MANAGING
BOOKINGS

This guide includes the following Topics:
§
§
§
§
§
§
§
§

Navigating the Booking Explorer (page 2)
Making a Single Booking (page 6)
Making a Recurring Booking (page 18)
Making a Linked Booking (page 21)
Changing/Editing a Booking (page 23)
Booking Conflicts (page 30)
Completing a Booking (page 31)
Managing Resource Availability (page 34)

TOPIC 1: Navigating the Booking Explorer
The Booking Explorer is made up of several areas and offers many features. Each of these is
colour coded on this screenshot and detailed below.

Bookings Grid
The Booking Explorer can be configured to ‘display only working hours’ if required. If this
setting is used the explorer will show times from the earliest opening to the latest close time for
any given day in the week. e.g. if Mon-Fri business hours are 6am to 9pm but Sat is 7am to 2pm
the explorer will show a standard 6am to 9pm booking grid.
All out of business hours times will appear in a darker shade of whatever colour is configured for
each resource.
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e.g. Saturday 6am-7am is out of business hours therefore it displays darker.
Visible Resources
The resources displayed on the screen can be controlled in several ways.
1. You can Tick and Un-tick the resources in the Visible Resources listing to the left of the
screen to control which resources will appear in the Bookings Grid.

Resources can also be moved up and down the list to determine the order they appear in the
Bookings Grid. To do this select the resource and whilst holding down the left mouse
button drag the resource up or down in the list until it is in the right spot then release the
left mouse button.
2. You can use the View Booking Group drop list in the Bookings Grid menu bar as a quick
way to display the different booking groups that were setup in the Control Panel (refer to
the Configuration Guide for more information). Selecting a specific Booking Group will
display only those resources relative to that Booking Group. e.g. Selecting the Booking
Group ‘Personal Trainers’ will only display the trainers and selecting Booking Group
‘Areas’ will only show rooms/areas that are setup under that group. Select ‘Show All
resources to display all resources.

3. The booking grid can be set to display different time periods by using the day, work week,
week or month view icons in the menu bar at the top of the screen.

Each option will show a different view relative to the time period chosen. e.g. selecting the
weekly view (

) will display the booking grid on a weekly basis.

The dates being displayed are highlighted in the calendar whilst the ticks against the
Visible Resources Listing, control what resources are displayed in the Bookings Grid.
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Clicking the ‘Today’ icon in the top menu bar is a quick way to display the current day’s
bookings using the one-day view.
If there are more bookings than can be viewed on the screen there will be an icon (
)
displayed in the bottom right hand corner of that day’s grid. This icon will take you to the
day’s bookings in the one day view to allow all bookings to be viewed.

Date Navigator
The top calendar will show the month relative to ‘today’. The bottom calendar shows the
following month. To select the date to be displayed on the booking grid always use the top
calendar.
To change months on the calendar use the arrow icons to the left and right of the month on the top
calendar.
Click the left pointing arrow to move back by month and the right arrow to move forward by
month.
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Icons
Different icons are used within the Booking Explorer to indicate different information.
These icons will appear within the booking on the Booking Explorer grid, therefore the
background colour will be relative to the booking it relates to.

= Linked Booking Icon. This indicates that there are multiple resources booked for this
booking e.g. Area, Item or other Staff Resource.

= Booking Complete Icon. This indicates that all participants for this booking have had a
status change to the appropriate setting e.g. From Active to Attended, Cancelled, Late Cancel or
No Show.
= More Bookings Icon. This indicates there are more bookings further down or up the
screen depending on the direction of the arrow. This icon means more bookings further down the
screen.
Left mouse clicking on the booking displays a Booking Summary. The summary displays the
Time and Type of the booking. It displays the Maximum Capacity for this booking, the number of
Participants currently booked and the number of Free Slots available. It also displays the name of
each participant booked in and the service/package that will have a session deducted as a result of
the booking. e.g. Gary glitter has purchased a 12 Weeks x 2/week PT - 1hr service to use for this
booking whereas the package to be used for Peter Pan is yet to be selected.
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TOPIC 2: Making a Single Booking
There are several ways to get to the booking screen in the Booking Explorer. It is a matter of
personal choice and convenience as to which method is used. Each option will open the ‘Edit
Booking Screen’ and allow you to add a new booking or edit an existing booking.
Method 1
Select the resource, date and time required using the Date Navigator and click on the start time on
the Bookings Grid.
Now right mouse click and select the ‘New Booking’ option.

Method 2
As per Method 1, select the resource, date and time required and click into the start time on the
booking grid.
Right mouse click and select the ‘New Booking of Type’ option this time.

Select the relevant Booking Type for the booking being entered. This option then loads the
Booking Type in the ‘Edit Booking Screen’.
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Method 3
As per Method 1, select the resource, date and time required and click into the start time on the
booking grid.
Click ‘Ctrl + N’ keys simultaneously and it will bring up the ‘Edit Booking Details’ window.

Method 4
As per Method 1, select the resource, date and time required and click into the start time on the
booking grid.
Double click on the required start time.

All of the above methods will bring up the ‘Edit Booking Details’ screen. The only difference
being that Method 2 determines the ‘Booking Type’ prior to opening this screen.
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The ‘Edit Booking Details’ Screen:

If the new booking is not for the default booking type (which is determined by the Booking Type
setup in Control Panel) simply click the ‘Booking Type’ button to select the booking type relative
to the booking being made.
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Click ‘OK’ to continue adding the booking.
The Subject: field allows you to enter anything relative to the booking. This will display on the
Booking Explorer grid.

The default time nominated in the setup of the booking type in the Control Panel will default in as
the Duration: of the booking. Available options, as determined in the setup of the booking type,
are available through the dropdown list. This allows the user to quickly and easily alter the
duration on a case-by-case basis.

To add participants to the booking, click on the ‘Add Participant’ button.

This will generate a client listing that will allow you to search for the client or enquiry relative to
the booking.
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TIP: Select the field to be searched by either clicking on the field to be sorted or selecting it in the
‘Find in:’ field. Searches are incremental therefore the more entered the closer the match. e.g.
Typing ‘r’ will find the first of all the names beginning with ‘r’. Entering ‘ru’ will find the names
beginning with ‘ru’.
Searches can be conducted on a number of fields in the client record.

To save the selected search field as the default sort field use the ‘Click here’ option.

A prompt will advise that the default search field has been set.
Click ‘OK’ to return to the Search for a Client screen.
Either, highlight the required client and click ‘Select’ or simply double click on the required client
name to continue the booking process.
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This will display the client’s Session History screen. Select a session or package relative to the
booking being made.
If they have not already purchased a session via a package or advanced payment they can be sold a
service at this point or the booking can be made to no specific service at this point and the service
sold at the time of attendance. Business Rules will determine how this should be processed.
Option 1
Making a booking for a prepaid service/package.
Select the service or package to be used for this booking by either double clicking on it or
highlighting it and clicking the ‘Select’ button.

The booking will be updated with the participants name and the service/package to be used for this
booking. The booking ‘Status’ defaults to ‘Active’.

Click ‘OK’ to complete the booking.
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Option 2
Selling the service at the time of making the booking.
Click on ‘Sell New Service’ button in the bottom left hand corner of the screen.

Select the service to be sold by either double clicking on it or highlighting it and clicking ‘OK’.
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The Transaction screen will display the details of the service being sold.
Enter a Discount/Add Amount if relevant.
Enter the date of the booking as the Due Date for the cost of the service being sold to prevent it
from showing as an overdue balance prior to the service being delivered.

The Invoice Notes field can be used to identify the booking details or any other relevant details if
required – or left blank if not needed. These notes can relate to booking details to make them
identifiable in the client’s Session History screen.
Click ‘OK’ to compete the sale process.
The Client Account screen will now appear to list the invoice generated by the booking and to
allow the entry of a payment against the invoice should the client be paying in advance for the
session.
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If a payment is being made, click ‘Take Payment’ and enter payment details.
If no payment is being made click ‘OK’
A prompt will advise that the service has been successfully sold to the client.
NEED TO CHECK THE NEXT SCREENS?

Click ‘OK’ to return to the Session History screen.

Ensure that the relative service/package is highlighted and click ‘Select’ to use the session for this
booking.
The Edit Booking Details screen will be updated to show the participant and the service to be used
for the booking. The booking ‘Status’ defaults to ‘Active’.
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Click ‘OK’ to complete the booking.

Option 3
Making the booking without nominating a service.
If Business Rules determine that the service can be sold when the booking is attended the system
will allow a booking to be made without a service specified (whether this feature is available or not
is determined by the relevant setting in the Control Panel).
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Click the ‘Proceed without Service’ button to add the participant to the booking without having
sold them a service to allocate against the booking. The booking ‘Status’ defaults to ‘Active’.

Click ‘OK’ to complete the booking.
TIP: A service must be sold to the client prior to or at the time the booking is marked as
‘Attended’. A booking cannot be considered attended if no service is allocated – this logic
prevents things ‘getting missed’ and services never being charged to clients.
Regardless of how the booking was made, the booking grid is updated with the booking details.
Besides being colour coded to a booking type the booking displays the time and duration of the
booking, the booking type and the number of available spaces (slots free) relative to the booking.
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Click on the booking to view more details.
The ‘Booking Summary’ also displays the maximum capacity, number of participants, free spaces
as well as the participant’s name(s) and the service allocated. If no service has yet been purchased
as in Option 3, it will display (no service selected).
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TOPIC 3: Making a Repeat Booking
Repeat bookings can be used to book participants into a set course/program over a given period of
time or simply to make regular bookings for clients. You can also copy and paste individual
bookings.
Follow the steps in Topic 2 to make the first of the booking for a client.

Right mouse click on the booking for this client and select ‘Copy Booking’.
To copy a booking once only, move to the next date and select the time slot on the Booking Grid
and then right mouse click and select ‘Paste Booking’ to make a duplicate booking on this date and
time.

To copy a booking and repeat it, move to the next date and select the time slot on the Booking Grid
and then right mouse click and select ‘Paste Special…’ to make repeat this booking at this time.
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Tick the relevant ‘Repeat Pattern’ (frequency) – the default will be weekly as this is the most likely
option for most bookings but this can be changed to daily, weekly or monthly if required.
If repeating the booking weekly, nominate which days the booking is to be repeated. If the client
is making a regular booking that occurs at the same time with the same resource on more than one
day of the week this can be accommodated.
TIP: Repeat bookings once created are treated by the system as separate bookings and can
therefore be moved to different resources and/or times if required.
The ‘Start’ date will default in from the initial booking being made but can be amended if
incorrect.
The booking can be an ongoing to a specified date or it can continue for a specified number of
occurrences by selecting the ‘End after ‘x’ occurrence’ or it can be recurred for a specified period
of time by selecting the ‘End By’ setting.
Click ‘Generate Bookings’ to create the repeat bookings from the original booking.
The system will then display a list of bookings it has generated and any that could not be created
due to resource conflicts.
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Make a note of any conflicts and then Click ‘OK’ to complete the booking of the repeat bookings
in the Booking Explorer. For any conflicts resolve the conflict and then copy and paste the
original booking in the appropriate date and time slot.
All occurrences of the booking can be viewed on the Booking Explorer under the different views
available. e.g. 7 day view
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TOPIC 4: Making a Linked Booking
You can make what is referred to as a Linked Booking by selecting 2 or more resources, thereby
booking out the relative time for all the selected resources without having to double enter any
details. This also means if the booking time is changed then it automatically applies the change to
all resources for that booking.
This feature could be used for booking 2 staff for one booking (e.g. joint class or training) or for
booking staff and a specific area for the same booking (e.g. therapist and massage room).
Make the required booking following the process in Topic 2 and /or Topic 3 depending on whether
it is a single or repeat booking. The only difference is to click on the Resources droplist and tick
the checkbox for each resource required in this booking.

Tick the required resources to have them added to the ‘Resource’ field and to link the booking.
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Linked bookings are identifiable by the plug icon (
the screen or not.

) whether both resources are viewable on

To link a booking both resources have to be available for the required time(s). If one is not then the
‘OK’ button is greyed out preventing you from saving the booking.
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TOPIC 5: Changing/Editing a Booking
Business Rules and system logic will determine what changes can and can’t be made to an existing
booking. Bookings cannot be changed once they are completed.
Changes covered include:
•
•
•
•
•
•
•
•
•
•
•

Changing Time
Changing Date
Changing Resource
Changing Booking Type
Change Duration
Add a Recurrence to a Single Booking
Changing a Recurring Booking
Deleting a Booking
Cancelling a Participant
Adding a New Participant
Changing the Service Selected for a Participant

To change booking details the ‘Edit Booking Details’ screen will usually need to be opened. This
can be done in two ways:
Option 1
Right mouse click on the booking to be changed/edited.
Select ‘Edit Booking’

Option 2
Double click on the booking to be changed/edited.
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Both options will open the existing booking and allow the relevant changes to be made. In some
cases such as changing the time of a booking on the same day you can use the drag and drop
method directly within the Bookings Grid.

Changing Time
If changing the time of a booking within the same day simply click on the booking whilst holding
your left mouse button down move the booking to the new time slot (drag and drop method).
Alternatively open the booking and change the time portion of the ‘Start Time’ field.

Click ‘OK’ to update the booking details.
Changing Date
Open the booking and change the date portion of the ‘Start Time’ field.
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Click ‘OK’ to update the booking details.
Changing Resource
If changing the resource of a booking within the same day simply click on the booking whilst
holding your left mouse button down move the booking to the new resource (drag and drop
method).
Alternatively, open the booking and click the ‘Resources’ dropdown button and untick the existing
resource and tick the new resource required.

Click ‘OK’ to update the booking details.
Changing Booking Type
Be aware that changing the Booking Type may well change the maximum capacity for that
booking as it is the Booking Type that determines the capacity of each booking.
Open the booking and click ‘Select Booking Type’ to select the new booking type required.

Click ‘OK’ to update the booking details.
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Change Duration
Open the booking and click on the ‘Duration’ dropdown button to select the relevant duration for
the booking.

Click ‘OK’ to update the booking details.
The Booking Explorer will show the new booking details once the ‘OK’ button is clicked.

Deleting a Booking
To delete a booking either open the booking and click the ‘Delete’ button at the bottom of the
screen or right mouse click on the booking in the Booking Explorer and select ‘Delete Booking’.

Depending on the reason for the deleting of the booking there are two actions that can be taken.
1. Cancel the booking for all participants and update their ‘Bookings’ tab accordingly but
delete the booking from the screen to allow a new booking in its place.
2. Permanently delete the booking and all record of it on all participants’ ‘Bookings’ tab.
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Choose the action relative to the reason for deleting the booking and click ‘OK’ to remove the
booking from the Booking Explorer.

Cancelling a Participant
Open the booking and highlight the client to be cancelled.
Business Rules will determine how much notice prior to the booking time before the booking
becomes a Late Cancellation and the session is forfeited.
Highlight the client to be cancelled and either right mouse click on the booking ‘Status’ for that
member or click on the ‘Set Session Status’ button and select ‘Mark as Cancelled’ if the client has
provided the required notice period. Select the ‘Mark as Late Cancel’ option if insufficient notice
period was given for the booked session.

‘Cancelled’ status will not deduct the session from the client’s session history.
‘Late Cancel’ status will deduct the session from the client’s session history.
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The cancelled client is deducted from the number of participants for the booking, therefore freeing
up the space for additional clients to book.
Adding a New Participant
To add a participant to a booking either open the booking and click the ‘Add Participant’ option or
right mouse click on the booking within the Booking Explorer screen and select ‘Add client as
participant’.

Search for the relevant client to add to the booking and select the relative service (if any) for the
booking and click ‘OK’ to update and close the booking.

Changing the Service Selected for a Participant
Open the booking and highlight the client with the incorrect Service.
Either right mouse click on the ‘Status’ of the client’s booking or click on the ‘Set Session Status’
button and select ‘Select Different Sessions Services’ to open the client’s session history screen to
allow the selection of the correct service.
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Click ‘OK’ to save the close the booking and save the change made.
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TOPIC 6: Booking Conflicts
If making a repeat booking where another booking already exists in one or several of the
nominated times a ‘Conflict Warning’ will appear at the bottom of the booking screen.

Make a note of any conflicts and then Click ‘OK’ to complete the booking of the repeat bookings
in the Booking Explorer. For any conflicts resolve the conflict and then copy and paste the
original booking in the appropriate date and time slot.
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TOPIC 7: Completing a Booking
For a booking to be completed the status of all participants must be changed from ‘active’. Once
all statuses have been updated the booking details will be greyed out and the booking will be
marked as complete on the Booking Explorer.

Click ‘OK’ to complete the booking and update the Booking Explorer.

Marking a Booking Complete for a Client with no Specified Service

If trying to change the status of a client that has no service selected or no sessions left on the
selected service the system will provide 3 options:
1. ‘Yes’ - Select another service to deduct the session from – this option also allows the sale
of a service to the client if no suitable service is available
2. ‘No’ - Sell a new service or package to the client
3. ‘Cancel’ – Leave the booking status as ‘Active’
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If selling the client a new service for the booking to be marked as attended:
•
•
•
•
•

Select the Service to be purchased
Enter any discount if applicable
Take Payment for service
Select the service purchased as the service to be used for the booking
The booking status will now be changed to ‘Attended’

TIP: The only status change allowed without a service selected is ‘Cancelled’ as no session is
deducted for that status.
Taking Payment for a Service
If a service has been sold to a client to make the booking but not yet paid for the system will bring
up the Client’s Account when the booking is marked as ‘Attended’ to prompt the user to take
payment for the service.

If no payment is being made, click ‘OK’ to return to the booking screen.
If the client is paying for the service or any other outstanding balance, click ‘Take Payment’.
The system will default the total cost of the service as the amount to be paid; this can be changed if
part payment is being made.
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Select the method by which the payment is being made.

Click ‘OK’ to enter the payment.
The client’s account will be updated and their booking status will be updated to ‘Attended’.

Mark other participants as ‘Attended’ or ‘No Show’ to complete the booking.
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TOPIC 8: Managing Resource Availability
To manage bookings efficiently and effectively resource unavailability should be added to the
Booking Explorer to prevent bookings being made for staff during their ‘off duty’ times or when
other resources are unavailable.
To make a resource unavailable click on the start time of the unavailable period and make a
booking as per Topic 2 or Topic 3 depending on whether this is a one-off unavailability or a
repeated unavailability (e.g. staff rostering).
Select the ‘Not Available’ booking type. There is also a ‘Blocked Time-slot’ Booking Type, which
can also be used where you wish to reserve a period of time for some reason.
Use the dropdown list for ‘Duration’ to determine the period of unavailability.
Enter any relevant comments in the ‘Subject’ field or leave blank if not required.

Use the ‘copy’ and ‘paste special…’ function to repeat the unavailable period if required e.g. if
entering staff availability this feature can be used to block ‘out of hours’ times for staff on different
rosters.
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