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GDPR & Privacy Policies

Last Modified on 28/06/2018 11:02 am BST

Following the General Data Protection Regulation (GDPR) legislation which was implemented on
25th May 2018, we have been making changes to BookingsPlus to ensure we are compliant and
also give you the ability to manage your clients data.

Please see the articles on the left to find out more.



Set-up Privacy Policy and Marketing
Preferences

Last Modified on 11/09/2023 11:16 am BST

BookingsPlus allows you to present your privacy policy to both your enquirers and your
clients, and also enables you to capture their marketing preferences. This can be set up

as follows:

From the tab, choose m and the Client Login tab. Fill in the Privacy Policy form
with a title, a note for the user (this will display above the 'l agree to the Privacy Policy' on your

marketing website only), and complete the main body with your privacy policy detail.

Note that there is a character restriction of 255 on the 'Note for user'.

Privacy Policy
Title

Grange Park School's Privacy Policy

MNote for User

We take your privacy seriously and will only use your personal information to administer yot

AB I UEZ==2 = .= 5 FontFomat - || e X, x
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Grange Park School's Privacy Policy

Your privacy is important to us, and this policy is intended to help you
understand how we collect, use, and store information about you.

What personal information do we collect?

We collect your information as follows:

If you just visit our website but do not interact with us in any other way, our
website terms of use will apply — see Website terms of use. We also use
cookies — for more information see our Privacy Policy.

When an enquiry/registration is made through the venue marketing website, ~

The privacy policy will display on all enquiry forms on your website and in the clients

login area.

If you would like to also include the option for your enquirers and clients to opt in to marketing and
to communicate their preferred methods, then tick which options you would like to give them a

choice from:



Marketing Options

Please select the marketing options available for clients to select their marketing preferences from. If no options are selected, clients will not be prompted to make a selection
X | Email
% | Telephone

Post

Text

Next, choose e in the top right. When you click save, this will add your privacy policy and

marketing options to each enquiry form on your website so that you can be sure that each enquirer
has read your privacy policy and indicated their preferred method for marketing. The privacy policy
and marketing options will then be presented on the dashboard of your client's account. Your
clients also have the ability to amend their marketing options in their account at any time.

If you wish to upload a new privacy policy or terms at any time (to websites and client accounts),

just amend the text in the form and remember to hit m . If the forms are left blank, then
they will not display on the websites and client accounts.

Please note that, if your venue is still set-up with uploaded PDF terms and conditions, this format
will still display until you update to the new format.

To see what your clients will be presented with, please see article: Privacy Policy & Marketing
Preferences on the Clients Account

To see what will be displayed on your marketing website, please see article: Privacy Policy &
Marketing Options on Enquiry Forms on Websites


https://bookingsplus.knowledgeowl.com/help/privacy-policy-marketing-client
https://bookingsplus.knowledgeowl.com/help/privacy-policy-marketing-enquiries

Privacy Policy & Marketing Options on
Enquiry Forms on Websites

Last Modified on 18/02/2022 11:57 am GMT

BookingsPlus provides you with the option to present your privacy policy on all of your enquiry
forms on your website, and also to display marketing options for enquirers, enabling them to opt in
to your marketing communications. These are optional. To set these up, please see article: Set-up
Privacy Policy and Marketing Preferences

Depending on the type of website template you are using, the enquiry forms on your websites will
look similar to below:

ENQUIRE FOR LECTURE THEATRE

First Name* Last Name*
Email* Organisation Name*®
Telephone Number® Mobile Number®
Your message*
P
How did you hear about us? Other Method
Date Start Time End Time

We know that you are concerned with how your personal information is dealt with. This privacy policy sets out our current policies and demonstrates our
commitment to your privacy.

' | agree to the Grange Park Privacy policy 5

We take your privacy seriously and will only use your personal information to administer your account and to provide the products and services you have
requested from us.

However, from time to time we would like to contact you with details of other products/services/promotions we offer. If you consent to us contacting you for
this purpose please tick to say how you would like us to contact you:

— Email - Telephone - Post ! Text

The text above the tick box for agreeing to the privacy policy is defined by you. We have provided
an example of the text that could be used here. Please note that the text above the marketing tick
boxes is fixed and cannot be changed at this time.


https://bookingsplus.knowledgeowl.com/help/privacy-policy-marketing

Privacy Policy & Marketing Preferences
on the Clients Account

Last Modified on 18/02/2022 12:02 pm GMT

BookingsPlus enables you to present your privacy policy to your clients in their online account and
also allows you to display your chosen marketing options to them. To set this up please see our
article: Set-up Privacy Policy and Marketing Preferences

Once you have set-up your privacy policy and your preferred marketing options your clients will be
presented with these the next time that they log into their account. They will be able to view your
privacy policy and click to agree and also will be able to indicate their preferred marketing options.
If you have also added some new terms these will also display for their agreement.

Grange Park School Terms and Conditions
Grange Park Privacy policy 4

LI 1 agree to the Grange Park Privacy policy 4

Grange Park Terms 4

L] agree to the Grange Park Terms 4

We take your privacy seriously and will only use your personal information to administer your account and to provide the products and services you have requested

from us.

However, from time to time we would like to contact you with details of other products/services/promotions we offer. If you consent to us contacting you for this purpose

please tick to say how you would like us to contact you:
Telephone

| Text

Only once the client has accepted your privacy policy (and terms, if applicable), will they be able to
view their bookings & make payments etc.

The client can edit their marketing options, user name, email and password at any time by clicking
their name, then Edit Account in the drop down in the top right hand corner of their system login
screen.

Susi Bedford +

Edit Account

Logout

There they can then tweak their choices, enter their current password and click update.

10


https://bookingsplus.knowledgeowl.com/help/privacy-policy-marketing

First name

| Susi

Last name

| Bedford

Email

New password (leave blank if you don't want to change it)

New password confirmation

Current password (enter your current password)

Marketing Preferences:

Please note that this will not change the contact details you hold on their clients account (name,
email etc). It will only amend their user login details. This will ensure that all requests for name
changes on their client account, come through the venue and that a client cannot just amend their
contact details.

11



Overview - Dashboard

Last Modified on 11/09/2023 4:02 pm BST

The Dashboard is an excellent management tool within BookingsPlus. It works well for
administrators to ensure all aspects of their venue are up-to-date & also provides a high-
level view for managers at a glance.

As well as the information on the Dashboard you can also see at a glance whether any new

Enquiries have been received, if any Reminders are overdue or if any Invoices are still in the Draft

column. This enables you to focus your activity where it is needed.

All items in blue are hyperlinks which will take you directly to the relevant page.

New & potential business

14:45 - Stacey McGeorge created a booking for Benni
14:38 - Stacey McGeorge created a booking for Benni
14:31 - Stacey McGeorge created a booking for Benni
14:12 - Stacey McGeorge created a booking for Benni
13:59 - Stacey McGeorge created a booking for Benni

14:19 - Enguiry from Jake Jones updated by Amberley Kent
14:16 - Enguiry from Jake Jones updated by Amberley Kent

14:15 - Enquiry

14:14 - Enguiry from Jake Jones updated by Amberley Kent
14:13 - Enguiry from Jake Jones updated by Amberley Kent
14:12 - Enguiry from Jake Jones updated by Amberley Kent

14:09 - Encuiry received from Jake Jones

11:10 - Good Space Hosts created a booking for FC Badminton

14:26 - Good Space Hosts confirmed a booking for Singing to win

37 Provisional bookings (next 30 days) See all book
Clignt Value
£72
£a0
David Taylor Boxing Training £105
Ballet England £80
Little Lunchers £250
Polish Language School £150
FC Badminton £75

New & Potential Business

- This section gives updates on any bookings which have been created or confirmed (either by your administrators

or the client).

Tuesday 27 March, 2018 ~

ion
ion
ion
ion

ion

Menday 26 March, 2018
14:19 - Amberley Kent created a hooking for Jakes Badminton

from Jake Jones updated by Amberley Kenf

1177 Invoices due for payment See sl invaices —

Invoice (Client)

GP1150 (HBFC)

(7]

]

GP1238 (Carroll FC)

GP1127 (bubble football)

5GP1441 (Hathershaw)

P1151

P1632 {Private Parly)

GP1175 (Hathershaw)

(Haringey)

Value Reminder

£180.00 None Send
Reminder

£103.12 None Send
Reminder

£30.00 None Send
Reminder

£100.00 None Send
Reminder

£116.00 None Send
Reminder

£60.00 None Send
R

£15.00

29/04/2016  Se

17 Payments require attention Use the tick box to mark an action on a payment

Friday 23 March, 2018

ings —

Value of bookings

£202,357

Since 01 Jul 2017
£7,528

in January

£31,726

in February

£31,269

in March

{ex. VAT)

Message (Client)

Payment mandate requires double signatures fo b.

{In\ision)

Payment mandate requires double signatures fo b._(SusiB  pending

Tennis Coaching)

Payment mandate requires double signatures fo b.{Susi B

Tennis Coaching)

Status
pending *

pending *

7 Bookings due for renewal Ses all bookings —

View

Client Booking Dates

% B rv_hD' EC November 27tk to Mareh _Ha*
2tk

Birthday Party February 12th to April 2nd Wiew

] Susi B Tennis Coaching

| Foxyards Primary

School

] CBeebies

| Boop

March 1st to March 25th
March 1st to March 28th

March Tth to April 4th
March 14th to April 4th

- It also shows new enquiries which have been added (either automatically via the website or by an
administrator), or enquiries that have been "updated" or "closed".

12



Invoices
- Any outstanding invoices appear here, allowing you to easily send reminders & manage your debtors.
- Red on the "Value" text means an invoice is overdue, i.e. a booking on that invoice has taken place.

- on the "Value" text means an invoice is nearly overdue for payment, i.e. a booking on that invoice is
taking place within the next 7 days.

- Black on the "Value" text means an invoice has been raised, but no booking dates are occurring within the next
7 days.

- More detailed information is easily accessible by clicking on the blue invoice link.

Payments requiring attention

- Any Payments where the client has ticked that a Double Signatory is required will show here with the status
showing as 'Pending'.

- Any Payments that have Failed or have been Cancelled by the client will also show here.

- For any further information on this section take a look at the articlePayments requiring attention.

Provisional Bookings
- Provisional Bookings taking place in the next 30 days show up in this section.

- Remember, Provisional Bookings do not appear on Activity/Attendance sheets and cannot be invoiced. This
section is to bring them to your attention for action.

- Once the date of a Provisional Booking has lapsed, you'll no longer see it in this section, so be sure to action
these ASAP to avoid missing them!

Value of Bookings

- These figures show the total value of Confirmed, Provisional & Cancelled (only those that were not Credited)
bookings in the system for a 12 month period.

- The reporting period can be changed to suit your financial reporting period. Please seeAmend 'value of
bookings' on dashboard for how to amend this.

Bookings due for Renewal

- This section highlights any recurring bookings which are within the last week of their booking, allowing you time
to contact the client & rebook their sessions.

- Ideal for those 10 week bookings!


https://bookingsplus.knowledgeowl.com/help/payments-requiring-attention
https://bookingsplus.knowledgeowl.com/help/amend-value-of-bookings-on-dashboard

Amend 'Value of bookings' on
Dashboard

Last Modified on 11/09/2023 4:02 pm BST

Your Dashboard shows a value of the bookings at your venue over a defined 12 month
period. It's easy to change this to reflect your reporting periods (i.e. calendar year,
academic year, financial year).

New & potential business 1177 Invoices due for payment See sl invaices —
Tuesday 27 March, 2018 ~ Invoice (Client) Value Reminder ad
14:45 - Stacey McGeorge created a booking for Bennion GP1150 (HEFC) £18000 None
14:38 - Stacey McGeorge created a booking for Bennion
14:31 - Stacey McGeorge created a booking for Bennion SETRS2 (Pt Retl) iR o
14:12 - Stacey McGeorge created a booking for Bennion GP1151 (Haringey) B— - .
13:59 - Stacey McGeorge created a booking for Bennion Reminder
Menday 26 March, 2018 GP1175 (Hathershaw) £100.00 None
14:19 - Amberley Kent created a booking for Jakes Badminton
4 c o . GP1238 (Carrcll FC) £116.00 None
14:19 - Enguiry from Jake Jones updated by Amberley Kent
A& - Enouiry
14:16 - Enguiry from Jake Jones updated by Amberley Kent GP1127 (bubble footbal) 6000 Nk
14:15 - Enguiry from Jake Jones updated by Amberley Kent
14:14 - Enguiry from Jake Jones updated by Amberley Kent GP1441 (Hathershaw) £15.00 2910472016 -
14:13 - Enguiry from Jake Jones updated by Amberley Kent ; ; )
5 4 P y Y 17 Payments require attention Use the tick box to mark an action on a payment
14:12 - Enguiry from Jake Jones updated by Amberley Kent
14:09 - Enquiry received from Jake Jones Message (Client) Status =
11:10 - Good Space Hosts created a booking for FC Badminton :, ment mandate requires double signatures fo b pending View
{InVision)
Friday 23 March, 2018
; - ol i : i & Payment mandate requires double signatures fo b...(SusiB  pending View
14:26 - Good Space Hosts confirmed a booking for Singing to win . Tennis Coaching)
Payment mandate requires double signatures to b._{SusiB pending View
Tennis Coaching)
-
37 Provisional bookings (next 30 days) Se= all bookings — Value of bookings 7 Bookings due for renewal Ss= all bookings —
Client Value A £202,35? Client Eooking Dates -
Jackies Food-Aholice £72 \iew Since 01 Jul 2017 ®  *hosh Pole EC Moysmbar 374k to March \iaw
e
Ballet England £80 \iew £7,528
Diavid Taylor Boxing Training £105 View in January Hinthday Rarty REaniany 210 AprRIrd
O i
Ballet England a0 View £31,726 March 1st to March 25th fiaw
Little Lunchers £250 \iew in February March 1st to March 25th View
Polish L 1age Sch £150 iew
sh Language ~Choo i 1w £31 !269 [ March 7th to April 4th View
FC Badminton £75 View in March . .
hd March 14th to April 4th View | =
{ex. VAT)

To amend this, you'll need to enter the 'Manage' area of your booking system. This is done via the
tab on the right hand side of your screen.

From here, click on m , then select the Biming tab. Under the Billing section, choose the
date you require & click m . This will now be amended for your venue.



Dashboard Calendar  Enquiries 2 Clients | Bookings | Invoices

Update 15.11.16:

Payments

Manage  Venues -

Reports Users

Reminders s

You can now easily re-order the 4 categories on your website homepage! In the manage area, on the website marketing tab, just drag and drop the categories

Please send any problems with BookingsPlus to helpdesk@bookingsplus_ co.uk describing the problem and include a screenshot if possible

Editing Grange Park School

Switch between the different tabs to enter venue details and then click the Save butten when you've finished.

Basic Information ~ Billing = Paymeni Gateways Emails Website Website SEO

Invoice Default Payment Terms

Default Terms
PAYMENT TERMS:
Payment is due by the first booked date in the invoice for regular bookings and 1 month
in advance for special events.

PAYMENT ACCEPTED:
GoCardless” Preferred method BACS: HSBC, sort code 40-50-60, Account 4056784

(quote invoice number as ref) Cheque: payable to Grange Park School

Logo

Used on the invoices & credit notes. Should be at least 512 pixels wide.

nKAJMA

COMMUNITY
Bookings Plus

Remove image

Choose File | No file chosen

Client Login

Venue Groups (Master Admin Only)

Billing
Start of Financial Year

1 ~  January -

Invoice Number Prefix

GP

Invoice Starting Number
1
(Cannot be changed after the first invoice has been billed)

Credit Note Number Prefix

CN_GP

Credit Note Starting Number

1

(Cannot be changed after the first credit note has been raised)

Dashboard should also include VAT in fotals

15



Payments requiring attention

Last Modified on 11/09/2023 4:03 pm BST

Payments Dashboard feature

You are able to easily track payments made through GoCardless or Stripe that have either failed,
been cancelled, or require double signatures.

17 Payments require attention Use the tick box to mark an action on a payment

FY

[ Payment mandate requires double signatures to b..(SusiB  pending View
Tennis Coaching)

[ The account number was invalid. The mandate wil .. failed View
(Dodgeball Diva's)

@ The account number was invalid The mandate wil_(SusiB  failed View
Tennis Coaching)

[0 The account number was invalid. The mandate wil... failed View
(Dodaeball Diva's) i

This table works in a very similar way to the ‘Bookings due for renewal’ feature that is found in the
bottom right hand side of the screen, in that you can tick tasks off to remove them once the action
has been completed. If you mark a failed or cancelled payment as 'actioned’, they will disappear ofi
the list.

Pending payments will not disappear off the list until they turn to 'paid' but will be scored through
so you know that you have actioned them. You can also click View to see the payment pop-up for
further information.

The actions that need to be completed will depend on the Status; if it is a failed or cancelled
payment, you will need to un-allocate the payment from the invoice so that the client is able to
remake the payment. Once a payment has failed or been cancelled the client will be notified of this
so you will want to make the invoice payable as soon as possible. You may also want to alert the
client yourself to ensure they re-make the payment promptly.

'Pending' payments that have been paid out, or 'Failed' payments that have been unallocated,
may sometimes still show in this section. These can be updated and removed by using the
button. This option shows after you select the view link.

If the status is Pending and the message mentions ‘double signatures’ then the client will have
ticked a box when making the payment to state that more than one person is required to authorise
this payment. The payment will remain pending until the client fills in a form that GoCardless will
have emailed over to them. In this instance you will want to get in touch with the client to ensure
this form has been received, filled out and sent back. You can then tick the item on the dashboard
- it will stay but it is a good way to show that the client has been contacted with regards to that
payment.
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If the client has not received this form, has any questions, or ticked the box in error, you can sign
into your GoCardless dashboard and choose to resend the double signatory email, or cancel the
relevant payment.

If you are still experiencing issues, you/your client will need to contact GoCardless to resolve this.

GoCardless can be contacted at 020 8338 9538, help@gocardless.com.

NOTE: Only payments (that require attention) made since the 1st January 2018 are displayed on
the dashboard.
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Overview - Calendar

Last Modified on 18/02/2022 3:31 pm GMT

The Calendar is a day-at-a-time view within BookingsPlus . It is colour coded for
bookings & payments, providing an easy to analyse visual guide to that evening's
activities.

A key to the colours/icons used in the page is at the top for reference.

Down the left hand side are all the bookable spaces for your school. The default calendar view is
to 'View booked rooms only'. Uncheck this box to view all rooms available.

If Calendar Categories have been allocated to Bookable Spaces in the Venue Management setup,
the category drop down box will allow the user to view the relevant spaces. This way availability
for facilities which are suitable for a particular activity can be checked at a glance. By selecting
dance/drama this would only show those rooms that would potentially be suitable e.g. dance
studio, drama studio, main hall, sports hall, gymnasium.

Find out more about Calendar Categories

You can either make an Enquiry or a Booking directly from the calendar. To do this, simply click
16:00 17:00%

on the calendar for the required room. It will default to a 1 hr booking as shown. (=]«

You can then extend this booking time either way if required. To make an enquiry, click ﬁ

for a booking, click ﬁ .

1. Grange Park School Demo = Venue Admin Plus =

Dashboard Calendar | Enquiries s Clients Bookings invoices 2 Payments Reminders 14 Reports _ Users Manage = Venue

Thursday 29 October, 2020

 Unavailable _Bo_m&_l View booked rooms only Category: Al v Date: 29/10/2020
i3 Unbilled [3 Billed [ Part Paid [ Fully Paid €= Todoy W
16:00 17:00 18:00 19:00 20:00 21:00 22:00 23:00
1. Venue Notes
1. Venue Notes 2
= T
Classroom B2 J7:00 mﬂﬂ 3ed|
Swimming Pool Dsav\;ii't:‘it_'t‘llbbs £
gwimF!T

Click on any calendar booking to find out more....
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Meeting

From October 29th to November 12th 2020

Client: Susi Bedford

Telephone: 01604677764 Mobile:

Email: schoolbookings5+susib@gmail.com

Booking taken by Venue Admin Plus on 29 October, 2020 at 16:30

W“

You can also view further information on the rooms down the left hand side of the calendar by
clicking the blue room's name. A pop up will appear. You can store useful information here about
the Standard and Concessionary hourly pricing, a description of the space (such as available
equipment and suitable activities) and also photographs of the space. This information is for
administrator use only. If any changes are required, simply click on the 'Edit' button at the
bottom.

Primary Hall
Rates: £25/£20

Small hall ideal for dance/drama, childrens parties,
martial arts etc

EQUIPMENT AVAILABLE
Tables / Chairs
Kitchen Facility Available

SUITABLE ACTIVITIES
Dance [ Drama

Martial arts

Childrens parties

Small conferences
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Alternatively you can also make any amendments to the information showing here from the
[Venue Management] tab. Under the Bookable Spaces, select the space that you would like to
tweak & click on 'Edit".

20



Setting up calendar categories

Last Modified on 18/02/2022 3:34 pm GMT

Within the Calendar view of BookingsPlus there is the option to narrow your view to
rooms which are suitable for a certain purpose ie. indoor sports (sports hall/gym),

dance/drama (drama studio/dance/gym/hall) etc.

These can be fully customised to your venue, we will have set-up suggestions initially, but we do recommend that

you check that they are fitting for you.

1. Grange Park School Demo

Dashboard Calendar Clients Invoices 2

Enquiries 5 Bookings Payments

Thursday 29 October, 2020

Reminders 14

Master Venue Admin w

_ Users ManRas venue

| Unavalable | Provisional || Booked B View booked rooms only Category: Al ¥ 29/10/2020
Unbilled 3 Billed [ Part Paid 3 Fully Paid Al - = 4= Todsy =
All Halls |
16:00 17:00 18:00 19:00 I 22:00 23:00
: AWP
1. Venue Notes
Castle View
Dance
1. Venue Notes 2
Dance/Drama
EEm  Education o
Classroom B2 ms“ﬂﬂm‘ 4 r*.d’ }
Swimming Pool Dsﬂv\‘rilll:'!;tiltlabbs B
gswim Fit

To amend this, you'll need to enter the '‘Manage' area of your booking system. This is done via the Manage tab.

On the [Venue Management] tab, you will see the following sectio

n:

Calendar Categories

School use Edit Delete
Dance/Drama Edit Delete
Meetings Edit Delete
Qutdoor Sport Edit Delete
Indoor Sport Edit Delete
Main Halls Edit Delete

New Category

Click the : and complete the pop-up box.

You now need to select the various rooms which can fall under this category. This is done from the Venue

Management] tab. Under the Bookable Spaces, select the relevant space & click on Edit'
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Edit Space - Sports Hall

Details
Space Name

Sports Hall

Notes

Dimensions: 26m x 12m

Custom Fields

Add New Custon Field Edit Custom Fields

Calendar Categories

Add New Category

Tags

Multi-use sports hall with markings for basketball, football and 3 x badminton courts.

T J

T T T T O T S TR S U S R

Schooluse | * Dance/Drama Meetings Qutdoor Sport

sports hall x || hall x | | 5tudi0x| Comma separate your tags here .

Price
Standard hourly rate

£

Concession hourly rate
£

*|Indoor Sport | *| Main Halls

Under the Calendar Categories section, click the new category you've set up & click m
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Personalise default times on calendar

Last Modified on 18/02/2022 3:34 pm GMT

Within BookingsPlus you are able to amend the Calendar view to suit your venue's
opening hours.

This will be for your view only for the venues you have access to. It will not affect other users.

To amend this, you'll need to enter the '‘Manage' area of your booking system. This is done via the
[Manage] tab.

In the My Default Calendar times section, select the times you require & click

Booking Categories School closure D1/03/2022 31/03/2022 Edit Delete

MName Bookings
Sport & Fitness 380 Edit Delete .
Client Flags
Dance & Drama 119 Edit Delete
Reason
Special Events 57 Edit Delete
Late Payer Edit Delste
Kids Parties 27 Edit Delete
Damages Edit Delete
Conference & Education T4 Edit Delete
BACS paysr Edit Delste
School 28 Edit Delete
Mo invoice reminder Edit Delete
AR 135 Edit Delete
00 12 Edit  Delste | AddchentFig |
BB 13 Edit Delete i ;
Client Booking Slots
SE 1 Edit Delete
MName From To Days of the Week
e ng - ‘Weekday Evening Slot 17:00 2300 Monday, Tuesday, Wednesday, Thursday, Friday
Calendar Categories weekend D1:00 D02:00 Sunday. Saturday
‘Weekday Afternoon Slot 15:00 1700 Monday, Tuesday, Wednesday, Thursday, Friday
Name Spaces Use slots?
All Halls 10 No Edit My Default Calendar times
AWP 4 Yes Edit NB. This will affect all my venues
Castle \iew 9 No Edit Default weskday tims
Dance 0 No Edit Delete 16:00
Dance/Drama 7 Mo Edit Default weekend fime
Education 10 Mo Edit 16:00
Event Halls 7 Mo set Default holigay time
Events 0 Mo Edit Delete 16:00
Frequently Used 12 Mo Edit P
—
Gym Membership 1 Mo Edit

Kids Parties 1] Mo Edit Delete



Add a New Enquiry

Last Modified on 11/09/2023 1:26 pm BST

BookingsPlus is ideal for storing all your enquiries in one place. This gives you easy
access for any follow-up, as well as giving you the option to convert the enquiry to a
booking.

Administrators can manually add an enquiry, either from the [Calendar] tab or [Enquiries] tab.

To add from [Calendar], simply click on the relevant space & select the time. This can be
16:00  17-00%

dragged to extend the times if required. Select "E"
form.

and it will open a new Enquiry

One advantage of adding from the [Calendar] is that both the date and time selected will be
pulled across into your new enquiry form!

To add from the [Enquiries] tab, click on the tab and then select m at the top of the
page.

Once your website is live and active, clients can submit an enquiry directly to your system.

ENQUIRE FOR DRAMA STUDIO

First Name* Last Name*
Email* Organisation Name
Telephone Number® Mobile Number®

Your Message*

How did you hear about us? Other Method

Date* Start Time* End Time®

13 15 13 15

Once you receive and open this enquiry, you'll be able to see both the contact details they have
populated, but also where they have enquired from on your site, and the date/time they are
enquiring for.

Please see The Enquiry form for full guidance on enquiries.
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The Enquiry form

Last Modified on 11/09/2023 1:40 pm BST

BookingsPlus is ideal for storing all your enquiries in one place. This gives you easy
access for any follow-up, as well as giving you the option to convert the enquiry to a
booking.

An enquiry can either be added from the [Calendar] tab or [Enquiries] tab as an Admin. See Add
a New Enquiry. They are also received directly from potential clients through your website.

Once the enquiry form is open, you can follow instructions below.

- Contact Details - Fill in as many contact details as you can obtain. T/P You will need an email
address to make a booking.

- You may receive an enquiry from an existing client. You can use the "Clients" dropdown to
select their account, which will automatically populate their contact details.

- Enquiry Query - Select the bookable space required & choose pricing option. VAT will default to
zero - amend as required.

- To add additional spaces, click on as many times as required.

- Date and Time - choose the Date & Time of first booking ensuring the correct time format
HH:MM is used. Only populate the 'on the' date with a different date to the first date if the booking
goes over midnight.

- Recurrence - To recur a booking, click on the drop down box & select options required.

Date and Time
Date: | 03/02/2016 from 10:00 until 11:00 on the 03/02/2016
Recurrence
Recurs:
Weekly
Repeat every 1 - | weeks ® For 1 = | OCCUMENCes Until
Cn Monday Tuesday YWednesday Thursday Friday Saturday Sunday
Term time only:

- Term Time Only - this is driven from the holiday dates within the 'Manage' area of your system.
Ensure these are kept up to date.

Now click

- Enquiry Details - the results of your enquiry will be shown within the table. Lines in green are
available, lines in red are either booked or the venue is closed. Find out more in our Checking an
availability on an Enquiry.
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- Enquiry Notes -
- Referrer - try to capture this information to assist feedback on your marketing.

- Message - if your enquiry came through the website, this will be the section they filled in. If
on the phone, just add a brief summary of the request.

- Notes - this space is for you to add any relevant information regarding the enquiry, i.e. for an
event: how many people, any entertainment, alcohol being served, what times allowed for
clearing away etc. T/P Put your initials/date before any comments to help create an audit trail
(eg FF 04/09/2020)

- Follow Up - Optional reminder section.

Select m
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Grange Park School

Dashboand Clients Bookings. Invaices Payments Reminders #
New enquiry
Client
nt Enquiry State: New

Contact Details
First name

Last name

Flane

Jimmy

Organisation name Email

Wesot

jimmy@example.com

Telephons Mobile

mmrEmmzm

Ores2a8 20

Enquiry Query

Spaces
Space: Booking rate: Net: AT Cross:
| Senior Footbaill Pltch 2

Standard {£45.

Date and Time

Date: 1 From until on the a1
Recurrence
Recurs,
Weskly -
Repeat every | 1 = | weeks W For |2 - | occumenges Undtil
On Monday Tuesday Wednesday | *| Thursday Friday Saturday Sunday

Term time only:

Cheok fralabily | Availability checked on: 317372015

Enquiry details

Edit s&

»

Spacs ju
CREESEE ] 5 T =TT . T
Z Sanior Foothall Pitch 2 (bookad by Grange OTRAAE T8 00 £45.00
Park FC (W] 17:00-18:00 )}

Zh

Total 2




Checking availability on an Enquiry

Last Modified on 11/09/2023 1:51 pm BST

An enquiry can be received via your website, or added manually by the administrator, and is listed
on the Enquiries tab.

Once you've added your enquiry to BookingsPlus, you can get a clear idea of the availability of your
chosen sessions. Click on Toggle details half way down the form on the right, and then enter the
space/dates/times you would like to check, and add any recurrence required. Click Rl

The Enquiry details table will show the results of your search. Lines in green are available, lines
in red are either booked or the venue is closed.

Date and Time

Date: | 11/02/2016 from 19:00 until 20:00 onthe | 11/02/2016
Recurrence
Recurs
Weekly -
Repeat every 1 -~ weeks & For § ~  OCCUITences Until

On Menday Tuesday Wednesday | *| Thursday Friday Saturday Sunday

Term time only:

(=R D S Availability checked on: 11/2/2016

Enquiry details
Edit selected
| Standard (£ * |
| Badminton Court 1 v 19:00 - 20:00 i [Mone v | ([ 9
Space Date Time Available  Rate MNet Vat Gross

Badminton Court 1 (booked by: AFC 1110212016
Bloggs 19:00-20:00 }
Badminton Court 1 Grange Park School is 1810212016
closed on 18/02/2016 (February Half Term)
n Badminton Court 1

nn St

8h

Total § £60.00 £60.00

It's easy to amend the results. In the example above, 2 sessions were unavailable for different
reasons.

- ltem 1 - Booked by another hirer.

Why not see if you can offer an alternative court that day? To do this select the pencil icon . ,

amend the details in the drop down options and @ x . The results of the new search will appear in
the table, if it is unavailable it will be red and you can repeat the process.



- ltem 2 - Venue Closed.

In this scenario, it's likely you would just cancel that weeks booking. To do this, click on the red

Ccross and the session will be deleted.

If you need to edit multiple lines at once, you can use the check boxes on the left to choose the
Enguiry details
relevant dates, then use the g4t selacted to toggle editing a series of lines together!
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Convert to Booking

Last Modified on 11/09/2023 2:02 pm BST

Great news that your potential hirer is now ready to make a booking! It's time to
convert the enquiry.

Click on [Enquiries] tab. From the list, select the enquiry and click Edit.

1. Grange Park School Demo Venue Admin Plus +
Dashboard Calendar Enquiries 5 Clients Bookings Invoices 2 Payments Reminders 14 Reportz _ Users Manage Venue
Current Enquiries e e

Enquiry nqui
Search: Show
20 ol
entries
Date Name Referrer  Organisation Quote date  Marketing Preferences Status
251072020 John Smith Google Rugby Tots 2020-10-28 Wiewing booked Edit

This will open up the enquiry you've been dealing with. There will now be additional options at the
bottom of the enquiry.

m Cannot Accomodate Cloze Enquiry |

ek 1 This will convert all the existing information onto the Booking Form.

This will close the enquiry. Ensure the notes section is updated prior to closing,
and please note that "Closed" enquiries cannot amended or re-opened (you can still view these to
see past notes).

Use this function for any booking which you cannot take, e.qg. if the function is
too large for the facilities, the booking is for a time that your venue is closed etc. Using this will
help with future analysis on enquiries.

Before you can Covert the Enquiry to a Booking, you'll first need to add them as a Client. You can

use the s putton to open a New Client page, with any contact details you had
entered into the enquiry pulled through. Save that Client and you'll return to the enquiry form
ready to convert the booking.

Select

' and follow the 'Make a Provisional Booking' article.
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Check Availability Across Venues

Last Modified on 11/09/2023 2:34 pm BST

Within BookingsPlus there is the option to check availability across venues you're
assigned to.

This is particularly useful when managing more than one venue that's nearby, and a particular
room is unavailable at Venue A.

After you've Checked availability on your Enquiry, click on to check

any of your other venues who's spaces share the same Room Tags.

Recurrence

Recurs:

Weekly

Repeat every | 1 ~ | weeks ® For 5 * | OCCUMEnces Until
On Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Term time cnly:

Availability checked on: 11/2/2016

Enquiry details
Edit selected

4 Space Date Time Available Rate Met Wat Gross

Senior Foothall Pitch 1 (booked by Grange 18:00-15:00 £4500 £45.00
Park FC (W) 18:00-19:00 )

Senior Foothall Pitch 1 (booked by: Grange | 0VDWXHE 18:00-15-00 £45.00 £45.00
Park FC (WK} 18:00-19:00 )

Senior Foottsall Pitch 1 (bocked by- Grange | 10/03/2016
Park FC (WK} 18:00-19:00 )

Senior Foothall Pitch 1 (bocked by: Grange | 17/03/20H6 18 300 £45.00 £45.00
Park FC (WK) 18:00-19:00 }

Senior Foothall Pitch 1 (booked by: Grange | 24/03/2016 18 500 £4500 £45.00
Park FC (WK) 18:00-19:00 )

5h £225.00 £225.00

Total 5

Venues Spaces

SchoolBookings @The Wooldale 1 Astro 1 (V5), ©) Astro 2 (0VS), C1 FBall Primary (5/5), [ Football Jnr (5/5), ©) Football Sen (5/5) Select
Centre for Leaming

Grange Park School Senior Football Pitch 1 {0/5), @ Senior Foot Plich 2 (2/5 Select
SchoolBockings (@ Haverstock AWP 1 (5-6 aside) (3/5), [} AWP 2 (5-6 aside) (0V5) Select
School

The table at the bottom will show all the venues which you have permission to view.
If a space is Green, it means it is available for the duration of your enquiry.

Orange is partly available, and you can see how many occurrences are available from the number
in brackets.

Red is not available for any of the possible occurrences in that space.

If you wish to move to another venue, simply click to select the space required, then select [ This



https://bookingsplus.knowledgeowl.com/help/checking-availability-on-an-enquiry
https://bookingsplus.knowledgeowl.com/help/room-tags

will open up an enquiry/booking in the venue you have chosen and you will be able to proceed from
there.

Can't find a suitable space? Try the 099/ Options  |ink where you can view and select from any of
your bookable spaces across venues you have permission to access, regardless of the Room Tag.
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What a hirer's account looks like

Last Modified on 11/09/2023 4:04 pm BST

Hirers log onto BookingsPlus via my.schoolbookings.co.uk

They enter their email address & the password they received in their Welcome Email on this
screen:

Existing Hirers and
Administrator Login

Email:
Password:

) Remember me

Having problems logging in? Click here

The screenshot below shows the information they can view. The tabs follow a similar format &
functionality as the Administrator view.

All clients must accept the T&C's and Privacy Policy before they are allowed to access their
account detail. Once accepted this will update immediately on their Client Account in the clients
tab. If the Client would like to re-read the Terms and Conditions they are available at the top of the
Account tab.

They will also be able to select which marketing options they would prefer when they first log in,
this will also then show on their Client Account. If they would like to then amend these in the
future, they can do so from the top right drop-down menu displaying their name then selecting the
‘Edit Account' option.
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John Smith -

Welcome John Smith
You last logged in at 17.17 on Thu 29 Oct 2020

1. Grange Park School Demo

1. Grange Park School Demo Terms and Conditions
Grange Park Schooal Privacy Policy 210820
O | agree to the Grange Park School Privacy i

Terms and Conditions of Use 2105820

O | agres to the Terms and Conditions of Uss 210820

We take your privacy seriously and will only use your personal information to administer your account and to provide the products and services you have requested
fram us.

However, from fime to fime we would like to contact you with details of other products/services/promotions we offer. If you consent to us contacting you for this purpose
please tick to say how you would like us to contact you:

Cptions available for 1. Grange Park School Demo
O Email

O Telephone

O Post

O Text

1. Grange Park School Demo Venue Documents

Fire Evacuation Procedure

News: 1. Grange Park School Demo
Welcome to Lettings @ Grange Park School Demao and thank you for opening an online account!
Important Motice: Please note that permission must be sought prior to your booking if you wish to photograph or film in any part of the school.

Navigating around:

ACCOUNTS: View your account balance with detail of all transactions

INVOICES: View your paid and unpaid invoices. Click the GoCardless link on the invoice to pay online quickly and easily.
BOOKINGS: View details of your bookings in date order.

DOCUMENTS: Upload your insurance documents, first aid certificates, PAT cerificates eic as requested.

When clients access their Dashboard in the future it will draw their attention to any actions which
require their attention e.g. invoices due for payment & provisional bookings.



1. Grange Park School Demo John St

Welcome John Smith

You last logged in at 17.17 on Thu 29 Oct 2020

1. Grange Park School Demo

1. Grange Park School Demo Venue Documents

Fire Evacuation Procedure

You have 1 invoice due for payment.

nvoice GP4544 (£50.00)

You have 1 provisional booking to confirm.

« #521749 10:00-11:00 AWP 1 (S aside)- 7 aside Pitch AL£50.00 View

News: 1. Grange Park School Demo

Welcome to Lettings @ Grange Park School Demo and thank you for opening an online account!
Important Motice: Please note that permission must be sought prior to your booking if you wish to photograph or film in any part of the schoal.

Mavigating around:

Clicking on the blue Invoice hyperlink will bring up a preview of the client's invoice:

range Park School Demo rrepe—
Dashboards Account Invoices Calendar Bookings cuments Help _

For questions related to your Bookings, Payments, Invoices or Account, please contact the Lettings Team at the Venue that you hire at directly.

Contact details for your Venue can be found on the Venue's website 'Coniact Page' or via the Help fab.

1. Grange Park School Demo
'- 12 Basset Court
Loake Close, Grange Park
BOO K N GS Northampton
PLUS Northamptonshire

NN4 5EZ

John Smith (Rugby Tots) Invoice GP4844
28 October, 2020

Description Space Net Cost VAT Rate VAT Payable Gross Cost

29/10/2020 test 3G Astro 7 a side pitch 3 18:05 - 19:05 £50.00 0% £0.00 £50.00

Net Total: ~ £50.00
VAT:  £0.00

Grand total:  £50.00

Payment Terms

PAYMENT TERMS:
Payment is due by the first booked date in the invoice for regular bookings and 1 month in advance for special events

PAYMENT ACCEPTED:
GoCardless: Preferred method

Prompt payments are very important to our venue — thank you for your cooperation

Clients can preview their bookings via the 'Bookings' tab and confirm any provisional bookings by
clicking the blue 'View' hyperlink from their Dashboard and clicking the green 'Confirm' button at
the bottom of the page:
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Date Space Start Time End Time Status Hourly Rate Gross Cost Payment Status

29M10/2020 3G Astro 7 a side pitch 3 10:00 11:00 Provisional £30.00 £30.00 Unbilled

Booking Summary

Amount: £50.00
Vat: £0.00
Total booking price: £50.00

Total payable now: £ 50.00
E—

If the client has any queries on their bookings or invoices the Help tab in the Client Account will
point them to your venue's contact email address, this is the one entered into your venue's
Contact Details section during your venue setup.
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Message for Paying Clients

Last Modified on 11/09/2023 4:05 pm BST

BookingsPlus provides a variety of areas where you can
provide information relevant to their hiring your venue.

Each time your clients sign in, they'll be able to view a message from the venue on their
Dashboard:

News: 1. Grange Park School Demo
Welcome to Lettings @ Grange Park School Demo and thank you for opening an online account!
Important Notice: Please note that permission must be sought prior to your booking if you wish to photograph or film in any part of the school.

Navigating around

ACCOUNTS: View your account balance with detail of all transactions

INVOICES: View your paid and unpaid invoices. Click the GoCardless link on the invoice to pay online quickly and easily.
BOOKINGS: View details of your bookings in date order.

DOCUMENTS: Upload your insurance documents, first aid certificates, PAT certificates etc as requested.

HELP: Email us directly with any questions or enquiries.

PAYING BY GoCardless: Click on an invoice and then click on the GoCardless button. You will only need to input your bank details once. This is a direct debit that is
completely initiated by youl We will not take payment automatically, you will always control when you pay us by clicking the button. It may take a few days to leave
your bank account and for us to receive it. It's simple and quick, and you are protected by the direct debit guarantee.

There's lots of ways you can use this to help guide your clients, from giving instructions in how to
navigate their account, what they need to know about attending bookings at your venue,
documents they should provide, and much more.

This message can be set from your 'Manage' tab by selecting W , then opening the sub

Client Login
tab g

Here you can find the "Message for Paying Clients" section, where you can input your message:
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Message for Paying Clients

Message to show for Billing Clients

Welcome to Lettings @ Grange Park Training School and thank you for opening an anline
account!

Important Notice: Please note that permission must be sought prior to your booking if you
wish to photegraph or film in any part of the school.

Mavigating around:

ACCOUNTS: View your account balance with detail of all transactions

INVOICES: View your paid and unpaid invoices. Click the GoCardless link on the invoice to
pay online quickly and easily.

BOOKINGS: View details of your bookings in date order.

DOCUMENTS: Upload your insurance documents, first aid certificates, PAT certificates etc
as requested.

HELP: Email us directly with any guestions or enguiries.

PAYING BY GoCardless: Click on an invoice and then click on the GoCardless button. You
will only need to input your bank details once. This is a direct debit that is completely
initiated by youl We will not take payment automatically, you will always control when you
pay us by clicking the button. It may take a few days to leave your bank account and for us
to receive it. It's simple and quick, and you are protected by the direct debit guarantee.

Once you've entered your message, be sure to select the “ button before exiting the page.

This will update for all of your clients at the venue.

TIP This section can be used to enter hyperlinks for PDF and Cloud based documents, great if you
have lots of external resources you'd like hirers to be able to access. Ask our team to discuss how
this might work best for you: support@bookingsplus.co.uk
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Welcome Emails

Last Modified on 12/09/2023 9:43 am BST

A New Client User can be set-up directly from a Client Account.

To manually generate a new Client User Login, click on , fill in the form, and
save. If you've entered contact details for the Client Account and there are no Users already set-
up, when you select this button it will pull the relevant details into form for you.

This will automatically send out the Welcome Email. You can add several Client User Logins so
more than one person can have access to the account, which is useful where the bill payer is
different from the person booking.

Alternatively, your hirers automatically receive a Welcome Email once you send them any
correspondence from the system. This could be:

e A provisional booking email
e Confirmed booking email

¢ Invoice awaiting payment email

Their Welcome Email will have their log-in details for BookingsPlus (wording can be amended to
suit your venue in the Manage tab - Edit Venue - Emails sub-tab).

To check if a Welcome Email has been sent:
- Select the Clients tab, search your client and click View.

- In the Client User Logins section, a blue hyperlinked User ID will show if a login has been
created.

41



Email: schoolbookings5+johnjames@gmail.com Football Pavilion
Grange Fark

Telephone: 01604 675549 Northampton
NN5 8ZU

Mobile: 07917 859456

Notes (for administrator view only):

Reqgular football booking, all year round. Uses Sports Hall in Winter (£35 per hour) , grass pitch in summer (£20 per hour)
Adults only

Secretary - Bill Bailey to receive invoices only

Client User Logins

o] Name Roles

#13652 Club Secretary becking E Unlink User
#14604 Finance Team billing E Unlink User
#1631 John James beoking, billing Edit User Unlink User
#14750 Tim Tyler becking, billing Edit User Unlink User

If a client forgets their password, you can send them a new password by using the
option. Just select the Blue ID hyperlink to see this option, and check which email that is being
sent to:

1. Grange Park School Demo

Dashboard Calendar Enquiries s Clients

John James

Email: schoolbookings5+jchnjames@gmail.com

Clients:

John James (Grange Park FC (WK))

ﬁ Resend welcome email Reset password u

If your client hasn't received their Welcome Email yet, you can always choose to
instead.

Please see an example of a Welcome Email below.
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Welcome to Kajima Community o inooxx

1. Grange Park School Demo <noreply@email. schoolbookings.co.uk=
to John =

Dear John James,

Welcome to Kajima Community.Please login to your account to view our terms and
conditions.

Please click this link to login to our website
https:/imy.schoolbookings.co.uk/users/sign_in

You may Iogin with your email address and the foHowing password:
BBFwdVKp

Kind Regards

The Kajima Community Team at Grange Park School
schoolbookingsS@gmail.com

www test schoolbookings.co.uk

03330 110476

Follow us on Facebook: like us on Facebook

“** Please do NOT reply to this email address, it is not monitored. Please contact
the venue that you hire facilities at =~
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Hirer not receiving emails

Last Modified on 12/09/2023 9:52 am BST

If your hirer isn't receiving BookingsPlus emails, follow our troubleshooting guide to
identify the issue:

STEP 1 - Check their email address is correct on their User ID
- Select the Clients tab, search and View your client

- Click the ID hyperlink within the Client User Logins section and check the email address is
correct:

Dashboard Calendar Enquiries 2 Clients Bookings Invoices Payments Reminders s Reporis -

John James

Email: schoolbookings5+jochnjames@gmail.com

Clients:

John James (Grange Park FC (WK))

m Resend welcome email Reset password -

- If changes are required, click on m and make required changes

Dashboard Calendar Enquiries 2 Clients Bookings Invoices Payments Reminders s Reportz

Edit User

First name
John

Last name

James

Email

schoolbookingsS+jchnjames@gmail com

Update Password

If the email is not correctly updating, this may be because it is also linked to another venue
within BookingsPlus. In this case go back to the Clients tab, click View and in the Client User
Logins section click to Unlink the client. Once Unlinked, you can Click on New Client User to
add a New User to the client with the correct email address.
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Email: schoclbookings5+johns@example.com
Telephone: 01604 677764

Mobile:

Notes (for administrator view only):

None

Client User Logins

ID Name Roles
#62450 John Smith booking, billing Resend Welcome Email Edit User Unlink User

STEP 2 - Check the email address is valid. There are several websites which you can use (eg
mailtester.com)

STEP 3 - Ask them to check their Spam/Junk folders as messages do occasionally find their way in
there!

STEP 4 - Emails may sometimes be blocked by firewalls (common with company/organisation email
addresses). Ask the hirer to log-on at home using their own PC, or perhaps using a smartphone or
tablet. Alternatively, ask the hirer if they have an alternative email address they can use.

STEP 5 - If none of the above work, the Master Venue Admin can manually set a password for them.
Either tell them over the phone or by email what it is & see whether they can log-on and
subsequently receive emails. This can be done on the Users or from their client page (see above
steps to access) tab. Please note the Welcome Email is sent from a different email address to all
the other automated emails.

STEP 6 - If, after all the above, it's still not working then contact us at the Helpdesk 01604 677764
or email support@bookingsplus.co.uk). We are able to track the automated emails sent from
BookingsPlus & will be able to see whether they are actually reaching your hirer. We are happy to
talk to your hirer directly & talk them through any issues they may be experiencing.

Watch our video tutorial:
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Bulk Editing VAT rates for Clients

Last Modified on 12/09/2023 9:39 am BST

Master Venue Admins are able to bulk edit all existing billable client's VAT Rates.

This is done easily from the "Clients" tab, using the 'VAT Bulk Edit' button at the top of the tab:

Dashboard Calendar | Enquiries 8 Clients =~ Bookings  Invoices 4 Payments =~ Reminders 1o Reports I Users = Manage | Organisations — Venues ~

Current Clients [ e ent |
Search: Show
entries
- - Last Account . Self-
ID Flag Client Name Bookings Booking Balance User Login service?

On the popup you can easily select the rate you would like to change clients from, and select the
rate you would like to change clients to:

Bulk update VAT rates on clients

Please choose the VAT Rate that you want to amend from:
0% Zerc Rate

Please choose the VAT Rate that you want to amend to:

20% Standard Rate

‘You are about to update all clients with VAT currently set to
0.0% to use a new rate of VAT at 20.0%. Non-billable clients
and archived clients will not be affected.

When you have selected your rates and clicked 'Update Clients' please allow for the system to
finish the task before you click away from the popup or try to amend any further rates.

Once finished all existing billable clients with the 'From' VAT rate will now have changed as
requested. To check this for any clients select 'Edit' for a client on the "Clients" tab - you will be
able to see and make any further amendments to the VAT here:
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https://bookingsplus.knowledgeowl.com/help/user-access-levels

Dashboard Calendar Enquiries 9 Clients Bookings Invoices 4 Payments Reminders 1o Reports I Users. Manage Organisations | Venues ~

Edit Client

Allow this client to make their own bookings?

Client reference

123

Company Name Company number VAT number VAT rate
20% Standard Rate

Contact salutation (MrMrs/Drietc.) Address 1
Contact first name Address 2

First name
Contact last name City

Last name

Any future bookings you make for this client, will automatically populate with this rate. You can
still change the rate of VAT on any booking though so you retain full control of what you want to
charge to the client. If your client is allowed to make their own bookings, then this new VAT rate
will be used for any new future bookings they make.

Please note: the update routine does not amend any Archived or Non-Billable Clients
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Confirming a Provisional Booking
(Hirer)

Last Modified on 12/09/2023 10:22 am BST

Your hirers are able to view & confirm their bookings within BookingsPlus . This means
that they will have to accept your T&C's and Privacy Policy, and also take responsibility
for checking the dates/times/spaces included within their booking.

When they log onto their account, they will see the Dashboard tab. They will need to accept
Terms and Conditions and the Privacy Policy before their 'Bookings' or 'Invoices' become visible.

1. Grange Park School Demo F—

Dashboards Account Invoices Calendar Bookings Documents Help

For questions related to your bookings, payments, invoices or account please contact the lettings team at venue that you hire at directly. Contact details for your venue can be
found on the venue's website "Contact Page'.

For technical questions or to report an issue with the sofiware, please do not hesitate to contact us at helpdesk@bookingsplus.co.uk. Our helpdesk hours are Mon-Fri 09:00 -
17:30 (excluding bank holidays)

Signed in successfully.

Welcome John Smith

You last logged in at 15.24 on Mon 02 Nov 2020

1. Grange Park School Demo

1. Grange Park School Demo Terms and Conditions
Grange Park School Pnivacy Policy 210820

O | agree to the Grange Park School Privacy Policy 210820

Terms and Conditions of Use 210820

O | agree to the Terms and Conditions of Use 210820

We take your privacy seriously and will only use your personal information to administer your account and to provide the products and services you have requested
from us.

However, from time to time we would like to contact you with details of other products/services/promotions we offer. If you consent to us contacting you for this purpose
please tick to say how you would like us to contact you:

Options available for 1. Grange Park School Demo
O Email

O Telephone

O Post

O Text

If the client tries to view invoices/bookings before they have accepted the T&C's, a red banner will
appear across the top of the page. As soon as they have clicked to accept the T&C's and Privacy
Policy, they will be able to see any 'Provisional Bookings' or 'Outstanding Invoices' on the
'Dashboard', as well as being able to navigate freely around the other tabs.

To confirm a booking, click on View hyperlink alongside the booking.
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Code of Conduct for Room Hire

* Leave hired areas clean & tidy as found
* Leave the hired area promptly for the next user
* No outdoor shoes / heels in the sports hall / gym

* Do not consume food in the sports hall / gym
Code of Conduct for Gym Membership:

* Sign in & out at reception
* Respect other users
* Report any faulty equipment to main reception

Date Space Start Time End Time Status Hourly Rate Gross Cost Payment Status Edit Cancel
18/09/2023 6th Form 18:00 19:00 Provisional £15.00 £15.00 Unbilled Edit Cancel
25/09/2023 6th Form 18:00 19:00 Provisional £15.00 £15.00 Unbilled Edit Cancel

Booking Summary

Amount: £30.00
Vat: £0.00

Total booking price: £30 00

[ corem ] ot ]

From this screen, they are able to scroll up/down the full list of dates under that booking. If they
are correct, they can click to . If amendments are required, these can only be done by
an administrator. As soon as the bookings are confirmed by the hirer, this will update on your
system by an entry appearing on the 'Dashboard’, the status updating to 'Confirmed' & the
calendar booking showing as 'Confirmed".

If your venue has Instant Pay switched on, clients will also see a "Pay as you Go" option when
confirming. Find out more about how hirers can confirm their bookings when this option is
switched on here!

With Self-Booking activated as well, hirers can amend/cancel line items within their booking
before confirming. Read through this article to see what clients can alter with this activated.
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https://bookingsplus.knowledgeowl.com/help/instant-pay
https://bookingsplus.knowledgeowl.com/help/client-account-process-for-confirming-a-booking
https://bookingsplus.knowledgeowl.com/help/client-self-booking-guide

Paying an invoice (Hirer)

Last Modified on 12/09/2023 4:01 pm BST

Paying an Invoice on BookingsPlus is easy with our built in payment gateways. Choose
from GoCardless or Stripe (or both!) to make collecting payments more efficient for
you and your clients.

Remember that only the full invoice amount can be paid, so make sure the billing period matches
their payment agreement & that any Credit Notes or previous Payments have been Fully Allocated.

GoCardless - See GoCardless for more information on how GoCardless processes payments, and
the associated fees.

Diashboard Account Invnices Bookings Dacuments Help

iﬁKAJIMA Grange Park School

6 Woodland View

: . Grange Park
Bookings Plus Northampton
NN4 5TY

John James (Grange Park FC (WK)) Invoice GP1246
Footbsll Pavilion 02 February, 2016
Grange Park
Morthampton
MMNG BZU

Description 3 VAT Rate WAT Payable

1110272018 Football Training Senior Football Pitch 1 18:00 - 18:00 £45.00 20% E0.00 ES4.00

MNet Total: E£45.00
YAT: E3.00

Grand total: £54.00

Payment Terms

FPAYMENT TERMS: Payment is due by the first booked date in the invoice for regular bookings and 1 month in advance for special events. PAYMENT ACCEPTED:
GoCardless: Preferred method BACS: HSBC, sort code 40-50-60. Account 4056784 (guote invoice number &5 ref) Cheque: paysable to Grange Park School

Registered Office: Grange Park School, § Holborn Place, London, Will BEW = Company Mumber: 123456 = VAT Number: 4562 1235 4352

£54.00 outstanding
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https://bookingsplus.knowledgeowl.com/help/gocardless

Pay With GoCardless

You are about to authorise a one-off payment covered by the
direct debit scheme using the GoCardless payment system.

You will receive an email from GoCardless stating you have setup
a direct debit mandate that future payments can be taken against.
The venue will not take any further payments from your
account without authorisation for each payment, via this

online account.

After selecting the "Pay with GoCardless" button, your hirer will need to fill out a form, and click 'Set
up Direct Debit' to initiate the payment.

The direct debit set-up relates to this payment only, and no further funds will be taken.

GocCardless will then create a mandate so that on subsequent occasions that they click to make a
payment they will not need to fill out their Account details (as stated to the client on the pop-up
above which will appear before the below form).

Each time you request a payment, the hirer will need to authorise the payment by clicking to "Pay
with GoCardless" on their invoice.
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Grang Park School
Set up a Direct Debit with Grang Park School

You are authorlsing a one off payment of £22 50 only.

Flrst name Last name

|

Bedfaord ‘

of use O CoOmMpony ncme

Email

l schoolbookingsS+susib@gmall.com ‘

Your sort code Your occount number

| | |

or enter |BAN

Post code

or enter your address manually

[0 Maore than one person is required to outhorize Direct Debits

& Setup Direct Debit

GOCARDLESS (D 33

Sutton Yord, 65 Goswell Rood, London, ECTV 7EM, GB.
+44 20 T183 B674, help@gocaordless.com

By confirming you are ogreeing to our Website Terms of

Use. GoCardless uses personal data os described in our

Privocy Motice. We use onalytics cookies.

Once they click on the 'Set up Direct Debit' option, a confirmation screen will appear. Once
completed, the invoice will immediately show as 'Pending' on both their account & the administrator
account.

Hirers do need to be aware that although they have authorised the transaction, the money is only
collected by GoCardless after 3-4 days. They must ensure funds are available at this stage,
otherwise the payment will fail (should this occur, you will receive notification from GoCardless, and
a note will flag on your "Dashboard" via the 'Payments Requiring Attention section').

If they need to change the account details stored with GoCardless, they can either cancel the
mandate with their bank, or a venue Administrator can cancel the mandate from within their
GoCardless account.

Payments from double signatory accounts:
Payments from accounts with double signatories are accepted with GoCardless, and your hirer will
need to tick the relevant box in the form above.

They will then be sent a mandate (via email) from GoCardless to fill out, which will require 2

52



signatories. Once they send this back to GoCardless, the mandate will be matched to the payment,
and the payment will then be processed by GoCardless.

This mandate can then be used for future payments, so that the hirer does not need to fill out the
form each time they make a payment.

Stripe -

Harry Pepper (Kajima) Invoice GPT5342
12 September, 2023
Date Description Space Time Net Cost VAT Rate VAT Payable Gross Cost

12/09/2023 Astro Pitch (markings for 7aside, 9 aside & 11v11) 10:00 - 11:00 £20.00 0% £0.00 £20.00

Net Total:  £20.00
VAT. £0.00

Grand total:  £20.00

Payment Terms

PAYMENT TERMS
Payment is due by the first booked date in the invoice for regular bockings and 1 month in advance for special events.

PAYMENT ACCEPTED:
GoCardless: Preferred method

Prompt payments are very important to our venue — thank you for your cooperation

Registered Office: Kajima Community, 55 Baker Street, London, W1U 8EW * Company Number: 123456789 « VAT Number: 987654

£20.00 outstanding

= BookingsPlus |TEST MODE

Pay with link =
Invoice GPT5342
Email
Card information
vs DS ®
°
Name on card
Country or region
United Kingdom v

Securely save my information for 1-click checkout

Once the "Pay now with Stripe" option is selected, clients will be taken to a form to enter their debit



card details. Here they'll also see the option to securely save their information for 1-click checkout
in future.

If that option is selected, any future times that the client selects "Pay now with Stripe", the
payment will process using their saved card.

Should your client ever wish to change/update that card, the "customer" can be deleted from your
'Stripe' login, and the next time they go to make a payment they'll be prompted to enter new
details.

Payments made with 'Stripe' process immediately, so if there are issues such as insufficient funds ot
incorrectly entered card details, these will be flagged immediately to the customer to rectify.

After payment has been made, the status of the payment will immediately be 'Paid’, with the
'Pending’ flag not applicable.
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Uploading documents

Last Modified on 02/11/2020 3:42 pm GMT

BookingsPlus is the perfect place to store any documents relating to your hirer's
bookings.

Many file types can be stored including PDF's, Word documents, JPG's. There is a 2MB limit for each
file. For large PDF's, there is an option within Adobe to save as a 'Reduced Size PDF'; this does
significantly decrease the document size.

Please note there is a limit of 10 documents per client, and Hirers are able to view any documents
you upload from their Documents tab.

Hirers can also upload their own documents. This is also done via the Documents tab on their
account. They are however unable to delete any documents that they upload, giving you control.

To upload documents as an administrator, select the client required & click

Upload Document
File

[Croase ] e fe shosen

Category
Insurance -

I;}esu"rpﬁon (opticnal}

[% Set a reminder

Reminder date

Reminder notes

Within the pop-up box, upload the document. The category can be either Insurance/DBS/Other.

There is the option to set a reminder. This can be really useful for any documentation which
expires eg Public Liability Insurance. The reminders will appear on the reminders tab & activate at
the due date.
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Adding an additional user

Last Modified on 02/11/2020 3:47 pm GMT

If you have a client who requires an additional user on their account, e.g. treasurer or secretary for
a football club, then it's easy to add them within BookingsPlus.

There is no limit to the number of additional users. To add an additional user, Go to theClients

tab, search the client and Click View. Scroll down to the Client User Logins:

Client User Logins

ID Name Roles

#13652 Club Secretary booking Resend Welcome Email Edit User Unlink User

#14604 Finance Team billing Resend Welcome Email Edit User Unlink User

#11691 John James booking, billing Resend Welcome Email Edit User Unlink User

#14750 Tim Tyler booking, billing Resend Welcome Email Edit User Unlink User
IES—

Click and fill in details on the pop-up. Select between Booking/Billing or both and
click to Save.

Adding a User to Client Grange Park FC (WK)

First name

Last name

Email Notification Roles

Booking
Billing
Saving new user will automatically send welcome email.

ﬂ

Once saved, the user will automatically receive an email with their password and instructions on
how to log onto BookingsPlus.

If a user is no longer associated with a club, simply click Unlink User | This will remove their access
to the client account.
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Self-service options for clients

Last Modified on 10/02/2021 3:13 pm GMT

Would you like to allow pre-approved clients the option to make their own
bookings?

Then our new feature is perfect for you! You'll retain control in terms of who is able to book, what
they can book & also the times available for them to book.

If you would like to find out more about this option, or to go ahead, please call our Customer Service
team & they will activate your venue and talk you through the steps required to set it up to your
specifications.

Client Bookings (Master Admin only)

* Display calendar page on client login?

% Allow clients to create their own bookings?

* | Booking times are to be limited by specific slots?

Display calendar page on client login

This allows you the option to give all your clients read-only view of your calendar, ideal if you'd like
them to view availability instead of contacting your administrators. A sample of this calendar is
shown below:
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1. Shire Health Centre

Harry Carlton +

Calendar of Bookings

Grange Park Training - Harry Carlton (KidsPlay)

2 ; [ = Change Date
| Past | | Unavailable | Your Bookings

Monday, 19 March 2018 19/03/2018

Note: Spaces marked with * may only be booked at the times Saturdays (09:00-17:00), Sundays (09:00-13:00), Weekdays (18:00-22:00)

Spaces Gam 7am 8am 9am 10am  11am  12pm  1pm 2pm  3pm  4pm S5pm  6pm  7pm  8pm  9pm

Art Classroom

Astro 1

Astro 2

Drama Studio available
Gym

* Gym - User 1

* Gym - User 2

* Gym - User 3

* Gym - User 4

Sports Hall Court 1

(

Create a booking by drag and dropping on an empty area.
Edit/cancel an existing booking by clicking on it.

Location and account for bookings

There are no issues regarding confidentiality, as other bookings are simply shown as unavailable,
while the clients own bookings are shown in green with full details available to click.

Allow clients to make their own bookings

Once we've activated your venue, we will work through the following steps with you:
Step 1 - Client booking slots (Manage > Venue Management)

These have 2 purposes. Initially to set the general times you wish people to be able to book your
facility. For example, if your bookings run from 6-10pm weekdays, you would need a booking slot
for this, otherwise clients would be able to book any time over a 24 hour period!

The other purpose for these booking slots is to limit people to book certain time slots only (e.g. 6-
7pm, 7-8pm), this may be useful if you only wish people to book only on the hour.
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Client Booking Slots

Name From To Days of the Week

Weekdays 18:00 22:00 Monday, Tuesday, Wednesday, Thursday, Friday Edit Delete
Saturdays 09:00 17:00 Saturday Edit Delete
Sundays 09:00 13:00 Sunday Edit Delete
Gym 6-7pm 18:00 19:00 Monday, Tuesday, Wednesday, Thursday, Friday Edit Delete
Gym 7-8pm 19:00 20:00 Monday, Tuesday, Wednesday, Thursday, Friday Edit Delete
Gym 8-Spm 20:00 21:00 Monday, Tuesday, Wednesday, Thursday, Friday Edit Delete

Step 2 - Calendar categories (Manage > Venue Management)

The calendar categories that you have set up to group your rooms can be used to restrict the times
available to book particular spaces, by linking them to your 'Client Booking Slots'. If the 'Use Slots?'
is set to 'No', then the system will use the the longest time period set for that day (in your client
booking slots), by default. In the example above, this would be 18:00 - 22:00 on weekdays, 09:00 -
17:00 on Saturdays, and 09:00 - 13:00 on Sundays. If the 'Use Slots?' is set to 'Yes' then the
shorter time periods (18:00 - 19:00, 19:00 - 20:00, 20:00 - 21:00 on weekdays) will be used. If
there are no 'Client Booking Slots' defined, then your clients will be able to book any time of the day
for all spaces.

Calendar Categories
Name Spaces ;i?s?
Gym Users 4 Yes Edit Delete
Gym Membership 3 No Edit Delete
Conference & Education 11 No Edit Delete
Facilities
Dance, Music and Drama 3 No Edit Delete
Studios
Sports Facilities 7 No Edit Delete

An example of this would be when gym user bookings (in the screenshot above) are using hourly
slots (e.g. 6-7,7-8 etc), but the remaining spaces are bookable anytime between 6-10pm. The
calendar category would be set to 'Use slots? - Yes' for the Gym Users category only to ensure that
the specific short time periods are activated, for the relevant bookable spaces.
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Step 3 - Bookable spaces

Each bookable space now has the option to 'Allow Client Bookings'. These will default to 'Yes', so
please review each space and amend as required. If this is set to 'Yes', the bookable space will
show on the clients calendar page for them to be able to view/make bookings against (if they are
activated). Also, only the Standard rate on all of the Bookable Spaces will be shown to self service
clients, so make sure it is populated correctly.

Bookable Spaces

Allow Client
Name )

boaokings
1. Venue Notes No Edit Delete
6th Form Yes Edit  Delete
Conference & Education Facilities
Annual Fee No Edit Delete
Gym Membership
Art Classroom Yes Edit  Delete
Conference & Education Facilities
Astro 1 Yes Edit  Delete
Sports Facilities

Step 4 - Client activation

Now you've defined your booking criteria, you can now give access to the clients you wish to be
able to make their own bookings. This is done via the Edit Client function.

Edit Client

* | Allow this client to make their own bookings?
*| Limit the available spaces to book by category?
Select the allowed space categories below:

Conference & Education Facilities (11) Dance, Music and Drama Studios (3) Gym Membership (3) Gym Users (4) | Sports Facilities (7)

When activating a client to make their own bookings, you'll be able to select from the list of
calendar categories once you've ticked the 'Limit the available spaces to book by category?' option.
If you wish them to have access to book all activated spaces, do not select this option.

You can easily see from the Client tab who has been given access to this function.
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Dashboard Calendar | Enquiries 5 Clients =~ Bookings | Invoices 2 Payments = Reminders 14 Reports I Users  Manage  Organisations = Venues ~

Current Clients ==

Search Show

Harry

: entries
. . Last Account . Self-
ID Flag Client Name Bookings Booking Balance User Login cervice?
#1781 Harry Potter (Chamber of Secrets) 8 07/03/2018 £0.00 #35181 View  Edit  Archive
#18403 Harry Styles 1 24/04/2016 £0.00 View Edit  Archive
#20337 Harry Carlton (InVision) 40 10/12/2019 £69.80 #2062, #15544, Yes View  Edit  Archive
#32164

#22906 Harry Street (FilmFun) 3 22/03/2017 £0.00 #17980 View Edit  Archive
#23124 Harry Ramsden (Harry Ramsden Fc) 2 23/02/2017 £0.00 #17096 View  Edit  Archive

Once this is done, we will set up a test client to ensure that the functionality is working correctly
and the appropriate controls are in place.

The client account is designed to be intuitive, however we do have a step by step guide available in
the online help which could be downloaded & sent out to your clients if required. Client self-booking
guide


https://bookingsplus.knowledgeowl.com/help/hirer-guides-client-self-booking-guide

Client Self-Booking guide

Last Modified on 12/09/2023 10:40 am BST

Guide for clients to manage their bookings online

With BookingsPlus you can allow your clients to book their own sessions online, via their client
account.

This quick and simple booking tool means they can book sessions with you out of normal office
hours, at a time which may be more convenient for them, online and on the go!

If you would like your clients to benefit from Self-Booking, contact our Helpdesk to have this feature
activated at your venue(s): helpdesk@schoolbookings.co.uk

Once that's activated, you can send the below information to them as a step by step guide...

1. Login to the system
Login via https://my.schoolbookings.co.uk/users/sign_in
If you forget your password, there's a link to reset your password on that login page.

Once logged in, your Dashboard will be visible. From here you'll be able to see any actions required
(bookings to confirm, invoices to pay etc).

If you wish to change your password at any point, click on the blue button with your name (top right
of your screen) and select 'Edit Account'.

You are required to accept the venue’s booking Terms and Conditions and Privacy Policy before
your account is fully functional. If you wish to read a copy of the document, simply click to
download. Once you’'re happy and ready to sign, tick to accept.
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Dashboards Account Invoices Calendar Bookings Documents Help

1. Grange Park School Demo John Smith

Welcome John Smith
You last logged in at 17.17 on Thu 29 Oct 2020

1. Grange Park School Demo

1. Grange Park School Demo Terms and Conditions
Grange Park School Privacy Policy 210620

O | agree to the Grange Psrk School Privacy Policy 210820

Terms and Conditions of Use 210820

O | agree to the Terms and Conditions of Use 210820

‘We take your privacy seriously and will only use your personal information to administer your account and to provide the products and services you have requested
from us.

However, from time to fime we would like to contact you with details of other products/services/promotions we offer. If you consent to us contacting you for this purpose
please tick to say how you would like us to contact you:

Options available for 1. Grange Park School Demao
O Email

O Telephone

O Pest

O Text

2. Confirm existing bookings

Any provisional bookings which have been made by the administrator will be visible on your
dashboard.

You are required to check and confirm these bookings - to do this, click ‘View’ next to the booking.
This will take you to the detail of the booking.

Once you've checked the dates/times/room which have been booked for you, click the green
‘confirm’ button at the bottom of the screen.

Please repeat this step for all provisional bookings which appear on the dashboard.
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Booking #529839

1. Grange Park School Demo

C Recurs from February 10th to March 3rd 2021
Client: Susi Bee (Susi's Bee's)

Telephone: 01604677764
Mobile:

Email: schoolbookings5+susib@gmail.com

Badminton Hire
Code of Conduct for Room Hire:

* Leave hired areas clean & tidy as found

* Leave the hired area prompily for the next user
* No outdoor shoes / heels in the sports hall / gym
* Do not consume food in the sporis hall / gym

Code of Conduct for Gym Membership:

* Sign in & out at reception
* Respect other users
* Report any faulty equipment to main reception

Date Space Start Time End Time
1000272021 Castle View Sporiz Hall 1 18:00 19:00
17022021 Castle View Sporis Hall 1 18:00 19:00
2410272021 Castle View Sports Hall 1 18:00 18:00
0340372021 Castle View Sports Hall 1 18:00 18:00

Booking Summary

Amount: £40.00
Wat: £5.00

Total booking price: £45.00

3. Check availability and make new bookings

Status

Provisional

Provisional

Provisional

Provisional

Hourly Rate

£10.00 plus VAT
£10.00 plus VAT
£10.00 plus VAT

£10.00 plus VAT

Gross Cost

£12.00 inc. VAT

£12.00 inc. VAT

£12.00 inc. VAT

£12.00 inc. VAT

Payment Status
Unbilled
Unbilled
Unbilled

Unbilled

You're able to check room availability and make new bookings via the ‘Calendar’ tab.

Edit

Edit

Edit

Edit

Edit

Cancel

Cancel

Cancel

If you hire at multiple BookingsPlus venues, click the drop-down option at top right of screen to

select the correct venue.

The calendar will show your bookings in green, as well as any unavailable slots in red.

To view room information, click on the room name (in blue) to the left of the calendar view.
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Create a booking by drag and dropping on an empty area.
Calendar of Bookings

Location and account for bookings

Grange Park Training - Carl Carlson ~ ~

(=] Wednesday, 19 July 2017 -

19/07/2017

Spaces sam 7am 8am 9am 10am  11am  12pm  1pm  2pm 3pm  4pm 5pm &pm 7pm 8pm 9pm

Drama Studio

e

Main Hall

Sports Hall Court 1

If the room has a * after the name it means that it is a 'slotted space', where availability is
restricted to a block, rather than being able to select the start and end time. The Slots that are set
up against that venue will show at the top of the calendar table:

- Change Date
I I I Tuesday, 3 November 2020 0311112020

Mote: Spaces marked with * may only be booked st the times Weekday Evening Slot (17:00-23:00). Weekday Afterncon Slot (15:00-17-00)

Spaces Bam Tam Bam Bam 10am 1am 12pm 1pm 2pm 3pm 4pm Bpm Bpm Tpm &pm Spm
1. Venue Motes

Astro Pitch frequently used Tv7 8v8 8

Astro Pitch (m

ings for Taside, 9 as
aside Pitch A

(5 aside) - 7 aside Pitch &

To make a new booking, click and drag on the time you require against the room name. This will
take you to a page to see the Booking Summary, and give you the option to either Book to create
the booking for one date, or Refine Search to add additional occurrences.
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New Booking

Confirm your spaces
To find alternative dates or to recur your booking, click'Refine Search’. Click 'Book’ to book just the available dates.

Wed 10 Feb 2021, 18:00 - 19:00

Space Hourly Rate Net Cost VAT Gross Cost

Badminton Court 2
The 4 badminton court sporis hall is a fully sprung weoden flooring and suitable for most

performance and recreational sporis. It is hard wearing and mulii purpose giving optimum ball
bounce, shock-absorption, resilience and friction. Lighfing lux levels suitable for competifion
standard Basketball, Volleyball, netball and Badminton. A net can divide the hall in two.,
EQUIPMENT AVAILABLE SAS Goals, Metball / Badminton / Volleyball Posts, Cricket Mets (2
Bays), Basketball Rings (2 main and & practice), Gymnastics Equipment

Al Halls

£7.50 £7.50 20.0 % £9.00 Available

Pleaze let us know what activity is taking place

E.g Training course for 5 people

Purchase Order Number

T

Booking Summary

Amount: £7.50
Vat: £1.50

Total bocking price: £9.00

O 1 agree to the Terms and Condifions of Use

N

If you select a slotted room, it will default to the slot that covers the time frame you selected:
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New Booking

Confirm your spaces
To find alternative dates or to recur your hooking, click 'Refine Search'. Click 'Book’ to book just the available dates.

Wed 10 Feb 2021, 17:00 - 23:00

Space Hourly Rate Met Cost VAT Gross Cost

AWP 2 (5 aside) - 7 aside Pitch A £35.00 £210.00 200 % £252.00 Available

AWP

Please let us know what activity is taking place

E_g Training course for 5 people

Purchase Order Number

Booking Summary

Amount: £210.00
Vat: £42.00
Total booking price: £252.00

Total payable now: £ 252.00

O 1 agree to the Terms and Condifions of Use

o [

If you would like to make it a recurring booking, click the Refine Search button. The screen will be
pre-filled with previous selections, simply select the recurrences required and click ‘Check
availability’. The full selection of dates will be shown, any dates in green are available, red indicates
unavailable. If dates are unavailable you can click Refine search again, select another suitable

space and check availability again.

New Booking

Select the type of room(s) are you looking to book?
® Dance, Music and Drama Studios

O Conference & Education Facilities
O sports Facilities

O Gym Membership

Select all spaces you would like to book.

W Drama Studio (£25.00) O cym (£35.00) [ main Hall (£45.00)
All costs are per hour, excluding vat
Date and Time
Please select the date and times you prefer.
Booking date:  19/07/2017 At 14:30 until 15:00 on the 19/07/2017

B would you like 1o recur your booking?

Repeat every weeks @ For occurrences O Until

on [ Monday [0 Tuesday M Wednesday (] Thursday (] Friday

Check Availability
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Slotted rooms will show the available blocks here, rather than a start and end time:

Select the type of room(s) are you looking to book

® awp O anlHalis

O Castle View O Dance/Drama

O Education O Event Halls

O Frequently Used O Gym Membership
O Kids Party Rooms O Lighting equipment
O Sports Hall 2 O Sports Halls

O Test O sports facilities

Select all spaces you would like to book

AWP 1 (5 aside)- 7 aside Pitch A (£50.00) ) AWP 2 (5 aside) - 7 aside Pitch A (£35.00) [ AWP 3 (5 aside) - 7 aside Pitch B {(£35.00)
[ AWP 4 (5 aside) - 7 aside Pitch B (£20.00)

All costs are per hour, excluding vat

Purchase order number

Date and Time
Please select the date and times you prefer.

Booking date: | DD/MMAYYY O Weekday Evening Slot (17:00-23:00) O Weekday Aftemoon Slot (15:00-17:00)

O Would you like to recur your booking?

Once you are happy with all of the dates shown, scroll to the bottom of the page to enter a short
description of the activity taking place, enter a Purchase Order (if required), tick to agree to the
Terms and Conditions and click Book.

Once the booking has been made, you’'ll receive a confirmation email and the venue will arrange an
invoice for the booking.

All your bookings can be viewed via the ‘Bookings’ tab. All your invoices can be viewed via the
‘Invoices’ tab.

4. Edit or cancel existing bookings

To edit a single booking, locate the booking from the 'Calendar' tab. Click the booking and amend
the space and time, on the pop-up form.

From the calendar page, you're also able to drag and drop your booking into another room and
drag to change the times. Both of these actions will create the pop-up to confirm your changes:
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Edit Booking

Change Location:

Art Classroom -

Change Time:

Date:
16/08/2017

From

17:00

To:
18:00

Hourly rate:  £20.00
Netcost  £20.00
VAT 20%

Gross cost  £24.00

Booking description
Code of Conduct for Room Hire:
* Leave hired areas clean & tidy as found

* Leave the hired area prompily for the next user
* No outdoor shoes / heels in the sports hall / gym

Save Changes Cancel Booking Discard Changes

For Slotted rooms, again the start and end time will be replaced by all slots set up for that date:



Edit Booking

Change Location:

AWP 1 (5 aside)- 7 aside Pitch A

Change Time:

Date:
05/11/2020

Weekday Evening Slot (17:00-23:00)
Weekday Afternocon Slot {(15:00-17-00)

Hourly rate:  £50.00
Metcost:  £100.00
VAT 200%

Gross cost  £120.00

Booking description
5 aside football

p—

To edit a recurring booking, click on the bookings tab. From the detailed view, you can use the
filters to locate your booking. Alternatively, switch to the summary view to see a high level list of
your bookings.

From the booking form (shown below), you'll be able to edit each line item as required.
Cancellations can be made from the same screen.



Dashboards

Booking #187558
Grange Park Training
Net Cost: £144.00

Calendar

C Recurs from July 15th to Ausgust 23rd 2017

Client: Carl Carlson

Telephone:

Code of Conduct for Room Hire:

* Leave hired areas clean & fidy as found

* Leave the hired area promptly for the next user
* No outdoor shoes [ heels in the sports hall / gym

* Do not consume food in the sports hall f gym

Code of Conduct for Gym Membership:

* Sign in & out at reception
* Respect other users

* Report any faulty equipment to main reception

Date

19072017

260712017

02/08r2017

na/a20m7

16/08/2017

230E2MT

Please note: you’'ll be unable to cancel if your booking is in the past or less than 48 hours away.

Should you wish to cancel multiple booking lines, or the entire booking, contact the administration

Art Classroom

Art Classroom

Art Classroom

Art Classroom

Art Classroom

Art Classroom

Start Time

17:00

17:00

17:00

17:00

17:00

1700

Bookings

Mobile:

End Time

18:00

18:00

18:00

18:00

18:00

18:00

Documents

Status

Confirmed

Confirmed

Confirmed

Confirmed

Confirmed

Confirmed

Help

Hourly Rate
£20.00 plus VAT
£20.00 plus VAT
£20.00 plus VAT
£20.00 plus VAT
£20.00 plus VAT

£20.00 plus VAT

Email: schoolbookings5+carlc@gmail.com

Gross Cost

£24.00 inc_ VAT

£24.00 inc_ VAT

£24.00 inc_ VAT

£24.00 inc_ VAT

£24.00 inc_ VAT

£24 00 inc_ VAT

team for that venue and they can make those changes for you.

If on the 'Check Availability' page you are given a total payable now, and once you click to create
your booking it is showing as Tentative; then your venue will have set up Instant Payment. This
means you will be required to pay for this and past calendar months, before securing your

bookings. View our Knowledge Owl here for further information on this.

Payment Status
Billed

Billed

Unbilled

Unbilled

Unbilled

Unbilled

Edit

Edit

Edit

Edit

Cance

Cance

Cance

Cance
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Privacy Policy & Marketing Preferences
on the Clients Account

Last Modified on 18/02/2022 12:02 pm GMT

BookingsPlus enables you to present your privacy policy to your clients in their online account and
also allows you to display your chosen marketing options to them. To set this up please see our
article: Set-up Privacy Policy and Marketing Preferences

Once you have set-up your privacy policy and your preferred marketing options your clients will be
presented with these the next time that they log into their account. They will be able to view your
privacy policy and click to agree and also will be able to indicate their preferred marketing options.
If you have also added some new terms these will also display for their agreement.

Grange Park School Terms and Conditions
Grange Park Privacy policy 4

LI 1 agree to the Grange Park Privacy policy 4

Grange Park Terms 4

L] agree to the Grange Park Terms 4

We take your privacy seriously and will only use your personal information to administer your account and to provide the products and services you have requested

from us.

However, from time to time we would like to contact you with details of other products/services/promotions we offer. If you consent to us contacting you for this purpose

please tick to say how you would like us to contact you:
Telephone

| Text

Only once the client has accepted your privacy policy (and terms, if applicable), will they be able to
view their bookings & make payments etc.

The client can edit their marketing options, user name, email and password at any time by clicking
their name, then Edit Account in the drop down in the top right hand corner of their system login
screen.

Susi Bedford +

Edit Account

Logout

There they can then tweak their choices, enter their current password and click update.
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First name

| Susi

Last name

| Bedford

Email

New password (leave blank if you don't want to change it)

New password confirmation

Current password (enter your current password)

Marketing Preferences:

Please note that this will not change the contact details you hold on their clients account (name,
email etc). It will only amend their user login details. This will ensure that all requests for name
changes on their client account, come through the venue and that a client cannot just amend their
contact details.
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Adding Client Flags

Last Modified on 02/11/2020 4:36 pm GMT

Client flags give the administrator the ability to flag certain clients and be able to draw attention
where they may be an issue, or just that there is something different about that account. For
example; it may be the case that that client is owing a payment, or that the client needs to be
invoiced weekly.

To add this setting in, go to the Manage Tab, scroll down the Venue Management sub tab to
Client Flags.

Click Add Client flag, and type in a reason for the flag, and click Save. Please note that this has a

limit of 25 characters.

You can add as many different flags as needed.

Client Flags

Reason

Late Payer Edit Delete

Damages Edit Delete

In order to then allocate the flag to a client account, click into the Clients tab, find the client and
click Edit.

Scroll down to the bottom of the page to select the reason from the Client flag drop down menu,
and click Update Client.

EXCTITE oM allomated MVOICTg

Client flag

This flag will now show on the Clients tab:

Current Clients ==
Search:
examp
ID Flag Client Name Bookings Last Booking Account Balance User Login Self-service?

#29684 P Test Example 0 £0.00




and at the top of a Clients account:

Dashboard Clients Invoices 10 Paymer

Calendar Bookings

Enquiries 2

Client was successfully updated.

Test Example ~ Late Payer

ID: #29884

Client can make their own bookings? No

Client is locked to book spaces by their categories? No

Email: test@example.cpm

If you would like to remove a flag from a Clients account, click back into the Edit page, select the
blank space from the Client flag drop down and click Update Client

R TULE TTOTIT dUTOTTTaTE W TTVUTL T

Client flag

Late Payer

Please note the following:

e These flags are not visible to a client when logged into their client account.
e Once a Client flag has been allocated against a client it cannot be deleted from the Manage

Tab.



Adding VAT to a Client

Last Modified on 03/02/2021 5:31 pm GMT

With the proposed changes to the UK's VAT rates, we have updated how you can set VAT at your
venue, both on Client's accounts and for New and Existing Bookings.

Instead of the old text box, our new drop-down option allows you to quickly and easily adjust VAT
rates for your clients bookings!

Setting a Client's VAT Rate

1) Create a new Client from the tab

VAT rate

2) At the top right, above their Address details, you can see the VAT drop-down box: * *

3) From the pre-set list, select the VAT Rate for this Client (this will be kept at your venues default
VAT Rate if unchanged)

With this set, any new booking for this Client will automatically reflect this new VAT Rate!

To adjust the VAT Rate of an Existing Client, you can view their account from the tab,
and select the Edit button; you can also from the Client's page!

This doesn't mean that the Clients are fixed to these rates. You can still make changes on
particular bookings when creating or editing a booking. For more on adjusting the VAT on a
booking, click here.
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Display calendar tab to clients

Last Modified on 17/11/2021 12:54 pm GMT

Within BookingsPlus there is the option to allow your clients to view your venue’s calendar without
them having the ability to make their own bookings. This permits clients to see their own bookings
and what slots are or are not available, before contacting the venue to request a new booking,
saving you time.

When the calendar is set up at your venue, all of your current clients will be able to see your
bookable spaces.

Sestocars | Account | imvoices I Socknos || Bocuments | Hew _

For questions related to your Bookings, Payments, Invoices or Account, please contact the Lettings Team at the Venue that you hire at directly.
Contact details for your Venue can be found on the Venue's website 'Contact Page’ or via the Help tab.

Calendar of Bookings

Location and account for bookings

1.Demo Venue -B-DemoB  ~

Change Date
I R [ Wednesday, 17 November 2021 .

1711112021

Spaces 6am  7am  8am  %am  10am 1lam 12pm 1pm  2pm  3pm  4pm  Spm  6pm  7pm  spm  9pm
Classroom 1

Classioom 2

Classfoom 3

Function Hall

Hall 1

Hall 2

Hall 3

Hall 4

Hall 5

Hall 6

Main Hall First
Main Hall Ground
Outside

When they hover over the space they will be able to see images and notes saved to the space.



Calendar of Bookings

Location and account for bookings

1. Demo Venue - B - Demo B ~

M I o dovs | Wednesday, 17 November 2021 g

gam  7am  gam  %am 10am  1lam  12pm  1pm  2pm  3pm  4pm  Spm  &pm  Tpm  Spm  9pm

Hall 2

Hall 3

Hall 4

Classroom 1

~ Classroom 1 can accommeodate 30
P28 people, Equipment;, 15 tables, 31
Main He chajrs, Projector®, Interactve
Main Hz whiteboard”, "Please include in your
Outsise  enquiry if you would like the use of

these items "

Before opting for clients to see the calendar, it is worthwhile going through each bookable space
and ensuring you are happy with the Notes and images that will display. You can do this from
the Manage Tab - Venue Management - Bookable spaces - Edit

Clients will be able to see their own bookings highlighted in green on the calendar. Any other
client's bookings will simply show as 'Unavailable’, highlighted in red.

18/11/2021

T S e Thursday, 18 November 2021 Framtoat

Spaces Bam 7am 8am %am 10am  11am  12pm  1pm 2pm 3Ipm 4pm 5pm

&pm
Classroom 1 |:|

Classroom 2

Classroom 3 Unavailable

Function Hall

7pm 8pm 9pm

Hall 1

Hall 2

Hall 3

Hall 4

Hall 5

Hall &

Main Hall First
Main Hall Ground

QOutside



If the user has access to multiple client accounts, they can switch account here:

Calendar of Bookings

Location and account for bookings

1. Demo Venue - B - Demo B hd
1. Demo Venue - B - Dema B -
1. Demo Vienue - B - Second Account

I I [— Thursday, 18 November 2021 e

gam  Tam  8am  %am 10am 11am  12pm 1pm  2pm  Jpm  4pm  Spm  &pm  Tpm  Spm  Spm

Kain Hall Ground

Once the user has viewed availability and would like to get in touch regarding a new booking, they
can email you via the New Booking Button at the top right of the page

If you would like to allow certain clients to be able to make their own bookings from their client
login, take a look at our article on self-service options for clients here
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Make a provisional booking

Last Modified on 02/11/2020 4:48 pm GMT

It's time to make a booking!

If you've had an Enquiry, then simply click on All of the information below will be

carried forward.

16:00 17:00%

If it's for an existing hirer, select the space & date/time from the calendar & clickB . The

booking form will open as below.

Grange Park School p and Suppori Enaiscmabied = Tracy Tainer

Dashboard Calendar Enquiries 1 Clients Bookings Invoices Payments Reminders 3 _ Users Manage Venues ~

New Booking

Booking Query

Select client | John James (Grange Park FC (WK)) v |

Purchase order Category | Sport & Fitness | 7| checkiist| New Regular Booking C... |+

Spaces
Space B Booking rate: Net: VAT Gross:
Senior Football Plich 2 * | Standard (£45.00) v £ 450 20% ~ | | £|54.00

Sundry Items

Date and Time Deposit

Booking date: | 31/03/2016 from 17:00 until 18:00 on the 31/03/2016 Amount: | £ 0.0

Recurrence
Recurs:
Weekly

Repeatevery 1 -  weeks ® For 6 ~ occurrences until

on Monday Tuesday Wednesday || Thursday Friday Saturday Sunday

Term time only

- Booking Query

_ Select client from drop down box. For new clients, click i populate and Save.

- Purchase Order - will appear on the invoice (a separate invoice for each purchase order
number is generated)

- Category - allows you to tag each booking. This shows on the Bookings tab and Bookings
Value Report and is helpful for analysis. It also allows you to easily identify when special
events are booked!
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- Checklist - adds a pre-set checklist to your booking (eg Regular Bookings, Special Events) -
you can create these in the Manage tab.

- Spaces

- This will be pre-filled from the Enquiry or Calendar. It can be amended if required.

- Any additional spaces can be added via
- VAT will be set according to the Clients account (can be overridden if required)
- Sundry Items
- Ideal for ad-hoc charges eg tea/coffees.
- Note - the sundry will be replicated against each bookable space.
- Date and Time

- Select date/time of first occurrence of the booking. Only make the 'On the' date the day after
if the booking goes over midnight.

- Deposit

- This field is purely a record of whether a deposit has been taken against a booking. It does
not generate any financial entries.

- Recurrence
- Option for daily/weekly occurrence, select as required

- Click 'Term Time only' if required. This is based on the holiday dates predefined within your
Manage area.

Now select
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Check Availability

Availability checked on: 31/3/2016

Booking Details

Edit selected Cancel selected

(] Space Date Time Available  Rate Gross Status

3 e S 2 2 =

Senior Football Pitch 2 (booked by: 070412016 18:00 £45.00 20% Unbilled
Football Fanatics #87060 18:00-19:00}
. Senior Football Plich 2 141!]4!1016 18:00-19:00 - £45.00 £45.00 £54.00 m-

Total 6 £270.00 £324.00

The table gives you a clear guide to the availability across the sessions requested. Dates appearing

in Green are available, Dates in Red are either already booked by another client or the venue is
closed (the narrative will explain).

Dates can be cancelled by clicking on the red cross - to the right (for single line), or by

ticking box on left of line & selecting

Editing can be done at single line level by clicking on the - , or ticking box on left of line &

selecting

Select item to be edited (space or times) and click on @ This will change all of the selected
items to the amended fields.

See Check Availability across Venues

Once the booking dates/times have been availability checked, complete the bottom section of the
booking form, providing as much information as possible.
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Booking Notes
Diescription: (Shown on attendance sheets)
Football Training - Adults

FM Motes: (Shown on activity sheets)
Goals not required

Client Motes: (Shown on client login)
Code of Conduct for Room Hire:

* Leave hired areas clean & tidy as found
* Leave the hired area prorr_lpthr for the next user

Cther MNotes:
5 42 Client aware school closed on 17/2

Foliow up
*| Set a reminder

Reminder date
04/02/2018

Reminder notes
Check client has accepted T&C's and confimed, then raise invoice

e

Once you click , you will have the option to send a Provisional Booking email.

Email Confirmation
Would you like to send a provisional booking email to the client?

If you click to send a Provisional Booking email, it will also generate a Welcome Email which
contains a password & log-in instructions. See Welcome Email for further information.

For next steps on how to confirm a booking see Confirm a Booking


https://bookingsplus.knowledgeowl.com/help/welcome-emails
https://bookingsplus.knowledgeowl.com/help/confirm-a-booking

Confirm a booking

Last Modified on 02/11/2020 4:50 pm GMT

Once you've got a Provisional booking in the calendar, it needs to be confirmed in order
for it to appear on your Activity/Attendance reports for site staff & also to raise an
invoice.

Best practice is for your hirers to confirm their own bookings, this means they have to accept the
T&C's before they can proceed & also ensures that they take responsibility for checking their
bookings. When you make the provisional booking, you are able to send an automated email to the
hirer to let them know they have a booking to confirm. Click here to see Hirers process to confirm a
booking

There may be cases when you need to confirm a booking. To do this, locate the booking - either
from the [Calendar] or [Client] tab.

Football training - adults

From March 31st to May 19th 2016

Client: John James (Grange Park FC (WK))

Telephone: 01604 675849 Mobile: 07917 859456

Email: schoolbookingsS+johnjames@gmail.com

Booking taken by Tracy Trainer on 31 March, 2016 at 12:31

e e e ﬁ

Once you've clicked on the booking, a pop-up box will appear with options.

Click on the m button & you will be given the option to either confirm the whole booking or
just one occurrence. When you've chosen the option, another pop-up appears.
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Email Confirmation

Would you like to send a confirmation email to the client

(schoolbookings5+johnjames @amail.com)?

By sending the email, they will receive a generic email stating they have a confirmed booking, with
a link to their account.
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Non-Billable client

Last Modified on 02/11/2020 4:54 pm GMT

There is an option in BookingsPlus to create a Non-Billable client.

Any bookings which do not need to be charged for during opening hours need to be
added to BookingsPlus to limit disruption and to ensure Administrators and Site Staff
are fully aware of what is happening in the venue.

If required, there can be a number of Non-Billable Clients e.g. Maintenance, Parents Evenings,
Performances etc. Just think about the analysis which will be required from the system.

When a client is set up or edited, you'll notice there's a box at the bottom of the pageto select if
you are creating a Non-Billable client. This will mean that the booking is non-chargeable & will
show up in Grey on the calendar.
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New Client

[ ] Al this client to make their own bookings?

Client reference

Company Mame

Company number

WAT numbsr AT rate

| | 0% Zero Rats

Contact salutation (MrMrsiDrfetc.) Address 1
| | |
Contaet first name Address 2
| | |
Contact lsst name City

| ||
Contact email County

| | |
Telephons Post Code
| ||

Mobile

| |

Fax number

| |

Motes (for agminisiratar view only)

-

] Mon-illable cliznt i wl nat 22 chasged for any sookings)

D Excluede from automated invoicing

Client flag
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Editing a booking

Last Modified on 02/11/2020 5:08 pm GMT

As bookings rarely stay the same, we've made it really easy to edit a booking
in BookingsPlus.

There are a number of ways to do this - firstly, if you are only looking to edit one occurrence, you
can do so via the Calendar or Bookings tab. On the Calendar you can click on the occurrence, Click
Edit, and 'This occurrence'. On the bookings tab you only need to click the edit button. For both you
will see this popup:

Edit Recurrence

Select Space

Castle View Sports Hall 2 -
Rate: WAT:
£ 10.00 20% Standard Rate -
Gross: Switch to fixed cost
£ 12.00
From: at:
04/11/2020 1700
undil: at:
04/11/2020 18:00

e SN

From here you will be able to amend the field needed, and click Save.

If you need to amend many occurrences of the same booking, there are 3 ways to get to the Edit
Booking page:

- Through the Calendar tab, Select one of the occurrences, Edit, Edit the whole booking

- Clients tab, Search the Client, Click View, scroll to the bottom of the page & click on the relevant
booking. Click the Edit button at the bottom of the page.

- Bookings tab, Click on a Booking Reference ID hyperlink and click the Edit button at the bottom
of the page.



You will then see this screen.

Grange Park School W Ty stret -

Dashboard Calendar | Enquires = Clients | Boekings = Invoices =~ Payments | Reminders 1 Reports Users = Venues ~

Edit Booking

Booking Query

Select client | John James (Grange Park FC (WK)) |. \0{

Purchase order Category | Sport & Fitness | = | checkiist| New Regular Booking .. |+ |

Toggle options

Booking Details

%  Space Date Time Available  Rate Gross Status

I o o s e o

Total 4 £180.00 £216.00

Booking Notes

Description: (Shown on attendance sheets)

Football training - adults

FIM Notes: (Shown on activity sheets)
none

At the top right of the green table is a link to Toggle Options, this will return to the original
booking information (date/time/spaces). If this information is updated & refreshed, it will refresh
the green table. This is not recommended - it will mean that any changes which had been done
from within the green table would be reset.

Any changes can easily be done from within the green table.

To amend a single line, click on the pencil icon - and the line will convert allowing you to

amend any of the variables. Once done, click on the to confirm.

Booking Details

Edit selected Cancel selected

Space Date Time Available  Rate Gross Status

E
450

If you need to amend a number of lines, simply click on the tick box on the left for each session you
wish to amend, click on and amend the drop down boxes as needed. Once you've

finished click and it will update all the selected lines. Please note that all lines you have
selected will be updated with all information in the Edit Selected area so you need to make sure
that you have chosen bookings with the same room, and that you are happy that all other
information should be replaced.
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Note - if any spaces are unavailable at this stage (either closure or already booked), they will show
in red.

Once done, scroll to the bottom & click )

TIP - for a full audit trail, it's best to record the changes you've made to the booking. This can easily be done on
the Other Notes section within the booking (this does not appear on the hirers view).

Other Notes:
TS 10/2 Booking on 9/3 now at 8-9pm (email from hirer 10/2)
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Cancel a booking

Last Modified on 02/11/2020 5:26 pm GMT

There are a number of ways to cancel a Hirer's booking within BookingsPlus. This is our
recommended way - it does all the cancellations, communication & credit notes (if
required) in just a few clicks, meaning it's easy for you. It's also easily understood for
the Hirer.

Select the Bookings tab.

Start Date ' 01/11/2020 End Date 30/11/2020 . L
Amend to include the dates you are wishing to cancel.

Type your hirer's name in the search box (make sure it's the correct client incase you have a few with similar
names!) and click Go.

Dashboard = Calendar ~ Enquiries & Clients | Bookings  Invoices 2 Payments | Reminders 1a Reports I Users ~ Manage @ Organisations = Venues -
= T

Bookings

by: Space (92) [~ Category — v][—Status - v|[Payment Status — v Start Dale 01/11/2020  End Date | 30/11/2020 ﬁ

Search Show
John @ hd
entries
Bookings .
O Date Starttime  End time Space Glient Value (Ex.  Category Status PETICENT Eockiag
Status Ref
VAT)
O 02/11/2020 10:00 11:00 AWP1(5aside)-7  John Smith (a) £50.00 confirmed  Billed 4522242 Edit
aside Pitch A
O 02/11/2020 11:00 12:00 AWP 1 (5aside)-7  John Smith (2) £50.00 provisional  Unbilled #500970  Edit
aside Pitch A
O  o0er11/2020 11:00 12:00 AWP 1 (Saside)-7  John Smilh (2) £50.00 provisional  Unbilled #500270  Edit
aside Pitch A
O 16/11/2020 11:00 12:00 AWP 1 (5aside)7  John Smilh (2) £50.00 provisional  Unbilled #520270  Edit
aside Pitch A
O 2a11/2020 11:00 12:00 AWP1 (5aside)-7  John Smilh (2) £50.00 provisional  Unbilled #522270  Edit
aside Pitch A
Showing all 5

Tick the boxes for the bookings you wish to cancel. Note - if there are more than 20 bookings, click to show 50 or
100 entries.

Click the button.

You will then see a pop-up allowing you to notify the customer and raise credit notes for any bookings that are
Invoiced.
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Cancel Bookings

* | Notify the client(s) by email that you have cancelled these bookings?
Notifications sent to confirmed bookings only
Reason for cancellation(s)
Pitch not suitable for use
This reason will be displayed on the credit note if raised

*| One or more of these bookings has been billed - would you like to
raise credit notes?

* | Notify the client{s) by email that you have raised a credit note(s)?

Cancel these Bookings

If you select to notify client by email, they will receive an itemised cancellation email (example below).This
email is based on the standard text for your venue. It may be appropriate to amend this email for this specific
occasion. See Amend Automated Emails for assistance on how to do this.

Notification of cancelled bookings 522242 » nbox x

1. Grange Park School Demo <ncreply@email.schoolbookings.co.uk=>
to John ~

Dear John Smith,

The following bookings have been cancelled

Ref 522242 - 02/11/2020 10:00-11:00 AWP 1 (5 aside)- 7 aside Pitch A
Reason for cancellation: Pitch not suitable for use

Please click this link to login and check your current bookings
https:/imy schoolbookings.co.uk/users/sign_in

IMany thanks

The Kajima Community Team at Grange Park School
schoolbookingsS@gmail.com
www.test.schoolbookings.co.uk

03330 110476

Follow us on Facebook: like us on Facebook

*** Please do NOT reply to this email address, it is not monitored. Please contact
the venue that you hire facilities at ***

If any of the bookings are billed, an option to raise credit notes is given. This raises one credit note per customer
(showing all the cancelled bookings).

If a credit note is raised, this will be shown on screen & you will be able to allocate it directly to an invoice.

If you choose to not Credit note an Invoiced booking, once cancelled, it will show on the bookings tab. This will

be shown by a £ on the left hand side. It will also still show on the Bookings Value Report with the Status
Cancelled.
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Bulk cancel bookings

Last Modified on 05/11/2020 5:01 pm GMT

What happens if you need to cancel all your bookings tonight due to snow? Or maybe
your Sports Hall is out of use for a week while the floor is sanded? No problem!
In BookingsPlus you can cancel the bookings & raise the credits with just a few clicks.

Click on the Bookingstab. This tab allows you to view the bookings for your venue & filter by
many different criteria. It defaults to show a one month view, but the start/end dates can be
amended as required.

Dashboard Calendar Enquiries Clients Bookings Invoices Payments Reminders 4 Reports _ Users Manage Venue
T I T
Bookings peziea ~

by: Space (27) [~ Category — ~|[ Status = v| |- Payment Status — Start Date | 05-11-2020 | End Date  05-12-2020 ﬁ

Toggle All Spaces

[ eth Form [ Art Classroom [ Astro 1 [ Astro 2 [ ClassroomA [ Classroom B U Classroom ¢ [ Classroom D [ Cookery Classroom [ Drama Studio [ Gym
Oeym-user1 Ceym-User2 [ Gym-Userd [ Gym-User4a (ICT Suite (JMain Hall [J Meeting Room [ Monthly Fee [ MUGA [ Music Classroom
[ science Lab [ Sports Hall Court 1 [ Sports Hall Court 2 ([ Sports Hall Court 3 [ Sports Hall Court 4 [ U16 Fee

Search: Show
entries
Bookings Payment Bookin
O Date Starttime  End time Space Client Value (Ex.  Category  Status ! 9
Status Ref
VAT)
05/11/2020 09:00 10:00 6th Form School Reservation Free confirmed  Free #516809  Edit
07/11/2020 12:00 14:00 Astro 1 Dominic Baines (Little £40.00 Sport & confirmed  Unbilled #498592 Edit
Kickers) Fitness
10/11/2020 09:00 10:00 6th Form School Reservation Free confirmed  Free #516808  Edit
12/11/2020 09:00 10:00 6th Form School Reservation Free confirmed  Free #516809  Edit
14/11/2020 12:00 14:00 Astro1 Dominic Baines (Little £40.00 Sport & confirmed  Unbilled #4956592 Edit
Kickers) Filness
17/11/2020 0900 10:00 6th Form School Reservation Free confirmed  Free #5168068  Edit
19/11/2020 0900 10:00 6th Form School Reservation Free confirmed  Free #516809  Edit
21/11/2020 12:00 14:00 Astro 1 Dominic Baines (Little £40.00 Sport & confirmed  Unbilled #498592  Edit
Kickers) Fitness

Let's use the Sports Hall floor scenario.....

by: Space (27)

Click on this will allow you to select which facilities you need to retrieve bookings
for.

Start Date| 05-11-2020 | End Date  05-12-2020 ,
Amend and click

The table below will then show all the bookings for the Sports Hall within the time period you
Show )
|20 v
selected. At this point, amend the | entries to make sure it shows 100 entries

From here, simply tick the box by the date column to select all the bookings & click
. A pop-up box will allow you options to communicate & credit the hirer.
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Cancel Bookings

Motify the client(s) by email that you have cancelled these bookings?
Notifications sent to confirmed bookings only

Reason for cancellation(s)

This reason will be displayed on the credit note if raised

One or more of these bookings has been billed - would you like to

raise credit notes?
Cancel these Bookings

If you select to Notify the Client, an automated email will be sent to the hirer listing out the
bookings which have been cancelled. The wording of this email is specific to your venue & is
updated in the 'Manage' area of your system (example below).

Dear John Smith,

The following bookings have been cancelled:

Ref: 522242 © 02/11/2020 10:00-11:00 AWP 1 (5 aside)- 7 aside Pitch A
Reason for cancellation: Maintenance

Please click this link to login and check your current bookings:
https:/imy. schoolbookings.co.uk/users/sign_in

Many thanks

The Kajima Community Team at Grange Park School
schoolbookingsS@gmail.com

www test schoolbookings.co uk

03330 110476

Follow us on Facebook: like us on Facebook

*=* Please do NOT reply to this email address, it is not monitored. Please contact
the venue that you hire facilities at ==

Consider whether you need to supply more information regarding the cancellation - click here to
see how the amend the wording. Amend automated emails.

Select whether you wish to raise credit notes.

Once complete, click , all the bookings will be cancelled & automated emails

sent.
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If any of the bookings were billed, you will be taken to thelnvoices tab, where the credit notes will
be listed. From here, they can be individually allocated to outstanding invoices.

TIP |f you were cancelling bookings due to venue being closed (ie Open Evenings etc), be sure to
put a closure in the 'Manage' section to prevent any bookings being taken. For help with this, see
Holidays & Closures.

Once cancelled, an invoiced booking without a credit note will show on the bookings tab. This will

be shown by a # on the left hand side.
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Cancel a booking from the calendar

Last Modified on 06/11/2020 9:36 am GMT

You are able to cancel bookings directly from the Calendar tab. There's a few things to
bear in mind when using this method, so the examples below will illustrate this.

TIP - the recommended cancellation method is via the Bookings tab. Click here to see Cancel a Booking

From the Calendar tab, click on the booking you wish to cancel.

Football training - adults

From February 10th to March 9th 2016

Client: John James (Grange Park FC (WK))

Telephone: 01604 675849 Mobile: 07917 859456

Email: schoolbookingsS+johnjames@gmail.com

Booking taken by Tracy Street on 10 February, 2016 at 11:17

ﬂ R

Click and a pop-up will appear whether you wish to delete.

Cancel Booking

Would you like to cancel the whole booking or just this
occurrence?

If 'this occurrence' is selected, the pop-up below will appear, allowing you to communicate the cancellation to your
client (confirmed bookings only).
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Cancel Bookings

MNotify the client(s) by email that you have cancelled these bookings?
Notifications sent fo confirmed bookings only

Reason for cancellation(s)

This reason will be displayed on the credit note if raised

One or more of these bookings has been billed - would you like fo
raise credit notes?

If 'cancel the whole booking' is selected, you will be taken to the Edit Booking page. At this point, you can select
the bookings you wish to cancel by ticking the box on the left hand side of the green table. Once complete, click

Cancel selected .

nge Park S

Edit Booking

Booking Query
Select client: | John James (Grange Park FC (WiK)) =] or
Purchase arder Category| Sport & Filinass |- Checklist| MNew Reguiar Baoking ... | = |
Toggle options
Booking Details

Bh EE00.00 £720.00

Check Availability Acionk Venauth

Booking Notes

Description: (Shown on attendance sheats)
Footoall training

The cancellations pop-up will then appear, allowing you to communicate the changes with your client & give credit
notes if appropriate.
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Renewing a booking

Last Modified on 06/11/2020 9:38 am GMT

Once a booking comes to the end of it's recurrence, you will need to renew it for the
hirer to continue their lettings. We've developed a renewals function, which allows you
to select the current booking, click to renew and the booking form will be pre-populated
with all the existing information.

To access this, click to m a booking (either via Calendar or Clients account). This will bring
you to the booking form, at the bottom right of the booking form click .

The booking form will open up. As you can see in the example below, it is pre-populated with all the
information from the last booking, including categories, checklists, pricing etc.

Grange Park School

Dashboard Calendar ~ Enquiries = Clients = Bookings  Invoices | Paymenis ~ Reminders 2 Reports _ Users = Manage | Venues ~

New Booking

Booking Query
Select client: | John James (Grange Park FC (WK)) x nr

Purchase order Category | Sport & Fitness ¥ |Checklist| — v

Spaces
Space Booking rate Net VAT: Gross
AWP 1 (5-6 aside) x Concession (£25.00) £ 250 20% £1/30.0

e

Sundry ltems

Date and Time Deposit

Booking date 04/05/2016 from 1700 until 18:00 on the 04/05/2016

Recurrence
Recurs
Weekly

Repeatevery 1 weeks ® For 10 occurrences Until

On Monday Tuesday | * Wednesday Thursday Friday Saturday Sunday

Term time only:

=

Availability checked on: 22/6/2016

From this screen, you can add the new date range and check availability. Any price increases to
standard rates since the original booking will be reflected in the new booking.

You can then proceed to save your booking & issue the provisional booking email to the client.

Don't forget to publish to your website if required. See Publish an event on What's On page
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Editing a Billed Booking

Last Modified on 03/02/2021 5:32 pm GMT

There may be occasions whereby amendments need to be made to a booking after it
has been invoiced.

You will notice that on a Billed Booking you can only change the room so a few steps need to be
taken in order to be able to edit it.

Firstly, you will need to check which Invoice your booking has been invoiced on. An easy way to do
this is to click onto the [Clients] tab and locate the client, then click View. Click on the booking at
the bottom of the page. You will notice at the end of the line of the booking the Payment status will
either say 'Fully paid' or 'Billed' depending on whether or not it has been paid. This will be a blue
link and by clicking on this it will take you to the invoice.

At this point you will want to check if any Credit notes or Payments have been allocated against the
invoice. You can see this by scrolling to the bottom of the invoice.

Date Description Space Time Net Cost VAT Rate VAT Payable Gross Cost
07/09/2016 Football AWP 3 (5-6 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00
14/09/2016 Football AWP 3 (5-6 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00
21/09/2016 Football AWP 3 (5-6 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00
28/09/2016 Football AWP 3 (5-6 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00

Net Total:  £140.00
VAT: £28.00
Grand total: £168.00

Payment Terms

PAYMENT TERMS: Payment is due by the first booked date in the invoice for regular bookings and 1 month in advance for special events.
PAYMENT ACCEPTED:

GoCardless: Preferred method

BACS: HSBC, sort code 40-50-80, Account 4056784 (quote invoice number as ref)

Cheque: payable to Grange Park School

Registered Office: Grange Park School, 63 Home Drive, London, W1U 8EW » Company Number: 123456 « VAT Number: 4562 1235 4562

Payments Applied:

+ £137.00 allocated from payment #71408 on 27/09/2016 (Remove)

Credit Notes Applied:

= £31.00 allocated from credit note CN_GP736 on 27/09/2016 (Remove)

To unallocate the payment click Remove next to it on the Invoice. You will need to unallocate all
payments because you cannot void a Invoice with anything allocated to it.

With the Credit notes, you will need to look at are the credit notes allocated the invoice referring to
bookings listed on the invoice? You must ensure that they are, as you will be voiding the invoice so
the canceled bookings will not be picked up. Therefore, after checking the bookings on the credit
note do relate to bookings listed on the invoice, you will need to Void the Credit note. To do this go
back into the client account, locate the credit note, click on it and click the red void button.

If the bookings listed on the credit note do not match bookings listed on the invoice just unallocate
it via the invoice.
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Once all credit notes and payments have been unallocated or voided you can now void the invoice.
This is done by clicking on the invoice and clicking void.

You will then need to click on the Booking to edit. For advice on this please see our article on how to
edit a booking.

Once the booking has been edited it is important to re-invoice and re-allocate any payments to any
remaining bookings in that billing period.

Best way to invoice these bookings is by clicking the invoice button at the bottom of the clients
page. Once generated simply click to allocate the correct payment against it and click save.

Depending on whether the booking edit increased or decreased the value you pay have an
outstanding balance or the invoice or the account may now be in Credit. If there is an outstanding
balance the invoice will now appear on the clients log in as an Outstanding invoice.

If their account is now in credit, depending on what type of bookings they have will change what
you will need to do next. If this is a one off booking, after the Booking date you will need to create a
refund and ask your finance team to send them the amount in credit back. However if the bookings
are ongoing you can simply allocate the remaining amount to the next invoice.
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Invoiced bookings cancelled in error

Last Modified on 03/02/2021 5:33 pm GMT

If a past booking is accidentally cancelled it is likely to have been invoiced and paid.
Unfortunately in the system there is no undo button so the bookings will need to be
reinstated.

If a booking has been accidentally cancelled from the system the first thing to check is if a credit
note has been raised.

If a credit note has been raised this means the bookings value for that booking will match up
against the invoice. In this case put the booking back in and confirm it (opt not to send
confirmations to the customer to avoid confusion). You will now need to unallocate the credit note
and any payments from the old invoice and click on the original invoice and credit note.
Create a new invoice for the same date range as the original invoice and allocate the payment
against it.

However if this is not the case there is a process you will need to follow in order to reinstate this
booking, there will be invoices that match, and payments that link to the invoices.

Go to the Bookings tabs, filter by dates, search the clients name and change the filter 'Status' to
‘Cancelled’ to be able to see all bookings that were cancelled in error. It may then be useful to go
to the [Clients] tab, click View and note down every invoice reference that relates to the cancelled
bookings.

You will then want to put the bookings back in the system based on what was previously invoiced.

The easiest way to do this would be to go to the [Bookings] Tab, click and re-raise
all deleted dates in one booking and click . Please ensure all of the costs of the
bookings match as they were previously invoiced. If you are planning on confirming these yourself
we would advise not sending the provisional to the customer as this may create confusion if they
are asked to confirm previously confirmed and invoiced dates.

You will then want to click on the booking and confirm it. You can do this from the calendar - click
on one of the dates, click confirm, and confirm the whole booking. Again it is up to as the
administrator if you send a notification to the client, as it may cause confusion.

You will notice now that the bookings will now say that they are un-billed. However as invoices will
have been raised previously you will need to m the old invoices in order to raise new invoices,
so that they will link directly to the bookings.

The first step is to go to the clients account, click on all of the payments that link to the invoices
you are wanting to void, and remove them by clicking Remove.
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Payment #65017 - £158.00 (GoCardless)

Date: 20/07/2016

Status: Pending
GC Reference: PMOD0D1J9JENZ4N

Applied to 1 invoice:

« £158.00 applied to Invoice GP1508 on 20/07/2016 (Remove)

“

(SHOULD THIS IMAGE BE A PIC OF THE INVOICES NOT THE PAYMENT POP UP)

You will be able to see if this is successful as all payment that you have needed to remove will
show as unallocated on the clients account.

You will then need to void the invoices.

Click on each invoice individually - at the bottom of each invoice there will be a red VOID button -
click this and in the pop up write ‘Invoiced bookings deleted in error. Invoices to be re-raised’ and
click save.

Now when you re-raise the invoices there will not be duplicate invoices billing a client for the same
booking. Raise the invoices as they were originally raised - so for example if you invoice monthly
you will need to raise separate invoices for all of Septembers and Octobers dates. This will ensure
that the payments will match the invoices.

You will then have all bookings invoiced. You will now need to re-attach each payment to the
invoices - do this by clicking on the clients account, click on each payment individually and
allocate it to the corresponding invoice in the dropdown box, and click save.
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Publish an event on What's On page

Last Modified on 21/04/2021 1:37 pm BST
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Adding Host Details to a booking

Last Modified on 06/11/2020 9:56 am GMT

We have now introduced the option of adding host details to a booking, so that it is easy to see
what person (host) will actually be attending onsite on the day of the booking, and so that their
contact details are accessible if needed. The host (as well as the users with the booking role) will
also receive booking confirmation emails and cancellation emails. This means there is less risk of
them not turning up or attending when the booking has been cancelled.

ACTION: Populate new email templates

To enable the host functionality to work, there are 3 new email templates, that need populating.
These can be found and populated in the Manage area - Manage > Edit Venue > Emails.

Host Non-Billable Client Notification Email

Subject

Variables:

%NAME?Y = recipient name

%LOGIN_PATH% = link to login page

%LOGIN_PATH_ORG? = Link to the organisation's login page (for clients - on the
website)

%BOOKING 5% = refers to the booking and it's details

%BOOKING_REF% = Booking 1D

Body

Host Booking Confirmation Email

Subject

Variables:

%NAME?Y = recipient name

%LOGIN_PATH% = link to login page

%LOGIN_PATH_ORG? = Link to the organisation's login page (for clients - on the
website)

%BOOKING 5% = refers to the booking and it's details

%BOOKING_REF% = Booking 1D

Body
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Host Booking Cancellation Email

Subject

Vanables:

%NAME?% = recipient name

%LOGIN_PATH% = link to login page

“%LOGIN_PATH_ORG% = Link to the organisation's login page (for clients - on the
website)

%BOOKING $% = list of cancelled bockings

“%REASONY = reason why booking was cancelled

%BOOKING_REF% = Booking ID

Body

Use of the host feature is optional and the feature will become accessible once the above email
templates are populated. If you do not wish to use this feature then simply leave these templates
blank! This will mean that when you create or edit a booking, the host information fields will be
greyed out -

Host details
Please fill in the host email templates in the Manage area, to enable the fields below. Automated emails will be sent to the host when the booking is confirmed only.

First name
Last name
Email

Phone number

Once the above templates are populated you are then ready to start adding host details to your
bookings!

Adding host details to bookings:

When creating or editing a booking the host details section at the bottom of the form can be
populated as needed, you don't need to populate these for all bookings, just when relevant.
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Booking Notes
Description: (Shown on attendance sheets)

training

FM Notes: (Shown on activity sheets)

Client Motes: (Shown on client login)
Code of Conduct for Room Hire:
“ Leave hired areas clean & tidy as found
* Leave the hired area promply for the next user P

Other Notes:

Host details
Please provide details of the host that will be attending on the day

First name
a

Last name
host

Email

ahost@example.com

Phone number
[01222222229

Booking Confirmation Emails:

When saving the booking, the provisional email will go out to the client users ticked for booking
emails only. The host does not receive these. When the booking gets confirmed a copy of the host
booking confirmation email will be sent out to the host to make them aware of this, as well as the
normal booking confirmation emails that the client users on the account receive.

The host information is then visible when viewing the booking as both an administrator -
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Booking #505430 - training
Category: nla
Cost: £72.00

Client: Becky Warner (Training group test )

Telephone: Mobile: 07123123123 Email: bwarner@example.com

Host a host Email: ahost@example.com Telephone: 01222222222

Administrator Motes

FM Notes - shown on activity sheets

Client Notes - shown on client login

Code of Conduct for Room Hire:

* Leave hired areas clean & tidy as found

* Leave the hired area promptly for the next user
* No outdoor shoes / heels in the sports hall / gym
* Do not consume food in the sports hall / gym

Code of Conduct for Gym Membership:

*Sign in & out at reception
* Respect other users
* Report any faulty equipment to main reception

Date Space Start Time End Time Status Hourly Rate Gross Cost Payment Status

2762020 Lecture Theatre 10:00 12:00 Confirmed £30.00 plus VAT £72.00 inc. VAT Unhilled Edit Cancel

and as a client -
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boards Accounts  ~ Invoices Calendar Bookings

Booking #505430
1. Grange Park Scheel Demo
Net Cost: £72.00

Client: Becky Warner (Training group test )
Telephone:
Mobile: 07123123123

Email: bwarner@example.com

training
Code of Conduct for Room Hire:

* Leave hired areas clean & tidy as found

* Leave the hired area promptly for the next user
* No outdoor shoes / heels in the sporis hall / gym
* Do not consume food in the sports hall / gym

Code of Conduct for Gym Membership:

* Sign in & out at reception
* Respect other users
* Report any faulty eguipment to main reception

Host: a host Email: ahost@example.com Telephone: 01222222222
Date Space Start Time: End Time Status Hourly Rate Gross Cost Payment Status. Edit  Cancel
2710612020 Lecture Theatre 10:00 12:00 Gonfirmed £30.00 plus VAT £72.00 inc. VAT Unbilled Edit -

Booking Cancellation Emails:

When a booking is cancelled, and you choose to notify via email, the host will also receive the
cancellation email.
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Updating VAT on a Booking

Last Modified on 03/02/2021 5:34 pm GMT

With the proposed changes to the UK's VAT rates, we have updated how you can set VAT at your

venue, both on Client's accounts and for New and Existing Bookings.

Instead of the old text box, our new drop-down option allows you to quickly and easily adjust VAT

rates for your clients bookings!

Adjusting VAT on a Booking
When creating a New Booking, there are a number of ways to adjust the VAT for your booking.

1) On the New Booking page, you can adjust the VAT for a selected space, using the drop-down
Spaces menu;

Space: Booking rate: Net: VAT: Gross:
Sports Hall * | slancard (£40.00) £ 400 20% £ 4800

2) You can also add VAT to a Sundry Item, and edit using the drop-down menu;

Sundry Items
Description: Net cost VAT: Gross:
Racquets £2 20% £ 240

3) Individual occurrences can then be edited by selecting the ! button; perfect for adjusting
specific bookings within a weekly recurrence.

Editing a Booking from the Calendar

Unbilled bookings can have their pricing and VAT information edited from the calendar.
1) Select a booking on the calendar, and hit the ﬂ button

2) Edit just "this occurrence"

3) You can now adjust the VAT using the drop-down menu displayed - hit save to keep your
changes!

Editing a Booking from the Bookings Tab
As with the Calendar, unbilled bookings can be adjusted from the Bookings tab.

1) From the Bookings Tab, select the "Edit" button for the booking you wish to update
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2) Select a new VAT rate from the drop-down menu
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Bulk editing VAT rates for Bookings

Last Modified on 18/02/2022 12:10 pm GMT

For Master Venue Admins, we have introduced new functionality to update multiple existing
unbilled bookings from one VAT rate to another.

To do this, simply go to the Bookings tab, click the '"VAT Bulk Edit' button in the top right:

Dashboard | Calendar | Enquiries & Clients | Bookings = Invoices ¢ Payments  Reminders 1o Reports _ Users | Manage & Venue

Bookings
by: Space (90) [~ Category - ][~ Status ~ | [~ Payment Status - ~ Start Date| 14-08-2020 | End Date | 14-09-2020 mw
Search: Show
entries
IR Payment Booking
O Dpate Start time End time Space Client Value (Ex. Category Status Status Ref

Then select the VAT rate of bookings you would like to change from, and the VAT rate you would
like to change these bookings to:

Bulk update VAT rates on unbilled
bookings

Please choose the VAT Rate that you want to amend from:
0% Zero Rate

Please choose the VAT Rate that you want to amend to:
20% Standard Rate

You are about to update all unbilled bookings (including
sundries ) with VAT currently set to 0.0% to use a new rate of
WAT at 20.0%. Non-billable clients and archived clients will not
be affected.

Once you have selected to 'Update Bookings' please allow the system to complete the task before
you click off the pop-up or run a new bulk edit.

Once completed, you can check that your bookings that previously had the 'From' VAT rate have
updated. From the bookings tab, click on the Booking Ref, and click on the Blue Edit button at the
bottom of the page:
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Toggle options

Booking Details

(] o Space Date Day Time Available  Rate Net Vat Gross Status
I e o on s
I B e
I O e K B K N N
3h

Total 3

Please note: this will not update any bookings for archived clients or non-billable clients, or any

bookings that have already been Invoiced.
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Client invoicing

Last Modified on 06/11/2020 10:01 am GMT

Once your client has confirmed the booking, it's time to move onto invoicing:
To invoice at client level:
- Use the Client tab to select the client you wish to invoice and click View

- Scroll to the bottom of the client page

- Click on the option

- Enter the dates for the invoice period, select

- View the draft invoice & click to | aaabias | if you are happy with the results. If there are

amendments needed at this stage, simply click . You will then be able to amend the
booking & re-invoice as required.

Invoice billed and email sent to client.

1. Grange Park School Demo

- 12 Basset Court
Loake Close, G Park
BOOKINGS Northampton =
North tonshi
PLUS
John Smith (Badminton Northants) Invoice GP4849

068 November, 2020

Description Net Cost VAT Rate VAT Payable Gross Cost
06/11/2020 Badminton Badminton Court 2 17:00-18:00 £7.50 20% £1.80 £9.00
13/11/2020 Badminton Badminton Court 2 17:00 - 18:00 £7.50 20% £1.50 £9.00
20/11/2020 Badminton Badminton Court 2 17:00-18:00 £7.50 20% £1.80 £9.00
27/11/2020 Badminton Badminton Court 2 17:00 - 18:00 £7.50 20% £1.50 £9.00

Net Total: ~ £30.00
VAT:  £6.00

Grand total:  £36.00

Payment Terms

PAYMENT TERMS
Payment is due by the first booked date in the invoice for regular bookings and 1 month in advance for special events.

PAYMENT ACCEPTED:
GoCardless: Preferred method

Prompt payments are very important to our venue — thank you for your cooperation.

Registered Office: Kajima Community, 55 Baker Street, London, W1U 8EW » Company Number: 123456 + VAT Number: 987654
£36.00 outstanding
e I N

Note - while invoice is at draft stage, it is not visible to the client.
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Bulk invoicing

Last Modified on 06/11/2020 10:04 am GMT
Here's the steps to follow when it's time to do your monthly invoice run:

Select the Invoices tab

Click on the button in the top right corner

Choose the dates you wish to invoice for and click . A draft invoice will be raised

for each client for all the confirmed bookings in that period that haven't yet been invoiced.

TIP Invoices will continue to load until the loading symbol next to the Generate Invoices button
disappears. All should be generated within a few seconds but it will depend on how many you
have!

e From here, you are able to view individual invoices if required prior to sending.

¢ Invoices can be sent on an individual basis by selecting the required invoices and clicking

e Alternatively, click on to send all invoices.

You will then be taken to the Draft Invoices sub-tab and be able to view the invoices created.
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Generate Invoices
Draft Invoices
Drafts Invoices (11)  Invoices Awaiting Payment (549)  Paid Invoices (2597)  Void Invoices (176)  Credit Notes (1210)  Void Credit Notes (61)
Search: Show
20 T
entries
Client Creation Date Value Outstanding Status
Yates Bishop 06/04/2018 £112.00 £112.00 Draft View Delete
Martyn Preston (SHG) 19/04/2018 £6838.33 £838.33 Draft View Delete
Telma Louro 19/04/2018 £757.50 £757.50 Draft View Delete
Sarah Stokes (abc childcare) 19/04/2018 £910.00 £910.00 Drait View Delete
fred parker {leeds FC (LOCKED OUT)) 06/04/2018 £225.00 £225.00 Draft View Delete
Danny Howard (Howard - Football) 06/04/2018 £175.00 £175.00 Draft View Delete
mary Lee 19/04/2018 £24.00 £24.00 Draft View Delete
Bradley Wiggins (London to Brighton Crew) 06/04/2018 £140.00 £140.00 Draft View Delete
Jimmy Brian (Cricket Club) 06/04/2018 £100.00 £100.00 Drait View Delete
Sam Nixon (Yoga Class) 06/04/2018 £40.00 £40.00 Draft View Delete
David Taylor (David Taylor Boxing Training) 06/04/2018 £36.00 £36.00 Draft View Delete
Showing all 11

TIP to ensure that your client accounts are up to date, complete the following steps once you've invoiced:

e From the Credit Notes tab, allocate any unallocated credit notes
e From the Payments tab, filter the page by 'Unallocated' and ensure that any unallocated

payment are applied to the recent invoice

117



Weekly invoicing

Last Modified on 06/11/2020 1:05 pm GMT

Weekly invoicing can be a common request, particularly for football groups. By raising
them weekly, this allows the client to pay the invoice via GoCardless, reducing the need
for you to collect their cash on a weekly basis.

We'd recommend that these invoices are done first, before you do the bulk invoice run for your
school. To identify these clients, why not put a flag against their client account. See our article on
how to set this up here.

If rather than manually bulk invoicing your clients you have automated invoicing setup, you tick
exclude certain clients from being picked up in the run. See our Automated invoicing article on how
to set this up here.

Follow these invoicing instructions for weekly invoices:

¢ Use the Clients tab to select the client you wish to invoice

e Scroll to the bottom of the client page

e Click on the option

e Enter the dates for the first week of the month, select
e Use back button on browser & repeat date process until you've completed each week.

e Now the invoices are available to view either on the client account or on the Invoices tab.

Simply click to send them now, or as part of your bulk invoice run.

Dashboard Calendar Enquiries 2 Clients Bookings Invoices Payments Reminders 4 Reports Users Venues -
Invoice was successfully deleted.

Draft Invoices

Draft Invoices (4)  Invoices Awaiting Payment (727)  Paid Invoices (433)  Void Invoices (44)  Credit Notes (464)  Void Credit Notes (28)

Search: Show
entries
Client Creation Date Value Outstanding Status
John James (Grange Park FC (WK)) 21/01/2016 £54.00 £54.00 Draft View Delete
John James (Grange Park FC (WK)) 21/01/2016 £54.00 £54.00 Draft View Delete
John James (Grange Park FC (WK)) 21/01/2016 £54.00 £54.00 Draft View Delete
John James (Grange Park FC (WK)) 21/01/2016 £54.00 £54.00 Draft View Delete

Email Selected Invoices Email All Invoices
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Invoicing tips

Last Modified on 03/02/2021 6:47 pm GMT

We recommend the following to make sure your invoicing is as accurate as possible:

® Raise your invoices at the same time each month. This will benefit your customers, as they will know when
to expect the invoices & also help with your administration.
e Before you generate your invoices for the month, check theBookings tab to see if any bookings from the

previous month are unbilled. Use the filters to select 'Confirmed' & 'Unbilled' and amend the date range as

required. These bookings can then be billed by client if needed, or amend the date range on your bulk

invoice run.

Dashboard Calendar

Enquiries s

Bookings

Bookings Invoices 2

by: Space (92) [-- Category - w | [Confirmed  w | [Unbilled -
Search
O Date Start time End time Space
O 08/11/2020 18:00 19:30 AWP 2 (5 aside) - 7
aside Pitch A
06/11/2020 19:00 20:00 Badminton Court 2
10/11/2020 09:00 10:00 Badminton Court 1
O 1171172020 17:00 18:00 Castle View Sports
Hall 2
O 12/11/2020 17:00 2300 AWP 1(5 aside)- T
aside Pitch A
O 13/11/2020 18:00 19:30 AWP 2 (5 aside) - 7
aside Pitch A
O 13112020 18:00 20:00 Badminton Court 2
0O 17112020 09:00 10:00 Badminton Court 1
O 20/11/2020 18:00 19:30 AWP 2 (5 aside) - 7
aside Pitch A
O  20/11/2020 18:00 20:00 Badminton Court 2
o 27112020 18:00 19:30 AWP 2 (5 aside) - T

® Once you've raised the invoices, check to ensure there are no unallocated credit notes. Do this odnvoices
tab, selecting Credit Notes sub-tab. Click on the 'Unallocated' column header to sort by value. To action

these, click on View. This will bring up the credit note, with a drop down menu at the bottom to allocate to

an invoice.

aside Pitch A

Payments Reminders 14

Start Date  08-11-2020

Client

david Dawns (Saints
Football)

Telma Louro

Katie Baoxer (Katie
Kickboxing)

Paul Elliott's
Abba Mania (Dancing
Queen)

david Dawns (Saints
Football)

Paul Elliott's
Katie Boxer (Katie
Kickboxing)

david Dawns (Saints
Football)

Paul Elliott's

david Dawns (Saints
Foathall)

Bookings
Value (Ex.
VAT)
£52.50

£7.50

£6.25

£10.00

£300.00

£52.50

£15.00

£6.25

£6250

£15.00

£52.50

Reports

Users Manage

e

Category  Status

Special
Events

Sport &
Fitness

Sport &
Fitness

confirmed

confimmed

confimmed

confirmed

confimed

confimmed

confimed

confimmed

confimmed

confimmed

confimmed

Organisations

Show
20
entries

Payment
Status

Unbilled

Unbilled

Unbilled

Unbilled

Unbilled

Unbilled

Unbilled

Unbilled

Unbilled

Unbilled

Unbilled

Booking
Ref

#514370

#522430

#513654

#513436

#522431

#514370

#513429

#513654

#514370

#518429

#514370

Venues -

v

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit
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Dashboard Calendar Enquiries 1 Clients Booki Invoices Payments Reminders 4 Reports _
Credit Notes

Draft Invoices (5)  Invoices Awaiting Payment (727)  Paid Inveices (439)  Void Invoices (44)  Credit Notes (464)  Void Credit Notes (28)

Search: Show -
|20 v
entries

Number Client Created at Value Unallocated Reason

#109 jason stocks 16/11/2012 £2,350.00 £2,350.00 View
CN_GP382 Laura White (Yoga Buddies) 14/10/2015 £1,768.00 £1,768.00 test View
CN_GP68 Beverley Roy (Art Club) 03/07/2013 £936.00 £936.00 View
CN_GP440 Mince Pies (Christmas cooking) 18/12/2015 £650.00 £650.00 cancel View
CN_GP255 Eilbe Baggins 1271172014 £720.00 £621.00 rain View
CN_GP426 Kathryn Garden (Star Makers) 16/12/2015 £608.34 £608.34 cancel View
CN_GP415 Adam Smith (Church Group Leicester) 18/12/2015 £600.00 £600.00 cancel View
CN_GP435 Paul Scholes (Football Confrences) 16/12/2015 £600.00 £600.00 cancel View
CN_GP197 Craig Oliphant (Oliphants Amateur Swim Club) 16/06/2014 £600.00 £600.00 View

® The final step is to make sure that there are no unallocated payments. Do this on thePayments tab & use

the filters shown below to identify these. To action these, click on View

Dashboard Calendar Enquiries 1 Clients Booki Invoices Payments Reminders 4 Reports Venues -

Payments

Payments (414)  Refunds (56)

Fiter by: [ L TR ~ ¥ ||~ Method—~ ¥ |[Pai M Start Date End Date nm

Search: Show entries
2 2
D Date Client Method Amount Fees  Net Status  Notes Allocated
@ #45292  18/01/2016  Karen Taylor (Training Time) ~ Cash £12.00 £0.00 £12.00 Paid Cash in office No View
@ #37414  20/110/2015 Sarah Stokes (abc childcare)  Cash £20000 £000 £20000 Paid accounts have informed me payment No View
is made 1-10-15

#37332 19/10/2015 Telma Louro Cash £200.00 £0.00 £20000 Paid paid 18-10-15 No View

@ #35751 01/10/2015  Danielle Tanser (Hinckley Bank £70.00 £0.00 £70.00 Paid BACS rec 01/10/15 No View
Swimmers) Transfer

#34948  17/09/2015  Liz Hughes (Dance classes) Bank £40.00 £0.00 £40.00 Paid Cash received No View
Transfer

Tip- It's essential to ensure that you've done the steps above to allocate any credit balances, as customers are
only able to pay the invoice amount via GoCardless.
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Invoice Notes

Last Modified on 06/11/2020 4:29 pm GMT

We know that sometimes it can be hard work to keep on top of debtors! So we have a
great feature on BookingsPlus to help with this.

On each invoice, there is now an option to add notes as well as a reminder. The notes section can be used to
track all your interaction with the client regarding the invoice, ensuring that your debtor chasing is efficient &
documented.

These invoice notes do not appear on any printed copies of invoices & are not visible to your hirers.

To add a note to the invoice simply click on the invoice (from either the client account or invoices tab). Scroll
down to the bottom of the invoice and click

Grange Park School

Dashboard Calendar Enquines Clients Bookings Invoices Payments Reminders 2z Reports _ Users Manage ‘enues -

Invoice billed.

Help and % Emalls enabled - Tracy Street -

il-l KAJIMA Grange Park School

COMMUNITY 15 Royal Place
. Grange Park
Bookings Plus Northampton
NN4 5TY
John James (Grange Park FC (WK])) Invoice GP1778
Football Pavilion 13 July, 2016
Grange Park
Morthampton
NNE 82U
Description Net Cost VAT Rate VAT Payable
130072016 Football AP 3 (56 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00
2000712016 Football AWP 3 (5.6 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00
27072016 Football AWP 3 (55 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00
03/08/2016 Football AP 3 (56 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00
10/0B/2016 Football AWP 3 (5.6 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00
1TI08/2016 Football AWP 3 (56 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00
24/08/2016 Football AP 3 (56 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00
3110812016 Football AWP 3 (5.6 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00

Net Total: £280.00
VAT:  £56.00

Grand total:  £336.00

Payment Terms

PAYMENT TERMS: Payment is due by the first booked date in the invoice for regular bookings and 1 month in advance for special events. PAYMENT ACCEFTED:
GoCardless: Preferred method BACS: HSBC, sort code 40-50-60, Account 4056784 (guote invoice number as ref) Chegue: payable to Grange Park School

Registered Office: Grange Park School, 63 Home Drive, London, W1l 8EW « Company Mumber: 123458 « VAT Number: 4562 1235 4582

£336.00 outstanding

—
= e I e

A pop-up box will appear, click on the 'contact by' drop down box to choose your contact method, then add your
note in the field below. Once done, click 'create’.
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New Invoice Note

User. Tracy Street

Contact |- v
By:

MNotes:

Cancel create

Once saved, your note will appear at the bottom of the invoice, along with your name/date & time for audit
purposes.
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Tracy Strest -

Dashboard Calendar

il-l KAJIMA Grange Park School

COMMUNITY 15 Royal Place
. Grange Park
Bookings Plus Northampton
NN4 5TY

John James (Grange Park FC (WK)) Invoice GP1779
Football Pavilion 13 July, 2016
Grange Park
Morthampton
MNNS BZU

Met Cost AT Rate AT Payable Gross Cost

1300772016 Football AWP 2 (56 aside) 19:00 - 20:00 £35.00 20% £7.00 £42.00

NetTotal:  £35.00
VAT: £7.00

Grand total: £42.00

Payment Terms

PAYMENT TERMS: Payment is due by the first booked date in the invoice for regular bookings and 1 month in advance for special events. PAYMENT ACCEFTED:
GoCardless: Preferred method BACS: HSBC, sort code 40-50-60, Account 4056784 (quote invoice number as ref) Cheque: payable to Grange Park School

Registered Office: Grange Park School, 63 Home Drive, London, W1l BEW « Company Mumber: 123456 « VAT Number: 4562 1235 4562

£42.00 outstanding

Contact History
Date Time Method Note User
13072016 12:44 Telephone Rang to notify payment due by Spm 157 or session will be cancelled. Tracy Street Show Edit

= e e I —

If you have added notes to an invoice, then the most recent note will appear on your Unpaid
Invoices report.

F G H
1 All Unpaid Invoices Report from 1#07{2016 to 17/07/2016

2 Number Contact Name: Client Name Due Date Status Reminder Email Last Invoice Note
3 107208 GP1778 Jokin Jarnes Grange Park FC [WE] 13072016 Billed More Ernail sert advising payrnent needed by 13716 £280 56 £336 £336
GRS Billed Fiang to notify papment due by Spm 197 or session
13072016 Jokin Jarnes Grange Park FC [WE] 13072016 1072016 will be cancelled £35 27 42 242

| £316 £63 £378 £378

LIPS

Reminders can also be added by clicking . There will be a banner at the top of
the invoice to indicate a reminder has been set & the reminder can also be viewed/action from the
Reminders tab.
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Adding a Purchase Order

Last Modified on 06/11/2020 4:39 pm GMT

To add a Purchase Order to a booking:

To do this go to the Clients tab - locate your client & click View - Click on the relevant booking -

Click m at the bottom of the page.

At the top of the Bookings form you will see the following:

Booking Query
Select client: | John Smith (Badminton Morthants) - or

Purchase order Category| — * | Checklist| — b

[ R SR

From here you can enter the Purchase order number - this will appear on the invoice.

Any bookings that have a purchase order against them will appear on a separate invoice to
different Purchase Orders or bookings without a Purchase Order.

If a booking has already been invoiced, the above steps can still be done and the PO number will
be immediately visible on the invoice which was previously created.
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Credit notes

Last Modified on 03/02/2021 5:35 pm GMT

When cancelling a booking that has been invoiced you will want to raise a credit note.

This can be done before or after payments have been made but require a slightly different
process.

Credit notes can either be viewed on the clients account page or in the Credit notes sub-tab within
the Invoices tab.

Before a payment has been made:

When cancelling an invoiced booking you will receive the following pop up, fill in the details and
select the tick box asking if you would like to raise a credit note.

Cancel Bookings

Notify the client(s) by email that you have cancelled these bookings?
Notifications sent to confirmed bookings only

Reason for cancellation(s)

This reason will be displayed on the credit note if raised

One or more of these bookings has been billed - would you like to

raise credit notes?

Once you have done this another tick box will appear asking if you want to notify the client by
email that you have raised a credit note.

Then click Cancel these Bookings, this will then take you to the credit note.

On the credit note you will see full details of the booking, and which invoice it was raised on.
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John James (Grange Park FC (WK)) Credit Note CN_GP830

Football Pavilion 05 October, 2016

Grange Park

Northamption

NN5 8ZU
Description Net Value VAT Rate VAT Amount Gross Value
Credit for cancelled booking: Badminton Court 1 on 24/10/2016 at 21:00. Billed on invoice GP1895 £10.00 20.0% £2.00 £12.00
Credit for sundry: Caretaker £10.00 0.0% £0.00 £10.00

Net Total: £20.00
VAT: £2.00

Grand total: £22.00

Registered Office: Kajima Community, 55 Baker Street, London, W1U 8EW * Company Number: 123456 « VAT Number: 987654

Applied to 1 invoice:

- £22.00 applied to Invoice GP1895 on 14/01/2021 (Remove)

Scroll down to the bottom of the credit note and you will see it has automatically been 'applied to
invoice Xxxxxxx'

The booking will still appear on the invoice but the client will be able to see that a credit note has
been allocated and only able to pay the outstanding amount less the value of the credit note.

After a payment has been made:

If a payment has been made the cancellation process is the same, however the account will show
as in credit by the bookings value amount if there are no outstanding invoices for payment.

The credit note should be allocated to the relevant invoice number (this is listed under Description
on the credit note). To do this you will need to click on the grey View Client button then click on
the required invoice number (in blue).

Now unallocate the payment listed at the bottom by clicking on Remove (in blue) this will free up
the invoice. Click back on View Client and scroll to the credit note you have just created and click
on it (in blue).
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Freddy Football (KidsFootball) Credit Note CN_GP1911

1 Footie Lane 14 January, 2021
Sheffield
530 1AB

Description Net Value VAT Rate VAT Amount Gross Value

Credit for cancelled booking: AWP 1 (5 aside)- 7 aside Pitch A on 15/01/2021 at 15:00. Billed on invoice £100.00 20.0% £20.00 £120.00
GP4882

Net Total:  £100.00
VAT: £20.00

Grand total:  £120.00

Registered Office: Kajima Community, 55 Baker Street, London, W1U 8EW » Company Number: 123456 « VAT Number: 987654

£120.00 Unallocated

Apply to invoice:

Click on the drop down by Apply to invoice and select the invoice number listed under the
Description on your credit note, click Save.

It would be at this point you would need to ask the client if they would like the credit to be
allocated to a future invoice (such as if they are a weekly hirer) or if they would like the money
refunded to them.

TIP - We would always advise that after doing an invoice run check credit notes sub-tab to see if
any credits can now be allocated.

Voiding a credit note:

To void a credit note you will first want to ensure it is not allocated to an invoice. You can do this
by clicking on the Credit note and at the bottom of the Credit note all of the invoices will be listed.
To unallocate them simply click (Remove).

The next step is to click back onto the credit note, and click m at the bottom of the screen.

A pop up will then appear asking for a Reason for voiding and Would you like to inform the
customer via email? Then click Save.

If you would like to see further details on cancelling a booking please go to (cancelling a booking)
article.
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Invoice not generating

Last Modified on 03/02/2021 6:27 pm GMT

If you are trying to generate an invoice but it isn't appearing, here's a few
steps you can take to identify why.

Firstly, ensure the booking is not still provisional as only a confirmed booking can be invoiced. This
can be checked by going to the bookings tab, locating the booking and looking at the status

column.

Next, ensure the booking has a value against it. A free or zero value booking won't pull through
onto an invoice (unless there are other billable bookings within the selected period).

Is your client set up as a non-billable client (see below)? If so, no invoices will be generated.

MNotes (for administrator view anly)

Non-billable client (chent will not be charged for any bookings)

Create Client

Has a draft invoice already been created against the booking? To check this, either go to the
Invoices tab and click on the Draft tab, or check the Client Account for draft invoices. If this is the
case, review the invoice to check it is still correct and issue as normal.

Draft Invoices

Date Value

15/05/2017 £84.00 View

Client Bookings

If none of these are applicable, then please do give us a call at helpdesk on 01604 677764.
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Automated invoicing

Last Modified on 03/02/2021 2:44 pm GMT

Automated Invoicing

You can now do your invoicing, even when you are not sat at your desk!

Automated invoicing gives you the tools to generate your invoices at a set time, on a set day, for
Previous, Current or Next calendar months. You then can decide if you would like these to be
generated as a draft invoice, giving you the chance to review them before they are sent out to the

client, or, you can have them generated as an actual invoice, with the option to send the client an
email notification.

To use this feature, go to the Manage tab - m - Billing, fill out the below settings and

cick T .

Automated invoices
Specific clients can be excluded from the automatic invoicing by editing their options in the client area

¥ | Generate Automatic Monthly Invoices?

® . 0Onthe 1st = day of the month or . ' on the last day of the month

Attime 10:00 * GMT/UTC

All inveoices will be generated based on confirmed bookings in the month relative to when the invoices are created:

Previous calendar month
® Cumrent calendar month

Next calendar month

How should the invoices be created?
Generated as draft
® Generated as actual invoices

% | Send notification email to client?

Once this is set up, the option will appear to exclude certain clients from the monthly automated
invoicing. You can do this from the Clients Tab - Client link- and scroll to the very bottom of the
page. You will then find the below option; tick to 'Exclude from automated invoicing' and click .
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MNon-billable client Client wil not be charged for any bookings)

* | Exclude from automated invoicing

R

Once the invoices are run, if you have selected to have these sent out as actual (published) invoices
these will now appear in the clients accounts, and they may also have an email to notify them if you
have ticked this option.

If you have requested that these be generated as a draft, the Invoices tab will now have a red

indicator showing the number of DRAFT invoices requiring action.

These will need to be emailed out or to click if the client does not want an email
notification, as before.

Going forward, automated invoicing will be developed further to give you the option of generating
an invoice automatically for late bookings (those booked in after the scheduled invoicing).

Watch our video tutorial:
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Add a manual payment

Last Modified on 06/11/2020 5:15 pm GMT

Manual payments (any method of payment other than GoCardless or Stripe) can easily be added to

BookingsPlus.
This means you can still accept BACS, cheques and cash from your hirers if you choose.
To add a manual payment, follow these steps:

- Identify which client has made the payment & access their client account

- Scroll to the bottom of their client page & click

- Complete screen below with full details. Click on 'Apply to Invoice' and a drop down list of all
unpaid invoices will be shown.

Drashboard Calendar Enquiries = Clients Bookings Invoices Payments Reminders & Reports

Users Venues ~

New Manual Payment for John James (Grange Park FC (WK))

Current account balance: -£108.00

Payment method
Cheque
Amount
£ 54.00

MNotes
Cheque 1234356 received in office 25/1.

Apply to invoice:

Creats Payment

You can only allocate to one invoice at a time. If you need to allocate to more than one invoice,
then select the payment once it appears on the client account.

The pop-up box below will appear showing the payment & invoices it has already been allocated to,
you will then be able to allocate the remainder of the payment.
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Payment #45948 - £162.00 (Cheque)
Date: 25/01/2016

Status: Paid

Cheque 123456 received in office 25/1

Applied to 1 invoice:

= £54 00 applied to Invoice GP1213 on 25/01/2016 (Remove)

Apply o invoice:
| [=]

Reconciled? O

ﬁ

Watch our video tutorial:
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What is GoCardless?

Last Modified on 22/03/2022 1:45 pm GMT

GOCARDLESS

GoCardless is our fully integrated online payment solution. Offering this payment method to your
hirers ensures that there is no manual intervention required from yourselves from the point you
raise the invoice, until you receive the money in your bank account!

Once you have signed up to GoCardless, the hirer will have the option on the bottom of their
invoice to pay by GoCardless. Once they click to initiate the payment, it takes 3-4 days for the
funds to be collected from the hirers bank account, then a further 3-4 days for the funds to be
deposited into your bank account. The payment will show immediately on BookingsPlus, the
payment status will be 'Pending' until the funds are received in your account. Once the funds have
been deposited to your account, you will receive a summary email from GoCardless stating the
client breakdown.

The funds are paid to you net of the GoCardless fees. As of 1st February 2020 the fees are 1% of
the transaction value plus 20p but capped at £4.00 For transactions of £2,000 or more there is an
additional fee of 0.3% on the portion of the transaction above the £2,000 threshold.

The maximum amount that can be collected in one transaction is £5,000.

GoCardless is covered by the Direct Debit scheme, which can be a reassurance to hirers. You are
unable to collect funds automatically each month, the hirer has to authorise the payment by
choosing to pay their invoice each time one is raised.

You will have online access to your GoCardless account, so you can check the status of payments
as needed. You can login directly to the GoCardless account
at: https://gocardless.com/users/sign_in
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DASHBOARD HOME ADD CUSTOMERS TAKE PAYMENTS

L Customers B Flans & Payments >+ Payouts = More

o

OOCYOMBAFE L Payment created

CREATED
25 Sep 2014

STATUS
® Paid out

[ | Payment submitted to Bacs

PAID FROM

ea20

AMOUNT ®  Payment scheduled 10 leave customer's account
£6.00

FEES
£0.09
PARTHER FEES L Payment confirmed and received by GoCardless
E0.00

NET AMOUNT
£6.00

L Pald out to merchant Retund payment

Please note that GoCardless now have to charge VAT on all of their fees. BookingsPlus states
GoCardless fees excluding the VAT.
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Online payment options

Last Modified on 11/01/2024 9:34 am GMT

Online payments are an integral part of BookingsPlus

It not only makes it easier for your hirers, it reduces your administration, requiring no further
interaction from yourselves from the point you raise the invoice until the money arrives in your
bank account.

Once your payment options are enabled, the hirer will have the option at the bottom of their
invoices to make an online payment. They can only pay the amount which appears on the invoice,
so make sure you are billing on the correct basis and also that all payments/credit notes have
been allocated.

We do realise that different venues have different requirements, so we have 2 online payment
options available within BookingsPlus - Stripe & GoCardless.

Both have different features & pricing, so feel free to take a look at each of the Pricing Pages
below to think about what would suit your venue best:

Stripe Pricing

GoCardless Pricing

Payment Gateway Setup

Please note: You must be assigned to the role of Master Venue Admin to setup a payment
gateway

Setting up your chosen payment gateway is a process your venue must undertake since it requires
your bank details to connect to BookingsPlus. This ensures your hirer's invoice payments are
transferred directly to your bank account.

To set up your chosen payment gateway please log into your BookingsPlus account and go to:

¢ Manage > Edit Venue > Payment Gateways
e Select the button [Add Payment Gateway]
e Select the payment gateway you wish to proceed with

e Follow the instructions to set up and link your new account

At this stage, very basic details are entered, which enables you to set up your online account.
From this point onwards, you can take online payments and the link will appear on the bottom of
each customer's invoice. The next step is to verify the account. You will receive emails from your
chosen payment provider on how to proceed. You can also use their online account to upload any
documents or check progress. Please note that no funds will be transferred into your venue

account until this verification process has been fully completed.
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Failed Payment

Last Modified on 06/11/2020 5:17 pm GMT

When a payment fails there are a few key steps you need to take.

All payments made via GoCardless can take up to 10 working days to clear from Pending to Paid. It
is most likely that the payment will fail at the end of this process, as it is at this point that they are
being verified by the bank. Take a look at our article for further information about GoCardless.

When a payment fails you will be notified via an email from GoCardless and you will also be
flagged up to the payment failure on the Dashboard in the New & Potential Business section, as
well as the Payments requiring attention section.

35 Payments require attention Use the tick box fo mark an action on a payment

Message (Client) Status -

O The account number was invalid. The m.._ () failed  View

At this point your client will also receive an email notifying them of the failed payment, and the
reason it failed.

You can view the failed payment via the View hyperlink on the Dashboard (in the Payments
requiring attention section), in clients account page or via the payments tab. It is very important at
this stage to un-allocate the failed payment from the invoice, otherwise your client will not be able
to re-make the payment for the invoice. Do this by clicking on the payment and removing it from
the invoice via the blue remove link.

Payment #65017 - £158.00 (GoCardless)

Date: 20/07/2016

Status: Failed
GC Reference: PMODD1J9JENZ4N

Applied to 1 invoice:

« £158.00 applied to Invoice GP1503 on 20/07/2016 (Remove)

You can now get in touch with the client to advise them that they need to re-make the payment as
soon as possible in order for their booking to go ahead.
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Correcting a manual payment and
Refunds

Last Modified on 18/02/2022 2:53 pm GMT

If you incorrectly enter a manual payment this cannot be deleted, for audit reasons. To remove the
credit balance from the clients accounts, you will need to create a refund.

The first step is to ensure the payment is not allocated to an invoice. You can see this by looking at
the payment on the Clients account:

Payment #124081 (Fully allocated) (Unreconciled) (Paid)

To un-allocate it click on the 'payment'. A pop-up box will appear. On the pop-up box you will see a
blue 'Remove' link next to the invoice it is allocated to. Click 'Remove' to un-allocate it from the
invoice.

Applied to 1 invoice:

« £45.00 applied to Invoice GP2958 on 30/08/2017 (Remove)

You will then need to create a manual refund with the exact same value as the payment. The

.
button can be found at the bottom of the Client's account page. Enter the value and
in the Notes box write that it is 'A refund in order to cancel out an incorrect payment' and write the

date for an audit trail. Then click

walue: Notes:

£ 14500 A refund in order to cancel out an incorrect payment

Create Refund

You will now need to allocate this to the payment. Again on the client's account page, click on the
'nayment' and under the header 'apply to refund' select the refund you just created from the drop

down box and click m

You will then be able to raise a new correct manual payment and re-allocate to the invoice.

Watch our video tutorial on how to apply a refund to a hirers account:
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Paying an invoice by GoCardless (Hirer)

Last Modified on 14/01/2021 3:33 pm GMT

Paying an Invoice on BookingsPlus is easy with our built in payment gateways. Choose
from GoCardless or Stripe (or both!) to make collecting payments more efficient for
you and your clients.

Remember that only the full invoice amount can be paid, so make sure the billing period matches
their payment agreement & that any Credit Notes or previous Payments have been Fully Allocated.

GoCardless - See GoCardless for more information on how GoCardless processes payments, and
the associated fees.

Diashboard Account Invnices Bookings Dacuments Help

iﬁKAJIMA Grange Park School

6 Woodland View

: . Grange Park
Bookings Plus Northampton
NN4 5TY

John James (Grange Park FC (WK)) Invoice GP1246
Footbsll Pavilion 02 February, 2016
Grange Park
Morthampton
MMNG BZU

Description 3 VAT Rate WAT Payable

1110272018 Football Training Senior Football Pitch 1 18:00 - 18:00 £45.00 20% E0.00 ES4.00

MNet Total: E£45.00
YAT: E3.00

Grand total: £54.00

Payment Terms

FPAYMENT TERMS: Payment is due by the first booked date in the invoice for regular bookings and 1 month in advance for special events. PAYMENT ACCEPTED:
GoCardless: Preferred method BACS: HSBC, sort code 40-50-60. Account 4056784 (guote invoice number &5 ref) Cheque: paysable to Grange Park School

Registered Office: Grange Park School, § Holborn Place, London, Will BEW = Company Mumber: 123456 = VAT Number: 4562 1235 4352

£54.00 outstanding

R e
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Pay With GoCardless

You are about to authorise a one-off payment covered by the
direct debit scheme using the GoCardless payment system.

You will receive an email from GoCardless stating you have setup
a direct debit mandate that future payments can be taken against.
The venue will not take any further payments from your
account without authorisation for each payment, via this

online account.

After selecting the "Pay with GoCardless" button, your hirer will need to fill out a form, and click 'Set
up Direct Debit' to initiate the payment.

The direct debit set-up relates to this payment only, and no further funds will be taken.

GocCardless will then create a mandate so that on subsequent occasions that they click to make a
payment they will not need to fill out their Account details (as stated to the client on the pop-up
above which will appear before the below form).

Each time you request a payment, the hirer will need to authorise the payment by clicking to "Pay
with GoCardless" on their invoice.
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Grang Park School
Set up a Direct Debit with Grang Park School

You are authorlsing a one off payment of £22 50 only.

Flrst name Last name

|

Bedfaord ‘

of use O CoOmMpony ncme

Email

l schoolbookingsS+susib@gmall.com ‘

Your sort code Your occount number

| | |

or enter |BAN

Post code

or enter your address manually

[0 Maore than one person is required to outhorize Direct Debits

& Setup Direct Debit

GOCARDLESS (D 33

Sutton Yord, 65 Goswell Rood, London, ECTV 7EM, GB.
+44 20 T183 B674, help@gocaordless.com

By confirming you are ogreeing to our Website Terms of

Use. GoCardless uses personal data os described in our

Privocy Motice. We use onalytics cookies.

Once they click on the 'Set up Direct Debit' option, a confirmation screen will appear. Once
completed, the invoice will immediately show as 'Pending' on both their account & the administrator
account.

Hirers do need to be aware that although they have authorised the transaction, the money is only
collected by GoCardless after 3-4 days. They must ensure funds are available at this stage,
otherwise the payment will fail (should this occur, you will receive notification from GoCardless, and
a note will flag on your "Dashboard" via the 'Payments Requiring Attention section').

If they need to change the account details stored with GoCardless, they can either cancel the
mandate with their bank, or a venue Administrator can cancel the mandate from within their
GoCardless account.

Payments from double signatory accounts:
Payments from accounts with double signatories are accepted with GoCardless, and your hirer will
need to tick the relevant box in the form above.

They will then be sent a mandate (via email) from GoCardless to fill out, which will require 2
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signatories. Once they send this back to GoCardless, the mandate will be matched to the payment,
and the payment will then be processed by GoCardless.

This mandate can then be used for future payments, so that the hirer does not need to fill out the
form each time they make a payment.

Stripe -

Harry Pepper (Kajima) Invoice GPT5342
12 September, 2023
Date Description Space Time Net Cost VAT Rate VAT Payable Gross Cost

12/09/2023 Astro Pitch (markings for 7aside, 9 aside & 11v11) 10:00 - 11:00 £20.00 0% £0.00 £20.00

Net Total:  £20.00
VAT. £0.00

Grand total:  £20.00

Payment Terms

PAYMENT TERMS
Payment is due by the first booked date in the invoice for regular bockings and 1 month in advance for special events.

PAYMENT ACCEPTED:
GoCardless: Preferred method

Prompt payments are very important to our venue — thank you for your cooperation

Registered Office: Kajima Community, 55 Baker Street, London, W1U 8EW * Company Number: 123456789 « VAT Number: 987654

£20.00 outstanding

= BookingsPlus |TEST MODE

Pay with link =
Invoice GPT5342
Email
Card information
vs DS ®
°
Name on card
Country or region
United Kingdom v

Securely save my information for 1-click checkout

Once the "Pay now with Stripe" option is selected, clients will be taken to a form to enter their debit
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card details. Here they'll also see the option to securely save their information for 1-click checkout
in future.

If that option is selected, any future times that the client selects "Pay now with Stripe", the
payment will process using their saved card.

Should your client ever wish to change/update that card, the "customer" can be deleted from your
'Stripe' login, and the next time they go to make a payment they'll be prompted to enter new

details.

Payments made with 'Stripe' process immediately, so if there are issues such as insufficient funds ot
incorrectly entered card details, these will be flagged immediately to the customer to rectify.

After payment has been made, the status of the payment will immediately be 'Paid’, with the
'Pending’ flag not applicable.
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GoCardless Invoice Information

Last Modified on 03/02/2021 5:40 pm GMT

GoCardless Invoice Information.

As GoCardless charge a fee that is taken out per transaction, the amount that you receive into you
bank will not match the amount you invoiced the customer. Therefore, it can be useful to know
exactly what amount you are expecting and how much has been charged from GoCardless.

You don’t get a physical invoice from GoCardless, but you will get an email with the following
information daily (or when clients make payments), see example below.

GoCardless has paid you £1,414.99

Customer Description Amount
Customer name Venue name £90.00
Customer name Venue name £51.60
Customer name Venue name £60.00
Customer name Venue name £819.93
Customer name Venue name £31.50
Customer name Venue name £190.00
Customer name Venue name £180.00
Gross £1.423.03

GoCardless fees -£8.04

App fees - £0.00

Met £1.414.99

The money should arrive by May 31st

GoCardless Ltd, 338-346 Goswell Road, Londeon, EC1V 7LQ
Support Centre

You will also receive an email monthly showing how much you have ‘collected’.
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You collected £27.467.39 in May

Gross: £27 467 .39
Fees: -£87.47

GoCardless Ltd, 338-346 Goswell Road, London, EC1V TLQ

Support Centre
Change vour billing contact

If you click ‘view in dashboard’ this will take you to GoCardless where you

and the fees taken for the month.

Payouts

Created | Between + 01/05/2017 & ‘ and ‘ 01/06/2017 B | and currently | Any status .
Status Reference

® Paid School name - Ref. number

@ Paid School name - Ref. number

® Paid School name - Ref. number

x

(20 total)

can see all the payments

P N
( Export )
\ P J/

Paid out Fees Amount

01.0617 6.46 £ 2,414.54 £

310517 8.04 £ 1,414.99 £

260517 0.83 £ 81.97 £

You can also export this information into excel using the ‘export’ button in the top right hand

corner.

Please note that GoCardless has to charge VAT on their fees. The fees stated in BookingsPlus

exclude the VAT.
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Deposits and Refunds

Last Modified on 06/11/2020 5:23 pm GMT

Deposits:

There are two ways you can take a deposit depending on whether you are taking a part-payment
deposit or a security deposit. A part-payment deposit is taken when the booking is initially
confirmed, and will not be refunded as it is a part-payment of the booking. A security deposit will be
refunded after the booking once it has been agreed that there are no damages or charges for over-
run of booked time.

Method 1 - Part-Payment deposit.

Example: You have a booking worth £1000 and would like to take an initial deposit payment of
£200 on creation of the booking. If you haven't already, create a new Calendar Space in the Manage
Tab called Deposits; you can do this in the Venue Management tab. Scroll down to Bookable Spaces
and click New Space.

Edit the actual booking value to £800 and then create a new booking in the Deposit space for the
£200 up front payment. We would advise using Fixed Cost and inputting this as a 5 minute booking.
This will need to be on a different date to the actual booking in order to invoice these payments
separately, so we advise inputting the deposit on the date you are taking the payment.

FAVaANaUy CIECRed Ul ZorarZu 10

Booking Details

] P Space + Date + Days+ Time Available  Rate Net Wat Gross, Status
I N N K N ) e e e
Total 1 Oh 5m £200.00 £200.00

Toaale Opfions

You can then confirm the deposit booking yourself from the calendar...

Deposit for Event on the 25th of December

Client: Susi Bedford (Susi B Tennis Coaching)

Telephone: Mobile:

Email: schoolbookings5+susib@gmail.com

Booking taken by Amberley Kent on 28 August, 2018 at 11:15

i ﬂ ST

... and invoice from the bottom of the clients account. The Payment can then be collected via
GoCardless or Stripe via the clients login. The rest of the £800 can then be invoiced separately
when required (or in your invoice run).
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Method 2 - A Refundable security deposit

Example: You have a booking of £1000 and would like to take an additional £200 as a security
deposit in case of a cancellation or any damages/additional cleaning/over-running. In this case, as
you are not able to create manual invoices for refundable deposits we would advise taking a BACS
payment outside of BookingsPlus. You can then record this on the system using the New Payment
button at the bottom of the Clients account.

Payment method

Bank Transfer v

Amount
£ 200

Notes
Security deposit for event on the 25th of December. Received by BACS on the 31st of October AK

Apply to invoice:

P -

[—

Once created do not allocate this to any invoices.

It is always best practice to write as many notes on this as possible for audit purposes with details
such as who the payment was taken by, the date and an indication that it is a security deposit that
will be refunded (providing there are no additional charges incurred during the booking).

Refunds:

In the above scenario, if the event went well you are now looking to return the security deposit. This
can be recorded on the system using the New Refund button at the bottom of the clients account -

Value: Notes:

£ 200 Event on 25th of December went well with no cause to not refund the Deposit in full. This was confirmed by the
site manager Bob Jones via email received on the 29th of December.

Create Refund * Cancel

Again it is best to keep your notes as detailed as possible including stating who on the site team
confirmed that no additional charges are needed and when this was confirmed.

You will then need to ensure that the payment is allocated to the refund. To do this click on the
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Payment on the Clients page (in the Account Activity section) and allocate from the Refunds drop
down.

Payment #202854 - £200.00 (Bank Transfer)

Date: 28/08/2013
Payer: Amberley Kent

Status: Paid

Security deposit for event on the 25th of December.
Received by BACS on the 31st of October AK.

Apply to invoice:

Apply to refund:
| Refund #2017 2018-08-28 - £200.00

Reconciled? [

Please note - this only records that the money will be refunded - you will then need to request the
bank details from your client and make a BACS payment from your bank account to them.
Payments cannot be refunded by GoCardless - hence why we advise not raising a booking and
invoice (as in Method 1) for any refundable deposit payments.

Watch our video tutorial on how to apply a refund to a hirers account:
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Payments requiring attention

Last Modified on 29/10/2020 4:02 pm GMT

Payments Dashboard feature

You are able to easily track payments made through GoCardless or Stripe that have either failed,
been cancelled, or require double signatures.

17 Payments require attention Use the tick box to mark an action on a payment

FY

[ Payment mandate requires double signatures to b..(SusiB  pending View
Tennis Coaching)

[ The account number was invalid. The mandate wil .. failed View
(Dodgeball Diva's)

@ The account number was invalid The mandate wil_(SusiB  failed View
Tennis Coaching)

[0 The account number was invalid. The mandate wil... failed View
(Dodaeball Diva's) i

This table works in a very similar way to the ‘Bookings due for renewal’ feature that is found in the
bottom right hand side of the screen, in that you can tick tasks off to remove them once the action
has been completed. If you mark a failed or cancelled payment as 'actioned’, they will disappear ofi
the list.

Pending payments will not disappear off the list until they turn to 'paid' but will be scored through
so you know that you have actioned them. You can also click View to see the payment pop-up for
further information.

The actions that need to be completed will depend on the Status; if it is a failed or cancelled
payment, you will need to un-allocate the payment from the invoice so that the client is able to
remake the payment. Once a payment has failed or been cancelled the client will be notified of this
so you will want to make the invoice payable as soon as possible. You may also want to alert the
client yourself to ensure they re-make the payment promptly.

'Pending' payments that have been paid out, or 'Failed' payments that have been unallocated,
may sometimes still show in this section. These can be updated and removed by using the
button. This option shows after you select the view link.

If the status is Pending and the message mentions ‘double signatures’ then the client will have
ticked a box when making the payment to state that more than one person is required to authorise
this payment. The payment will remain pending until the client fills in a form that GoCardless will
have emailed over to them. In this instance you will want to get in touch with the client to ensure
this form has been received, filled out and sent back. You can then tick the item on the dashboard
- it will stay but it is a good way to show that the client has been contacted with regards to that
payment.
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If the client has not received this form, has any questions, or ticked the box in error, you can sign
into your GoCardless dashboard and choose to resend the double signatory email, or cancel the
relevant payment.

If you are still experiencing issues, you/your client will need to contact GoCardless to resolve this.

GoCardless can be contacted at 020 8338 9538, help@gocardless.com.

NOTE: Only payments (that require attention) made since the 1st January 2018 are displayed on
the dashboard.
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Using reminders

Last Modified on 03/02/2021 5:45 pm GMT

Reminders are a fantastic option within BookingsPlus, allowing you to raise a flag at
various places within the system. This means that all actions are captured in one place
& also means that actions are not missed in the event of holiday/sickness.

When any administrator logs onto the Dashboard, they will see a banner across the page alerting to the reminders
which are due. Alongside the [Reminder] tab, there is also a number to indicate the reminders either due or
overdue.

Grange Park School Q= e ———

Dashboard Calendar = Enquiries | Clients =~ Bookings | Invoices = Payments | Reminders 3 Reports Users | Venues ~

Reminders can be set by clicking [

- Client level (top right hand side)
- Invoice level (bottom Right hand side of invoice)

- Booking level (bottom of booking form while creating, top of booking form once booking has been
made)

- Enquiry level (either select 'Follow-Up required or choose option at bottom of Enquiry form)

- Document level (option when uploading document)
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Grange Park School

Dashboard

Search:

Reminder

Date

03/02/2016

04/02/2016

05/02/2016

11/02/2016

14/03/2016

24/03/2016

03/04/2016

09/09/2016

15/09/2016

24/10/2016

Showing all 10

Calendar

Filter by: | Pending

Enquiries

Reminders

Client

Piers Morgan

Fred Flint

John James (Grange Park
FC (WK))

Neville Neville (Bury F.C)

Caroline er (In Sync)

Fred F (Gym

Members

Jane Row (All In Line)

Veronica Taylor (Fitness
for All)

Chris Pete (Petes FC)

Clients

Bookings

v | [~ Type— v

Item (click to view)

#20831 Plers Morgan

#20910 Fred Flint

#79582 Football Training -

#62501 Expires 1 April 20
#4914 PAT Ce

rtificates

#52529 Expires 16th Sep

#62481 Expires 21st Sep 16

#6131 Insurance

Invoices

Aduits

arding qualification -

16

16

G

Payments

Type

Enquiry

Enquiry

Booking

Client
document

Client
document

Booking

Client

document

Booking

Booking

Client
document

Reminders 3

Reports

Start Date:

Notes

check for response from hirer

Complete

End Date:

Check client has accepted T&C's and confirmed,

then raise invoice

insurance date

Certificate expires 27/3/16

Pass due to expire

Exp 10/4/16

Renew the pass

Annual Pass needs renewing

Insurance Runs Out 5-11-15

Show

[

entries
Status

Requires
attention

Requires
attention

Requires
attention
Pending
Pending
Pending
Pending
Pending

Pending

Pending

Knowledge Base ~

Users

Acti

Acti

ction

clion

ction

ction

Venues -

Cancel

Cancel

Cancel

Cancel

Cancel

Cancel

Cancel

Cancel

Cancel

Cancel

From this page, all reminders have the option to Action or Cancel.

If necessary, the date on the reminder can be put forward. This will then remove the reminder from

the Overdue list & change status back to Pending.

To close a reminder, click Action and input what action has been taken.

The [Reminders] tab can be sorted by status & type (useful if chasing outstanding documents). It

can also be filtered by date if required.
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General report information

Last Modified on 03/02/2021 5:46 pm GMT

BookingsPlus has a full reporting suite providing information on your bookings, client
information and financials. The reports can be accessed via the [Reports] tab.

Dashboard ~ Calendar | Enquiries 1 Clients = Bookings  Invoices  Payments = Reminders # Reports _ Users = Manage | Venues -

Reports

What type of report would you like?

Activity Sheet

How would you like to receive the report?

® Download Report By Email

What date ranges will be used in this report?

® By date range By month and year
Choose start date: Choose end date:
28/02/2016 06/03/2016

Which venues would you like to include in this report?

® Only this venue (Grange Park School) Multiple venues

The drop down box allows you to select the report you wish to run. We would advise familiarising
yourself with the many different types of reports that are available. They can either be run for a
defined time period, or by selecting a Month.

Once you've selected the report & the time period, click

Reports can either be downloaded (as shown below), or sent by email. This can be particularly
useful for schools with multiple sites.

Grange Park School

Dashboard Calendar Enquiries Clients Bookings Invoice

File downloaded
Download will be cancelled if you move to another tab

To manually check if your report was generated click here

Back to reports

The reports download into Excel and will appear in the toolbar at the bottom of your screen once
complete. From here, you can click to open the file & save it in a location of your choice.

Activity/Attendance reports are fully formatted for printing. All other reports have column headers
and can be filtered & printed as required.
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Cancelled Bookings Report

Last Modified on 03/02/2021 5:47 pm GMT

The Cancelled Bookings Report can be generated for any time period you choose, is
available to download or email & is also suitable for multi-venue reporting.

Please note that this report only shows confirmed bookings which were cancelled. Any provisional bookings or
school bookings will not appear here.

For any cancelled bookings prior to 9th February 2017, the date/reason and person who did the cancellation
were not stored within BookingsPlus, therefore this information will not appear on the report.
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Utilisation Report

Last Modified on 03/02/2021 5:47 pm GMT

The Utilisation Report has been designed to help you maximise your facilities and your
revenue, by allowing you to view usage of your venue across each space.

Within the 'Manage' area of your venue, you will be able to define your opening times
and this will calculate the number of hours your venue is potentially open within the
report period. By using this & the bookings input into the system, the report will
calculate your percentage utilisation.

To be able to use the report, you will need to set up your opening times. Please follow the instructions below:

Click the [Manage] tab and click the m button. From the [Basic Information] tab, scroll down to the
Venue Business Hours section. Here you can set your opening times for your venue. (Please note - if you have
added holidays on the [Venue Management] tab, you must include opening hours in the non-term time column.)

Venue Business Hours

This is used to calculate the utilisation of Bookable Spaces (24hr format)

Term Time Non Term Time

From To From To

[LeeETE 17:00 22:00 08:00 22:00
Tuesday: 17:00 22:00 08:00 22:00
Wednesday: | 47,99 22:00 08:00 22:00
Thursday 1700 22:00 08:00 22700
(FOSERE 1700 22:00 08:00 22700
Saturday- 0800 22:00 08:00 22700
Sundais 08:00 22:00 08:00 2200

) Set all Bookable Spaces times to these times ) m
Once complete, click and click as you normally would at the

top right of the screen. These hours will then be replicated against all Bookable Spaces listed under the [Venue

Management] tab.

If any spaces deviate from these times (e.g. an outdoor space available earlier than in your main building), you
can amend each space individually.

To do this, click

Edit

Delete

the space you wish to edit from the list of Bookable Spaces on the [Venue

Management] tab. Once you've made the amendments required, click m
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Space Business Hours

Term Time
From
Monday 1800
Tuesday 1800

Wednesday 1800

Thursday:

18:00
Friday 18-00
Saturday 0830
Sunday: 0830

Should be in 24hr format e g. 15:00-23:00

20:00

Non Term Time

From To

08:30 22:00
08:30 22:00
08:30 22:00
08:30 22:00
08:30 22:00
08:30 22:00
08:30 22:00

The report is available to run from the Reports] tab. It can be run for any time period. Please note that

provisional bookings and non-billable bookings are included in this report. Any days that have Closures added on

the [Venue Management] tab will be excluded from the Hours Open column.

If you wish to run the report for multiple venues, click the 'Multiple Venues' option and select the venues required.

Each venue will be shown on a separate tab within the Excel spreadsheet.

A sample of the report is shown below.

Art Room 255 8 3 34 34 8 24 34 34
Music Room 255 70 27 34 12 35 34 17 49 34 21 62 34 9 25
Main Hall 255 372 146 34 42 124 34 50 147 34 56 165 34 31 91
Dining Hall 256 100 39 34 20 59 34 12 35 34 24 14l 34 32 94
Sports Hall 1 255 7 3 34 34 34 T 21 34
Sports Hall 2 255 22 9 34 12 36 34 4 12 34 2 6 34
Sports Hall 3 256 18 7 34 8 24 34 4 12 34 2 6 34
Sports Hall 4 255 93 36 34 13 37 34 30 87 34 9 25 34
Astro 1 255 116 45 34 13 37 34 34 99 34 17 50 34 20 59
Astro 2 255 69 27 34 17 50 34 20 59 34 16 AT 34 12 35
Classroom E1 255 86 34 34 4 12 34 24 Al 34 9 25 34 24 1Al
Classroom E2 255 16 6 34 34 34 16 AT 34
Conference Room 255 34 34 34 34
Drama Studio 255 56 22 34 2 6 34 7 21 34 14 40 34 20 o7
Gymnasium 255 38 15 34 5 15 34 6 18 34 12 35 34 4 12
Total 3825 1071 28 510 147 29 510 215 42 510 204 40 510 151 30
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Scheduled Reports

Last Modified on 12/05/2021 11:07 am BST

As a Master Venue Admin, you can now set up Scheduled reports at your venue, to run
automatically and be sent out to who needs them.

Go to the the Reports tab - and switch to the new sub-tab labelled 'Scheduled Reports'

Reports

Reports  Scheduled Reports

New Scheduled Report
Scheduled Reports
= Show entries

Name Report type Frequency Span First run Next run Actions

No scheduled reports found

Here you will be able to see any reports set up by yourself or other Master Venue Admins that have
access to your venue.

Click the 'New Scheduled Report' blue button on the top right, and you will be able to see all of
your options:

e s |
New Scheduled Report

Name

Report type

Activity Sheet
Schedule Arrears ® Advance
Frequency daily
Span 1 day
Gt run 6 May 2021
Run at 00 . 00

The report will be sent to masterva@example.com.
Enter any additional email addresses you would like to send the report to (comma separated)

E.g. useri@example.com, user2@example.com

Which venues would you like to include in this report?
® Only this venue 1. Website Template - Classic Multiple venues Multiple venues - One Report per Venue

The form allows you to choose a number of different settings to tailor the set to get exactly the
information you need:

¢ Input a unique short Name for the report in the first field so that you can quickly and easily
identify the type of report set up - e.g. 'BVR Monthly ADV' for a Bookings value report that is
set up to run Monthly in Advance. Don't worry about putting too much information in this first

field, as once set up, the scheduled reports table will display the type, frequency and span
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anyway.

e Select the Report Type from the drop-down

¢ For Schedule, select if you would like the report to contain dates in the past (Arrears) or
dates in the future (Advance)

e For Frequency, select how often you would like the report to automatically run.

e Select the Span you would like the report to run for. For example, if in 'Schedule' you selected
Arrears, and for 'Span' you select 1 day, then when the report runs it will contain data for
Yesterday.

e For First run and Run at, you need to select the first Date and time you would like the report
to run on. The times are limited to before 9am and after 5:30pm to ensure that it does not
add strain to the system during the working day.

e When this report runs it will be sent to the email address you are logged in with. You can also
send it to additional emails using the text box at the bottom of the page. Each email must
be separated with a comma, e.g. userl@example.com, user2@example.com

e Finally, if you have admin access to multiple venues, you will then be given the option to run
these for as many of the venues you need by selecting Multiple Venues, or Multiple

venues - One Report per Venue and then selecting the Venues that you need.

Once you are happy with the settings, click Save at the bottom of the page. Your report will now be
set up and shown in your venue and you can continue to create any additional reports needed.

Reports  Scheduled Reports

New Scheduled R
Scheduled Reports
S h
o Show entries
20 ~
Name Report type Frequency Span First run Next run Actions

BVR Monthly ADV Bookings Value Report monthly month 06/05/2021 18:00 06/05/2021 18:00 Edit Delete

Showing 1 scheduled report

You can also edit the report if any of the settings need to be amended; just click Edit, tweak the
settings, move the 'First run' date to the next date you need the report to run on, and click Save.

The table below shows what results you can expect for the different settings:

Set up to first run at Schedule Time span Report results
1 Sep Arrears 1 day 31 Aug

1 Sep Arrears 1 week 25 - 31 Aug

1 Sep Arrears 1 fortnight 18 - 31 Aug

1 Sep Arrears 1 calendar month 1-31Aug
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Set up to first run at Schedule

1 Sep
5 Sep
1 Sep
1 Sep
1 Sep
1 Sep
1 Sep
1 Sep
5 Sep
1 Sep

Arrears
Arrears
Arrears
Advance
Advance
Advance
Advance
Advance
Advance

Advance

Time span

1 month

1 month

1 quarter

1 day

1 week

1 fortnight

1 calendar month
1 month

1 month

1 quarter

Report results
1- 31 Aug

5 Aug - 4 Sep
1 Jjun- 31 Aug
1 Sep
1-7Sep
1-14 Sep
1-30Sep
1-30Sep

5 Sep - 4 Oct
1 Sep - 30 Nov
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IRIS Sales Invoice and Credit Note
Report Set Up

Last Modified on 18/07/2022 11:36 am BST

How to set up the IRIS Sales Invoice and Credit Note Report at your venue:

First, get in touch with our customer service team at support@bookingsplus.co.uk, and they will
discuss the trial options for the report, and switch on this functionality at your venue.

Once it has been switched on, you will need to go to your Manage Tab - Edit Venue Button - and
select the new Accounting sub-tab.

Here you will need to populate all fields on the page to pull through and populate on the report.

For example:

Basic Information Billing Location Payment Gateways Emails Client Login  Accounting

Profit & Loss Income Account -Levell

GPS51105

Profit & Loss Income Account -Level2

GPSXXX

Income Description

Lettings Income
Balance Sheet Debtors
Balance Sheet VAT

GPS9522

Invoice Document Type code

GPSI

Credit Note Document Type Code
GPSC

Financial Year Description

2021/2022

Next, click on the Billing sub-tab (also within the Edit Venue button) and ensure that the 'Start of
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Financial year' is set correctly for the venue.

For example:

Billing
Start of Financial Year

1 ~  September -

Invoice NMumber Prefix

GP

Invoice Starting Number

1

Finally, click on the Client's tab and click Edit on a client account. In order to get a client specific
reference to populate on the report, you will need to populate the 'Client reference' field for each

client account necessary.

For example:

Edit Client

Client Contact Details

Client reference
GPS0001

Company Name
Test

Contact salutation (MriMrs/Drietc.)

Contact first name
Test

Contact last name
Client

Company |

Address 1

Address 2

City

Now you will be able to run the report for up to 12 months. You can run 1 report manually from the

reports tab, or set the report up to come through automatically on set dates & times - for
information on how to do this, see our Scheduled Reports guide

For manual reports, once you've selected the report in the dropdown, you will notice on the
reports tab that you only get the option to receive the report by email. This is as the report may

take a few moments to be created by the system, so will be sent to your user email, and any other

emails you enter in the CC field.

161
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Please note; if you have Instant Pay set up at your venue, Tentative Invoices and Voided Tentative
invoices (when voided by the system as the payment was not received in time) will not show on
the report. For further information on Instant Pay, please take a look at our article here.

Also, if at any point you would like to update your Invoice/Credit note prefix in the Billing tab, and
would like this prefix to update for all past Invoices/Credit notes on the PSF report, please contact
our customer service team on support@bookingsplus.co.uk and we will be able to amend this.

If you have any queries about the report, please don't hesitate to get in touch and we'll be more
than happy to help.
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User access levels

Last Modified on 18/02/2022 2:51 pm GMT

To allow you to manage access to BookingsPlus, there are a variety of levels of User
Access which can be given to your staff.

To set up a new user, click on the option at the top right of your screen. This will show the
User Management tab, giving access to all the user levels below your own.

Grange Park School

Dashboard Calendar Enquiries 1 Clients Bookings Invoices Payments Reminders 3 Reports _ Users Manage Venues ~

User Management

Master Admins (5) Master Venue Admins (83) Venue Admin Plus (155) Venue Admin Read Only (18) Site Staff Plus (18) Site Staff (7) Customer Logins (354)
Search: Show

kb@ 20 il

entries
Name Email Las; Signed Managing Venues
Login In

Knowledge kb@example.com  10/02/2016 4 Grange Park School, SchoolBookings @ Haverstock School, SchoolBookings @The Wooldale Centre Edit Delete
Base for Learning

Showing 1 to 1 of 1 entries (filtered from 155 total entries) First  Previous n Next Last

This screen has a tab for each level of access. Master Venue Admin & Venue Admin Plus can see all
Users set up at a lower level. Other User Levels do not have access to the [Users] tab.

There is the facility to search by name if required. The table shows the name, email address, venue
access along with the last time they accessed the system.

To amend any details e.g. venues they have access to, or access level click on Edit.

To set up a new user, click on the relevant button and fill in name, email, venue access. Set the

password yourself and click

Now let your colleague know where to login (https:\\admin.schoolbookings.co.uk) and the password
you've just set up.

Please see below information for full details on each access level.

Levels of Access:

1) Master Venue Admin: This user has access to administer all areas within their venue/s. Master
Venue Admin are able to create any of the other types of users for their venue, i.e. Venue Admin

Plus, Venue Admin Read Only, Site Staff Plus, Site Staff.

TIP: You cannot use an email for an administrator that has already been used as a customer!

Ideal for: The main Admin user within each venue.
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Example: login to admin.schoolbookings.co.uk with the email master@example.com and password
BassetCourtl2

Set up a new user: To set up a new user, click the Users tab, click the relevant access level tab
for the user you want to create and choose to create ‘New xxxx’. Enter a first name, last name and
email address for the user and tick the venue/s to which they should have access. Enter a password
and click ‘Create User’.

We recommend that you do not give access as a Venue Admin Plus or a Site Staff Plus to
anyone that has NOT been adequately trained on how to use the system.

2) Venue Admin Plus: This user has access to administer all areas, within the venues they are
enabled for, including the manage/set-up area. They can run all reports and they are also able to
set up new Site Staff Plus and Site Staff Users.

Ideal for: Administrators who handle enquiries, input bookings, do invoicing etc

Example: login to admin.schoolbookings.co.uk with the email vaplus@example.com and password
BassetCourt12

3) Venue Admin Read Only: This user can view all areas (including client details) except the
manage/set-up areas, but they CANNOT amend any data, add bookings or enquiries etc. It is read
only access. They have access to run all reports.

Ideal for: finance staff.

Example: login to admin.schoolbookings.co.uk with the email varead@example.com and password
BassetCourtl2

4) Site Staff Plus: This user has read only access to the following tabs: Calendar, Enquiries,
Clients, Bookings and Reports. They can view all information in these tabs but cannot
amend/add/delete anything EXCEPT for enquiries. This user can add new enquiries and amend
existing enquiries and can therefore use the availability checker functionality. They cannot delete,
close or convert an enquiry to a booking.

The Site Staff Plus user also has access to run the following reports: Activity Sheet, Attendance
Sheet, Staffing report, School Hours report. They do not have the ability to ‘Export to CSV’ from the
bookings tab.

Ideal for: Site Staff Supervisors / office staff who deal with enquiries

Example: login to admin.schoolbookings.co.uk with the email sitestaffplus@example.com and
password BassetCourtl2

5) Site Staff: This user can only view the calendar tab and cannot edit or amend anything. They
can switch to different dates and choose different categories on the calendar. They can click a
booking and see the clients name, organisation, description of the booking, and the administrator
who took the booking, but cannot view client contact details. They can see from the calendar
whether the booking is provisional or confirmed or a school booking. They can also see whether the
client has paid for the booking.

Clicking a room hyperlink on the calendar does not give any result so they cannot see prices of
rooms etc.
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Ideal for: Site staff / the facilities management team / school staff who want to check availability

Example: login to admin.schoolbookings.co.uk with the email sitestaff@example.com and password
BassetCourt12
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Client user ID's

Last Modified on 03/02/2021 5:48 pm GMT

From the [Users] tab, you can access a list of customer log-ins for your venue.

These are created once a Welcome Email has been issued, or by setting up manually from the
Client page.

Grange Park School e e
Dashboard Calendar 5 Cli Bookings Invoices Payments Reminders s Repo _ Users Manage Venues ~
User Management
Master Admins (5) Master Venue Admins (83) Venue Admin Plus (155) Venue Admin Read Only (18) Site Staff Plus (18) Site Staff (7) Customer Logins (354)
Search: Show
jones 20 ¥
eniries
Name Email LastLogin  Signedin  Clients Venues
best friend timmy abdullaaden+ff@gmail.com 03/03/2016 1 jim jones (Abs Ju Jit Su Classes) Grange Park School Edit Delete
David Jones davidjimmyjones@hotmail.com Never Never David Jones (David Jones - Football) Grange Park School Edit Delete
Jack Jones tfj@example.com Never Never Jones (Private Party) Grange Park School Edit Delete
Jack Jones ji@example.com Never Never Jack Jones (Private Party) Grange Park School Edit Delete
Janet Jones schoolbookings5+j@gmail.com 24/03/2016 1 Janet Jones (Tutoring) Grange Park School Edit Delete
jim jones abdulllaaden1+pp@gmail com Never Never jim jones (Abs Ju Jit Su Classes) Grange Park School Edit Delete
Jo Jones schoolbookings5-+Heremypiper@gmail.com 24/09/2015 2 Jo Jones (Raglan CiW VC Primary School) Grange Park School Edit _ Delete

From here, you can see when your clients last logged onto their account., as well as all the accounts

they have access to (if they hire across multiple venues).

It is also possible to manually edit their password if required (can be useful if they are having
problems accessing the system). To do this, click on 'Edit' and 'update password'
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Venue Management

Last Modified on 22/06/2016 7:53 pm BST

The Venue Management section is the 'back-end' of your Booking System & Website.
It can be accessed through your booking system. Simply click on the [Manage] tab.

Please see articles on left hand side menu.
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Adding Photo's To Your Website

Last Modified on 22/08/2023 3:06 pm BST

All the photos which appear on your website can be easily updated, it's a great way of
keeping your website looking fresh!

Whenever you can add a picture in BookingsPlus, it will state in that area what size the pictures

need to be. Please follow these guidelines, it will ensure that your pictures are of optimum quality.

If you need to crop or resize images, we suggest one of the following free options:

e Adobe Express (Free / Easiest to use, Account Required - No Ads)
e \Website Planet (Free - No Account Required - No Ads)

e Imageresizer.com (Free - No Account Required)

Click on the [Manage] tab.

Pictures are stored in the following places:

Venue Management - Bookable Spaces

Website Marketing - Website Spaces, Website Categories
Edit Website:

- Imagery tab (will vary depending on which template is chosen)
Edit Venue:

- Billing tab (Logo for invoices)

- Website tab (Banner pics, school logo & venue pic)

TIP: Always view your pictures on your website once it's updated to make sure you are

happy with them!

We recommend that you do not take your website offline while you are making changes, as this
will affect your Google presence.

168


https://new.express.adobe.com/tools/resize-image
https://www.websiteplanet.com/webtools/imagecompressor/
https://imageresizer.com/

Set-up Privacy Policy and Marketing
Preferences

Last Modified on 11/09/2023 11:16 am BST

BookingsPlus allows you to present your privacy policy to both your enquirers and your
clients, and also enables you to capture their marketing preferences. This can be set up

as follows:

From the tab, choose m and the Client Login tab. Fill in the Privacy Policy form
with a title, a note for the user (this will display above the 'l agree to the Privacy Policy' on your

marketing website only), and complete the main body with your privacy policy detail.

Note that there is a character restriction of 255 on the 'Note for user'.

Privacy Policy
Title

Grange Park School's Privacy Policy

MNote for User

We take your privacy seriously and will only use your personal information to administer yot

AB I UEZ==2 = .= 5 FontFomat - || e X, x

,n
T
[Tl

Grange Park School's Privacy Policy

Your privacy is important to us, and this policy is intended to help you
understand how we collect, use, and store information about you.

What personal information do we collect?

We collect your information as follows:

If you just visit our website but do not interact with us in any other way, our
website terms of use will apply — see Website terms of use. We also use
cookies — for more information see our Privacy Policy.

When an enquiry/registration is made through the venue marketing website, ~

The privacy policy will display on all enquiry forms on your website and in the clients

login area.

If you would like to also include the option for your enquirers and clients to opt in to marketing and
to communicate their preferred methods, then tick which options you would like to give them a

choice from:
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Marketing Options

Please select the marketing options available for clients to select their marketing preferences from. If no options are selected, clients will not be prompted to make a selection
X | Email
% | Telephone

Post

Text

Next, choose e in the top right. When you click save, this will add your privacy policy and

marketing options to each enquiry form on your website so that you can be sure that each enquirer
has read your privacy policy and indicated their preferred method for marketing. The privacy policy
and marketing options will then be presented on the dashboard of your client's account. Your
clients also have the ability to amend their marketing options in their account at any time.

If you wish to upload a new privacy policy or terms at any time (to websites and client accounts),

just amend the text in the form and remember to hit m . If the forms are left blank, then
they will not display on the websites and client accounts.

Please note that, if your venue is still set-up with uploaded PDF terms and conditions, this format
will still display until you update to the new format.

To see what your clients will be presented with, please see article: Privacy Policy & Marketing
Preferences on the Clients Account

To see what will be displayed on your marketing website, please see article: Privacy Policy &
Marketing Options on Enquiry Forms on Websites
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How to create an advert

Last Modified on 11/05/2022 10:40 am BST

As part of your website's What's On page, you can also promote a class or bookable
space using adverts. These are independent of bookings and can be a great way to
showcase any one-off events, new classes or groups you are working closely with.

Screenshot of how the adverts appear on our modern website templates:

Vancouver Football Club Shire Academy Quiz Night Holiday Club Ballet for beginners

Qur resident football club, Vancouver FC, Cur FTA are holding their popular quiz Let us entertgin your children throughout A great class for those with litle donce

iz looking for volunteers to run the dub. night again on Friday 13th December. the summer holidays with sports, crafts, experience. This class involves learning the
They need coaches &... Grab your friends... games and lots of .. basics with...

Full Details Full Details Full Details Full Details

The screenshot belows shows how adverts appear on our classic template:

You are here: Facilities at Grange Park School, Northampton » What's On

What's On
Yes Chefl New Cookery Classes
c‘%.kgp Wednesday 08 June
Yo ched
Ceming seon for children 6-16 . -
10 Srmuchy 320 Make friends, try new foods Time Activity Telephone Contact

10:00 - 11:00 Badminton classes Bloggs

gm Unlimited Tennis Badminton
aid &
Rl

Unlimited tennis Only £30 Badminton classes for ages 60+ on Wednesday mornings

ERERERSER  r S0th Sept 2016 during term time.

The adverts can be added through the [Manage] tab on the Website Marketing section. On the
right hand side is the Adverts section:

Venue Management Website Marketing \Website Blog

Website Categories Hint: Drag and drop Categories to recrder them Adverts Hint: Drag and drop classes to reorder them.
Name Name Visible
Special Event and Party Packages Edit Delete Quiz Night v Edit  Delete
Judo v Edit  Delete
Boogie Nights with the All Star Dance Academy Edit Delete
Sports Facilities for hire Edit Delete
Foatball Training v Edit  Delete

New Class
To add an advert, click and complete the form below. The start/end date is ideal for
any one-off events or holiday clubs, this means that the advert will only be visible between these
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dates. If you wish it to show permanently, simply leave the dates blank.

Grange Park School

Dashboard Calendar Enquiries Clients Bookings Invoices Payments Reminders 1 Reporis _ Users Manage Venues -

New Class

Name

Description

Link

Start date
End date

Visible
X

Image for Advert
Used on the What's On page. Should be at least 210x300 pixels.

Image
Choose File | No file chosen

=3l

You can see at a glance which adverts are currently 'visable' on the front end website as shown in
the above screenshot. You are able to remove an advert but keep the information within the system
by clicking 'Edit' and selecting from the below options e.g. 'Not visible on website' or 'Always visible
on website' etc. This can be handy for any repeat, seasonal adverts e.g. Christmas Fairs or Summer
Camps.

Description

Our annual PTA quiz night is on Friday 18th September.

Time to read the papers, swot up on Google and get your team organised for another fun evening.
BYOB and snacks.

£20 per team (up to 6 people).

Booking via school office

Link

http://bookingsplus.co.uk
Mot visible on website
Always visible on website

Only visible on website between:

Remember to review your adverts periodically to keep your website fresh. You are also able to
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'drag & drop' them to rearrange the order.
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Checklists - how to set up & use

Last Modified on 03/02/2021 5:52 pm GMT

Within BookingsPlus is the option to attach a checklist to a booking. These checklists

are bespoke to your venue & are designed to guide you through the steps involved when

taking a new booking, ensuring that nothing is missed. Combined with the reminders,

this can be a valuable tool to running your lettings effectively.

The checklists are set up within the Manage area of your website. They are then available to use
when creating a booking. At the bottom of this page are 3 suggested checklists, please feel free to
copy these and amend as appropriate to suit your venue. You can, of course, create your own from

scratch.

To set up the checklist, click to the [Manage] tab.

Dashboard Calendar Enguiries Clients Bookings Invoices Payments Reminders 23

Venue Management ~ \ebsite Marketing  Website Blog (Master Admin Only)

Venue Registration Holidays
. = Des i
Venue registration completed and terms accepted on S
08/04/2013 08:44 Christmas and New Year
\iew registration details. February Half Term
Easter Holiday
Booking Checklists
test
Name ltems  Bookings May Holiday
Gym Membership Checklist BEdit 15 Edit  Delete Summer Holiday
New Regular Booking Checklist T Edit 222 Edit  Delete Cictober Halfterm

Special Events Checklist aedt 27 Edit  Delete

Theatre Checklist SEdt 6 Edit Delete
I — Closures

Reason

Reports

Start

21122016

13022017

10/04/2017

150572017

29/05/2017

240072017

30102017

Start

End

010172017

19022017

230042017

16/052017

D4/06/2017

03/09/2017

DaM12017

End

Edit

Edit

Edit

Edit

Edit

Edit

Edit

L e

Delete

Delete

Delete

Delete

Delete

Delete

Delete

In the example above, there are 4 checklists set up in the system. These can easily be edited -

simply click on the Iltems column to see the full checklist.
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Checklist: New Regular Booking Checklist

Drag and drop the items to reorder them

Name
1. Have stated on clients notes & Fm notes anything included in booking eg. U shape set up, jug of water
2. Terms & Conditions have been accepted online
3. Booking has been confirmed by the hirer online
4. Have let site team know about new booking & start date
5. Have booked an induction meeting with site team 1/2 hour prior to 1st booking to go through fire evacs efc
6. Have obtained relevant documentation eg. insurance, DBS. qualifications etc
7. Published to website

New Checklist tem

Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete

From here, simply click to Edit or Delete as needed. If you wish to add any additional steps into the

checklist, click on New Ch t tem

Once your checklists are all set up, they will be ready to add to any bookings you make. On the
booking form, click on the drop down box to select the appropriate checklist.

New Booking

Booking Query

Select client | John James (Grange Park FC (WK))

Purchase order Category| Sport & Fitness v | checkiist| -—

\
Spaces
Space: Bog
| 1. venue Notes + | gtg Gym Membership Checklist
New Regular Booking
Checklist
Special Events Checklist
Sundry ltems

p.o

o D

VAT Gross:
20% - £ 0.00

=D

Add Sundry

Once the booking is saved, the checklist will appear in a banner across the top. By clicking on the
banner, you can mark items as actioned. The colour of the banner will change from red to amber to

green, as items are completed.
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The status of the checklist can also be viewed from the [Bookings] tab which is ideal for looking at

New Regular Booking Checklist

Have stated on clients notes & Fm
notes anything included in booking
eg. U shape set up, jug of water

Terms & Conditions have been
accepted online

Booking has been confirmed by the
hirer onlineg

Have let site team know about new
booking & start date

Have booked an induction meeting
with site team 1/2 hour prior to 1st
booking to go through fire evacs efc

Have obtained relevant
documentation eq. insurance, DBS,
qualifications etc

Published to website

Actioned by
Tracy
Trainer
01/06/2016

Actioned by
Tracy
Trainer
01/06/2016

Actioned by
Tracy
Trainer
01/06/2016

all the forthcoming bookings. From this page, click on the checklist icon to update items completed.

Search:
john james

Bookings

Clients

Bookings

Invoic

Filter by: Space (41) |- Category —

v |- Status - v |[—Payment Status - v
07/06/2016 17:00 18:00 Senior Football Pltch
2
07/06/2016 17:00 18:00 AWP 3 (5-6 aside)
08/06/2016 17:00 18:00 Badminton Court 1
08/06/2016 17:00 18:00 AWP 1 (5-6 aside)
09/06/2016 17:00 18:00 Senior Football Pltch
2
09/06/2016 19:45 20:45 Badminton Court 4
09/06/2016 19:45 2045 Badminton Court 3
14/06/2016 17:00 18:00 AWP 3 (5-6 aside)
14/06/2016 17-00 1800 Senior Football Pltch

2

nents

Reminders a

Reports

John James (Grange
Park FC (WK))

John James (Grange
Park FC (WK))

John James (Grange
Park FC (WK))

John James (Grange
Park FC (WK))

John James (Grange
Park FC (WK))

John James (Grange
Park FC (WK))

John James (Grange
Park FC (WK))

John James (Grange
Park FC (WK))

John James (Grange
Park FC (WK))

£45.00 Sport & confirmed
Fitness

£35.00 Sport & confirmed
Fitness

£7.50 Sport & confirmed
Fitness

£25.00 Sport & confirmed
Fitness

£4500 Sport & confirmed
Fitness

£7.50 confirmed

£7.50 confirmed

£35.00 Sport & confirmed
Fitness

£4500 Sport & confirmed
Fitness

show
entries
Fullypaid  #85978  Edit
Billed #93932  Edit
Fullypaid  #89179  Edit
Fulypaid ~ #91918  Edit
Fulypaid  #85974  Edit
Fulypaid  #89441  Edit
Fulypaid  #83441  Edit
Billed #93932  Edit
Fulypaid  #85978  Edit

Start Date | 01-06-2016 | End Date 01-07-2016 n
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For examples of checklists click here Suggested checklists
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Suggested checklists

Last Modified on 03/02/2021 5:54 pm GMT

Below are examples of 3 checklists which we use for our BookingsGuru service. These
are based on our experience of lettings & designed to be generic to fit to most

situations. Please feel free to copy these & amend to suit your working practices.

Checklist: New Regular Booking Checklist

<< Back to Venue

Drag and drop the items to reorder them

Name
1. Have stated on clients notes & Fm notes anything included in booking eg. U shape set up, jug of water Edit Delete
2. Terms & Conditions have been accepted online Edit Delete
3. Booking has been confirmed by the hirer online Edit Delete
4. Have let site team know about new booking & start date Edit Delete
3. Have booked an induction meeting with site team 1/2 hour prior to 1st booking to go through fire evacs etc Edit Delete
6. Have obtained relevant documentation eg, insurance, DBS, qualifications etc Edit Delete
T Published to website Edit Delete
Checklist: Children's Party Checklist
==
Drag and drop the items to reorder them
Name
1. Have stated on client & FIM notes: Access to hot/cold water to be supplied. tables & chairs for xx children, any additional Edit Delete
requirements
2. T&C's accepted online Edit Delete
3. Booking confirmed by the hirer Edit Delete
4. Details of any external suppliers (eg bouncy castle, entertainer) Edit Delete
5. PAT Certificates/Insurance have been obtained where relevant Edit Delete
6. Let site team know numbers for party & times of collection/delivery of bouncy castles (at least 2 wks prior) Edit Delete
7. Number & age of children have been confirmed (at least 1 wk prior) Edit Delete
8. Payment received in full at least 5 days prior to party Edit Delete
9. Send feedback form to hirer Edit Delete
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Checklist: Special Events Checklist
Drag and drop the items to reorder them
Name

1. Official guote sent with terms attached Edit
2. Deposit received (50% for special events) Edit
3 State on client & FM notes anything included in booking, eg use of projector. bangueting tables/chairs to seat xx, etc Edit
4. T&C's accepted online Edit
5. Booking confirmed by the hirer Edit
6. Event planner completed & sent to site team Edit
7 Event planning meeting booked between site team & hirer (at least 2 months prior to event) Edit
8. Complete catering staff request (if kitchens required) and sent to Catering Academy Edit
9. Send kitchen terms to hirer (if kitthens booked) Edit
10 Equipment list with PAT certificates must be obtained Edit
1. Obtain insurance documents (for caterers as well where relevant) Edit
12, Raise invoice 2 months prior to event Edit
13. Receive full payment 1 month prior to event Edit
14 Phone hirer to confirm event times, numbers & final details 2 wks prior to event. Edit
15 Phone site team to confirm final numbers & check event is staffed Edit
16. Send deposit back after receiving all clear from post event checks Edit
17. Send feedback form to hirer Edit

=

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

BookingsGuru is a service that we provide to schools and community facilities where we provide the

admin and marketing for their lettings.
https://bookingsguru.co.uk/
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Amend automated emails

Last Modified on 03/02/2021 5:55 pm GMT

Within BookingsPlus is a bank of generic emails which are sent to your clients

at various stages throughout the booking process.

You have full control over the content of the emails & we suggest that you review them periodically to ensure they

are worded in accordance with your lettings procedures.

The emails are located within the [Manage] section of your system. Click on m and select the
[Emails] tab.

- Tracy Trainer -

Calendar Enquiries Clients Bookings Invoices Payments Reminders 23 Reports

Editing Grange Park School

Basic Information  Billing  Payment Gateways  Emails ~ Client Login

Receive email when:

Wew enquiry was added via website Booking was confirmed by administrators
Wew enquiry was added by administrators Daily notific ations of reminders requiring action (sent at 08:00)
Booking was corfirmed by hirers

User Welcome Email Enquiry Email
Subject Subject
‘Welcome to Kajima Community Thank you for your enguiry
Variables: Variables:
%MAME®% = recipient name %MAME®% = recipient name

%LOGIN_PATH% = link to login page

%PAS SWORD% = recipient's password Body
Dear %NAME%,
Body
Thank you very much for your enguiry.
Dear %NAMEY, -
A member of our team will get back to you very shartly.
‘Welcome to Kajima Community. Please login to your account to view our terms and
conditions. As aspecial welcome ofier, we will give you 5% discount on your first booking with us if
you book in the next 2 days. Please quote WELCOMES.

Switch between the different tabs to enter venue details and then click the Save butten when you've finished. “ ﬁ

Each email can be fully customised to your needs. Simply read through the content & type in your amendments.

At certain points, you will notice code such as %NAME% or %PASSWORD%. This is where client specific
information is pulled from BookingsPlus into the email, so ensure you don't amend any of these sections.
Otherwise, change what you need!

Once you've finished, just click m
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Populating Website Categories

Last Modified on 03/02/2021 5:56 pm GMT

Your BookingsPlus website is fully customisable to ensure it shows off your facilities to their best
advantage.

The website categories on your homepage can be customised to ensure they are relevant to your
venue and the spaces you have available to view on your website.

HOME AT'S ON OUR ROOMS LOG THE BOOKINGSPLUS STORY CONTACT . ﬂ

USER LOGIN

Click on the Manage tab > Website Marketing tab and you will see the below...
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Venue Management  Website Marketing  Website Blog

Website Categories Hint: Drag and drop Categories to reorder them.

Name

Conference and Meeting Facilities For Hire Edit
Sports Halls & Astro Pitches For Hire Edit
Theatre, Dance & Drama Studio For Hire Edit
Special Event Halls For Hire Edit

From here you then have the option to edit your website categories as required, including
personalising the text, images and colour. Website spaces (rooms available at your venue) can then
be selected to appear within these categories to help people visiting your website to find what they
are looking for.
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Editing Website Category to Conference and Meeting Facilities For Hire

Website Category Details
Veebsite Category Mame (Displayed on the homepage)

Conference and Meeting Faciliies For Hire

WWebsite Category Title (Displayed on the category page)
Conference & Meeting Facilities for Hire

Slug

conferenc e-and-meeting-facilities-for-hire

Description

From small seminarz and training events to large corporate conferences, Grange Park
School is the ideal venue.

A range of rooms are available from the 400 seater auditorium with stage to an intimate
meseting rocm with soft furnishings or board reom fumiture. The 104 seater purpose
built lecturs theatrs is an excellent venus for holding a seminar or talk. It has a data
projecteor, digital surrcund sound and cordiess mikes

Break out rooms, catering and refreshments facilities are available and can be et
organised to suite your requirements. P
Meta tite
Conference & Education Facilities - Grange Park Scheol
heta description
From small seminars and training events to large corporate confersnces, Grabge Park. =
School is the ideal venue. o
-

The description is used by search engines as the text which appears on the results page
undemneath the page title” It sheuld be no more than 180 characters long.

Colour {Used on the homepage)

| N - |

Photographs Hint: Drag and drop Photographs to reorder them.
These should be in landscape format and at least 1040x542 pixels for refina support. Larger images will be resized and cropped to maintain the correct dimensions.

Image File

Choose File | No file chosen

TIP: We recommend visiting your website once any changes have been made to ensure you are
happy with these.
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Add a new space to bookings system

Last Modified on 03/02/2021 6:05 pm GMT

There's no limit within BookingsPlus to the number of bookable spaces you can have. If you need to

add any additional spaces once you are up and running, simply follow this process:

Click on the [Manage] tab, this will take you to the sub tab [Venue Management] and scroll

- -
down to the heading Bookable Spaces, click on

Add Space
Details Price
Space Name Standard hourly rate
£ 00
Notes
Concession hourly rate
£ 00

Custom Fields

Calendar Categories

Dance/Drama Meetings Quidoor Sport Indoor Sport Main Halls

Tags

Comma separate your tags here

Photographs
These should be in landscape format and at least 1040x642 pixels for retina support. Larger images will be resized and cropped to maintain the correct dimensions.

Image File Title

From here you can add the Space Name of what would like the space to be called.

In the Notes section, add a description of the space, what it is suitable for, any equipment available
and any restrictions.

You can then add in the Standard and Concessionary Price, tick which Calendar Category is most
suitable, add any Tags, photographs and click Save.

If none of the calendar categories are suitable, additional categories can also be added from Venue
Management tab under the heading Calendar Categories and click New Category.

Click here for further details about tags how to add one and what they do

TIP: We recommend to check once a new space has been created to make sure it's looking just as
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you intended. This is best done by clicking on the space name in the calendar.
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Update your bank account details for
GoCardless

Last Modified on 03/02/2021 6:07 pm GMT

If your school bank account details change, you will need to amend your GoCardless account to
ensure that the funds continue to be transferred into your account. These details are not stored
within BookingsPlus, so to do this log onto GoCardless using your details. Once done, click on
select 'Settings' and then 'Bank accounts' from the left hand menu. From the
options on screen, you will be able to add your new bank account details. Please bear in mind that
once done, this will be subject to a verification process by GoCardless, so there may be a temporary

hold put on payouts into your school bank account.

GOCARDLESS {@schoolbookings.co.uk | View dashboard ¥

Contact details

£ Incoming Account | T . (active) v Add new account

Businces detatle The account which we will View/edit account

send your money to
m Bank accounts
Delete account

Change password
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Update your school logo

Last Modified on 03/02/2021 6:10 pm GMT
If your venue has changed its logo, don't forget to update BookingsPlus!

Your logo is stored in 2 places within the system - on invoices and also on your website. They are

both accessed by clicking on the [Manage] tab.

Invoices: Click m select the [Billing] tab, scroll down to the bottom left & replace the

logo with your new version (note size guidelines). Once done, click m at top right. Please
note that if you do update your logo, this will be updated across historic invoices.

Website with a Classic Template: From the Manage tab click select the
[Imagery] tab & scroll down to section for '"Homepage Logo' to replace the logo with your new

version (note size guidelines) & click m in top right.

Websites with Vancouver and Calgary Templates : From the Manage tab click
select the [General] tab & scroll down to section for 'Logo' to replace the logo with your new

version (note size guidelines) & click m in top right.

TIP: Always check the website once you are finished to make sure you are happy with the end
result!
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Adding venue documents

Last Modified on 03/02/2021 6:11 pm GMT

You can add a PDF document to your clients online account, visible as a download link
on their dashboard.

This can be useful where you would like to communicate additional information to your clients that
do not form part of your terms and conditions. Or if you would like to include the document as a
link from your terms and conditions, you can do this too, as the PDF, will have its own unique URL.
Fire evacuation procedures, site maps etc might all be good to be uploaded separately for your
clients to view if required.

To set this up, click on the Manage tab > m Client login tab. Scroll down to the Venue
documents section, and enter the text for the hyperlink that the client will be able to click on to
download the document. Click to choose the file that you want to display in the clients account.
Please note that this needs to be a PDF file and we recommend no more than 2mb in size to keep
download speeds optimum.

Venue Documents

Any documents uploaded here will display in the clients login area on their
dashboard. These documents are informational only and must be PDFs.

Venue documents link title

Download Site Map

Venue documents

Choose File | Site Map.pdf

Scroll up to the top of the page and click m the document will now display on the
dashboard of your clients accounts, as below:

Grange Park School Venue Documents

ownload Site Map

If you need to remove or edit the document, you are able to do so in the Manage tab >
m Client login tab. Simply upload a new file, or click to remove, and choose save.
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Venue Documents

Any documents uploaded here will display in the clients login area on their
dashboard. These documents are informational only and must be PDFs.

Venue documents link title

Download Site Map

Venue documents

Choose File | No file chosen

Current venue documents

¥ | Remove venue documents
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Holidays & closures

Last Modified on 03/02/2021 6:12 pm GMT

Holidays & Closures can be easily added to BookingsPlus. Any school holidays
added allow you to add 'term time only' bookings. Closures will ensure that no
bookings are inadvertently added on those days.

Both these sections are accessed via the [Manage] tab.

Dashboard Calendar Enxuiries Clents Bookings Invoices Payments Reminders = Reports _ Users Manage enue

Venue Management  \\ebsite Marketing

Venue Registration Holidays
Venue registration completed and terms accepted on Despn =l E
08/04/2013 08:44 Christmas and New Year 2111202016 010112017 Edit  Delete
Visw registration details. February Half Term 1300272017 19/02/2017 Edit Delete
Easter Holiday 100042017 230412017 Edit Delete
Booking Checklists test 15/05/2017 16/05/2017 Edit Delete
Name ltems  Bookings May Holiday 29/05/2017 D4/06/2017 Edit Delete
Gym Membership Checklist S Edit 15 Edit Delete Summer Holiday 240772017 03/09¢2017 Edit Delete
Mew Regular Booking Checklist 7 Edit 222 Edit Delete October Half term 32017 0sM12017 Edit Delete
Spetial Events Checklist 8B4t 27 Edit Delete -
Add Holikday
Theatre Checklist SEdt 6 Edit Delete
Closures
‘New Booking CheckBat
Reason Start End
Booking Categories Xmas 2311212016 01D12017 Edit Delete
MName Bookings Mew years day 02/01/2017 020172017 Edit Delete
Sport & Fitness 233 Edit  Delete Easter 141042017 1710412017 Edit Delete
Dance & Drama 75 Edit  Delete May Bank Holiday 01/05/2017 014052017 Edit Delete
Special Events 28 Edit Delete Spring Bank holiday 29/05/2017 29/05/2017 Edit Delete
Kids Parties 19 Edit  Delete August Bank holiday 280812017 28/08/2017 Edit Delete

Simply click on ’ or and insert the dates required.
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Add Room tags to use the '‘Check
Availability Across Venues' function

Last Modified on 03/02/2021 6:13 pm GMT

Within BookingsPlus, we have a function where you can check availability at other
venues under your control. This is ideal for multi-site schools, academy or health centre
clusters, local authorities or centrally managed schools.

To make this work, BookingsPlus uses a tagging system, so it can understand the potential uses of
a space. We will have set this up initially for you, but if you add any additional spaces it helps to
understand how it works.

The standard tags we use the system are:

TAG NAME Use for the following spaces:

Astro Astroturf pitches / AWP

Pitch Grass pitches for rugby or football

Hall Any sports hall, events hall, gymnasium
Studio Use for dance studio’s / drama studios

Std Class Standard Classrooms

Spl Class Specialist classrooms eg, cookery, tech, ICT
muga Outdoor Tennis / Netball Courts / MUGA Area
Meeting Meeting rooms

|

You are welcome to add your own tags for your venues if you wish. Just make sure it's exactly the
same format throughout.

To add the tags, click to edit a bookable space. Under the 'tags' header, simply type in the relevant
tag above. Press 'Enter' once done & the tag will appear.

Edit Space - Sports Hall

Details Price
Space Name Standard hourly rate
Sports Hall £

Notes .
Concession hourly rate

Multi-use sperts hall with markings for basketball, football and 3 x badminten courts. ;

Dimensions: 26m x 15m -

SUNTAD ELISES. L o oida fonthall_bodosintan 6531 bookathall fitnoans o . bl

Custom Fields

G (T

Calendar Categories

School use | *| Dance/Drama Meetings Outdoor Sport | *| Indoor Sport | *| Main Halls

T

Tags

sports hall = | | hall = | | studio = | Comma separate your tags here ...
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For more information on how to use the check availability function see Check availability across
venues
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Update your T&C's

Last Modified on 03/02/2021 6:13 pm GMT

It's good practice to update your Terms & Conditions at least every 12
months. Once this is done, it's quick & easy to to revise it and have your

hirers re-accept.

Select the [Manage] tab and select m . From here, click on Client Login]. On the right hand side is

a section for Terms & Conditions.

You can amend the body of the Terms and Conditions by using the scroll function on the right hand side to find
the relevant text. Once you are happy with your amendments it may be worth typing at the bottom of the page
when these were last updated. Please also ensure that all three text boxes (Title, Note for User and the body of

text) remain populated in order to correctly display.

Then click Save at the top of the page.

Terms & Conditions
Title

Grange Park School Terms of Hire

Note for User

Full terms and conditions can be found within the user documnents on your Dashboard

ont Format Font Family Font Size. - E =

Terms and Conditions of Use For Grange Park School

Definitions
In these Terms and Conditions:

Activities means the acfivities (stated on the Booking Form) carried out by the Third Party for the

duration of the Hire Pericd on the School Premises;
Booking Form means cnline bocoking form or hard copy thereof,

Company means Grange Park School and also (where the context permits) its assigns and any
sub-confractor for the Company;

Contract means the contract between the Third Parly and the Company comprising the Booking
Form and Terms and Conditions of Use and codes of conduct entered into upon the Company

notifying the Third Party that it has accepted the booking;

The Terms and Conditions above will display in the clients login area.

Please remember thatany amendments to the form above will mean all clients are required to re-accept the

new terms.

It is easy to see on the client account whether they have accepted the latest version.
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John James (Grange Park FC (WK))
1D: #15605

Terms and conditions not yet accepted.

« Terms and conditions previously accepted on 11/02/2016
« Terms and conditions previously accepted on 08/02/2016

Email: schoolbookings5+johnjames@gmail.com Football Pavilion
Grange Park
Northampton
NNS 87U

Telephone: (1604 675849

Mobile: 07917 859456

Watch our video tutorial:
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Publish an event on What's On page

Last Modified on 21/04/2021 1:37 pm BST

Your website is an integral part of the BookingsPlus system - it's a great way to
showcase your facilities as well as the activities which are happening in your venue.
This offers a marketing opportunity to your hirer's, ensuring their classes remain
popular. It's also useful for the local community to see what is on offer at your venue &
contact the hirer directly to find out more information.

It's easy to publish classes to your What's On page and once you've published it, any changes and
cancellations made to the initial booking will be shown on the What's On page, so no updates
required. (Please note - if you choose to renew the booking, you will need to repeat these steps to
publish the class). The screen shots below are from our Calgary Template. With our Vancouver and
Calgary templates, you have the additional option to hide the What's On page.

000 [==]

THE BOOKINGSPLUS STORY

GRANGE PARK SCHO'OL

Facilities for Hire

Sports Halls & Theatre, Dance &
Astro Pitches For Drama Studio
Hire For Hire

”

Conference and Special Event
Meeting Halls For Hire
Facilities For Hire

test

RUN A DANCE, DRAMA OR MUSIC CLASS.... l

Grange Park School has amazing facilities that are available for hire to
: NOTICE:
the local community.
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L
000 [==
WHAT'S ON OUR FACILITIES BLOG THE BOOKINGSPLUS STORY CONTACT

S A"
_‘:3 i I;"'

Dance classes Full Info

17:05 - 17:55 01604 677764 Full Info

Dance classes Full Info

Dance classes 08:00 - 09:00 Full Info

Biking for beginners! 12:15.—1345 01604677764 Full Info

Firstly, select the booking you wish to publish. Scroll down to the bottom of the booking form &

click Publish To Website

New event

Title

| Football tournament

Description

Fun & friendly football tournament for kids from U7 - U13.
Register your club's interest now!

Contact name
| Grange Park FC |

Contact tel
| 01604 123456 |

Contact email

| grangeparkic@gmail.com |

‘Website link

| https:/www.grangeparkfc.co.uk |

Photo

Choose File |240x240 football jpg

Time Offsets
The amount of time in minutes after the start and before the end of the booking to offset the event by on the "What's On" page.

Start Offset. | 15 - End Offset. 15 -

Fill in the form. Please ensure you have permission to display clients phone numbers/emails (if the
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client has a website, then take the details from there as these are already publicised or even use a
link to your clients Facebook page).

The start offset & end offset are there in case the class times are different to the actual booking
times. This can happen when set-up time is included in a booking. For example, a cricket net
booking may be from 9:00 - 10:30, however the first and last 15 mins are for setting up/packing
away of the cricket nets. Using the offset means that the event will appear on the What's On page
from 9.15-10.15am which is the time the session is open to the public.

) Save Event
Once completed, click to -

The booking will now appear on the What's On page. Any subsequent amendments to the booking
eg times, cancelled dates etc will automatically update.

Watch our video tutorial:
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Booking categories

Last Modified on 03/02/2021 6:19 pm GMT

Booking categories help to decipher and classify different types of bookings They are also very
useful to analyse bookings for tax purposes, such as to understand how much bookings value is

associated with bookings that are not classed as ‘primary purpose’.

To create a new or edit an existing booking category go to the @ tab in the top right

hand side of your screen and scroll down to the Booking Categories.

The below is an example of different types of booking categories you could have. Also consider

whether having categories called 'New Bookings' or 'Regular bookings' may help to identify

conversion of enquiries.

Booking Categories

Name

Sport & Fitness

Dance & Drama

Special Events

Kids Parties
Cenference & Education

School

New Booking Category

Bookings
281

90

40

23

63

27

Edit

Edit

Edit

Edit

Edqit

Delete

Delete

Delete

Delete

Delete

Delete

To edit an existing Category name click Edit, change the name and click m

To Create a New Booking Category click type the name and click

that simple!

Then when creating a booking, you can select a category from the Category drop down at the top

of the Booking Form:

Sport & Fitness

Dance & Drama
Special Events
Kids Parties

Conference & Education

Category| — .

—-‘

School -

Che

Save

Lt's
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You will then be able to filter by these on the Bookings Value, Bookings Information and Cancelled
Bookings Reports, as well as at the top of the Bookings Tab:

Filter by: Space (89)| — Category -- v

Sport & Fitness
Dance & Drama

Search:

Special Events

Kids Parties
Conference & Education
School

) Date Start time

If you have any questions about Bookings Categories, or would like any further information please
don't hesitate to get in touch with our helpdesk on helpdesk@bookingsplus.co.uk or give us a ring
on 01604 677764
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A guide on website blogging

Last Modified on 03/02/2021 6:20 pm GMT

We have developed a feature for our Vancouver & Calgary website templates to add a Blog on your
website. This will enable you to have fresh new content on your website and help the search
engines know that your website is current and kept up-to-date!

To enable Blogs on your website, your website must be using either Vancouver or Calgary website
templates. For further information on this take a look at our article: Switching to a new website
template

To create your first blog, go to the Manage tab, click on the Website Blog sub tab and click New
Blog Post.

Venue Management  Website Marketing ~ Website Blog

Website BlOg Posts Note: The blog must be enabled in the website content tab as well to be visible in the website navigation

Published at Title

New Blog Post

Firstly, you are given the option to be able to set when you would like your Blog to be
visible/published on the Website.

Details
Publish at Date/Time (Will not become visible until this passes)
24/07/2018 10:27

{1 M July- 2018~ p A
Sun Mon Tue Wed Thu Fri Sat m
1| 2| 3] 4| 5| | 7| | 100
s 8|10 11| 12| 13| 14| | 1200
15| 16 17| 18| 19| 20| 21 || 1300
22 23| 25 26 27 28 1400
29 30 31 .| 1500

Then fill out the Title of the article. Leave the URL blank, as this will populate based on the name of
the article, and then you can edit this later if needed.

The Strapline is the key words a search engine will look at when typed by members of the public to
match and bring them to your article. Therefore it is very important that these are filled out, but
kept relatively simple. For example, for an article about New Tennis courts at our Demo Venue you
could say 'New Tennis Courts for hire at Grange Park Demo Venue, Northampton, NN4'.
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The body is then the main bulk of the article, and you can also upload an image related to your
article.

Add Blog Post

Details
Publish at Date/Time (Will not become visible until this passes)

Title
URL slug (optional)

Strapline (used for meta description)

Body (shown on the space page)

m

A few ideas of content for your articles include: New clubs & classes starting, events, school events,
partnership working, community matters, new facilities becoming available (such as an astro
pitch) etc.

This is an example of how the finished article can look, from our Grange Park Demo venue website:
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I LATEST POSTS

Blog
Little effort. BIG results... check out our latest leaflet and find
out how BookingsPlus can benefit you!

BookingPlus scheduled invoicing is now live! Generating and protecting real-estale revenues through

11th June 2018 technology
Qur top 5 tips for improving community engagement...

Introducing our BookingFlus customer referral scheme!
EookingPlus scheduled invoicing is now live!

Take a look at our latest software updates and developments

‘You can now do your |EHings invoicing, even when you're not af your desk!

Auvtomated invoice scheduh’r‘.g gives you the tosls to generate your draft invoices at o set

fime, on a sef day, for previous, current or the next calendar month.

This handy new feature will ensure you raise your inveices on fime, at the same time, each
: ¥ ¥
periocl. You can even ‘exclude’ certain clients who ¥ou might not want te include in your

outomated invoice run.

To find cut more orta raquesia free, online demonstration call us on 01404 477 744 or

email uz at hello@bosokingsplus.couk.

SHARE ON: n u

Once you are happy with your first article, you need to enable the blog feature on your website. This
is done in the Manage Tab - Edit Website - Blog sub-tab.

General Home page What'son  Facilites Blog Aboutus Contactpage  Footer Terms & Condiff

Blog
Show the Blog Page? ® Yes | ' No

Blog Menu Title

Blog

Blog Meta Title

Grange Park School's Blog

Blog Meta Description

Find out about the latest news and updates from BookingPlus via the Grange Park School Blog

Tick Yes to show the Blog Page and complete the Title, Meta Title and Meta Description that you
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would like to use on your Blog Page. The two Meta fields will again help a Search engine to link
searches to your website. Then click Save at the top of the page. You've now published your first
article!!!

Going forward, you won't need to do the last part of this article as the Blog page is now
permanently enabled on your website, unless you decide to switch it off. Happy Blogging!
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Adding additional price types

Last Modified on 03/02/2021 6:21 pm GMT

In addition to the Standard and Concessionary price types on a bookable space, you can create
hourly rates via the Manage tab, to record multiple prices against a space for bookings.

To set this feature up, click into the [Manage] tab, and scroll down the [Venue Management]
sub tab to the very bottom of the page.

Click Add Price Type, insert a Name and click Save. Please note; there is a limit of 25 characters
for the name.

Price Types
Name
Staff Rate Edit Delete
Charity Rate Edit Delete
Student Rate Edit Delete

You can add as many different price types here as needed.

Then to use a new price type against a room, on the same page, click Edit on a Bookable Space,
and you will notice all of your price types now appear. In order to get these to show on the Bookings
Form, enter a price against the type needed and click Save at the bottom of the page.

Please note:

e You do not need to populate rates against rooms/spaces where they are not needed.
e You can use a Price Type against all of your Rooms/spaces, and have the ability to allocate a

different rate for every room/space.
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Edit Space - Sports Hall

Details
Space Name

Sports Hall

Notes

Equipment and line markings available for the following -
5-a-side football

badminton (x 4 courts)

Price
Standard hourly rate
E 40.00

Concession hourly rate
£ |35.00

Staff Rate hourly rate
£

Charity Rate hourly rate
£ |20.00

Student Rate hourly rate
£

It will then show on the bookings and enquiry forms, in the price drop down only on the

rooms/spaces it is set against.

New Booking

Booking Query

Select client: | -

Purchase order Category ! =

|+| checkiist| - [+
Spaces
Space Booking rate: Net: VAT Gross
; —
|_SpOJ‘tS Hall |*| Standard (£40.00) - £140.0 None |~ £ 4
Standard (£40.00) e
Concession (£35.00)
Charity Rate (£20.00)
Sundry Itams Fixed cost
Custom

You can then edit the rate when needed as usual in the Manage tab by editing a Bookable Space.
Please note the new rate will then only apply to future bookings, it will not affect bookings that have
already been created. If you wish to remove this rate from a Bookable space you can do so in the
same Edit page by deleting the value, and click Save.

Please note: once a Price Type has been used in a room, it cannot be deleted from the Manage tab.
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Mass cancellations

Last Modified on 02/11/2020 10:17 am GMT

In order manage mass cancellations due to weather or school shutdowns, we have a few
tips to notify your clients as quickly and effectively as possible.

Email Notifications

Firstly, although you can't send out emails to multiple users through BookingsPlus, you can use the
Client Users or All Clients report to quickly gather all necessary emails to Blind Copy in using your
email software. To do this go to your Reports tab and click on the report 'Client Users' or 'All
Clients' (depending on if you want to get all users or just the client contact email) within the
dropdown. For either report you do not need to select a time frame as it will pick up all existing
users/clients at your venue, so just click Generate Report. It should download in less than a 30
seconds.

1. Grange Park School Demo 7% Helpana support | erabied Amberey Kent =
Dashboard Calendar Enquiries 1 Clients Bookings Invoices Paymenis Reminders 2 Reports I Users Manage Organisations Venues ~
Reports
What type of report would you like?

Client Users

How would you like to receive the report?

® Download Report By Email

What date ranges will be used in this report?

® By date range By month and year
Choose start date: Choose end date
16/03/2020 22/03/2020

Please ensure you do then only Blind Copy in all email addresses for Data Protection.
Message in client login

Secondly, you can put a message on your clients Dashboard that they will be able to see once they
have logged in. To do this go to the Manage Tab - Edit Venue - Client Login, and scroll down to
'Message for Non-Billable Clients' and 'Message for Paying Clients'. Here you can type in a message,
Save the page and display a message to client informing them of any closures.

Message for Non-Billable Clients Message for Paying Clients

Message to show for Non-Billable Clients Message to show for Billing Clients

Closure info: .... Closure info: ....

Booking Notes
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This then displays at the bottom of the Dashboard for clients:

News: 1. Grange Park School Demo

Closure info: ...

Dashboard Inveices Bookings Documents Help

Message on your Website

Next, you can put a message on your Website's dashboard to inform both hirers and their
clients/the general public of the venue closure. To do this go to your Manage Tab, Edit Website,
Home Page and scroll down to Homepage Announcement:

Homepage Announcement

This message will be displayed on the homepage next to a '"NOTICE' sign and can be used to announce temporary closures etc

Closure info:...

Tave

Once you have saved this it was show on your websites homepage:

@ Not secure | test.schoolbookings.co.uk ¥

BookingsPlus | Ano.. [fl] Ospace & Prepro NHS website @] BookingsPlus Users.. 6 GoCardless ! SendGrid @ Mailtrap - Safe Ema.. One Sprint - Agile B... BookingsPlusHelp.. @ Worldpay - Login 43 Gn

11:1 o O

HOME WHAT'S ON OUR FACILITIES BLOG THE BOOKINGSPLUS STORY USER LOGIN

theatre school
Mon 16 March | 09:15 - 10:45 —

Grange Park School has amazing facilities that are available for hire to the local

community.
Out of hours, our schoal is a thriving hub for the local community with a wide Biking for beginners!
ronge of sporting, education and leisure activities being held here throughout the Mon 16 March [ 13:15 - 13:45
week. Check out our What's On page to join a club or exercise class today. If
you are inferested in hiring our facilities for your own club, then visit our Facilifies i
. 2 . BSFT Badminton
page to see what we spaces have available for hire. ]
HW Men 16 March | 15:00 - 16:00
Grange Park School's facilifies include a Sports Hall, Performance Hall, Studios, '

Astro-Piich, Tennis Courts, Classrooms and Events/Party Halls for hire.
French Lessons
To check availability or to armange a viewing please call 01604 677764, email Mon 16 March | 17:00 - 19:00

or fill in an enguiry form.

View full listing

If you also have social media accounts you can also announce any sudden closures there.

Booking cancellations and venue closure
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Finally, to cancel any existing bookings and stop further bookings being put in the calendar there
are two steps to follow:

1. We would always advise performing cancellations, especially for a large number of bookings,
from the Bookings Tab. From here you can filter by Space, Category, Status, Payment Status Time
frame, and using the search bar, by client name. Once you have filtered, click Go, Show 100
Entries, and use the top tick box on the left hand side to select all bookings on the page.

1. Grange Park School Demo G = R ————

Dashboard Calendar Enquiries & Clients Bookings Invoices z Payments Reminders 14 Reports _ Users Manage Venue

Bookings

by: Space (22) [ Category — v|[~Status — v ][~ Payment Statws - v Start Date| 01/11/2020 | End Date | 30/11/2020 Eﬁ

Search: Show
100 v
entries
Bunkmgs Payment Bookin
Date Start time End time Space Client Value (Ex. Category  Status Y 9
Status Ref
VAT)
01/11/2020 09:00 13:00 Castle View Dance Another Test £80.00 provisional ~ Unbilled #504991 Edit
Studio
5 01/11/2020 12:00 14:00 Main Hall Chris Froome (Bikes R £100.00 Sport & confirmed Billed #302904  Edit
ping Us) Fitness
01/11/2020 13:00 14:00 Sports Hall £35.00 provisional ~ Unbilled #189742  Edit
E 02/11/2020 12:00 14:00 Main Hall Chris Froome (Bikes R £100.00 Sport & confirmed Billed #302904  Edit
feiy Us) Fitness
03/11/2020 09:00 10:00 Badminton Court 1 Katie Boxer (Katie £6.25 confirmed Unbilled #513654  Edit
Kickl )]
03/11/2020 12:00 13:00 1. Venue Notes Becky Warner (Training Free provisional ~ Free #516637  Edit
group test )
03/11/2020 15:00 19:00 Classroom B1 Phil Jones £13.33 confirmed Part paid #512683  Edit
04/11/2020 13:00 14:00 Sports Hall Danny Howard (Howard £35.00 provisional ~ Unbilled #159742  Edit
- Indoor Football)
04/11/2020 17:00 18:00 Castle View Sports Paul Elliott's £10.00 Special confirmed Unbilled #518436  Edit
Hall 2 Events
04/11/2020 19:00 20:00 Castle View Sports Brad Anstee (Brad) £10.00 confirmed Billed #354908  Edit
Hall 1
04/11/2020 19:00 20:00 Castle View Sports Brad Anstee (Brad) £10.00 confirmed Billed #354908  Edit
Hall 3

Then click to 'Cancel Selected'. You will then see a pop-up giving you the option to also notify
clients of their booking cancellations and give a reason why in the Text box. If any bookings were
billed then you will also be given the option to raise Credit Notes and send another email
notification.
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Cancel Bookings
| Notify the client(s) by email that you have cancelled these bookings?
Notifications sent to confirmed bookings onily

R r cancellation(s)

This reason will be displayed on the credit note if raised

| One or more of these bookings has been billed - would you like to
raise credit notes?

X | Notify the client(s) by email that you have raised a credit note(s)?

i

The bookings will then cancel and all client booking users will receive an email notification.

2. In order to stop any further bookings being put into the calendar, you can create Venue Closures.
To do this, go to the Manage Tab, Scroll down to Closures. Click to Add a new Closure, enter the
Start and End date and click to Save.

Add Closure

School closure

From: | 01/03/2022 ‘ Until. | 31/0

=




You will then see this closure as an administrator in the calendar, and the system will not allow you
to create a new booking on that date:

1. Grange Park School Demo iepwismet | [TERRGEGTT  AmbedeyKentw

Dashboard | Calendar = Enquiries 1 Clients | Bookings Invoices 4 Payments = Reminders 2 Reports I Users | Manage @ Organisations = Venues -

Tuesday 01 March, 2022

Unavailable | | Provisional | | Booked ) View booked rooms only Category: All Date 01/03/2022
Unbilled [ Billed [ Part Paid [3 Fully Paid 4= Todzy =
n 16:00 17:00 18:00 19:00 20:00 21:00 22:00 23:00

Dashboard Calendar Clients Enquiries Reports Invoices Bookings

For any further advice please contact us at the helpdesk on helpdesk@bookingsplus.co.uk
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Troubleshooting - Hirer not receiving
emails

Last Modified on 03/02/2021 6:27 pm GMT

If your hirer isn't receiving BookingsPlus emails, follow our troubleshooting guide to
identify the issue:

STEP 1 - Check their email address is correct on their User ID
- Select the Clients tab, search and View your client

- Click the ID hyperlink within the Client User Logins section and check the email address is
correct:

Dashboard Calendar Enquiries 2 Clients Bookings Invoices Payments Reminders s Reports -

John James

Email: schoolbookings5+jochnjames@gmail.com

Clients:

John James (Grange Park FC (WK))

m Resend welcome email Reset password -

- If changes are required, click on m and make required changes

Drashboard Calendar Enquiries 2 Clients Bookings Invoices Paymenis Reminders & Reports

Edit User

First name
John

Last name

James

Email

schoolbookingsS+jchnjames@gmail.com

Updale Password

e [

If the email is not correctly updating, this may be because it is also linked to another venue
within BookingsPlus. In this case go back to the Clients tab, click View and in the Client User
Logins section click to Unlink the client. Once Unlinked, you can Click on New Client User to
add a New User to the client with the correct email address.
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Email: schoclbookings5+johns@example.com
Telephone: 01604 677764

Mobile:

Notes (for administrator view only):

None

Client User Logins

ID Name Roles
#62450 John Smith booking, billing Resend Welcome Email Edit User Unlink User

STEP 2 - Check the email address is valid. There are several websites which you can use (eg
mailtester.com)

STEP 3 - Ask them to check their Spam/Junk folders as messages do occasionally find their way in
there!

STEP 4 - Emails may sometimes be blocked by firewalls (common with company/organisation email
addresses). Ask the hirer to log-on at home using their own PC, or perhaps using a smartphone or
tablet. Alternatively, ask the hirer if they have an alternative email address they can use.

STEP 5 - If none of the above work, the Master Venue Admin can manually set a password for them.
Either tell them over the phone or by email what it is & see whether they can log-on and
subsequently receive emails. This can be done on the Users or from their client page (see above
steps to access) tab. Please note the Welcome Email is sent from a different email address to all
the other automated emails.

STEP 6 - If, after all the above, it's still not working then contact us at the Helpdesk 01604 677764
or email support@bookingsplus.co.uk). We are able to track the automated emails sent from
BookingsPlus & will be able to see whether they are actually reaching your hirer. We are happy to
talk to your hirer directly & talk them through any issues they may be experiencing.

Watch our video tutorial:
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Invoice not generating

Last Modified on 03/02/2021 6:27 pm GMT

If you are trying to generate an invoice but it isn't appearing, here's a few
steps you can take to identify why.

Firstly, ensure the booking is not still provisional as only a confirmed booking can be invoiced. This
can be checked by going to the bookings tab, locating the booking and looking at the status

column.

Next, ensure the booking has a value against it. A free or zero value booking won't pull through
onto an invoice (unless there are other billable bookings within the selected period).

Is your client set up as a non-billable client (see below)? If so, no invoices will be generated.

MNotes (for administrator view anly)

Non-billable client (chent will not be charged for any bookings)

Create Client

Has a draft invoice already been created against the booking? To check this, either go to the
Invoices tab and click on the Draft tab, or check the Client Account for draft invoices. If this is the
case, review the invoice to check it is still correct and issue as normal.

Draft Invoices

Date Value

15/05/2017 £84.00 View

Client Bookings

If none of these are applicable, then please do give us a call at helpdesk on 01604 677764.
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Paying an invoice by GoCardless (Hirer)

Last Modified on 03/06/2021 9:26 am BST

Paying an Invoice on BookingsPlus is easy with our built in payment gateways. Choose
from GoCardless or Stripe (or both!) to make collecting payments more efficient for
you and your clients.

Remember that only the full invoice amount can be paid, so make sure the billing period matches
their payment agreement & that any Credit Notes or previous Payments have been Fully Allocated.

GoCardless - See GoCardless for more information on how GoCardless processes payments, and
the associated fees.

Diashboard Account Invnices Bookings Dacuments Help

iﬁKAJIMA Grange Park School

6 Woodland View

: . Grange Park
Bookings Plus Northampton
NN4 5TY

John James (Grange Park FC (WK)) Invoice GP1246
Footbsll Pavilion 02 February, 2016
Grange Park
Morthampton
MMNG BZU

Description 3 VAT Rate WAT Payable

1110272018 Football Training Senior Football Pitch 1 18:00 - 18:00 £45.00 20% E0.00 ES4.00

MNet Total: E£45.00
YAT: E3.00

Grand total: £54.00

Payment Terms

FPAYMENT TERMS: Payment is due by the first booked date in the invoice for regular bookings and 1 month in advance for special events. PAYMENT ACCEPTED:
GoCardless: Preferred method BACS: HSBC, sort code 40-50-60. Account 4056784 (guote invoice number &5 ref) Cheque: paysable to Grange Park School

Registered Office: Grange Park School, § Holborn Place, London, Will BEW = Company Mumber: 123456 = VAT Number: 4562 1235 4352

£54.00 outstanding

R e
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Pay With GoCardless

You are about to authorise a one-off payment covered by the
direct debit scheme using the GoCardless payment system.

You will receive an email from GoCardless stating you have setup
a direct debit mandate that future payments can be taken against.
The venue will not take any further payments from your
account without authorisation for each payment, via this

online account.

After selecting the "Pay with GoCardless" button, your hirer will need to fill out a form, and click 'Set
up Direct Debit' to initiate the payment.

The direct debit set-up relates to this payment only, and no further funds will be taken.

GocCardless will then create a mandate so that on subsequent occasions that they click to make a
payment they will not need to fill out their Account details (as stated to the client on the pop-up
above which will appear before the below form).

Each time you request a payment, the hirer will need to authorise the payment by clicking to "Pay
with GoCardless" on their invoice.
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Grang Park School
Set up a Direct Debit with Grang Park School

You are authorlsing a one off payment of £22 50 only.

Flrst name Last name

|

Bedfaord ‘

of use O CoOmMpony ncme

Email

l schoolbookingsS+susib@gmall.com ‘

Your sort code Your occount number

| | |

or enter |BAN

Post code

or enter your address manually

[0 Maore than one person is required to outhorize Direct Debits

& Setup Direct Debit

GOCARDLESS (D 33

Sutton Yord, 65 Goswell Rood, London, ECTV 7EM, GB.
+44 20 T183 B674, help@gocaordless.com

By confirming you are ogreeing to our Website Terms of

Use. GoCardless uses personal data os described in our

Privocy Motice. We use onalytics cookies.

Once they click on the 'Set up Direct Debit' option, a confirmation screen will appear. Once
completed, the invoice will immediately show as 'Pending' on both their account & the administrator
account.

Hirers do need to be aware that although they have authorised the transaction, the money is only
collected by GoCardless after 3-4 days. They must ensure funds are available at this stage,
otherwise the payment will fail (should this occur, you will receive notification from GoCardless, and
a note will flag on your "Dashboard" via the 'Payments Requiring Attention section').

If they need to change the account details stored with GoCardless, they can either cancel the
mandate with their bank, or a venue Administrator can cancel the mandate from within their
GoCardless account.

Payments from double signatory accounts:
Payments from accounts with double signatories are accepted with GoCardless, and your hirer will
need to tick the relevant box in the form above.

They will then be sent a mandate (via email) from GoCardless to fill out, which will require 2
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signatories. Once they send this back to GoCardless, the mandate will be matched to the payment,
and the payment will then be processed by GoCardless.

This mandate can then be used for future payments, so that the hirer does not need to fill out the
form each time they make a payment.

Stripe -

Harry Pepper (Kajima) Invoice GPT5342
12 September, 2023
Date Description Space Time Net Cost VAT Rate VAT Payable Gross Cost

12/09/2023 Astro Pitch (markings for 7aside, 9 aside & 11v11) 10:00 - 11:00 £20.00 0% £0.00 £20.00

Net Total:  £20.00
VAT. £0.00

Grand total:  £20.00

Payment Terms

PAYMENT TERMS
Payment is due by the first booked date in the invoice for regular bockings and 1 month in advance for special events.

PAYMENT ACCEPTED:
GoCardless: Preferred method

Prompt payments are very important to our venue — thank you for your cooperation

Registered Office: Kajima Community, 55 Baker Street, London, W1U 8EW * Company Number: 123456789 « VAT Number: 987654

£20.00 outstanding

= BookingsPlus |TEST MODE

Pay with link =
Invoice GPT5342
Email
Card information
vs DS ®
°
Name on card
Country or region
United Kingdom v

Securely save my information for 1-click checkout

Once the "Pay now with Stripe" option is selected, clients will be taken to a form to enter their debit
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card details. Here they'll also see the option to securely save their information for 1-click checkout
in future.

If that option is selected, any future times that the client selects "Pay now with Stripe", the
payment will process using their saved card.

Should your client ever wish to change/update that card, the "customer" can be deleted from your
'Stripe' login, and the next time they go to make a payment they'll be prompted to enter new

details.

Payments made with 'Stripe' process immediately, so if there are issues such as insufficient funds ot
incorrectly entered card details, these will be flagged immediately to the customer to rectify.

After payment has been made, the status of the payment will immediately be 'Paid’, with the
'Pending’ flag not applicable.
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Confirming a provisional booking
(Hirer)

Last Modified on 03/02/2021 6:32 pm GMT

Your hirers are able to view & confirm their bookings within BookingsPlus . This means
that they will have to accept your T&C's and Privacy Policy, and also take responsibility
for checking the dates/times/spaces included within their booking.

When they log onto their account, they will see the Dashboard tab. They will need to accept
Terms and Conditions and the Privacy Policy before their 'Bookings' or 'Invoices' become visible.

1. Grange Park School Demo F—

Dashboards Account Invoices Calendar Bookings Documents Help

For questions related to your bookings, payments, invoices or account please contact the lettings team at venue that you hire at directly. Contact details for your venue can be
found on the venue's website "Contact Page'.

For technical questions or to report an issue with the sofiware, please do not hesitate to contact us at helpdesk@bookingsplus.co.uk. Our helpdesk hours are Mon-Fri 09:00 -
17:30 (excluding bank holidays)

Signed in successfully.

Welcome John Smith

You last logged in at 15.24 on Mon 02 Nov 2020

1. Grange Park School Demo

1. Grange Park School Demo Terms and Conditions
Grange Park School Pnivacy Policy 210820

O | agree to the Grange Park School Privacy Policy 210820

Terms and Conditions of Use 210820

O | agree to the Terms and Conditions of Use 210820

We take your privacy seriously and will only use your personal information to administer your account and to provide the products and services you have requested
from us.

However, from time to time we would like to contact you with details of other products/services/promotions we offer. If you consent to us contacting you for this purpose
please tick to say how you would like us to contact you:

Options available for 1. Grange Park School Demo
O Email

O Telephone

O Post

O Text

If the client tries to view invoices/bookings before they have accepted the T&C's, a red banner will
appear across the top of the page. As soon as they have clicked to accept the T&C's and Privacy
Policy, they will be able to see any 'Provisional Bookings' or 'Outstanding Invoices' on the
'Dashboard', as well as being able to navigate freely around the other tabs.

To confirm a booking, click on View hyperlink alongside the booking.
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Code of Conduct for Room Hire

* Leave hired areas clean & tidy as found
* Leave the hired area promptly for the next user
* No outdoor shoes / heels in the sports hall / gym

* Do not consume food in the sports hall / gym
Code of Conduct for Gym Membership:

* Sign in & out at reception
* Respect other users
* Report any faulty equipment to main reception

Date Space Start Time End Time Status Hourly Rate Gross Cost Payment Status Edit Cancel
18/09/2023 6th Form 18:00 19:00 Provisional £15.00 £15.00 Unbilled Edit Cancel
25/09/2023 6th Form 18:00 19:00 Provisional £15.00 £15.00 Unbilled Edit Cancel

Booking Summary

Amount: £30.00
Vat: £0.00

Total booking price: £30 00

[ corem ] ot ]

From this screen, they are able to scroll up/down the full list of dates under that booking. If they
are correct, they can click to . If amendments are required, these can only be done by
an administrator. As soon as the bookings are confirmed by the hirer, this will update on your
system by an entry appearing on the 'Dashboard’, the status updating to 'Confirmed' & the
calendar booking showing as 'Confirmed".

If your venue has Instant Pay switched on, clients will also see a "Pay as you Go" option when
confirming. Find out more about how hirers can confirm their bookings when this option is
switched on here!

With Self-Booking activated as well, hirers can amend/cancel line items within their booking
before confirming. Read through this article to see what clients can alter with this activated.
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Client Self-Booking guide

Last Modified on 12/09/2023 10:40 am BST

Guide for clients to manage their bookings online

With BookingsPlus you can allow your clients to book their own sessions online, via their client
account.

This quick and simple booking tool means they can book sessions with you out of normal office
hours, at a time which may be more convenient for them, online and on the go!

If you would like your clients to benefit from Self-Booking, contact our Helpdesk to have this feature
activated at your venue(s): helpdesk@schoolbookings.co.uk

Once that's activated, you can send the below information to them as a step by step guide...

1. Login to the system
Login via https://my.schoolbookings.co.uk/users/sign_in
If you forget your password, there's a link to reset your password on that login page.

Once logged in, your Dashboard will be visible. From here you'll be able to see any actions required
(bookings to confirm, invoices to pay etc).

If you wish to change your password at any point, click on the blue button with your name (top right
of your screen) and select 'Edit Account'.

You are required to accept the venue’s booking Terms and Conditions and Privacy Policy before
your account is fully functional. If you wish to read a copy of the document, simply click to
download. Once you’'re happy and ready to sign, tick to accept.
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Dashboards Account Invoices Calendar Bookings Documents Help

1. Grange Park School Demo John Smith

Welcome John Smith
You last logged in at 17.17 on Thu 29 Oct 2020

1. Grange Park School Demo

1. Grange Park School Demo Terms and Conditions
Grange Park School Privacy Policy 210620

O | agree to the Grange Psrk School Privacy Policy 210820

Terms and Conditions of Use 210820

O | agree to the Terms and Conditions of Use 210820

‘We take your privacy seriously and will only use your personal information to administer your account and to provide the products and services you have requested
from us.

However, from time to fime we would like to contact you with details of other products/services/promotions we offer. If you consent to us contacting you for this purpose
please tick to say how you would like us to contact you:

Options available for 1. Grange Park School Demao
O Email

O Telephone

O Pest

O Text

2. Confirm existing bookings

Any provisional bookings which have been made by the administrator will be visible on your
dashboard.

You are required to check and confirm these bookings - to do this, click ‘View’ next to the booking.
This will take you to the detail of the booking.

Once you've checked the dates/times/room which have been booked for you, click the green
‘confirm’ button at the bottom of the screen.

Please repeat this step for all provisional bookings which appear on the dashboard.
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Booking #529839

1. Grange Park School Demo

C Recurs from February 10th to March 3rd 2021
Client: Susi Bee (Susi's Bee's)

Telephone: 01604677764
Mobile:

Email: schoolbookings5+susib@gmail.com

Badminton Hire
Code of Conduct for Room Hire:

* Leave hired areas clean & tidy as found

* Leave the hired area prompily for the next user
* No outdoor shoes / heels in the sports hall / gym
* Do not consume food in the sporis hall / gym

Code of Conduct for Gym Membership:

* Sign in & out at reception
* Respect other users
* Report any faulty equipment to main reception

Date Space Start Time End Time
1000272021 Castle View Sporiz Hall 1 18:00 19:00
17022021 Castle View Sporis Hall 1 18:00 19:00
2410272021 Castle View Sports Hall 1 18:00 18:00
0340372021 Castle View Sports Hall 1 18:00 18:00

Booking Summary

Amount: £40.00
Wat: £5.00

Total booking price: £45.00

3. Check availability and make new bookings

Status

Provisional

Provisional

Provisional

Provisional

Hourly Rate

£10.00 plus VAT
£10.00 plus VAT
£10.00 plus VAT

£10.00 plus VAT

Gross Cost

£12.00 inc. VAT

£12.00 inc. VAT

£12.00 inc. VAT

£12.00 inc. VAT

Payment Status
Unbilled
Unbilled
Unbilled

Unbilled

You're able to check room availability and make new bookings via the ‘Calendar’ tab.

Edit

Edit

Edit

Edit

Edit

Cancel

Cancel

Cancel

If you hire at multiple BookingsPlus venues, click the drop-down option at top right of screen to

select the correct venue.

The calendar will show your bookings in green, as well as any unavailable slots in red.

To view room information, click on the room name (in blue) to the left of the calendar view.
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Create a booking by drag and dropping on an empty area.
Calendar of Bookings

Location and account for bookings

Grange Park Training - Carl Carlson ~ ~

(=] Wednesday, 19 July 2017 -

19/07/2017

Spaces sam 7am 8am 9am 10am  11am  12pm  1pm  2pm 3pm  4pm 5pm &pm 7pm 8pm 9pm

Drama Studio

e

Main Hall

Sports Hall Court 1

If the room has a * after the name it means that it is a 'slotted space', where availability is
restricted to a block, rather than being able to select the start and end time. The Slots that are set
up against that venue will show at the top of the calendar table:

- Change Date
I I I Tuesday, 3 November 2020 0311112020

Mote: Spaces marked with * may only be booked st the times Weekday Evening Slot (17:00-23:00). Weekday Afterncon Slot (15:00-17-00)

Spaces Bam Tam Bam Bam 10am 1am 12pm 1pm 2pm 3pm 4pm Bpm Bpm Tpm &pm Spm
1. Venue Motes

Astro Pitch frequently used Tv7 8v8 8

Astro Pitch (m

ings for Taside, 9 as
aside Pitch A

(5 aside) - 7 aside Pitch &

To make a new booking, click and drag on the time you require against the room name. This will
take you to a page to see the Booking Summary, and give you the option to either Book to create
the booking for one date, or Refine Search to add additional occurrences.
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New Booking

Confirm your spaces
To find alternative dates or to recur your booking, click'Refine Search’. Click 'Book’ to book just the available dates.

Wed 10 Feb 2021, 18:00 - 19:00

Space Hourly Rate Net Cost VAT Gross Cost

Badminton Court 2
The 4 badminton court sporis hall is a fully sprung weoden flooring and suitable for most

performance and recreational sporis. It is hard wearing and mulii purpose giving optimum ball
bounce, shock-absorption, resilience and friction. Lighfing lux levels suitable for competifion
standard Basketball, Volleyball, netball and Badminton. A net can divide the hall in two.,
EQUIPMENT AVAILABLE SAS Goals, Metball / Badminton / Volleyball Posts, Cricket Mets (2
Bays), Basketball Rings (2 main and & practice), Gymnastics Equipment

Al Halls

£7.50 £7.50 20.0 % £9.00 Available

Pleaze let us know what activity is taking place

E.g Training course for 5 people

Purchase Order Number

T

Booking Summary

Amount: £7.50
Vat: £1.50

Total bocking price: £9.00

O 1 agree to the Terms and Condifions of Use

N

If you select a slotted room, it will default to the slot that covers the time frame you selected:
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New Booking

Confirm your spaces
To find alternative dates or to recur your hooking, click 'Refine Search'. Click 'Book’ to book just the available dates.

Wed 10 Feb 2021, 17:00 - 23:00

Space Hourly Rate Met Cost VAT Gross Cost

AWP 2 (5 aside) - 7 aside Pitch A £35.00 £210.00 200 % £252.00 Available

AWP

Please let us know what activity is taking place

E_g Training course for 5 people

Purchase Order Number

Booking Summary

Amount: £210.00
Vat: £42.00
Total booking price: £252.00

Total payable now: £ 252.00

O 1 agree to the Terms and Condifions of Use

o [

If you would like to make it a recurring booking, click the Refine Search button. The screen will be
pre-filled with previous selections, simply select the recurrences required and click ‘Check
availability’. The full selection of dates will be shown, any dates in green are available, red indicates
unavailable. If dates are unavailable you can click Refine search again, select another suitable

space and check availability again.

New Booking

Select the type of room(s) are you looking to book?
® Dance, Music and Drama Studios

O Conference & Education Facilities
O sports Facilities

O Gym Membership

Select all spaces you would like to book.

W Drama Studio (£25.00) O cym (£35.00) [ main Hall (£45.00)
All costs are per hour, excluding vat
Date and Time
Please select the date and times you prefer.
Booking date:  19/07/2017 At 14:30 until 15:00 on the 19/07/2017

B would you like 1o recur your booking?

Repeat every weeks @ For occurrences O Until

on [ Monday [0 Tuesday M Wednesday (] Thursday (] Friday

Check Availability
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Slotted rooms will show the available blocks here, rather than a start and end time:

Select the type of room(s) are you looking to book

® awp O anlHalis

O Castle View O Dance/Drama

O Education O Event Halls

O Frequently Used O Gym Membership
O Kids Party Rooms O Lighting equipment
O Sports Hall 2 O Sports Halls

O Test O sports facilities

Select all spaces you would like to book

AWP 1 (5 aside)- 7 aside Pitch A (£50.00) ) AWP 2 (5 aside) - 7 aside Pitch A (£35.00) [ AWP 3 (5 aside) - 7 aside Pitch B {(£35.00)
[ AWP 4 (5 aside) - 7 aside Pitch B (£20.00)

All costs are per hour, excluding vat

Purchase order number

Date and Time
Please select the date and times you prefer.

Booking date: | DD/MMAYYY O Weekday Evening Slot (17:00-23:00) O Weekday Aftemoon Slot (15:00-17:00)

O Would you like to recur your booking?

Once you are happy with all of the dates shown, scroll to the bottom of the page to enter a short
description of the activity taking place, enter a Purchase Order (if required), tick to agree to the
Terms and Conditions and click Book.

Once the booking has been made, you’'ll receive a confirmation email and the venue will arrange an
invoice for the booking.

All your bookings can be viewed via the ‘Bookings’ tab. All your invoices can be viewed via the
‘Invoices’ tab.

4. Edit or cancel existing bookings

To edit a single booking, locate the booking from the 'Calendar' tab. Click the booking and amend
the space and time, on the pop-up form.

From the calendar page, you're also able to drag and drop your booking into another room and
drag to change the times. Both of these actions will create the pop-up to confirm your changes:
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Edit Booking

Change Location:

Art Classroom -

Change Time:

Date:
16/08/2017

From

17:00

To:
18:00

Hourly rate:  £20.00
Netcost  £20.00
VAT 20%

Gross cost  £24.00

Booking description
Code of Conduct for Room Hire:
* Leave hired areas clean & tidy as found
* Leave the hired area prompily for the next user
* Mo outdoor shoes / heels in the sports hall / gym

Save Changes Cancel Booking Discard Changes

For Slotted rooms, again the start and end time will be replaced by all slots set up for that date:
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Edit Booking

Change Location:

AWP 1 (5 aside)- 7 aside Pitch A

Change Time:

Date:
05/11/2020

Weekday Evening Slot (17:00-23:00)
Weekday Afternocon Slot {(15:00-17-00)

Hourly rate:  £50.00
Metcost:  £100.00
VAT 200%

Gross cost  £120.00

Booking description
5 aside football

p—

To edit a recurring booking, click on the bookings tab. From the detailed view, you can use the
filters to locate your booking. Alternatively, switch to the summary view to see a high level list of
your bookings.

From the booking form (shown below), you'll be able to edit each line item as required.
Cancellations can be made from the same screen.
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Dashboards

Calendar

Bookings

Documents

Help

Booking #187558
Grange Park Training
Net Cost: £144.00

C Recurs from July 15th to Ausgust 23rd 2017

Client: Carl Carlson

Telephone:

Code of Conduct for Room Hire:

* Leave hired areas clean & fidy as found

* Leave the hired area promptly for the next user
* No outdoor shoes [ heels in the sports hall / gym

* Do not consume food in the sports hall f gym

Code of Conduct for Gym Membership:

* Sign in & out at reception
* Respect other users

* Report any faulty equipment to main reception

Date

19072017

260712017

02/08r2017

na/a20m7

16/08/2017

230E2MT

Please note: you’'ll be unable to cancel if your booking is in the past or less than 48 hours away.

Should you wish to cancel multiple booking lines, or the entire booking, contact the administration

Art Classroom

Art Classroom

Art Classroom

Art Classroom

Art Classroom

Art Classroom

Start Time

17:00

17:00

17:00

17:00

17:00

1700

Mobile:

End Time

18:00

18:00

18:00

18:00

18:00

18:00

Status

Confirmed

Confirmed

Confirmed

Confirmed

Confirmed

Confirmed

Hourly Rate
£20.00 plus VAT
£20.00 plus VAT
£20.00 plus VAT
£20.00 plus VAT
£20.00 plus VAT

£20.00 plus VAT

Email: schoolbookings5+carlc@gmail.com

Gross Cost

£24.00 inc_ VAT

£24.00 inc_ VAT

£24.00 inc_ VAT

£24.00 inc_ VAT

£24.00 inc_ VAT

£24 00 inc_ VAT

team for that venue and they can make those changes for you.

If on the 'Check Availability' page you are given a total payable now, and once you click to create
your booking it is showing as Tentative; then your venue will have set up Instant Payment. This
means you will be required to pay for this and past calendar months, before securing your

bookings. View our Knowledge Owl here for further information on this.

Payment Status
Billed

Billed

Unbilled

Unbilled

Unbilled

Unbilled

Edit

Edit

Edit

Edit

Cance

Cance

Cance

Cance
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Marketing

Last Modified on 09/11/2016 3:06 pm GMT

BookingsPlus is designed to promote your facilities, using your website as your shop
window. This means you can reach out to your local community & beyond, ensuring
that everyone can see what you've got on offer.

Our in-house marketing team have created guides on link-building & website optimisation (SEO)
to help you make the most of your website. None of these ideas will cost you any money, just a
little time initially.

If you do need any additional support with marketing, our team are happy to discuss your
requirements and give you a quote. Just give us a call.

Please see menu on left hand side for articles within this section.
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Online link building & SEO

Last Modified on 18/02/2022 11:55 am GMT

Using our in-house expertise, we've developed this guide to marketing your
facilities & increasing your visibility on the web. These are all free options,
making the most of community & sports listing sites. All it takes is a little
time to complete & verify the listings.

1. Register on Google Places - https://www.google.co.uk/business

Most people search online or 'Google' for information or a specific service. Registering with Google
places ensures that your business can be found on Google.com & Google maps. Thisis alink to a
YouTube video which takes you through the importance of getting listed on Google Places.
https://www.youtube.com/watch?v=YIEnHZoqCCk

Remember: Get your customers to leave you a review on your listing. When you email them,
include the link to your Places listing. The more reviews, the more that Google will take you
seriously.

2. Natural editorial website links

Set up a link to your BookingsPlus lettings website within the editorial of other sites e.g. your own
school website or local authority. Also linking your lettings website from your clients websites. A
reciprocal arrangement could then be in place on your website using the BookingsPlus What's On
or Adverts feature to publicise their events held at your venue.

3. Set up Social Media platforms for your venue

Publicise your venue to your local community with social media platforms. You can use these to
infiltrate local events pages to get your venue noticed. This will help to garner new business
online & help build a community for your hirers.

Facebook pages - https://www.facebook.com/business/pages

Twitter - https://help.twitter.com/en/using-twitter/create-twitter-account
Pinterest - https://help.pinterest.com/en-gb/article/get-a-pinterest-account
Instagram - https://help.instagram.com/155940534568753

LinkedlIn - https://www.linkedin.com/help/linkedin/answer/112133/how-do-i-create-a-good-linkedin-
profile-?lang=en

Like or follow our Social Media pages:

We will like or follow you back and help share your venue's updates to our online community.
Facebook:

https://www.facebook.com/BookingsPlus - online lettings software

https://www.facebook.com/BookingsGuru/ - our lettings admin & marketing service
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Twitter:

https://twitter.com/BookingsPlus
https://twitter.com/Bookings_Guru

4. Link building with local directory & listing sites

For search engines 'Links' (your website address appearing on other websites) are like streets
between pages. They're not everything, but the latest thoughts from SEO companies are that a
large portion of the engines' algorithms are linked to these factors.

Listed below are the most common listing sites that we use:
http://cylex-uk.co.uk - Local listing search

- Hall hire listings directory

http://hallshire.com - Hall hire listings directory
https://www.thomsonlocal.com/ - Thomson local online

http://yell.com - Yellow Pages online

https://www.192.com/ - Business directory listings
https://www.schoolandcollegelistings.com/ - Find local schools & colleges
https://uk.locale.online/ - Location & event listings
https://www.scoot.co.uk/ - Business finder

Additional local free directories where listings can be made can be sourced by putting in a search
engine:

‘Business Listings.... (area where you are)’
'Free Listings...."
'What's On....."
'‘Community Listings......

Tip: Keep usernames and passwords the same for each listing & store them safely. With many of
the sites you will receive a verification email before your listing is live.

5. Update your BookingsPlus lettings website

We would also stress the importance of keeping your website up to date. If a member of the public
sees an advert on the website for last Christmas they will understandably assume the rest of the
information may not be up to date or accurate as well. Fresh new content will also help get your
website further up Google's rankings and ensure more search results include your venue. A great
way to do this is with a Blog - on our website templates you can add a Blog tab and post regular
updates to your community.

234


https://twitter.com/BookingsPlus
https://twitter.com/Bookings_Guru
http://cylex-uk.co.uk
http://hallshire.com
https://www.thomsonlocal.com/
http://yell.com
https://www.192.com/
https://www.schoolandcollegelistings.com/
https://uk.locale.online/
https://www.scoot.co.uk/

Another way to get your Website to the top of Google is using your Meta Data. You will notice
these in your Edit Website section via the Manage tab. This pulls in key words that potential
clients may type into Google and help them to find your Homepage. When we create your venue
for you these will be prefilled but they can be tweaked by yourselves as needed.

See our separate article on Website Optimisation

If you do need any additional support with marketing, our team are happy to discuss
your requirements. Just give us a call.
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Website optimisation

Last Modified on 18/02/2022 11:54 am GMT

Once your website is live, there's a number of ways to keep it high up the
Google searches & ensure it is working efficiently for you. Our in-house guide
on website optimisation is below.

1. About search engine optimisation

Google ranks sites based on its internal mechanism to determine a site's importance. Google scans
each site every now and automatically and calls this 'indexing'. Other search engines also perform
this task in a similar way but for the purpose of this document we will be discussing Google.

The primary way of driving up a website's ranking is based on other sites linked to yours. How
'important' the other site is that links to your site will dictate the importance of your site on Google.

E.g. if your local newspaper's website has a good ranking on Google and they have a link to your
website, Google will in turn raise the importance of your website and therefore its ranking on search
results.

Other factors will dictate if Google will or will not boost your site's rankings. This includes making
sure the HTML or code of the site is laid out correctly as well as relevant keywords being included in
the text.

The final ranking mechanisms are down to Google but is is down to the website to ensure it follows
the best practices to ensure you achieve the maximum page views and in turn conversions to sales.

2. Implement titles and descriptions

It is important that each page of your site has a unique 'title' and 'description'. both of these are
invisible 'meta' sections of content, but in turn are what comes up in Google search results. The
'title' is in blue followed by the site's Url in green followed by the 'description' in black (screenshot
below of Google's own title, Url and description):

Google
www.google.co.uk/ ~

The local version of this pre-eminent search engine, offering UK-specific pages as well
as world results.

Fan] Lol e of Lok ] "=l i Fa) Lo B

You can modify the title and description of your own Meta data by navigating to the Edit Venue
page via the Manage tab. Below is an example of Meta data filled out for our fictional demo venue,
Grange Park School. To increase keyword based search, include all the content terms you would
like e.g. 'book badminton courts' using correct grammar as you would in a normal sentence. Avoid
as much as possible comma separating lists of keywords that do not make grammatical sense. A
length of 20 words for the title and 50 for the description is good practice.

Example of meta titles and descriptions filled in on the website template:
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Meta Description
The description is used by search engines as the text which appears on the resulis page underneath the page title. It should be no more than 160 characters long.

Home page meta title

Sports, Dance, Conference & Party Halls for Hire at Grange Park School, Northampton NN4
Home page meta description

Grange Park Schoal's facilities for hire include a sports hall, performance hall, studio, astro, tennis courts, classrooms & events / party halls for hire

What's On meta title

Classes & Activities at Grange Park School, Northampton NN4

What's On meta description

Find classes and events for the community of Northampton on our What's on Calendar at Grange Park School

Contact Us meta title

Contact the SchoolBookings Team at Grange Park School, Northampton MNN4

Contact Us meta description

For hall hire at Grange Park School, contact us on bookingsplus@kajima.co.uk, 01604 677764

Og Image

Choose File | No file chosen

3. Inner content in your website

Google utilises all the headings, text and other content on each of your web pages to pick out
optimum keywords. BookingsPlus is built to automatically lay out the text in the best possible
location and format for search engine optimisation.

You can edit the 'headline' field which is the main title on the landing page for your website. You
will find this by navigating to the 'Edit Website' page via the Manage tab and then editing the
'Homepage Pitch' within the 'Home page' tab. You can load the content with text containing
relevant keywords that users may search for when in Google.

4. Link building

Once the site is configured, it is down to link building to really optimise the rankings of your website
within Google. To achieve the best results, attempt to have the main school website and any other
local websites link directly to your BookingsPlus site. The more sites linking to you, the greater
Google will advance your site within its algorithm.

You can achieve this by liaising with your local community content providers, such as news
organisations and other locations that may be relevant to your BookingsPlus website.

See our separate article on Link Building
5. Extra information for social networks

When users 'share' a link on Twitter, Facebook and other social media, these networks scan the
meta data of a site and utilise that to select the descriptive information that automatically comes
up in the link. This includes the title, description and also a link to your BookingsPlus lettings
website.
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Banners

Last Modified on 18/02/2022 12:18 pm GMT

Got a fence? Get a banner!

Banners are a great way of reaching out to your local community. They are eye-
catching & low cost.

Below is an example of a banner. Your logo, school name and contact details should appear
prominently as below.

The colours should suit your school colours.

Facilities For Hire

Sports Facilities Dance, Drama and Special Events
Music Studios and Party Halls p®

Take a look at our great venue at www RN schoolbookings.co.uk
or call on for more information

These banners tend to be available in 2 sizes:
12ft x 4ft
15ft x 5ft

We are able to secure some quotes for the above. Please contact us for more details.
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Best Practice & Tips

Last Modified on 27/06/2019 3:06 pm BST

BookingsPlus is constantly evolving!

When we release new functionality, a green banner will appear to let you know. Where
appropriate, we'll add more detailed articles here so you can fully understand how the new
updates work.

We'll also use this section to offer advice on managing your school lettings, ensuring they are as
streamlined as possible. From our offices, we manage the administration & marketing of 35
schools across the UK, so we've got a vested interest in making the system as efficient as
possible.

We really do value our customers feedback, so if you have any suggestions for improvements to
BookingsPlus, please do get in touch via our helpdesk.

Please see menu on left hand side for articles.
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Change your BookingsPlus password

Last Modified on 03/02/2021 6:47 pm GMT

It's quick & easy to change your password within BookingsPlus.

Just log-in using your existing details. Once logged in, click on the blue button in the top right hand side with your
name & select Edit Account.

Grange Park School

Edit Account
Dashboard Calendar Enquiries Clients Booldngs Invoices Payments Reminders s Reports

Logout

Edit User

First name

Wenue Admin

Last name

Plus
Email

vaplus@Eexample corm
Diefault venue Grange Park School

Password (feave biank if you don't want to change it)

Password confirmation

Current password (ENTer your cUrrent password)

Amend your password, confirm your new password & also enter your current password. Once you
click (=g the changes will take place.

You can also change your default venue from this screen. Useful if you have are managing the
lettings for more than one venue.
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Changing your default venue

Last Modified on 03/02/2021 6:47 pm GMT

BookingsPlus will select one venue as your 'default' venue. If you wish to change this,
it's straightforward.

Just log-in using your existing details. Once logged in, click on the blue button in the top right hand side with your
name & select Edit Account.

Grange Park School

Edit Account

Dashboard Calendar Enquiries Clients Bookings Invoices Payments Reminders = Reports

Logout

Edit User

First name

Wenue Admin

Last name

Plus
Email

vaplus@example.com
Diefault venue Grange Park School

Password (feave Diank if you don't want to change it)

Password confirmation

Current password (enfer your current password)

Click on the 'Default Venue' drop down box. This will list all the venues you have permission to
view. Select the required school & input your password in the Current password field.

Once you click (=9 the changes will take place.
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Invoicing tips

Last Modified on 03/02/2021 6:47 pm GMT
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Managing your lettings

Last Modified on 03/02/2021 6:48 pm GMT

BookingsPlus is designed to make managing your lettings a stress-free process!

To help with this we recommend that you renew your lettings on an annual basis. We find that
Sept-Aug works really well, allowing you to renew the bookings during June/july. There are a
number of benefits to annual bookings:-

- less administration for yourselves (compared to renewing every 10 weeks or termly)

- security for your hirers that their space is reserved (no additional commitment on their side, just
your normal cancellation terms)

- easy to see availability for new enquiries

To make light work of the renewals, be sure to use the option (select to edit the
original booking). This will replicate the previous booking & all you will need to do is amend the
dates for the coming year (& your prices if you are increasing).

BookingsPlus can hold documentation for your clients e.g. Public Liability Insurance, coaching
certificates etc. Make sure you use the reminders function to keep track of all the expiry dates of
these documents.
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Using BookingsPlus to manage your
office space

Last Modified on 03/02/2021 6:53 pm GMT

BookingsPlus can do much more than just manage public room lettings. It can be used to manage
the hiring of equipment, internal use of your facilities and as this article explains, BookingsPlus is
perfect for managing your staff use of your offices desk space.

Using BookingsPlus in this way will help to control the number of people using the office at any one
time, ensure staff know what desks are available to use and help manage the cleaning of desks
after use. Best of all, you can integrate this use into your existing booking system so whether your
venue has 5 or 50 bookable spaces already setup, you can add as many more as you require to
accommodate each desk and staff member who will be using this feature. There is no additional
cost to your organisation to use BookingsPlus to manage your desk space. All advice in this article
will ensure your bookings are setup for 'free'.

Get started by following the 4 simple steps below.

Please note: To setup and configure the features discussed in this article you must have the
'‘Master Venue Admin' or 'Venue Admin Plus user role.

1. Calendar Categories

Using the calendar categories feature allows you to organise and filter your desks separately to the
rest of your bookable spaces. If you have a single office space, you can create a category called
'Office' which you will assign each desk to. If you have multiple rooms or partitions within your
office space, you can create as many additional calendar categories as you need.

This step is optional but highly recommended as it will make it quick and easy to find your desks,
check who is already using them and assign staff to unused desks all within your calendar view.

¢ Learn how to create and use Calendar Categories here.

2. Create Bookable Spaces to use as desks

This is the most important part of using BookingsPlus to manage your office space as it will enable
you to assign individual staff members to each desk. You can create as many bookable spaces for
desks you have available within your office.

Desk #1

Desk#2

Desk#3

When creating bookable spaces to use for this purpose there are a few options to consider;
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Space Name

Price

Notes

Calendar
Categories

Photographs

Space Business

Hours

Use a name which makes it easy to identify the desks position within your
office. If it is a desk used by a specific colleague, name it accordingly i.e.
Julie's Desk.

Set each pricing option to £0. This will ensure staff members are not charged
for use of a desk. Bookings without a cost are automatically exempt from
invoicing.

Notes are useful particularly if you allow 'hot desking' as you can list the
equipment available to use at each desk. You may also use notes to offer a
more descriptive way of identifying a desks position within the office i.e.
Located directly underneath large window.

Assign your desk to the calendar category you have created for it. This
ensures the desk is visible when filtering by category within your calendar.
Adding at least one photograph of the desk provides a visual way to identify
its position within your office.

By default the business hours option will follow the instructions set at venue
level. You can however adjust the times for individual desks which is useful if
a particular office space is locked up at a different time to other parts of your
building. Staff members will be unable to book a desk outside of the set

business hours.

e Learn how to create new bookable spaces here.

3. Adding staff members

Use the feature within BookingsPlus to create new user accounts for each staff member.
This will enable you to assign individuals to each desk, track their usage and provides your staff
with a platform to login and manage their own account.

1D Flag Client Name Bookings Last Booking
#7T027 David Stubbs 1 31/12/2020
#77028 Saron Solomon 0

#77029 Chris Smith 0

#77030 Amberley Kent 1 31/12/2020

Please note: If your staff members are already setup as administrators or site staff within the
platform, please do NOT create new client accounts for them using the same email address they
already log into BookingsPlus with. You can either set them up as 'Client’ users using an alternative
email address or instead create a single 'Staff Member' user. Notes can be used when allocating
this user to a desk to identify the staff member using it.

Desk #9 l m

When adding new staff members it is important to select the 'Non-Billable client' option as this will
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add another layer to ensure the user is exempt from invoicing and not charged to use the desk.

e Learn how to add your staff members here.

4. Allocating staff members to desks

The final step involves using the booking feature to allocate staff to different desks. Doing this
within your calendar view gives you visibility regarding who and how many desks are in use at any
one time. If you are limiting your office space to a certain number of staff at any one time or wish
to take measures to ensure you don't have people sitting directly next to each other, the calendar
view makes doing this straightforward.

4 Unbilled Billed [ Part Paid Fully Paid All = Today =

Room A —

09:00 10:00 11:00 12:00 13:00 16:00 1
z Room B

Desk #1
Desk #2
Desk #3

Desk #4

The grey colour of each booking shows they are internal use and not subject to invoicing or payment

e Learn how to use your calendar to create desk bookings

Watch the video introduction below to see a working example:

Advanced Advice

Enable staff to check availability and book a desk themselves

BookingsPlus provides a 'self-service booking' feature which allows you to select specify client
users who can book themselves into a space. There is customisation within this feature, for
example; you can lock the functionality to specific spaces meaning you could allow staff members
to book themselves onto a desk but limit their ability to book other parts of your premises such as
meeting rooms, sports hall or pitches.

To find out whether your booking system currently has access to the self-service booking feature,
please contact bookingsplus@kajima.co.uk quoting the name of your venue. Our team will check
and provide you with further advice on how to setup and configure self-service bookings in a way
which works for your requirements.

Please note: By opting for self-service bookings, you lose the ability to control how many staff
members book a desk at any one time and also the desks they book. If imiting the number of staff
using a room and ensuring they remain adequately distanced is an important factor for your
organisation, you may wish to not use this feature and instead control usage at administrator
level.

247


http://bookingsplus.knowledgeowl.com/help/non-billable-client
http://bookingsplus.knowledgeowl.com/help/calendar-f18938e

Give your cleaners access

By also setting up your cleaners as 'Client' users, you can allocate them to desks to be cleaned
after a staff member has finished using it. Your cleaners can log into their own account to see
when and where they are required to clean. They will also be able to see how many desks are in
use at any one time to help ensure your social distancing guidelines are adhered to. (COVID-19
specific issue).
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The renewals process

Last Modified on 03/02/2021 10:11 am GMT

If you have annual bookings we would recommend booking these in to all
start and finish around the same time. We would suggest either academic
year or calendar year.

We follow this process in our Northampton BookingsGuru office and have found it to be very beneficial in
streamlining our administration processes and improving our clients experience as well as the following
benefits:

® Once a year process
e Opportunity to implement a price increase.

e (Clear indication of availability as all your current clients bookings are in the system

Ensure all customers have their documents up to date

® |[ncome can be projected for the full year
The basic steps are as follows:

® Print current bookings
e Consider price increase:
o For Individuals or
o General Percentage increase
e Put provisional bookings in
e Send provisional notifications with amended information
e Follow up to ensure everyone has confirmed (use Bookings Value Report to identify provisional bookings)

and provided the necessary information.

The process:

It is advisable to email all clients first to inform them that renewals are being created, make them aware of any
price increases, any deadlines required for confirming their provisional bookings and any other updates you may
have. This also prompts them to let you know if they do not want to continue with their bookings.

Firstly, decide if you would like a percentage price increase across the venue as a whole or just an increase for
certain bookings and/or spaces.

Then identify which clients have annual bookings that need to be renewed - an easy way to do this would be via
the [Bookings] tab, [Dashboard] or by looking at that central ‘Last Booking’ column on the Clients] tab.

Check all clients have all documents required. Check all current documents and add reminders to ensure when

they do expire you are notified 2-3 weeks prior in order to email the client and get them to send you the new
document.

249



Creating the booking:

As a time saving option, a ‘Renew booking’ button has been created exactly for this process. This is located
within the existing booking, click edit, then scroll to the bottom of the page, it is on the right hand side.

For full details on this process, see our 'Renewing a Booking' guidehere.

Provisional emails:

While doing this process, it is a good idea to temporarily amend the text on your automated Provisional Email
template to ensure that customers are aware of the renewals process and any additional requirements. If you
are doing your renewals as a bulk job, before sending the provisional emails you can put a few paragraphs of
text into the Provisional template in the system to avoid having to email each customer individually. This can be
found in the [Manage tab], click edit venue, Emails, and scroll down to 'Provisional bookings Email'. Cut out
the first paragraph and paste it somewhere safe, then insert the below:

Please see sample text below:

'We are currently renewing all bookings for the period 1st September 20XX to 31st August 20XX and have
reserved a PROVISIONAL booking for you. There has been a small price increase so your price has been
adjusted, please login to your account and double check that we have reserved the correct dates and times for
you and to view your new pricing. There will be a separate booking for each day that you book with us (if
applicable). Please click the green ‘Confirm' button on each booking form to accept the booking. If you have any
amendments to make, please let us know by email as soon as possible, and we can action that for you.

Please be reassured that even once you have confirmed your booking we are able to make any amendments ana
cancellations without charge providing 7 days’ notice is given.

We kindly ask that you confirm your bookings for next season by XX/XX/XXXX. Please note that your booking is
not secure until we have received confirmation. After this date, we will assume that you no longer require your

booking. Please do not hesitate to ring us if you need to amend or double check anything.

Please be aware that we will not know any dates that the school require use of the facilities in the evenings (for
parents evenings etc.) until they start back in the new term. We will write to you as soon as possible to advise if
any affect your bookings.'

Once this is done it is important to change the Provisional template back to the original paragraph.

Invoicing:

As you will be aware, you can only invoice confirmed bookings, therefore it is important to ensure all bookings

are confirmed ahead of your invoicing date. The provisional bookings section on the Dashboard is ideal for
monitoring this.
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Switching to a new website template

Last Modified on 03/02/2021 7:09 pm GMT

At BookingsPlus, we realise it's not a one size fits all scenario. To help with this, we've
developed alternative website templates so you are able to choose which will work best
for your venue.

You have full control over the colour themes and pictures, as well as being able to turn various
features on/off (e.g. What's On page, Blog etc). We've created sample websites to help you make
your decision. Why not take a look? If you've been with us some time, you will be on the Classic
template.

SHIRE ACADEMY @
FACILITIES FOR HIRE

HOME  WHAISON  OWRAGUIES  HOG  ABOUIUS  CONIACI

CALGARY ACADEMY
‘

Facilties for Hire

Sports Facilities.
for hire

closed on Monday 27th July for  Year 7

Calgary - http://calgary.schoolbookings.co.uk
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Home What's On User Login Contact

Facilities @ Demo Venue
I- "~(au

09-04-18

10-04-18

11-04-18

14-04-18

16-04-18

& Notice: Check out the latest BookingsPlus updates and developments by reading our Newsletter!

Kajima High School is the perfect venue for your event with our beautiful buildings and well kept grounds.

Weddings, corporate functions and parties can all be accommodated with clients being able to make their own

Classic - http://classic.schoolbookings.co.uk

Here's some examples of live websites to show how our websites can be customised to complement
your logo and branding.

Vancouver template - Bushey Academy - https://thebusheyarena.communitybookings.co.uk/
Calgary template - ISCA College of Media Arts - https://iscaexeter.schoolbookings.co.uk/
Classic template - Great Park Community Centre - https://gpcc.communitybookings.co.uk/

Once you've decided which website template suits you best, then contact us at the helpdesk and
we will make the switch to the new template for you. You will need to add a few extra pictures and
details, so do make sure you have some time spare.

Please consider these points before switching:-

Overall colour scheme for your website - do you want to tie in with your logo? If so, BookingsPlus
uses hex colours & we can help identify the colour codes if needed

Pictures - the new templates are a great place to show off your venue! Do you have the perfect
pictures for the home page banners? We can help if you send through full size original pictures.
What's On - this is an optional section - do you wish to publish your classes on your website?

Blog - this is an optional section, ideal for keeping people up to date on any exciting news, new
bookings etc

About Us - this is an optional section - great to give your potential customers more information!

We recommend that you keep checking your updates as you go along - there's now a handy
preview from your [Manage] tab

Dashboard | Calendar  Enquiries & Clients | Bookings | Invoices = Payments = Reminders a Reports _ Users = Manage  Venues ~

Website setup for Grange Park School

Preview

Click here to preview your current website at hitps://test.schoolbookings.co.uk.

We advise that you keep your website live throughout this process, as it can have a detrimental
effect on your Google presence if it is taken offline. With this in mind, do make sure that you allow
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enough time to fully complete the changes in a short time frame.

Specifications: To make your transition easier, the dimensions for the pictures on the templates

are below:

Picture size guidelines (JPGs)

Venue Picture (top right)

Classic Vancouver Calgary
scrolling Banners 1920 x 720 X ¥
Background Banners X 1150 x 650 | 1150 x 650
Category Pictures 1040 x 642 | 1040 x 642 | 1040 x 642
Website Spaces 1040 x 642 | 1040 x 042 | 1040 x 642
Logo (top left) 240%240 | 240x240 | 240x240

320 x 165 X X

Adverts

Images will resize to fit

What's On booking pictures

Images will resize to fit

Classes placeholders

About Us pictures X 1024 X 768 | 1024 X 768
Facilities pictures X 1024 X 768 | 1024 X 768
X 1024 X 768 | 1024 X 7638

In most cases, pictures will resize to fit the space. However, this may

mean that it will crop the image.
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Automated invoicing

Last Modified on 03/02/2021 2:44 pm GMT

Automated Invoicing

You can now do your invoicing, even when you are not sat at your desk!

Automated invoicing gives you the tools to generate your invoices at a set time, on a set day, for
Previous, Current or Next calendar months. You then can decide if you would like these to be
generated as a draft invoice, giving you the chance to review them before they are sent out to the

client, or, you can have them generated as an actual invoice, with the option to send the client an
email notification.

To use this feature, go to the Manage tab - m - Billing, fill out the below settings and

cick T .

Automated invoices
Specific clients can be excluded from the automatic invoicing by editing their options in the client area

¥ | Generate Automatic Monthly Invoices?

® . 0Onthe 1st = day of the month or . ' on the last day of the month

Attime 10:00 * GMT/UTC

All inveoices will be generated based on confirmed bookings in the month relative to when the invoices are created:

Previous calendar month
® Cumrent calendar month

Next calendar month

How should the invoices be created?
Generated as draft
® Generated as actual invoices

% | Send notification email to client?

Once this is set up, the option will appear to exclude certain clients from the monthly automated
invoicing. You can do this from the Clients Tab - Client link- and scroll to the very bottom of the
page. You will then find the below option; tick to 'Exclude from automated invoicing' and click .
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MNon-billable client Client wil not be charged for any bookings)

* | Exclude from automated invoicing

R

Once the invoices are run, if you have selected to have these sent out as actual (published) invoices
these will now appear in the clients accounts, and they may also have an email to notify them if you
have ticked this option.

If you have requested that these be generated as a draft, the Invoices tab will now have a red

indicator showing the number of DRAFT invoices requiring action.

These will need to be emailed out or to click if the client does not want an email
notification, as before.

Going forward, automated invoicing will be developed further to give you the option of generating
an invoice automatically for late bookings (those booked in after the scheduled invoicing).

Watch our video tutorial:
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Information and FAQs on the 23rd
August 2021 data security incident

Last Modified on 01/09/2021 10:34 am BST

Last updated: 31st August 2021

On 23 August 2021, BookingsPlus was informed of a data vulnerability on one of our testing
servers. This involves the risk of unauthorised access to customers’ documents through bypassing
our server security. In this instance no financial information or user login details, such as
usernames or passwords, were made accessible as this information is not stored on the server.

We understand that this is a cause of concern and we have put together some FAQs to answer
some of the questions you might have. You can also reach us on our dedicated phone number
01604 677764, or by emailing support@bookingsplus.co.uk.

What happened?

On Monday 237 August 2021, we were informed that one of our testing servers had a vulnerability
which allowed for potentially unauthorised access to customers’ documents.

A unique URL (web address) is generated when a user uploads a document while making a
booking through BookingsPlus. This means someone with knowledge of the exact, unique URL
would be able to bypass the server security measures and assess the documents. However, these
URLs have never been made public and consequently the chances of someone being able to
discover them are very low.

As soon as we were made aware of this vulnerability, we acted immediately to increase the
security on this server and to stop potential unauthorised access to any information.

We have reported the incident to the Information Commissioner’s Office, the UK’s data protection
regulatory authority. Our data protection officer and technical team will work closely with the
authority to provide updates and to implement further actions if required.

Is the incident ongoing?
No. We have identified the cause of the vulnerability and addressed it to make the data secure.
What data was accessible?

The documents uploaded by some of the hirers required for making bookings on BookingsPlus
were accessible. Depending on the nature of the specific booking, these could include documents
such as copies of DBS/CRB certificates, Insurance Documents, Risk Assessments, First Aid
Certificates, Booking Request Forms, Music Licences, Invoices, Purchase Receipts, passports,
driving licenses and similar documents. No financial or account related data was stored on this
server.

Although these documents were made accessible via the unique URL, they are not accessible
online in general or via search engines such as Google. In addition, no usernames, passwords or
payment details were compromised.

We have contacted the hirers whose documents were subject to the risk of unauthorised access.
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Are my financial details secure?

Yes, all your financial details are secure as there was no financial information stored on the server
where the vulnerability was detected.

Our detailed investigation of the extent of the incident has now been completed and all
vulnerabilities have been addressed.

Who has been affected?

The documents outlined above were accessible for some of our hirers who have used BookingsPlus
in the past. We are doing everything we can to contact everyone affected to explain what has
happened as soon as possible.

What should | do now?

Whilst the risk of the uploaded documents being widely circulated is very low, we would advise our
users to be vigilant. It is possible that while the vulnerability existed on our server your documents
may have been accessed by an unauthorised party who could use the information for malicious
activities. Some of the ways you can help to keep your information safe are:

e Watch out for suspicious calls, texts or emails or messages on social media accounts. Do not
click links within emails you do not recognise.

e Delete texts from numbers or names you do not know.

e Let us know if you receive any suspicious or unsolicited emails, in particular any that appear

to come from BookingsPlus.

If you are suspicious about an email, call or letter that appears to come from BookingsPlus, please
contact us straight away. You can reach us on our dedicated helpdesk phone nhumber 01604
677764 or by emailing support@bookingsplus.co.uk. We are experiencing higher call volumes than
normal, so if you can, please email rather than calling. We will get back to you as fast as we can.

What measures are you putting in place to stop something like this happening in the
future?

We have reviewed the security of all our servers and implemented enhanced security policies as
required. We have also reviewed our technical processes to ensure there are robust controls in
place to prevent such incidents from happening in the future. In addition, our data protection
officer and technical team will be committing a thorough review of the incident and have
committed to conduct more regular data protection risk assessments and security inspections
moving forward as well as a refresher training session for staff.

Who can | talk to about this?

We have set up a dedicated team to deal with any questions or concerns you may have. You can
reach us by phone on 01604 677764 or by emailing support@bookingsplus.co.uk. We are here
Monday to Friday 9am - 5.30pm (UK time) and we will do our best to deal with all your queries as
quickly as possible.
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Summer 2019 Newsletter

Last Modified on 03/02/2021 7:01 pm GMT

Click here to read our Summer 2019 Newsletter
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Spring 2019 Newsletter

Last Modified on 03/02/2021 7:01 pm GMT

Click here to read our Spring 2019 Newsletter
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What's on at your venue this Summer?

Last Modified on 03/02/2021 7:02 pm GMT
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Promote your venue more efficiently
with social media

Last Modified on 03/02/2021 7:02 pm GMT
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Managing Your Website

Last Modified on 03/02/2021 7:03 pm GMT
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Invoicing made easy with BookingsPlus

Last Modified on 03/02/2021 7:03 pm GMT
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Your 3 key steps to mastering
BookingsPlus

Last Modified on 03/02/2021 7:06 pm GMT
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Have you reviewed your venue's terms
and conditions recently?

Last Modified on 03/02/2021 7:06 pm GMT
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Review your venue's holiday and
closure dates

Last Modified on 03/02/2021 7:07 pm GMT
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Understanding Your Calendar

Last Modified on 03/02/2021 7:07 pm GMT
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Your Reporting Suite Awaits

Last Modified on 03/02/2021 7:07 pm GMT
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Bug Fixes & New Feat

Last Modified on 13/01/2025 5:29 pm GMT

Bug Fix release - 13/01/2025

No Type Issue/Feature
The new login page lacks a "Reset
) Password" or "Forgot Password" option,
1 Bug Fix
making it impossible for users to

recover their passwords.

No error messages are displayed when
2 Bug Fix incorrect login credentials were entered,

leading to user confusion

Selecting "Edit Account" from the user

dashboard logged users out and caused
3 Bug Fix

an error page upon re-login due to a

different root URL.

System Update - 19/09/2024

No Type Issue/Feature Solution

ure Updates

Solution

Venue Admins with access to the Client
User ID page will only see venue specific

client details in line with GDPR guidelines

The date shown for any Stripe payments in
the 'Paid Out' column now reflect when new
payments are paid out by Stripe on the

'Payments Received and Refunded' report

An email address used as an Admin user in
the system cannot then be used as a Client

user login

A new login page, updated to match the current BookingsPlus

1 Appearancelog-in Screen
bP 9 website

Logo (Whole

2 Appearance A new BookingsPlus logo is now displayed across the application

System)

Bug Fix release 11/11/2021

No Type Issue/Feature

1 Bug Fix
at their respective venue

Client User details only visible to Admins

Solution
Venue Admins with access to the Client
User ID page will only see venue specific

client details in line with GDPR guidelines
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2 Bug Fix

3 Bug Fix

The date shown in the Stripe payments The date shown for any Stripe payments in
'Paid Out' column on the 'Payments the 'Paid Out' column now reflect when new
Received and Refunded' report is not  payments are paid out by Stripe on the
accurate '‘Payments Received and Refunded' report
) . An email address used as an Admin user in
Client users can be created using an
the system cannot then be used as a Client

existing Admin email address
user login

Bug Fix release 15/09/2021

No Type

1 Bug Fix

2 Bug Fix

3 Bug Fix

4 Bug Fix

5 Bug Fix
Bug Fix

[Internal] emails

Issue/Feature Solution

Incorrect 'welcome email' being sent to Clients were previously receiving the Admin

clients when clicking to resend from welcome email. Corrected to ensure the
users page Client welcome email is sent instead

New venues are not automatically Ensure that new venues are automatically
added to scheduled reports when 'All included on existing reports when the 'All
Venues' is selected Venues' option is ticked

Fix 'Payments Requiring Attention' - Not
all Pending Payments are showing and Ensure that the correct Pending and Failed
some Failed Payments only displaying Payments are displayed on the Dashboard
months after they have failed

Ensure that if Admin select a particular

Venue Group on a Scheduled Report, then
Amendments to Venue Groups when
) edit which venues are selected, the
generating reports
changes are saved and the report runs

correctly

Payment fee data comes directly from
GoCardless into BookingsPlus and displays
on the Payments tab and within the

VAT. Previously BookingsPlus calculated 'Payments Received and Refunded' report.
GoCardless doesn't send fee data until it is
'‘Paid Out' to the venue, BookingsPlus
displays 'TBC' until it receives this data

GoCardless fees to come directly from

GoCardless and ensure this includes

the fee based on the percentage

charged

Website activation and deactivation alerts
will now send to the BookingsPlus client
services email address

Change recipient of Website activation
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Bug Fix

[Internal]

Remove expired emails from hardcoded tomated Invoice failure emails and verify
system memos and replace with Admin client balance emails now go to Admin

email address email address

Bug Fix release 12/07/2021

No Type

1 Bug Fix
2 Bug Fix
3 Bug Fix
4 Bug Fix
5 Bug Fix
6 Bug Fix
7 Bug Fix
8 Bug Fix
9 Bug Fix
10 Bug Fix
11 Bug Fix

Issue/Feature Solution

For self service clients, 'other’ Where all rooms marked available for self
category option on booking form booking have an assigned category, Other
unnecessarily showing option does not display

500 error for administrators if
clicking Back from Edit Account IF Landing page fixed
they have just generated a report

Venue Setup Import categories ) )
Import categories option removed
displaying 404 error

Client names in Client Dropdown not
Will now be back to sorting alphabetically
displaying in alphabetical order

If a whole Billed booking is cancelled, ) o
Ensure Booking descriptions are not deleted

then those booking descriptions were o L
off the Invoice if the booking is deleted.

vanishing from their Invoice

If an Admin user creates a reminder

Ensure reminders created by deleted users
and then the Admin is deleted, the

can be actioned by other administrators
reminder cannot be actioned

Cases reported of client account

Ensure that the Client list pulls through
names not displaying in Enquiry

correct to the Enquiry client dropdown
client dropdown

Terms and Conditions checkbox not

Clients should need to tick and accept Venue
displaying on the Bookings form

T's and C's when making a self service
where clients have access to multiple

booking
venues

Where a new venue has no pre-saved

Ensure that new enquiries can be saved at a
clients, administrators were not able

venue with no pre-existing client accounts.
to save an Enquiry

Edit Website options to display or not

display Kajima Terms and conditions Removed options to choose to hide them.
and Privacy Policy not working

Custom Recurrence option on

Custom option removed
Enquiry form has no functionality
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12

13

14

15

16

17

18

19

20

21

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

The Non billable client account will now
Users linked to Non-Billable and otherdisplay as a link within the account dropdown.
client accounts, unable to switch the Clicking this link takes the user to an Accounts
Non-Billable account landing page, that only displays the venue's
terms and conditions.
Site Staff plus's can create but then Site Staff plus's can now action or delete only
not action their own reminders their own reminders
While GoCardless payments were in
On the payment pop-up administrators can
the Pending or Failed state,
now which invoice the payment is applied to
administrators were not able to
and have the option to remove it.
remove them from their Invoice
When the Client Contact email was
not populated, Client Users were not Ensure that the emails are correctly received
receiving Welcome emails, to the Client user, regardless of if the Contact
Provisional emails, confirmation email is populated
emails or Host emails.
If a user already exists on the system, and an
When adding an existing user to the administrator attempts to add the to a
system and the email was containing different client account or venue, but includes
a capital letter, the user was not capital letters in the email, then the system
linking correctly will still recognise the email address and link
the user to it.
Security Alert fix
At brand new venues set up with Instant Pay,
500 errors displaying when tentative if a client confirms a Provisional
bookings are created at a new venue booking/creates their own booking, the
booking will display correctly
If an administrator runs multiple Ensure that this scheduled report options is
reports 'One report per venue' the  working correctly and the reports are
reports were arriving corrupted viewable.
Security Alert fix
Void date not populating on the Void |If an invoice is Voided because it was not paid
Invoices report correctly where itis  in time, the reason 'Instant payment not
voided by the Instant pay expiry received within X' will now correctly display

task. on the Void Invoices report
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22

23

24

25

26

27

28

Client users that have access to

multiple client accounts, are not able

Bug Fix
to correctly upload documents to
specific accounts
Bug Fix GDPR change to users tab
) Reminders email sent to venue with
Bug Fix
incorrect link
Bug Fix  Security Alert fix
Bookings that exist within 00:00 to
01:00 on the 1st day of the month
Bug Fix } ) .
during BST not picked up during
invoice runs for the correct month
If a Venue administrator updated
) their Edit Website tab, then the
Bug Fix
ticked Marketing options become de-
selected
Bug Fix GDPR change to enquiries

A client user can now correctly choose which
account to upload a document to, by selecting
them within their accounts dropdown. While
uploading the document it now also clearly
states which account this document uploads
to.

Ensure that administrators only have visibility
of Client accounts at venue's that they
manage within the users tab

Ensure that the reminders email links the

administrator back to the correct venue

Ensure that the clocks changing does not
prevent bookings from being correctly

invoiced.

Ensure that the Marketing Options stay
selected and display on the website and

within client's accounts.

Ensure administrators can delete all personal

information on closed enquires.

Scheduled Reports and bug fix release 12/05/2021

No Type Issue/Feature

1 Bug Fix Bug fix on Venue Registration form
Bug fix on Client login venue

2 Bug Fix
settings

3 Bug Fix Bug fix on the Reminders tab

4  FunctionalityChange headings on 3 reports

Solution

Ensure agreement to Terms, Privacy policy
and Data agreement on the form before
submitting.

If a client user has access to multiple venues
with different self service settings that the
correct bookings can be edited/cancelled.
Ensure Invoice Reminders are displaying
correctly

Amended two column headings to be

swapped over.
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Ensure that the 'Host Non-Billable Client
Host email notification not sent on
5 Bug Fix Notification Email' is received on booking
Non-Billable bookings
creation.

) . ) Adding Scheduled report functionality at
6 FunctionalityScheduled Reporting
Venue level

Removing Multiple Venue options  Report tab simplified for users who have
7 Functionalityfrom reporting where user has access to 1 venue by removing unnecessary
access to only 1 venue options.

Adding functionality to allow saved
8 FunctionalityScheduled Reporting
Scheduled reports to be Edited and Deleted.

Adding functionality to allow Scheduled
9 FunctionalityScheduled Reporting reports to be run for Multiple venues - 1
report per venue.

New Booking Slot and Add Client Flag
Venue admin Plus's unable to add
10 Bug Fix buttons are now responsive to Venue Admin
Booking slots and Client flags
Plus's

11 IBug Fi Bookable spaces able to be deleted Bookable spaces are not able to be deleted if
ug Fix
despite having previous Bookings they have previously had bookings in them.

Purchase Order field displaying on Removed Purchase Order text box on New
12 Functionalityself booking form for Non-Billable  Booking form for self-booking Non-Billable
Clients client's as field is unnecessary.

Ensure Tentative bookings display/ don't
Tentative booking not displaying
display payment/confirmation option if some
13 Bug Fix correct payment options after items
dates are cancelled depending on items
cancelled
remaining

Ensure that if Tentative booking has expired
If Tentative booking expires, Pay
14 Bug Fix and client clicks to Pay now that they are
now button is unresponsive
correctly redirected.

Ensure confirmed bookings display with
Confirmed bookings displaying as
15 Bug Fix Confirmed state and correct email
with incorrect state
notification button

Partially Confirmed bookings Ensure that for partially confirmed bookings

16 Bug Fix displaying with incorrect number of that the number of confirmed items and

confirmed items and incorrect . .
number of total items is accurate.

number of total items

Instant Payment and Bug fix release - 04/02/21
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No Type Issue/Feature Solution
) Stripe payments made by clients by card to use 3DS
Stripe - Implement Strong
1 Feature Strong Customer Authentication in order to protect cards

Customer Authentication
from being fraudulently used.

Instant Pay scenario - after
Ensure that if an administrator cancels a tentative
90 minutes and admin ] o .
2 Feature booking that has a tentative invoice, that no Credit note
cancels Billed Tentative _
is created
booking
Allow Master Venue New option within the Manage tab - Billing tab for the
3 Feature Admins to switch on InstantMaster Venue Admins to be able to switch on Instant
payments Payments at their venue
Display changes to the existing booking form - moving
4 Feature Minor display changes to  Confirm button, amending text displayed, adding Text
client booking form Box, adding Purchase Order field and changing 'Save
Booking' button to 'Book".
When clicking Book the availability is rechecked. Process
Paying for booking if payment total is zero. Process if payment is due.
5 Feature
instantly as a client Successful payment message. Process if venue does not
have Instant Payment set up.
Display a message when | If bookings become unavailable between client checking
6 Feature try to book and my dates availability and client clicking to book then a message
are no longer available displays to inform them.
. Foat Confirm booking when no If no payment is due for a booking, then the booking
eature
payment is due should become immediately confirmed, not tentative.
Displaying Tentative bookings to admins in the calendar
. Foat Display Tentative Bookings and bookings tab. Displaying Tentative bookings to
eature
to Admins and Clients clients in the calendar and bookings tab. And new
Bookings Tab filters for both
New Booking Summary andDisplaying a new Booking Summary section on New,
9 Feature Pay as you go option on Provisional and Confirmed bookings. A new Pay As You
client booking forms Go option on client booking forms (where applicable)
Unsuccessful payments Where client is taken in system if an unsuccessful
10 Feature
process payment is made from Booking or from Invoice.
Simplified process if client books from the calendar tab.
New process for booking
11 Feature Also new Other category for Calendar spaces not
from the calendar
allocated to Calendar category.
Design for Tentative invoices when viewed as Client or

Admin.

12 Feature Tentative Invoices Design
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13

14

15

16

17

18

19

20

21

22

Feature

Feature

Feature

Feature

Feature

Feature

Feature

Feature

Feature

Feature

Delete Tentative Bookings
& Void invoices where
payment not received

within 1 hour

Changes to the Booking
Summary Page when

Tentative

Reports: Bookings Reports

Amendments

Amend which emails are
sent when using instant
pay

Only confirm provisional
bookings at the point of
payment being successful
After 1 hour, convert any
tentative bookings that
were input by admin as
provisional back to

provisional

Do not allow Admins to
delete/edit tentative
bookings until expiry plus

30 mins has lapsed

Display Tentative Invoices

to admins and clients

Make the Expiry time
configurable in the
database

PAYG options & Booking
summary boxes are not
displaying for large

bookings

Process for if the Payment is not received for a Tentative
Booking/invoice after expiry time passes. How this

displays to admins and clients

Message on Booking to show client Tentative booking
Expiry time. Rules for when Edit and Cancel options
should and should not show on Tentative bookings.
Payment Button and successful message display.
Ensure that Tentative bookings show on the Bookings
Value Report, Bookings Value Report CSV and are
included in the Dashboard totals

Ensure that the correct emails are sent to Client Users
and to the Venue contact email on the client creating,
confirming, editing and paying for a booking

Ensure that for Billable bookings where a payment is
due, only once a successful payment has been made

that it changes to a confirmed status

If a tentative booking does not receive payment by the
expiry time set in the Venue's organisation, and it was
created as provisional by the administrator, then it

should return to a provisional state

Fail safe so that if the system does not automatically
delete a tentative booking after it has passed it's expiry
time, then 30 mins later administrators will be able to
delete or edit the tentative booking.

Ensure that administrators can view tentative invoices
but not be able to void them unless they were created
over 90 mins ago, and was not deleted by the system.
Ensure Tentative invoice show in the 'Invoices awaiting

payment section' of the invoices tab

To make the expiry time amendable for venues in the

organisation admin area.

Ensure that for any bookings with 52 occurrences or
more that it displays the correct Pay as you go

functionality and Booking summary box.
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23

24

25

26

27

28

29

30

31

32

33

Feature

Feature

Feature

Feature

Feature

Feature

Feature

Feature

Feature

Feature

Feature

When clicking to pay in full

for my tentative bookings, |

Client can change selection to either Pay As You Go or
want to still have the

not, while viewing a Tentative booking.
option to change my mind

and PAYG

Ensure that the selection boxes are greyed out and edit
Do not allow Admins to

option does not show for Administrators while viewing a
action tentative bookings

tentative booking that has not passed it's expiry time on
from the bookings tab

the bookings tab.

Amend the VAT bulk edit

Ensure that the VAT bulk edit does not change the VAT
for bookings to ignore

on Tentative bookings
tentative bookings

Adapt the All Invoice and Credit Notes report to display
Invoice reports

tentative invoices and adding an additional column for
amendments

Invoice Status

Display the correct

Ensure that the Edit/ Cancel options that display on
Edit/Cancel options to

Provisional bookings for clients with self-service
users confirming

functionality are in line with Tentative Edit/Cancel
provisional bookings that

options
subsequently turn tentative

Update the venue Terms and Conditions, Data protection
Update Terms, DPA and PP ) } ) ] .

policy and Privacy Policy with new Head Office
within BookingsPlus

Registered address

Auto invoicing fix Run through of Auto-Invoicing functionality

New Stripe checkout

Upgrade to Stripe checkout from Invoices and Bookings.
process
Void tentative invoices If the client switches to Pay as you go on a tentative
when client changes to booking, after a tentative invoice was created by the

PAYG and no payment is  system, and no payment is now due, ensure that the
now due Invoice is correctly voided.

Provisional booking with

If an administrator creates a provisional booking with
dates in the past not dealt . _ _

dates in the past, ensure clients with Instant pay set up
with correctly in Instant

are correctly given ability to make payment.

pay

Raise invoice & request

If a self service client edits a future confirmed booking to
payment when a booking is

the current month then the system will create an invoice
amended to a current

for it.
month booking
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34

35

36

37

38

39

40

41

42

43

44

Feature

Feature

Feature

Feature

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Amend the current warning Warn venue admins that if they have Instant Pay set up,
message when trying to and then disable their stripe payment gateway, that it
disable Stripe gateway will switch off Instant Pay for the whole venue

Allow specific clients NOT

New option within the client edit page to switch off a
to be subject to the Instant

client from Instant pay rules
Pay rules

Clients 'Excluded from

Ensure that if a client is excluded from Instant pay rules
Instant payments' should

that when confirming/ creating new bookings they have
have instantly confirmed

a confirmed status
bookings

Minor text change to the

Further amendment to text shown next to option to
wording when activating

activate instant pay as an administrator
Instant Pay as an admin

Self service clients not

Ensure that if a self service client is set up to be limited
being limited to the

to booking particular Calendar categories that this is
calendar categories they

working correctly
are set up to use

Ensure that if administrator double clicks 'Send by email'
Account balances incorrect

or 'Mark as sent' on an invoice that it does not incorrect
and invoice number

record in the client's account balance and that the
skipped

Invoice number assigned is sequential.

Total amounts and
amounts payable in the Ensure new booking summary box is correct if there is
booking summary not an unavailable date or future date
adding up correctly
If a tentative booking was Ensure Tentative bookings show to administrators
created more than 30 mins correctly until they pass expiry time/are deleted/return
ago it is vanishing to a provisional booking
Booking summary options Ensure Booking summary options display correctly if
not showing on Mobiles client viewing/creating booking on a mobile device.
Tentative booking expiry

Ensure that the Organisation expiry rule can be
time does not save on

amended.
editing
Pay now via stripe button _ .

Ensure that new payment options are working correctly
not working on Internet

on Internet Explorer.
Explorer
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45

46

47

48

49

50

51

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Pay with stripe on tentative

Ensure Stripe payment options are set up and working
booking not working on

on our test venue
test venue

Tentative booking ) o ) )
Ensure a tentative booking is not created in scenario

incorrectly creating when o ] i o
where booking is partially confirmed by administrator

client clicks to confirm o
and nothing is payable now

booking with £0 payable

Calendar options not fully

Display amendment of the Calendar popup on the New
visible when creating a

Booking form
booking

Client can edit a booking to Ensure that the booking rules for where/when a self
a date that they should not service client can book also apply to when they edit
be able to bookings too
Clients don't have the
correct time options when If a client edits a booking from non-slotted room to a
editing a booking from non-slotted room and visa versa then the room should
slotted room to a slotted  display the correct time options
room
Are payments on tentative o ) -
Ensure that new Tentative invoices are adjusting a
invoices adjusting account
clients account balance correctly.
balances correctly
Account balances not . .
_ Ensure client account balances are updating correctly
updating correctly when

when a credit note is voided
credit note voided

Bug Fix Release - 22/10/20 09:51

No

1

2

Type Issue / Feature Solution
Clients having 404
~ 'Unauthorised access' Client importer has been fixed to make sure that all new
Bug Fix messages when trying clients created via import have the correct levels of access
to view bookings
Website
Bu Fi deactivation/activation When a venue's website is activated or deactivated,
ug Fix

notification email not customer services are notified

sending
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Client users not able to
Client users can now be created with .academy at the end
3 Bug Fix be set up with email
of the email
ending in .academy

Credit Notes displaying
Multiple Credit notes can be allocated to 1 invoice, and
4 Bug Fix incorrectly when
then any remaining credit can be allocated elsewhere
Partially allocated

Vancouver website
Vancouver website template images have been fixed so no
5 Bug Fix images
longer distorted
distorted/stretched

Voided invoices losing

some of their data
When invoices that contain cancelled bookings are voided
6 Bug Fix when bookings
the correct data still displays
cancelled and say 'No'

to raising a credit note
Invoice wont raise
when a space has zero Billable sundries attached to Free bookings can be

7 Bug Fix
cost and sundries with invoiced correctly

costs.
If a venue is deactivated, clients can still access their data
without needing to accept Terms and conditions/Privacy
New Venue
8 Feature Policy for the deactivated venue. Also, the news and

Deactivation option
venue documents for the deactivated venue will no longer

display on the clients dashboard

Non-billable client
users are receiving the
billable clients booking
confirmation emails
when selecting ‘Email
confirmed’ from the ‘Email confirmed' on the booking page
Booking page.

Non-Billable clients now correctly receiving the non-

9 Bug Fix billable client booking confirmation email, when clicking

Totals not updating (in

the availability check  Any edits or cancellations performed in the 'Green/Red'

10 Bug Fix table) when availability check booking table now correctly updates the
editing/cancelling totals displayed at the bottom of the table.
items
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11 Bug Fix

12 Bug Fix

DataTables warning
message showing on
clicking some bookable
spaces

Host fields on Booking
Form disappear when
there are errors to fix

on the form

Bookings on viewing spaces are now displaying correctly,

and no error messages are being received

If the booking form has missing information and shows an
error notification, the host fields now still show and can be

populated

Bug Fix Release - 23/09/20 08:15

No Type

1 Bug Fix
2 Bug Fix
3 Bug Fix
4 Bug Fix
5 Bug Fix
6 Bug Fix
7 Bug Fix
8 Bug Fix

Issue / Feature

Saturday / Sundays not bookable by

clients

404 and 500 errors when a user is

deleted that had completed the venue

registration

Client users able to edit bookings from

calendar tab at non self service venues

%BOOKINGS% variable in emails sent

to users displays the bookings in a

wrapped string instead of on individual

lines

Whenever an admin or client edit's a

booking it is triggering a confirmation

email

Formatting options disappeared from

Privacy Policy and Terms & Conditions

Marketing option tick boxes not visible

on Classic enquiry form

Incorrect venue address showing on

invoices, for clients only, where they

book at more than one venue

Solution

If a venue has slots setup for Saturday / Sunday, then these will now display to clients,
when creating their own bookings (where applicable), and they will be able to book on
these days

Master Venue Admin will be presented the Venue Registration form again. Any other
users accessing the venue, will see a message saying that they do not have access as
the venue registration is pending

Where the venue setting does not allow clients to make their own bookings, then clients

can not create, edit or cancel their own bookings from anywhere in the client account

The %BOOKINGS% Variable now lists out booking items on separate lines in booking

confirmation emails sent out

Booking confirmation emails are not sent out when a booking is edited. They are only

sent out when a booking is confirmed by an admin or a client.

Formatting added back in the Manage > Client Login tab

The tick boxes do now display where applicable on Classic website enquiry forms

As a client, when | am logged into my account, and view an invoice from the dashboard
that is for a different venue than the one that is currently displaying at the top of my
screen, then when | select that invoice, the correct address for the venue does now

appear on the invoice.
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10

11

12

13

14

15

16

17

18

19

20

21

22

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

On the All Credit Notes Report, The
voided by column is populated with

Where a credit note has not been voided, the 'Voided by' column will be blank
'(Deleted)' even when the credit note
has not been voided
Start and End date on websites adverts Slight change to design here to make it more user friendly, and has been fixed so that
on what's on page do not work website adverts display on the websites based on the settings
Incorrect green banner showing for Site Site Staff Plus and Site Staff Admin Users will now see the green banner for admins and
Staff Plus/Site Staff sign-in not the ones for clients

When you now switch to the summary filter on the bookings tab, you will have one line
"Summary" filter on Bookings Tab not

per booking and can then click to view specific bookings to see any of the recurring
operating properly

dates within them.
Client Account - Voided Invoice still

When a client now views a Voided invoice, they will not see any payment buttons
showing payment options
Banner messages not showing in a

When admins now cancel from the calendar, and from the booking page cancelling a
couple of places, on admin cancelling

line item, all admins will see the correct banner message
booking and raising credit note
Calgary Default Banner Background

Default banner background images uploaded for Calgary websites, will now display on
Image does not display on the website.

all pages (except the homepage)
Can see the homepage image instead.
Generating a Report for Multiple

Master Admins option for scheduling (at 11pm) reports to run (1 per venue selected) is
Venues (One report per venue) is

now working again.
creating an Error Page

On Calgary & Classic website templates, the categories are now displayed in the correct
Website Categories colours and orders order and with the correct colours (as per settings in the admin area). Note that
are not reflected on the websites. Vancouver websites have the correct ordering of categories now however the colours

relate to the colour scheme selected for the website template (this is by design)
Add New Category button on bookable As an admin creating or editing a bookable space, the Add new category button now
space not functioning works and | get a popup allowing me to create new categories
Bookingsplus report does not match

Billed bookings that are cancelled and the user said no to raising a credit note, are now

the BVR included in the report, so will match to the BVR again

| can view the clients page for a If | select a client that is in a different venue that | don’t manage, then | will get an

different venue that | manage, within  'unauthorised access' message

my venue, when | select that client If | select a client that is in a different venue that | do manage, then | am just redirected

from the users page to the current clients tab - this is how it used to work so just bug fixed that issue

BVR's incorrectly showing the calendar When | view the Category column now on the BVR, it displays the booking category and

category in column G not the calendar category

Security error on clicking website login When a user clicks the Login button on websites, a new window will open for

link to login as a client https://my.schoolbookings.co.uk. This is a secure page.
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23

24

25

26

27

28

29

30

31

32

33

34

35

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Bug Fix

Feature

BVR not showing

Company name has now been added back into the BVR (in brackets) as it previously
Organisation/company name in Client

used to work
column

As a client, doing a booking from the bookings tab, when | select a different venue in the
Error making bookings as client with dropdown tab than what is displayed at the top of my account, then the venue at the
access to multiple venues top updates to this newly selected venue, and | can proceed with my booking without
any errors

URL redirect issues When | log out as an admin, and try to login as a client, then the system will recognise

my.admin.schoolbookings when logging s is a client login and switch the URL to my.schoolbookings.co.uk so | can log in

inas a client without any security issues

Ticking to 'Only display unallocated /

As an admin, when | tick to 'only display unallocated/unpaid items' then the filter will no
unpaid items' on a clients account

longer include voided credit notes. Unfortunately it will still display refunds that are fully
incorrectly includes voided credit notes

allocated - to be fixed at a later date.
and fully allocated refunds.

Voided invoices are updating with Voided invoices are frozen so that data on them cannot be updated, even when the
changes made to the bookings on them original booking item has changed
Error when editing an enquiry line item When | now click on the pencil on a line item on an enquiry to edit it, | am able to do so,
using pencil and no longer get an error popup
Enquiry form on Classic website not

When | view the classic website enquiry forms using IE 11, the fields are now correctly
lined up correctly when viewed on

aligned
Internet Explorer 11
Excel export button on bookings tab in As a client on the bookings tab, when I click the Excel Export, it will now export the
clients account doesn't seem to be results of what is on my bookings page (including any filters that | have applied). The

working dates columns have been amended so that the content is a consistent format

Strapline on blog posts being populated

with the main body text field, for Strapline field is now correctly saving the text that is entered into this field, and not
Vancouver and Calgary website overwriting it with the main body text
templates

Invoices for Kajima Partnerships venue In the Kajima Partnerships Limited venue, the invoices have been fixed so they display
out of line correct formatting
Getting an error on Clicking a venue As a client, on the bookings tab viewing a specific booking, the venue displayed is no
hyperlink from my booking longer a hyperlink and therefore | cannot click it
Client Name and Organisation Name  The client name and organisation name are no displaying in the correct columns on the
not displaying on Reminders Report reminders report
As an Admin, when | click on the clients tab, this will now display immediately (some
venues were taking 1-2 minutes to display). There is a bit of a trade off that will be
Improve performance of Clients Tab

further improved later, which is that searching on the clients tab for a specific client now

takes a few seconds rather than being instant.
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36

37

38

39

40

41

Feature

Feature

Feature

Feature

Upgrade

Upgrade

MVA's should not have the option to

add organisation admins

Make host fields available on Renew

booking

Need a way to easily get statements

info out from the system for

comparisons on go-live

Need a way to easily get bookings info

out from the system for comparisons

on go-live

Architecture Upgrade

Solve Issues With Test Suite Reliability

Only Master admins can now add/create organisation admins

As an admin, when | now click to renew a booking, and my host template emails are

populated, then | will now see the host fields on my renew booking form, so that these

can be populated

Developers have now created a routine that will allow us to quickly export all invoices

out of the system but with basic data on it, which should help for testing purposes and

analysis

Developers have now created a routine that will allow us to quickly export all bookings

out of the system but with basic data on it, which should help for testing purposes and

analysis

Architecture upgrade to minimise any security vulnerabilities

Improvements to our Test Suite to help minimise regressions etc.
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Privacy Policy & Marketing Options on
Enquiry Forms on Websites

Last Modified on 18/02/2022 11:57 am GMT

BookingsPlus provides you with the option to present your privacy policy on all of your enquiry
forms on your website, and also to display marketing options for enquirers, enabling them to opt in
to your marketing communications. These are optional. To set these up, please see article: Set-up
Privacy Policy and Marketing Preferences

Depending on the type of website template you are using, the enquiry forms on your websites will
look similar to below:

ENQUIRE FOR LECTURE THEATRE

First Name* Last Name*
Email* Organisation Name*®
Telephone Number® Mobile Number®
Your message*
P
How did you hear about us? Other Method
Date Start Time End Time

We know that you are concerned with how your personal information is dealt with. This privacy policy sets out our current policies and demonstrates our
commitment to your privacy.

' | agree to the Grange Park Privacy policy 5

We take your privacy seriously and will only use your personal information to administer your account and to provide the products and services you have
requested from us.

However, from time to time we would like to contact you with details of other products/services/promotions we offer. If you consent to us contacting you for
this purpose please tick to say how you would like us to contact you:

— Email - Telephone - Post ! Text

The text above the tick box for agreeing to the privacy policy is defined by you. We have provided
an example of the text that could be used here. Please note that the text above the marketing tick
boxes is fixed and cannot be changed at this time.
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Switching to a new website template

Last Modified on 03/02/2021 6:59 pm GMT

At BookingsPlus, we realise it's not a one size fits all scenario. To help with this, we've
developed alternative website templates so you are able to choose which will work best
for your venue.

You have full control over the colour themes and pictures, as well as being able to turn various
features on/off (e.g. What's On page, Blog etc). We've created sample websites to help you make
your decision. Why not take a look? If you've been with us some time, you will be on the Classic
template.

SHIRE ACADEMY @
FACILITIES FOR HIRE

HOME  WHAISON  OWRAGUIES  HOG  ABOUIUS  CONIACI

CALGARY ACADEMY
‘

Facilties for Hire

Sports Facilities.
for hire

closed on Monday 27th July for  Year 7

Calgary - http://calgary.schoolbookings.co.uk
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http://vancouver.schoolbookings.co.uk/
http://calgary.schoolbookings.co.uk

Home What's On User Login Contact

Facilities @ Demo Venue
I- "~(au

09-04-18

10-04-18

11-04-18

14-04-18

16-04-18

& Notice: Check out the latest BookingsPlus updates and developments by reading our Newsletter!

Kajima High School is the perfect venue for your event with our beautiful buildings and well kept grounds.

Weddings, corporate functions and parties can all be accommodated with clients being able to make their own

Classic - http://classic.schoolbookings.co.uk

Here's some examples of live websites to show how our websites can be customised to complement
your logo and branding.

Vancouver template - Bushey Academy - https://thebusheyarena.communitybookings.co.uk/
Calgary template - ISCA College of Media Arts - https://iscaexeter.schoolbookings.co.uk/
Classic template - Great Park Community Centre - https://gpcc.communitybookings.co.uk/

Once you've decided which website template suits you best, then contact us at the helpdesk and
we will make the switch to the new template for you. You will need to add a few extra pictures and
details, so do make sure you have some time spare.

Please consider these points before switching:-

Overall colour scheme for your website - do you want to tie in with your logo? If so, BookingsPlus
uses hex colours & we can help identify the colour codes if needed

Pictures - the new templates are a great place to show off your venue! Do you have the perfect
pictures for the home page banners? We can help if you send through full size original pictures.
What's On - this is an optional section - do you wish to publish your classes on your website?

Blog - this is an optional section, ideal for keeping people up to date on any exciting news, new
bookings etc

About Us - this is an optional section - great to give your potential customers more information!

We recommend that you keep checking your updates as you go along - there's now a handy
preview from your [Manage] tab

Dashboard | Calendar  Enquiries & Clients | Bookings | Invoices = Payments = Reminders a Reports _ Users = Manage  Venues ~

Website setup for Grange Park School

Preview

Click here to preview your current website at hitps://test.schoolbookings.co.uk.

We advise that you keep your website live throughout this process, as it can have a detrimental
effect on your Google presence if it is taken offline. With this in mind, do make sure that you allow
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enough time to fully complete the changes in a short time frame.

Specifications: To make your transition easier, the dimensions for the pictures on the templates

are below:

Picture size guidelines (JPGs)

Venue Picture (top right)

Classic Vancouver Calgary
scrolling Banners 1920 x 720 X ¥
Background Banners X 1150 x 650 | 1150 x 650
Category Pictures 1040 x 642 | 1040 x 642 | 1040 x 642
Website Spaces 1040 x 642 | 1040 x 042 | 1040 x 642
Logo (top left) 240%240 | 240x240 | 240x240

320 x 165 X X

Adverts

Images will resize to fit

What's On booking pictures

Images will resize to fit

Classes placeholders

About Us pictures X 1024 X 768 | 1024 X 768
Facilities pictures X 1024 X 768 | 1024 X 768
X 1024 X 768 | 1024 X 7638

In most cases, pictures will resize to fit the space. However, this may

mean that it will crop the image.
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Instant Pay

Last Modified on 09/02/2021 2:51 pm GMT

Instant Pay is our brand new functionality that we have developed to allow clients to be able to
make payment via Stripe before confirming or creating a booking.

This functionality can be switched on for all clients or set up for individual hirers depending on
your venues’ needs or the type of client.

The Key Benefits of setting up Instant pay are:

e Reduced admin for your venue as you will no longer need to raise manual invoices for last
minute bookings

e Reduced debtors as bookings are not confirmed until the payment has been received for the
current calendar months bookings

e Quicker and smoother booking process for your hirers

It works seamlessly with Stripe, but there is no reason that this could not be extended to work
with other payment gateways in the future. We chose Stripe because we wanted immediate
payments which we felt is not what you get with other payment providers at the moment.

Please take a look at our articles to get more information on what it will look like from both your
login and what you would need to do to get it set up and working for your venue:

Instant Pay Feature: How to set it up at your venue
Instant Pay Feature: Booking changes for Administrators
Instant Pay Feature: Invoice changes for Administrators

Instant Pay Feature: Report changes for Administrators

Within our Instant Pay release we have also included some upgrades to the Client area that will be
visible regardless of whether your venue has Instant Pay switched on. To take a look at what these
are view our article: General Client account upgrade

Then to see and understand how the Instant Pay process will look for your clients, take a look at
these articles too:

Instant Pay Feature: Client account process for Confirming a Provisional booking

Instant Pay Feature: Client account process for Creating a Tentative booking

289


https://bookingsplus.knowledgeowl.com/help/how-to-set-up-instant-pay-at-your-venue
https://bookingsplus.knowledgeowl.com/help/booking-changes-for-admins
https://bookingsplus.knowledgeowl.com/help/invoice-changes-for-admins
https://bookingsplus.knowledgeowl.com/help/report-changes-for-admins
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Please don’t hesitate get in touch if you have any questions regarding anything in our latest
release, our Helpdesk can be reached at helpdesk@bookingsplus.co.uk or on 01604 677764. Our
hours are Mon-Fri 09:00 - 17:30 (excluding bank holidays)
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Instant Pay Feature: How to set it up
at your venue

Last Modified on 09/02/2021 5:28 pm GMT

As a Master Venue Admin you now have the option to switch on instant pay at your venue. This
will allow clients to pay instantly at the time of confirming (or self-service clients when creating)
their booking through their login. Clients will either be able to pay for their whole booking in full
OR will opt to Pay As You Go, and will be billed for the current calendar month’s bookings only. You
will then need to ensure that future month’s bookings are billed accordingly.

To activate this option, you need a payment gateway set up to accept payments via Stripe. We
have designed Instant Pay to work seamlessly with Stripe because payments are immediate, and
we want to help limit any debtors.

If you don’t have a Stripe gateway, this can be easily set up from the Manage tab - ClickEdit
Venue Button - Click Payment Gateways subtab- Add Payment Gateway button - ‘Click here
to link to your Stripe Account’ button. Then just follow the steps on Stripe’s page. Once completed
it will take you back to BookingsPlus with the Stripe Gateway showing.

Basic Information  Biling  Location =~ Payment Gateways Emails  Client Login
Payment Gateways
Gateway Title Payments Is Sandbox (test)? Is Active?
strlpe Stripe 0 No Yes m

Once you have a stripe account, you can set up the Instant payment in the Manage tab - Edit
Venue button - Billing sub-tab.

You will see a New option for Instant payment. Select the tick box and click the Save button on
the top right hand-side of the page.

Instant Payments

This will allow clients to pay instantly at the time of making (or confirming) their booking through their login. Clients will either be able to pay for their whole booking in full OR will opt to Pay As
You Go and will be billed for the current months bookings only. The venue will need to ensure that future months bookings are billed accordingly. Note that if the venue has not allowed clients
to make their own boekings online, then instant pay will only be applicable to clients when confirming their provisional bookings. The venue can disable instant payments at any time. Specific
clients can be excluded from being subject to the Instant Pay rules by editing their options on the clients page

*| Activate instant payments for clients

Invoice Default Payment Terms Billing

Please note; if you decided for whatever reason you no longer need or want a Stripe Gateway, this
will automatically switch off Instant Pay for all clients.

At this point please contact us at the BookingsPlus Helpdesk on helpdesk@bookingsplus.co.uk to
let us know your venue has Instant Pay set up, as we will need to tweak the setting for how long
you would like to allow your clients to have to process their tentative bookings. Take a look at our
Client Articles linked at the bottom of this page to see how this works, and to decide how long you
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would like this to be. We would recommend around 1 hour.

All clients at your venue will now be set up to make instant payment. If you would like to exclude
certain clients you can do so from the Clients tab and click Edit for a client. At the bottom of the
page you will now see a new option to exclude that client from having to make payment
immediately when confirming provisional bookings or when making any new bookings. If this
option is ticked, then the client can still be billed through the automated invoice run (as long as
you haven't excluded them from that) or can be billed manually.

Client Settings

Non-billable client (Client will not be charged for any bookings)
Allow this client to make their own bookings?
Exclude from automated invoicing?

% Exclude from instant payments?

Instant payments are currently enabled for this venue. You can override this for this client by ticking the checkbox
Ticking this opticn will mean that the client will ne longer be subject to the instant pay rules, and will not be required to make payment immediately on confirming provisional beokings OR on
making any new bookings. You will need to generate invoices for these clients manually.

SESEEE

If you would like the Venue Contact email to get email notifications once a client has processed a
booking, you will need to ensure this setting is set up. To check this go to Manage - Emails - and
in the top ‘Receive email when’ section tick ‘Bookings was confirmed by hirers’ and click
Save.

Dashboard | Calendar | Enquiries 4 Clients Bookings | Invoices ~ Payments Reminders 14 Reports . Users | Manage  Organisations | Venues -

Editing 1. Grange Park School Demo

Switch between the different tabs to enter venue details and then click the Save button when you've finished. “

Basic Information  Billing  Location ~ Payment Gateways Emails = ClientLogin  Venue Setup (Master Admin Only)

Receive email when:

*| New enquiry was added via website Booking was confirmed by administrators
X New enauiry was added by administrators Daily notifications of reminders requiring action (sent at 08:00)
X Booking was confirmed by hirers

The email will be sent to the Contact email saved within your Venue's Basic Information tab:
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Post Code

NN4 SEZ

Contact Details

Telephone

01604 677764

Contact Email

contactemail@example.com

Your venue is now ready to accept Instant payments. Take a look at our other Instant Pay Articles
to see the changes this displays to you as the administrator:

Instant Pay Feature: Booking changes for Administrators

Instant Pay Feature: Invoice changes for Administrators

Instant Pay Feature: Report changes for Administrators

Or how it will now display to the Client:

Instant Pay Feature: Client account process for Confirming a Provisional booking

Instant Pay Feature: Client account process for Creating a Tentative booking

Note - if you are unsure if you have self-service clients set up, or would like to get more
information on how to allow clients to self-book, please contact our customer service team on
01604 677764 and they will more than happy to talk you through this.
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Instant Pay Feature: Booking changes
for Administrators

Last Modified on 09/02/2021 2:53 pm GMT

What is a tentative booking?
Once you have Instant pay set up at your venue, you will now notice a couple more small changes
to the bookings system to cater for Tentative bookings. A tentative booking is one that is

currently in progress by a client i.e. they are in the process of making payment for this booking.
Due to this, you are unable to edit or cancel a tentative booking.

Calendar

In the Calendar, the key in the top left hand-side of the page will now include Tentative bookings,
so that you can identify them when they show here. Tentative bookings will only show for up to 1
hour (if this is their expiry time) after they are created by a Self-Service client, or where a
Provisional booking has been 'Confirmed' but not Paid by a Client, at which point if a successful
payment has not been processed by the client, the bookings will be deleted or returned back to
Provisional. If the payment has been processed it will then change to a confirmed booking.

| Unavailable | Provisional | Booked | Teniaive | B view

Unbilled 3 Billed ¥ Part Paid [3 Fully Paid

16:00 17:00

AWP 2 (5 aside) - 7 aside
Pitch A

Bookings Tab

In the Bookings tab you will also now have a filter for Tentative bookings in the Status drop-down.

This allows you to quickly identify any Tentative bookings that may exist at the time of searching
in the Bookings tab.

kings

1e (92) |—— Category — V| -- Status - w |—— Payment Status - w
— Status —
Provisional
Confirmed

Tentative
Cancelled

(0 Date Start time End time Space Client

Please note that tentative bookings have an expiry time set to 1 hour by default. If you would like
to set a different expiry time, please get in touch and we will amend for you.
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Quick note about a small change to the client settings on the client page

For simplicity, we have moved all of the Client settings to one place on the edit client form, under
the header Client Settings. Depending on whether you have Instant pay or Self service settings set
up at your venue will depend on whether you see all of the below options, otherwise you will just
see the options for 'Non-Billable client' and 'Exclude from Automated Invoicing":

Client Settings

Non-billable client (Client will not be charged for any bookings)

Allow this client to make their own bookings?

Exclude from automated invoicing?

Exclude from instant payments?
Instant payments are currently enabled for this venue. You can override this for this client by ticking the checkbox.

Ticking this option will mean that the client will no longer be subject to the instant pay rules, and will not be required to make payment immediately on confirming provisional bookings OR on
making any new bookings. You will need to generate invoices for these clients manually.

SEsse
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Instant Pay Feature: Invoice changes
for Administrators

Last Modified on 08/02/2021 4:56 pm GMT

Once a client has started to process a payment via stripe (either for bookings they’ve created or
bookings they are confirming), a tentative Invoice will be created. As a venue admin, you will be
able to see this tentative invoice on the Invoices tab in Invoices Awaiting Payment. It will
have an Invoice number, and a red banner over the top of it to state that “Payment is required by
XX:XX on the XX/XX/XXXX to confirm your booking. Please make payment to secure this booking."

Payment is required by 12:19 on the 18/12/2020 fo confirm your booking.

Booking not confirmed

Please make payment to secure this booking.

1. Grange Park School Demo

12 Basset Court
Loake Close, Grange Park
Northampton

Northamptonshire
- NN4 5EZ

Please note that this message shows here to display exactly what the client can see
and to show that the booking is in the process of being confirmed. The Invoice or
Booking does not require any action from the administrator.

Tentative invoices will work in the same way as Full Invoices (that are awaiting payment) in that
the booking items cannot be changed because the customer has already committed to make the
payment. The main difference is that a tentative invoice can be raised on tentative bookings only,
and is only generated when a client clicks to make a payment on a new or provisional booking.
Once the payment has been successfully processed, the tentative invoice will became an actual
invoice and will move to the Paid Invoices tab.

If a payment has not been received by the expiry time displayed on the invoice, then it will be
automatically voided (with the message 'Instant payment not received within xx) and any related
booking items will be cancelled so that the space is available again for others to book. The

exception to this, is if the booking was originally entered by the admin as provisional and the client

was confirming it. In this case, the booking will just revert back to being provisional again, so that
the admin can decide whether this needs to be cancelled or not.

- by Automation on 17 December, 2020 at 13:18
Void

Reason: Instant payment not received within 1 hour

1. Grange Park School Demo

12 Basset Court
Loake Close, Grange Park
Northampton

Northamptonshire
- NN4 SEZ
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Whilst the payment is processing as an admin you will not be given the option to void the
Tentative invoice.

Date Description Space

Time Net Cost VAT Rate VAT Payable Gross Cost

21/12/2020 Football Castle View Adult Pitch 19:00 - 20:00 £25.00 5% £125 £26.25

Net Total: £25.00
VAT £1.25

Grand total: £28.25
Payment Terms

Payment due now please. Thank you for your cooperation

Registered Office: Kajima Community, 55 Baker Street, London, W1U 8EW « Company Number: 123456 « VAT Number: 987654

£26.25 outstanding

Our automated Invoicing functionality works very well with Instant pay to reduce the admin time

needed each month to Invoice clients for future bookings. For further information take a look at
our article here.
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Instant Pay Feature: Report changes
for Administrators

Last Modified on 08/02/2021 4:51 pm GMT

All Invoices & Credit Notes report - The Invoice Report will now include tentative invoices, which
will display in Purple, and a new column called ‘Status’ to display if the Invoice status is Tentative,
Billed, Part Paid, Fully Paid or Void. It will also display Credit Notes as usual, with their status
showing as either Raised or Void.

=] 1% v E G H ! J K L M
I All Invoices and Credit Notes from 08/01/2021 to 08/01/2021
2 Date Due Date Number Contact Name Client Name Status Voided By Date Voided Reason For Void Net VAT Total
3 108/01/2021 19/01/2021 GP5034  Abigail Peterson Abby's Dancers Fully_paid £33.34 £0.00 £33.34
1 |08/01/2021 13/01/2021 GP5035  Abigail Peterson Abby's Dancers Tentative £50.01 £0.00 £50.01
5 108/01/2021 29/01/2021 GP5036  Abigail Peterson Abby's Dancers Billed £16.67 £0.00 £16.67
3 £100.02 £0.00  £100.02
v

The Bookings Value Report and Bookings Value Report (CSV) - The Bookings Value Report will now
contain Tentative bookings to show any bookings that are in progress with a client. These will also
display in purple and may be Billed or Unbilled depending on whether the client has attempted a
payment yet.

A B ® D E E G H 1 3 K L M N o P
13/01/2021 to 03/02/2021

[ -] - | o - | imeld Cli Ef -] i B2 Facili - | - | ge B - | [ -] -] Bl g
1. Grange Park School Demo  13/01/2021  Wed 15:00 16:00 Abigail Peterson (Abby's Dance Ballet Dance Studio Tentative £16.67 £0.00 £16 67 Billed Customer #520214
3 |1. Grange Park School Demo  19/01/2021 Tue 15:00 16:00 Abigail Peterson (Abby's Dance Ballet Dance Studio Confirmed £16 67 £0.00 £16 67 Fully paid Customer #520213
5 |1. Grange Park School Demo  20/01/2021 Wed 16:00 16:00 Abigail Peterson (Abby's Dance Ballet Dance Studio Tentative £16 67 £0.00 £16 67 Billed Customer #520214
1/1. Grange Park School Demo  26/01/2021  Tue 15:00 16:00 Abigail Peterson (Abby's Dance Ballet Dance Studio Confirmed £16.67 £0.00 £16 67 Fully paid Customer #520213
6/1. Grange Park School Demo  27/01/2021 Wed 15:00 16:00 Abigail Peterson (Abby's Dance Ballet Dance Studio Tentative £16 67 £0.00 £16 67 Billed Customer #520214
31 Grange Park School Demo  29/01/2021 Fri 16:00 16:00 Abigail Peterson (Abby's Dance Ballet Dance Studio Confirmed £16 67 £0.00 £16 67 Billed Customer #5620213
9/1. Grange Park School Demo  03/02/2021 Wed 16:00 16:00 Abigail Peterson (Abby's Dance Ballet Dance Studio Tentative £16 67 £0.00 £16.67 Unbilled Customer #520214

7
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General Client account upgrade

Last Modified on 08/02/2021 4:51 pm GMT

Changes for Self-booking clients:

Following client feedback, we have simplified the client booking experience from the calendar.
Instead of when dragging a time or slot in the calendar the client sees a pop-up, Client's will now
automatically be redirected straight to a booking page, with the slot/times selected visible on the
page. They will have the option to complete the booking by clicking Book, or to add recurrence by
clicking ‘Refine search.’

S N I Friday, 18 December 2020 oo

18/12/2020

Note: Spaces marked with * may only be booked at the times Weekday Afternoon Slot (15:00-17:00), Weekday Evening Slot (17:00-23.00)

Spaces 6am 7am 8am 9am 10am  11am’ 12pm  1pm 2pm 3pm 4pm 5pm 6pm 7pm 8pm 9pm
1. Venue Notes

Astro Pitch frequently used 7v7 8v8 9
Astro Pitch (markings for 7aside, 9 as
* AWP 1 (5 aside)- 7 aside Pitch A

*AWP 2 (5 aside) - 7 aside Pilch A
*AWP 3 (5 aside) - 7 aside Pilch B
*AWP 4 (5 aside) - 7 aside Pitch B

Badminton Court 1

Badminton Court 3
Badminton Court 4

Bedroom 1

New Booking

Confirm your spaces

To find alternative dates or to recur your booking, click 'Refine Search'. Click ‘Book’ to book just the available dates. @

Fri 18 Dec 2020, 16:00 - 17:00

Space Hourly Rate  NetCost VAT Gross Cost

Badminton Court 1 £10.00 £10.00 50% £10.50 Available
The 4 badminton court sperts hall is a fully sprung wooden flooring and suitable for most
performance and recreational sports. It is hard wearing and multi purpose giving optimum
ball bounce, shack-absorption, resilience and friction. Lighting lux levels suitable for
competition standard Basketball, Volleyball, netball and Badminton. A net can divide the
hallin two., EQUIPMENT AVAILABLE, 5AS Goals, Netball / Badminton / Volleyball Posts,
Cricket Nets (2 Bays), Basketball Rings (2 main and 8 practice), Gymnastics Equipment
SUITABLE ACTIVITIES, 5AS Football / Indeor Hockey / Badminton (4 courts), Netball /
Basketball / Volleyball / Dodgeball, Martial Arts / Cricket Nets / Fitness Classes
Children's Parties

Frequently Used, All Halls, Dance/Drama, sports facilities

Please let us know what activity is taking place

E.g Training course for 5 people

Also on the Booking form, there is now a Purchase Order field, where clients can enter their own
Purchase Order reference, rather than having to contact the venue after creating the booking, to
have the administrator add it in:
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Please let us know what activity is taking place

E_g Training course for 5 people

Purchase Order Number

Booking Summary

Amount: £10.00

Purchase order displaying on the Invoice:

Susi Bedford Purchase Order: 123456

24 Hunsbury Hill Invoice GP4990

York 18 December, 2020

Yorkshire

YN12BQ
Date Description Space Time Net Cost VAT Rate VAT Payable Gross Cost
18/12/2020 Badminton Badminton Court 1 16:00 - 17:00 £10.00 5% £0.50 £10.50

Net Total: £10.00

If you would like to get more information on how to allow clients to self-book, please contact our
Customer Service team and they will more than happy to talk you through this: 01604 677764.

We have also tweaked the booking form to improve the display to both self-service and non self-
service Client users. These changes include:

1. Removing the Net cost at the top of the page, and replacing with a clearer Bookings Summary
at the bottom of the page. It will display the value of the booking excluding VAT, the value of the
VAT, the value of the booking including the VAT, and then if applicable, the total payable now.
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This then also shows confirmed bookings, without the ‘“Total payable now’, and displays how much

vaws DAL Qe NS (MTITRRTT

2801212020 Classroom B1 17:00 18:00

Booking Summary

Amount: £3.25
Wat: £0.16
Total booking price: £3.41

Total payable now: £ 3.41

the total booking price is.

Badminton

Date

21/12/2020

28/12/2020

04/01/2021

11/01/2021

Space

Badminton Court 1
Badminton Court 1
Badminton Court 1

Badminton Court 1

Booking Summary

Amount: £40.00

Vat: £8.00

Total booking price: £48.00

2. Moving the Confirm button to the bottom of the page, to encourage client to view the whole

Start Time End Time Status Hourly Rate

15:00 16:00 Confirmed £10.00 plus VAT
15:00 16:00 Confirmed £10.00 plus VAT
15:00 16:00 Confirmed £10.00 plus VAT
15:00 16:00 Confirmed £10.00 plus VAT

LTIV ]

Provisional

Gross Cost

£12.00 inc. VAT
£12.00 inc. VAT
£12.00 inc. VAT

£12.00 inc. VAT

booking and check they are happy with all of the dates before Confirming.

Payment Status
Fully paid

Fully paid
Unbilled

Unbilled

301



Booking #520011
1. Grange Park School Demo

Client: Susi Bedford
Telephone:
Mobile:

Email: schoolbookings5+susib@gmail.com

‘Code of Conduct for Room Hire:

* Leave hired areas clean & tidy as found

* Leave the hired area promptly for the next user
* No outdoor shoes [ heels in the sports hall / gym
* Do not consume food in the sports hall / gym

Code of Conduct for Gym Membership:

* Sign in & out at reception
* Respect other users
* Report any faulty equipment to main reception

Date Space Start Time End Time Status

2811272020 Clagsroom B1 17.00 18:00 Provisional

Booking Summary

Amount: £3.25
Vat: £0.16
Total bocking price: £3.41

Total payable now: £ 3.41

Hourly Rate

£3.25 plus VAT

Gross Cost

£3.41 inc. VAT

Payment Status

Unbilled

Edit

Edit

Cancel

Cancel
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Instant Pay Feature: Client account
process for Confirming a Provisional
booking

Last Modified on 09/02/2021 2:55 pm GMT

This overall process is the same for Self-Service and Non-self-service clients. However, we have
underlined parts of this article that only apply to self-service clients:

When a client is confirming a Provisional booking (Booking created by an administrator) with dates
within the current or for previous calendar months, both a non-self-service client or a self-service
client will need to pay for those dates upfront.

If the booking starts on a future date (i.e next calendar month) they will only need to confirm the
booking, but will have the option to pay in full now if they choose.

Before paying, clients will be able to see a Summary and Pay as you go option. The Pay as you go
option appears on bookings that either start in the current month and recur into next month, or
start in the next month. This allows clients to tick to only need to pay for bookings within this
month, or to not tick, in order to pay for all of the dates up-front.

The Summary below that will then show how much the booking costs, and how much they need to
pay now, in order to confirm the booking.

Date Space Start Time End Time Status Hourly Rate Gross Cost Payment Status
14/01/2021 AWP 4 (5 aside) - 7 aside Pitch B 17:00 18:00 Provisional £20.00 £20.00 Unbilled
21/01/2021 AWP 4 (5 aside) - 7 aside Pitch B 17:00 18:00 Provisional £20.00 £20.00 Unbilled
28/01/2021 AWP 4 (5 aside) - 7 aside Pitch B 17:00 18:00 Provisional £20.00 £20.00 Unbilled
04/02/2021 AWP 4 (& aside) - 7 aside Pitch B 17200 18:00 Provisional £20.00 £20.00 Unbilled

Pay as you go €

Booking Summary

Amount: £80 00
Vat £0.00
Total booking price: £80.00

Total payable now: £ 80.00

[NESES e
Once the client clicks to confirm they will see that the booking has changed to Tentative

This is a tentative booking and will be reserved until 17:17 on the 14/01/2021.
Please make payment to secure this booking.

Tentative booking in progress

Booking #520293

1. Grange Park School Demo

Where there are dates within this month, or if the client does not click to Pay As You Go, by clicking
to pay via Stripe, a Tentative Invoice will be created and be due for payment.
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The client will have 1 hour to make the payment.

While it is unbilled, Self-service clients will be able to Edit and Cancel items, however once they
click to process the payment, a tentative invoice will be automatically created for this, and they wil
be unable to Edit or Cancel any items.

On clicking on the Stripe payment option they will be taken to a stripe payment page to be able to
enter their card details.

Pay with card

Email

Card information
1234 1234 1234 1234 visa [ 2

MM / YY CVC D

MName on card

Country or region

United Kingdom v

Postal code

Pay £60.00

When the payment is made successfully, they will be taken back to their booking and will be
informed that the booking is confirmed.

Thank you for your booking. Your booking confirmation email is on its way.

Booking #520293
1. Grange Park School Demo

If the payment was unsuccessful or there was an issue with the card, Stripe will inform them on the
payment page, and allow them to change their payment details. If they click back out of the Stripe
page, they will see that their booking's Payment Status is Billed and can view the Tentative
Invoice.
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Date Space Start Time End Time Status Hourly Rate Gross Cost Payment Status

14/01/2021 Astro Pitch (markings for Taside, 9 aside & 11v11) 17:00 18:00 Tentative £60.00 £60.00 Billed
21/01/2021 Astro Pitch (markings for 7aside, 9 aside & 11v11) 17:00 18:00 Tentative £60.00 £60.00 Billed
28/01/2021 Astro Pitch (markings for 7aside, 9 aside & 11v11) 17:00 18:00 Tentative £60.00 £60.00 Billed
04/02/2021 Astro Pitch (markings for 7aside, 9 aside & 11v11) 17:00 18:00 Tentative £60.00 £60.00 Unbilled

Pay as you go @

Booking Summary

Amount: £240.00
Vat: £0.00
Total booking price: £240.00

Total payable now: £ 180.00

ECTE

Tentative Invoice:

Payment is required by 17:26 on the 14/01/2021 to confirm your booking.
Please make payment to secure this booking.

Booking not co

1. Grange Park School Demo

12 Basset Court
Loake Close, Grange Park
Northampton

MNorthamptonshire
- NN4 6EZ

John Smith Invoice GP5064
14 January, 2021

Description Space et Cosl VAT Rate VAT Payable
14/01/2021 Football Astro Pitch {markings for Taside, 9 aside & 11v11) 17:00 - 18:00 £60.00 0% £0.00 £60.00
21/01/2021 Football Astro Pitch (markings for Taside, 9 aside & 11v11) 17-00 - 18:00 £60.00 0% £0.00 £60.00
28/01/2021 Football Astro Pitch {markings for 7aside, 9 aside & 11v11) 17:00- 18:00 £60.00 0% £0.00 £60.00

Net Total:  £180.00
VAT:  £0.00

Grand total:  £180.00

Payment Terms

Payment due now please. Thank you for your cooperation.

Registered Office: Kajima Community, 55 Baker Street, London, W1U 8EW » Company Number: 123456 « VAT Number: 987654

£180.00 outstanding

e | ]

After 1 hour if a Tentative invoice has not been paid it will automatically be voided, and the
bookings contained within it will be returned to the Provisional status. The Voided invoice will
display a message that the ‘Instant payment was not received within 1 hour’. From the Bookings
tab or Dashboard the client will now need to re-confirm the Booking in order to process the
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payment again.

Dashboards Account Invoices Calendar Bookings Documents Help

by Automation on 14 January, 2021 at 12:25

Reason: Instant payment not received within 1 hour

1. Grange Park School Demo

12 Basset Court

Loake Close, Grange Park

Northampton

Northamptonshire
- NN4 5EZ

Once the booking has been processed, the client user that Confirmed the booking and any Client
Users attached to the account with the email setting 'Booking' selected will receive a Booking
confirmation email. The contents of the email will depend on what is populated in the Email
template.

If at your venue you have the option selected to receive emails once the client confirms their
booking, you will also receive an email notification. See our article on setting up instant pay at your
venue for more information on checking this here.

Note regarding Self-service clients editing bookings:

If a self-service client has a booking for a future month and Payment was not made when

confirming, if they then they want to edit the booking to be in the current month, they will see a
message instructing them that the changes will mean that they have to pay for the booking now. If

they save the booking an invoice will be created, and be due for payment.
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Change Time:

Date:
2710172021

From:
17:00

16:00

Hourly rate:
Net cost:
VAT
Gross cost

Booking description
test

Total payable now: £10.00

£10.00

£10.00

0.0%

£10.00

On clicking 'Save Changes', you will be required to pay for the

booking in full now.

P——— ————

If you would like to get more information on how to allow clients to self-book at your Venue, please

contact our customer service team and they will more than happy to talk you through the set-up

process: 01604 677764.
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Instant Pay Feature: Client account
process for Creating a Tentative
booking

Last Modified on 09/02/2021 2:55 pm GMT

Please take a look at our article General Client Account Upgrade first, to understand the changes in
the process flow of making bookings from the calendar.

Before paying for bookings, clients will be able to see a Summary of the costs, and on some
bookings a Pay as you go option. The Pay as you go option appears on bookings that either start in
the current month and recur into a future month, or start in a future month. If the Pay as you go
option is not ticked, the client will need to pay in full for the booking. If the Pay as you go option is
ticked the client will need to pay for any bookings within the current calendar month, in order to
confirm the whole booking.

The Summary below that will then show how much the booking costs, and how much they need to
pay now, in order to complete the booking.

Please let us know what activity is taking place

E.g Training course for 5 people

Purchase Order Number
==========

Pay as you go €

Booking Summary

Amount: £65.65
wat: £0.00
Total booking price: £66.658

Total payable now: £ 33.34

When a client clicks to 'Book’, a tentative booking will be created and this will be reserved for the
client for 1 hour (the expiry time). Whilst it is unbilled, they will be able to Edit and Cancel items
(see below), however once they click to pay, a Tentative invoice will be automatically created for
this, and they will be unable to Edit or Cancel items at this stage, as they have committed to the
booking/payment.
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Tentative booking in progress

Booking #520213

1. Grange Park School Demo

C Recurs from January 15th to February Sth 2021
Client: Abigail Peterson (Abby’s Dancers)

Telephone:

Mobile:

Email: abby.p@example.com

Ballet

Date

18/01/2021

2640172021

024022021

084022021

Pay as you go €

Space

Dance Studio
Dance Studio
Dance Studio

Dance Studio

Booking Summary

Amount: £66 68

Vat- £0.00

Total booking price: £66.68

Total payable now: £ 33.34

[

On clicking to pay, they will be taken to a Stripe payment page, to be able to enter their card

details.

When the payment is made and successful, they will be taken back to their booking and will be

Start Time

15:00

15:00

15:00

15:00

Pay with card

Email

abby.p@example.com

End Time

16:00

16:00

16:00

16:00

Card information

12341234 12341234

12/21

Name on

Abigail Peterson

card

Country or region

United Kingdom

nn45ez]

Status

Tentative

Tentative

Tentative

Tentative

informed that their booking is now confirmed.

This is a tentative booking and will be reserved u
Please make payment to secure this bool

123

Hourly Rate Gross Cost
£16 67 £1667
£16 67 £1667
£16 67 £1667
£16 67 £1667

visa [0 M

Payment Status
Unbilled
Unbilled
Unbilled

Unbilled

Edit

Edit

Edit

Edit

Edit

22 on the 08/01/2021.

Cancel

Cancel

Cancel

Cancel

Cancel
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Thank you for your bool

Booking #520213
1. Grange Park School Demo

C Recurs frem January 18th to February Sth 2021
Client: Abigail Peterson (Abby's Dancers)

Telephone:
Mabile:

Email: abby.p@example.com

Ballet
Date Space start Time End Time
1840172021 Dance Studio 15:00 16:00
26/0172021 Dance Studio 15.00 16:00
02/02/2021 Dance Studio 15:00 16:00
08/02/2021 Dance Studio 15:00 16:00

Booking Summary

Amount. £66.65
Vat- £0.00

Total booking price: £66 .66

Status

Confirmed

Confirmed

Confirmed

Confirmed

Hourly Rate
£1867
£16.67
21867

£16 67

Gross Cost

£16 67

£16.67

£16.67

£16 67

Payment Status Edit Cancel
Fully paid - -
Fully paid - -
Unbilled Edit Cancel
Unbilled Edit Cancel

If the payment was unsuccessful or there was an issue with the card, Stripe will inform them on the

payment page, and allow them to change their payment details. If they click back out of the Stripe

page, they will see that their booking is Tentative and can view the Tentative Invoice.

Date

13/01/2021

20/01/2021

27/01/2021

03/02/2021

Space Start Time End Time
Dance Studio 15:00 16:00
Dance Studio 15:00 16:00
Dance Studio 15:00 16:00
Dance Studio 15:00 16:00

Pay as you go €

Booking Summary

Amount: £66.68

Vat: £0.00

Total booking price: £66.65

Total payable now: £ 50.01

Status

Tentative

Tentative

Tentative

Tentative

Hourly Rate
£16.67
£16.67
£16.87

£16.67

Gross Cost

£16.67

£16.67

£16.67

£16.67

Payment Status Edit Cancel
Billed - -
Billed = =
Billed - -
Unbilled Edit Cancel
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Payment is required by 12:27 on the 08/01/2021 to confirm your booking.

Booking not confirmed

Please make payment to secure this booking.

1. Grange Park School Demo
12 Basset Court

Loake Close, Grange Park
Northampton

Northamptonshire
. NN4 5EZ

Abigail Peterson (Abby's Dancers) Invoice GP5035

08 January, 2021

Description Time Net Cost VAT Rate VAT Payable Gross Cost
13/01/2021 Ballet Dance Studio 15:00 - 16:00 £16.67 0% £0.00 £16.87
20/01/2021 Ballet Dance Studio 15:00 - 16:00 £16.67 0% £0.00 £16.67
27/01/2021 Ballet Dance Studio 15:00 - 16:00 £16.67 0% £0.00 £16.67

Net Total:  £50.01
VAT £0.00
Grand total:  £50.01

Payment Terms

Payment due now please. Thank you for your cooperation.

Registered Office: Kajima Community, 55 Baker Street, London, W1U 8EW « Company Number: 123456 + VAT Number: 987654

£50.01 outstanding
=

After 1 hour if a Tentative invoice has not been paid it will automatically be voided and the
bookings contained within it will be cancelled. The Voided invoice will display a message that the
‘Instant payment was not received within 1 hour’. From the Bookings tab or calendar any client will
now be able to book that slot/time.

Dashboards Account Invoices Calendar Bookings Documents Help

by Automation on 14 January, 2021 at 12:25
Reason: Instant payment not received within 1 hour

1. Grange Park School Demo
12 Basset Court
Loake Close, Grange Park
Northampton
Northamptonshire

- NN4 5EZ

Once the booking has been processed, the client user that Confirmed the booking and any Client
Users attached to the account with the email setting 'Booking' selected will receive a Booking
confirmation email. (The below is an example template, to amend email text go to Manage Tab-
Edit Venue-Emails-Booking Confirmation Email )
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If at your venue you have the option selected to receive emails once the client confirms their

Dear Abigail Peterson,

Thank you very much for your booking

Ref: 520213 : 19/01/2021 15:00-16:00 Dance Studio
Ref: 520213 : 26/01/2021 15:00-16:00 Dance Studio
Ref 520213 : 02/02/2021 15:00-16:00 Dance Studio
Ref. 520213 : 09/02/2021 15:00-16:00 Dance Studio

IT you wish to cancel this booking you must notify us in writing.

Please log in to view and pay, as soon as possible. Your bill will be printable once

you log in.

booking, you will also receive an email notification. See our article on setting up instant pay at your
venue for more information on checking this here.

Also, from the bookings tab clients will now have a Tentative option within the Status filter,

allowing them to quickly spot any remaining tentative bookings that require action or any being

processed.

Your Bookings

Please select a start and end date to view your bookings in that period

Start Date | 06-01-2021 End Date

Search

Client

Abigail Peterson (Abby's Dancers)
Abigail Peterson (Abby's Dancers)
Abigail Peterson (Abby's Dancers)

Abigail Peterson (Abby's Dancers)

Showing all 4

Filter by: [~ Space -- v |[- Category -

- Status —

Provisional

Confirmed

Tentative

Cancelled

Start End Hourly  Gross

pate time time Space Status Rate  Cost
13/01/2021 15:00 16:00 Dance Studio tentative £16.67 £16.67
20/01/2021 15:00 16:00 Dance Studio tentative £1667 £16.67
27101/2021 15.00 16:00 Dance Studio tentative £16.67 £16.67
03/02/2021 15:00 16:00 Dance Studio tentative £16.67 £16.67

i

~|[Tentative v |[-- Payment Status - V|ﬁ

Show

20 ~

entries
Payment Booking
status 099V Rer
Billed #520214
Billed #520214
Billed #320214
Unbilled #520214

If a self-service client has a booking for a future month and Payment was not made when

confirming, if they then they want to edit the booking to be in the current month, they will see a

message instructing them that the changes will mean that they have to pay for the booking now. If
they save the booking an invoice will be created, and be due for payment.
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Edit Booking

Change Location:

Dance Studio hd

Change Time:

Date:
29/01/2021

From

15:00

To:
16:00

Hourly rate £16.67

Netcost:  £16.67
VAT 00%

Gross cost  £16.67

Booking description
Ballet

Total payable now: £16.67

On clicking 'Save Changes', you will be required to pay for the
booking in full now.

= e

1. Grange Park School Demo

12 Basset Court
Loake Close, Grange Park
Northampten

Northamptonshire
- NN4 5EZ

Abigail Peterson (Abby's Dancers) Invoice GP5036

08 January, 2021

29/01/2021 Ballet Dance Studio 15:00 - 16:00 £16.67 0% £0.00

£16.67

Net Total:  £16.67
VAT:  £0.00
Grand total:  £16.67
Payment Terms
PAYMENT TERMS:

Payment is due by the first bocked date in the invoice for regular bockings and 1 month in advance for special events.

EDIT
PAYMENT ACCEPTED:
GoCardless: Preferred method

Prompt payments are very important to our venue — thank you for your cooperation

Registered Office: Kajima Community, 55 Baker Street, London, W1U 8EW + Company Number: 123456 « VAT Number: 987654

£16.67 outstanding

I M I
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