_-!-_}I_| Conmtgetls e Treasurer

1E|"I_| Useful Resources +i [ Internal Pages

Additional Actions

s i Newroop |l gt e el e

@

Menu Group Title: | |

Create New Menu Group ]

[ . A Dbkl | [ B et
| il |

Here is arexample of Facilities showing up in your menu options.

Welcome to the website Welcome admin »  “aeliap ogoin

Home  Commumty Afisirs  Amemt) Co sty Activiti Fociities  Diectory  Evert Calendar  MessageBosrd  ContactUs  Useful Resources

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 ngage tab located on the right side of the Dashboard.



¥="| Dashboard -!j Site Admin | 1,: Content Mgmt | % Modules | é Members | Communication | Service Desk | Q Return to Live Site

Sunnyside Estates Site Management Dashboard

Help Information: Page Information: Service Desk (Current Statistics): Quick Links:
Welcome to your site Dashboard. Mo of pages (All versions): 58 MNumber of tickets New: 0 -/ Create a New Page
) ) ) Mo of published pages: 43 MNumber of tickets Assigned: 0
This page gives an overview of the No of WIP pages: 15 Number of tickets Pending: 0 / [ Create an Announcement

important statistics of the site and is

the central point to accessing all the g Create an Email

administration functionality of the Member Information: Message Board Information: 3?: Create an Event
website. The Tab strip above will help Mo of Member records (Total): 1 Number of Posts: 6

you navigate to the area you are Mo of members (primary): 1 Number of Topics: 5 & Add a New Member
looking to access. No of pending members: 1 Number of Forums: 17

Use the Quick Links on the right hand -
side of this page to access the most User Information:
commonly used functions. Mo of users: 2

Mo of members without logins:

Open the Assign Page Modules talsing 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
Re®rvation calendar to the Club House.

Weicome to the website Welcome odmin ~ (o000 Looou
Home  Comenunity Aftain A < ity Actival Facilites O y  Evert Calend Message Board  Contact Uh  Useful Resources

| pag ilii Sl & Assion Page Moduie: [P IORRIE el

Posstion Module Parameters

1 b -

2 Gacitylesabon . s €

3

4

5

&

| Sme | Seve&im | PubishPsge | Delete || PrevewPsge || Camed |

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

z
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Facility Reservations
Make all your reservations for the clubhouse here.

PR - |
J

My Upcoming Reservations:

Mo records to display.

Reservation Instructions:

B0 e B Jul, 2009

Sun Maon
28 29 30 01 Jul 2 3 4

To create a new reservation
request, please click on the New
5 ] 7 1 9 10 11 Reservation button.
When the form is open, please
complete the details.
To Change or Cancela
reservation, please select the
reservation from either the "My
2 13 14 15 18 m i Reservations List” or by clicking
on the appointment subject line in
the calendar
ou cannot make or edit a
reservation in the past. You can
19 20 21 22 23 24 25 only edit your own reservations.

26 27 28 29 30 31 01 Aug

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

Setting Up Deposits and Fee per Facility
You can use the Faciliti®eservationdlanagement system to quickly and easily set up the fees for your
facility.

Click on the Facility Locatiolisk.

Resemvations - Add, Edit/'Show, Delete

Reservation Types - Add, Edit/Show, Delete |
Facility Locations - Add, Edit/Show, Delete\k-l
Settings




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

Location Name: | |

Reservations can be made by: | Board (Viewable by this Category's Users Only)

Address

|— Address Linel |

|--'1\|:I|:Iress Line 2 |

|- city | |- state

|Can be used in any Calendar

Assigned Calendar:

Add New Facili

Fees:

Deposit : Cost : |

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

Location Mame: Main Club House

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

down menu options.

Resenvations can be made by: [ Members Only (Viewable by AllRegistered Users) )

Filling in the facilities address makes it easier for members to locatefgoility.

Address |123 Sunshine Street

|- Address Line 2

|F‘.n:uswel| | |GA

=

Next you will need to assign your FacilitRsservationgalendar to the location.

menu options andighlight facilities Reservations.

Use the drop down

| Facilities Reservation

Assigned Calendar:

h |

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, hamimute, or event.

Fees: Deposit -5200.00 Cost - $300.00

b |

per |Day

| SNBEQa |y SEIldomifled:2F (KS FASER

a



Add New Facili

Location MName: |Main Club House |
Resenvations can be made by- | Members Only (Viewable by All Registered Users) = |
Address |1£ Sunshine Street |
|—Addre55 Line 2 |
Roswell | [ea 12221-__
Assigned Calendar: |Faci.|.'rti.e5 Reservation - |
Fees: Deposit IHDT Cost : |$3CIU.UU per | Day -

Click the Save buttonYou 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 sirlidkingon the trash can (delete
location) or the pencil (edit wation).



Creating Reservations
LiQa Slaeé G2 ONBFGS ' NBASNDI (A 2 \ClickmnRgsarvaiioksS CI OA f
under the Facilitie®ReservatiorManagement system.

L

TheReservation system lets you create a reservation foexamnt quickly and easily. Click on thed
New Request button to create a reservation for your facility.
















































