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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 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  for a

booking, click .

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



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.



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'. 


