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Getting Started

The Facility Reservations system will help you quickly and easily set up an event reservation at your
facility. Facility Reservations can be made through the main menu option, Facilities. Each facility that is
available to reserve will show up under the Facilities menu. The Available facilities will be featured in a
drop down option. To begin the facility reservation process, simply highlight and click on the facility that
you are interested in using.
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Facilities Reservations- Main Clubhouse
Demo Community Association is a member / volunteer-manag Meeting Room 1
Membership provides for recreational swimming, diving, tefmms: " -

Reserving a Facility
Here’s an example of a Facility Reservation calendar:
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Make all your resesvatons for the clubhouse here.

My Upcoming Reservasons:
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The Reservation calendar allows viewing any conflicting reservations at a glance. You can create a
reservation as well as view any upcoming reservations that you have in the system.

To request a reservation, click on the Add New Reservation button located at the top of the reservation
calendar.

Reservations
Make all your reservations for the clubhouse here.
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A reservation request box will open and you will need to fill out the required fields.



I B Fadility Reservation
Reservation Request;
Facility: Main Club House
Address: 123 Sunshine Street, Roswell, GA 12345
Mame: |Smith Wesson |
Contact Phaone: ||{555] 523-1234
Email: |wessu:|n@xpl.cu:um| |
Start Date: 7/9/20098:00 AM  |[E (% End Date: [7/9/200911:00PM |
Event Purpose: |HGA meeting -
Mumber of Attendees: li
Comments:
Estimated Costs: Deposit of $100.00 added to 1 day(s) at $200.00 is $300.00
Accept T&Cs [ Acknowledge Terms of Use - Read Document
Request Status: Pending

For our example we are using the Main Club House request form. The facility you are requesting will be
grayed out so please make sure that you are requesting the correct facility. If not, return to main menu
options and reselect the facility of your choice. You can also check the address of the facility on the
form to make sure it is the facility that you desire.

Reservation Request;
Facility: Main Club House
Address: 123 Sunshine Street, Roswell, GA 12345

Now you will need to input your name and contact information so that the facility administrator can get
back to you about your request. Please fill out your name, a contact phone number, and an email
address. The email address is where your confirmation will be sent.

Mame: |5mith Wesson |

Contact Phone: ||{555j| 523-1234

Email: |wessn:|n@x|:ll.cc-r'n




You will need to put in the date and time of your event for the facility request. There is a built in date
and time picker to help you create both easily and quickly.

Start Date: 7/19/2009 7:00 PM ({E} End Date: |7/19/2009 11:00 PM

Fvent Purpose: |HOA ere O — -

[Number of Attendees: e 12:00 AM | 1:00 AM | 2:00 AM

2:00 AM | 4:00 AM | 500 AM
Comments: G:00 AM | T:00AM | B:00 AM

9:00 AM | 10:00 AM | 11:00 AM
Estimated Costs: Deposit of 5100.00 added to 1 day(s) at § 1200 PM | L:00PM | 2:00 PM
Accept T&Cs [[] Acknowledge Terms of Use - Resd Dl 3400pp | 4:00PM | 5:00 PM
Request Status: Pending 600PM | 7:00PM | 800 PM
| SubmitRequest || ExitForm 9:00 PM | 10:00 PM | 11:00 PM

The fields for the type of event need to completed along with the number of attendee and any
comments that you might have; such as what the event is for or special requests. Filling out the fields
will help the facility administrator process your request quickly. They know the mount of attendee the
event can hold and any issues with the event’s time. They can also see any special request or comments

that you make from the form.

Event Purpose: | Private Function |

Mumber of Attendees:  [75

Birthday party for Ms, Sue Wesson.

Comments:

The estimated costs of the facility are on the request page. You can see what the deposit amount and
final cost amount for using the facility. You will also need to acknowledge the terms of use by checking
the box. A link to a document stating the terms of use can be found next to the box. Finally you will
need to check the Submit Request button at the bottom.

Estimated Costs: Deposit of $100.00 added to 1 day(s) at $200.00 is $300.00
Accept T&Cs [#] Acknowledge Terms of Use - Read Document

Request Status: Pending

You can see that the request status is also grayed out until the terms of use are met and the request has
been processed by the administrator.



Submitting the form will make the reservation pending until either approved or denied.

Facility Reservations
Make all your reservations for the clubhouse here.
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28 29 30 01 Jul 2 3 4 7/19/2009 Reservation

- 7:00:00 PM Pending

/ Reservation Instructions:

5 6 7 8 g 10 11 # To create a new reservation
request, please click on the New
Reservation button.

Reservation # When the form is open, please
Confirmed complete the details.
# To Change or Cancel a
12 13 14 15 16 17 18 reservation, please select the
reservation from either the "My
Reservations List” or by clicking
on the appointment subject line in
the calendar
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|Reservation ]
Pending ‘ |
26 27 | 28 29 30 31 01 Aug

You will receive an email about your e=request for your records. It will have any additional instructions
about deposits or payments needed in order to get your reservation confirmed.

Here’s an example of a pending request email:

Sunnyside Estates Facility Reservations to me
This is to confirm that you have requested or modified the following Facility Reservation.

Location: Main Club House

Start Time: 7/19/2009 7:00 PM

End Time: 7/19/2009 11:00 PM

Reserved by: admin on 7/9/2009 12:01:09 PM

PLEASE NOTE: Your reservation is not confirmed until it has been approved and payment, if required, has been received
Current Status - [PENDING]

Your Information:

Smith Wesson
Tel: 56556231234

Email: Wacean@av ~ram

123 Sunshine Street

Roswell, GA 12345

Event Description:

Event Purpose -Private Function

Attendees: 75

Comments: Birthday party for Ms. Sue Wesson.

Estimate Amount Due: Deposit of 5100 00 added to 0 day(s) at $200.00 is $100.00




Once the request is processed and the reservation is confirmed; you will get a confirmation email.

Here’s an example of a confirmation email:

Sunnyside Estates Facility Reservations to me

Location: Main Club House

Start Time: 7/19/2009 7:00 PM

End Time: 7/19/2009 11:00 PM

Reserved by: admin on 7/9/2009 12:01:23 PM

Current Status - [CONFIRMED]
- Show quoted text -

This is to confirm that you have requested or modified the following Facility Reservation.

PLEASE NOTE: Your reservation is not confirmed until it has been approved and payment, if required, has been received

Your newly confirmed event will also be displayed in the Facilities Reservations calendar on the date you
requested as well as displayed in your upcoming events box at the top of your page.

Facility Reservations
Make all your reservations for the clubhouse here.
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Week M My Upcoming Reservations:
Start Event
4 7/19/2009 Reservation

- 7:00:00 PM Confirmed

Reservation Instructions:

11 = To create a new reservation
request, please click on the New
Reservation button.

= When the form is open, please
complete the details.

=« To Change or Cancela
reservation, please select the
reservation from either the "My
Reservations List™ or by clicking
on the appointment subject line in
the calendar

18

# “You cannot make or edita
25 -
reservation in the past. Wou can
only edit your own reservations.

01 Aug

By clicking on the existing reservation, you can see the reservation in its entirety. The reservation has

been changed from pending to confirm.



B Fadility Reservation

Reservation Request:

Facility: Main Club House

Address: 123 Sunshine Street, Roswell, GA 12345

MName: |Srr1ith Wezzon |

Contact Phone: ||[555] 523-1234

Email: |Fatk3114@gmai|.ccum |

Start Date: 7/19/20097:00PM | 9 End Date: [7/19/2009 1100 P |
Event Purpose: | Private Function v

Mumber of Attendees: (75

Birthday party for Ms. Sue Wesson,

Comments:

Estimated Costs: Deposit of $100.00 added to 0 day(s) at $200.00 is $100.00
Accept T&Cs [# Acknowledge Terms of Usr | - Read Document

Request Status: Confirmed

Cancelling a Reservation
You can cancel your existing reservation by clicking on the Cancel Existing Request button. This will
cancel your existing reservation in the calendar and in the system.



B Fadility Reservation

Reservation Request:

Facility: Main Club House

Address: 123 Sunshine Street, Roswell, GA 12345

MName: |Smith Wezzon |

Contact Phone: ||[555] 523-1234

Email: |Fatk3114@gmai|.ccum |

Start Date: 7/19/20097:00PM | 9 End Date: [7/19/2009 1100 P |
Event Purpose: | Private Function v

Mumber of Attendees: (75

Birthday party for Ms. Sue Wesson,
Comments:
Estimated Costs: Deposit of § g0 added to 0 day(s) at $200.00 is $100.00
Accept T&Cs [«] Acknowl Terms of Use - Read Document
Request Status: Confirmed

You will receive a cancellation email. Here’s an example of a cancellation email:

This is to confirm that you have requested or modified the following Facility Reservation.

Location: Main Clubk House

Start Time: 7/19/2009 7:00 PM

End Time: 7/19/2009 11:00 PM

Reserved by: sharpshooter on 7/9/2009 12:22:15 PM

PLEASE NOTE: Your reservation is not confirmed until it has been approved and payment, if required, has been received
Current Status - [CANCELLED]

- Show quoted text -

Your cancelled reservation will can be viewed on the facilities Reservation calendar and in your
upcoming events.



Make all your reservations for the clubhouse here.

| AddNewResenvation |

K1 ooy B30 GIN2009 YRR Vonin Jll Y Upcoming Reservations:

Sun Mon Wed i Sat

28 29 30 01 Jul 2 3 A4 7/19/2009 Reservation

-//7:00:00 PM | Cancelled

Reservation Instructions:

To create a new reservation
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the calendar

19 0 21 22 23 24 25 You cannot make or edi a
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(Reservation ]

Cancelled ‘

26 27 28 29 30 31 01 Aug




