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Getting Started - Navigating the Admin area

Head to play.tennis.com.au and in the top right corner of the page, click SIGN IN.

A OPEN COURT SESSIONS COURT HIRE CARDIO TENNIS E v © D
tennis

Once signed in, your name will appear in the top right of the screen. Click on your name then click Admin area.

Note: if you've recently been granted admin access, you may need to refresh the page or log in/out for the change to take
effect. Otherwise, please get in touch with the Customer Support Team to provide administrator access.

ﬁ OPEN COURT SESSIONS COURT HIRE CARDIO TENNIS 'i ' [ > ] MICHAEL ATKINSON A
tennis

My account

Change password

Sign out

When in the Admin area there are a number of modules that can be accessed from the main menu on the left-hand
side of the screen. See below for further information about each module available in this user guide.

ﬁ Home

Menu option name - brief description

Home - shortcuts, Customer Number, and Support information

Dashboard — summary totals: bookings, revenue

Contacts module - accessing individual contact records

Booking module — Book a Court - court hire setup

Membership module - membership packages / emailing all members

Events — bookable event setup

Programs module - setup for short & recurring bookable courses
Website — setup for Club’s own website

Profile — Club location and key contact information

Administrators - managing / adding administrators for each Club

menu to display only menu icons, or click again to see the menu option name.

E Note: clicking the ‘menu’icon next to the Club name (top left of the screen) will collapse or expand the main


https://tennisaust.sharepoint.com/teams/NationalClubSparkRollout-ClubSparkChampionsworkgroup/Shared%20Documents/ClubSpark%20Champions%20workgroup/Draft%20resources/play.tennis.com.au

Adding Administrators

To edit and/or add administrators at your venue, click Administrators from the left-hand main menu, while logged
in under the Admin area.

& Administrators

To add a new administrator, click Add administrator from the Administrators section.

Administrators

Administrators

50 records per page v More Columns (0) v

First Name Last Name Email Address Roles Registered

First, check if they have an existing contact record to avoid creating a duplicate.

Click the radio button next to Existing contact, type their name into the Contact box, and the system will begin a
search to match the text entered. If the correct name appears then select the relevant contact record.

Add Administrator

Contact details

Contact type New contact @ Existing contact

Contact testZ\ |

Michasl Atkinson (test2@tennis.com.au)

Testtwo Nbcs (test2@nbcs.com)

If the name does not appear as an existing contract, click the New contact radio button and complete the requested

information.
Add Administrator

Contact details

Fiirst name

Last name:

Email address.

Phone number




Once the correct contact has been selected (or added), tick the appropriate administrator role box and click Save

Administrator roles

Roles

Super administrator  (_ % )
Administrator (7))

Booking administrator

Booking sheet administrator [ % )
Contacts administrator
Membership administrator
Programs administrator

Website administrator

Super admindstrator Note: click this icon if it appears on any screen for help and information about the option

Administrator Role

Description

Super Administrator

Full admin rights, can also revoke administrator roles

Administrator

Full admin rights, although cannot revoke administrator roles.
Users with this role will automatically inherit all of the administrator roles
below

Booking Administrator

Access to the Contacts & Booking modules (including configuration settings)

Booking Sheet Administrator

Can manage the booking sheet as an admin (i.e. access to advanced booking
options
to make recurring/multi-court bookings), but cannot access the admin area

Contacts Administrator

Access to the Contacts module only

Membership Administrator

Access to the Contacts & Membership module

Programs Administrator

Access to the Programs module only

Website Administrator

Access to the Website module only

When a new contact has been granted an administrator role, they will receive an invitation to register — remind the
staff member to look out for the email.

Existing contacts will be able to access the Admin area the next time they log in (or by clicking Refresh after changes
have been made).

HOME MEMBERSHIP

Demo Tennis Club

BOOKING

PROGRAMSPAGE OPEN COURT CUSTOM PAGE M ALEX PAGE CONTACTS
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Setting up and connecting a Stripe account in ClubSpark for the first time

In order to start taking online payments, clubs must connect a Stripe account to ClubSpark, either by setting up a
new account or associating an existing account in the Stripe registration area. NOTE: this screen does not appear
again once an account has been connected or set up.

To access the Stripe setup screen, log in and go to the Admin area. Select the Booking or Programs module from
the left-hand main menu. Click Setup your account, and on the next page click Register with Stripe.

Register your bank account
0
To accept online payment you need to link your venue to a Stripe account. st'lpe

» Setup your account

Clubs who want to use an existing Stripe account:
If clubs already have an existing Stripe account, this can also be used for ClubSpark.
Click on the button in the top right to sign in and connect their existing Stripe account to ClubSpark.

stripe o

// tennis

Setting up a new stripe account: If clubs do not have a Stripe account, they are required to fill out the Stripe
application form and click Authorize access to this account. The club will be able to take online payments through
ClubSpark as soon as this creation process has been completed.

e -

to Tennis Australia (bookacourt.tennis.com.au) right

y creating your account, you agree t ir Services Agreement and Connected Account Agreement



Profile Module

The Profile module displays venue information including address, latitude & longitude of their map location, contact
details and social media information.

NOTE: It is important that this information is up to date and accurate, as these details will be displayed on the

National website at play.tennis.com.au.

Profile

Name & address

CAN

Name

Classification

Address

Addressline 2

Addressline 3

City

state

Postcode

Latitude

Longitude

Junior age

Show on homepage

Contact details

Phone number

‘Wehsite

Email address

Reply to email address

Social accounts

Facebook name

€S000002

Demo Tennis Club

Victoria

123 Demo St

144978907

16

1800752983

htp-/fbookacourt tennis.com au

demotc@bookacourttestsite.com.au

demotc@bookacourttestsite.com.au

DemaTennisClub

These fields have been pre-populated at the time of software
configuration for each venue.

Clubs can set the Junior age up to which the system will consider
contacts as juniors. Use the drop down menu to select the age.

Junior contacts cannot be emailed directly - the email address for
their parent/guardian contact will be used when a junior contact is
emailed.

If the Show on homepage box is ticked, then this venue will also be
displayed on the National website play.tennis.com.au.

When a Reply to email address is set, any replies to emails sent to the
contacts from ClubSpark will be delivered to this email address.

Enter the venue’s Facebook, Twitter & Instagram page names. You can
get this from the end of the web address, e.g.
https://www.facebook.com/DemoTennisClub

Confirm details are correct and apply any changes by clicking Save
changes at the bottom of the page.

In addition to the above, clubs can include further details to their venue profile such as access info & available
facilities. In the top right corner, click Venue info as shown below.

Venue details

Consents

Venue Info



https://tennisaust.sharepoint.com/teams/NationalClubSparkRollout-ClubSparkChampionsworkgroup/Shared%20Documents/ClubSpark%20Champions%20workgroup/Draft%20resources/play.tennis.com.au

Clubs who have not activated the Website module of ClubSpark, will be able to use this page to personalise the
club’s “venue landing page”.
Venue Info

A cover photo can be added to the venue landing
page by clicking Browse then selecting an image
from your computer and then clicking Open.

Cover photo

Upload new cover photo

NOTE: Ensure the image uploaded is 1500px (w) x
500px (h) to avoid stretching or disorientating the
Introduction phOtO.

Introduction/about Tennis is 3 sport everyone can enjoy, and it's easy to play at Demo Tennis Club. \We
encourage you to book a court, grab a racquet and have a hit with your family and
friends at Demo Tennis Club.

‘When you book 3 court online we'll send you a PIN to access the court/s you have Enter introd uctory texts about the Clu b.

booked. To find out more, please visit INSERT-WEBSITE-LINIK

NOTE: Use INSERT-WEBSITE-LINK' to insert the club

website link.

The website address entered in the Contact details
O of the previous page will be used.

Access Info

Clubentry | Enterfrom Demo Street

Parking | Ample parking ensite adjacent to the courts

Enter club entry, parking and public transport details

Public transport | Bus route 123, stop 10

Your Facilities

Please indicate facilities available to casual players at your club below:

e Indicate the facilities available to casual players at the
T club by ticking the boxes next each item.

Parking

oilets Ensure to click Save at the bottom of the page when all
st oemans information has been added.

See image below of how this Profile information will appear on the venue’s page of the National website.

Where to find us

CLUB ENTRY
Via Nicholson St, Carlton

PARKING
Paid parking available on Nicholson St and Carlton St

PUBLIC TRANSPORT

Tram 96 stops outside the courts (stop 12 at Moor Street)

Royal Exhibition 7
Buil 4.,,,,‘:‘
GET DIRECTIONS {
Googlet

Courts and facilities Get in touch

H B E® K wre

Bl e FEE—

® | wwwcorconeau




Membership Module

To access the membership module, click Membership from the left-hand main menu.

This module gives access to:
e Create, amend and view membership packages
e View membership totals (i.e. income and revenue)
e Access, export and email all members (e.g. to send an invitation to register)

Membership Settings

To access membership settings, from within the Membership module click on Settings in the top right of the screen.

Demo Tennis Club - Q B MicoedAtdnson

Membership Packages  Viewall members 5
Grossincome ~ Daily Membership totals
o
26-02 March 2020 P o £ $1,402.00

TOTAL REVEMUE

Membership Settings

Confirmation

‘Welcome to Demo Tennis Club - and thanks for choosing to become members of Wlthln thls screen CIUbS CUStomlse the

our friendly club. Now you're a member, you're welcome to use the club's facilities . . . .

at no charge. You'll generally have no trouble accessing one of the club’s five fully Conflrmatlon emall that IS Sent When a

lit courts. . .
You'll receive regular updates on news and activities. member has S|gned up for a membersh|p

package online.

4

Text displayed after a new member has signed up for apackage. Use this to describe what happens
nextafter they ve signed up.

Terms & Conditions

They can also upload a file containing the
membership terms and conditions that will
Upload your venue membership terms and conditions (doc, doc, pdf. be attached to the email.

Choose afile to upload:

Once complete, click Save settings.

10



Creating new membership packages

Clubs have the ability to create two types of membership package - Fixed date or Date of purchase:

Fixed date membership package: Members will be “active” for a specified period only. All members will have the
same membership period.

Date of purchase membership package: Members will be active for a specified period (e.g. 12 months) starting from
the date the membership was purchased by that member.

To add a new membership package, scroll down the screen in the Membership module and click +New Package:

Al s Dateof pur

Fied date mermbersippockgs 10

Active Archived

50 records per page v More Columns(0) v

Name 1t Code Type Availability Start Expiry Full Cost Monthly Cost Sold Members Revenue

Section 1: Details:

Complete the first section with core membership package details:

Details

e | |

Code
Availability Anyone (public) ~

Type (®) Individual

Group

Category Adult v

Summary
Description

Eligibility

Notes on completing Availability and Category:
When choosing the availability of the package, consider the following:

Anyone (public) - the package will be publicly displayed for anyone to purchase online.

Invite only (closed to new members) - The package will not be visible online to the public. An invite is needed to
purchase this package.

Hidden (closed to everyone) - The package will not be available to anyone. Only administrators can add
members.

Unavailable (archived) - The package is no longer available at your venue.

When creating a junior membership, change the Category to ‘Junior’ using the dropdown menu. When creating a
family membership, select ‘Group’ as the Type and the category dropdown will automatically select ‘family’.

11



Section 2: Dates:

Next step is to determine the dates of the membership and whether it will be a fixed calendar date (same for all
members) or based on the individual date of purchase.

Depending on the type chosen, enter the fixed start and end dates or select the term length - the screen will alter
depending which option is selected:

Dates Dates

Type (® Same dates for all members Type Same dates for all members

(C) Based onthe date purchased (8) Based on the date purchased

Membership start date S Term length 12 months ~

Membership end date

Grace period (days) s} )

Grace period (days) | © )

Note: Clubs have the ability to provide a Grace period to allow members to continue being active after their membership
has expired — this is used to give members some extra time to pay and renew their membership.

Section 3: Costs:
Once the membership details and dates are completed, the next step is to determine the costs of the package.

Costs

Full cost for new members $

Full cost for renewals $

Note on complimentary memberships:

If a membership type requires no payment, such as an “Honorary membership”, the package cost is set to $0.00.
When members are added to these packages, the payment status will default to ‘Paid’.

Section 4: Payment method:

Payment method

The next step is to select all the payment methods

Credit card accepted for this membership package.
Cheque
Cash
Other
Chequeinstructions If cheque, cash and other methods are selected, you

% will have the option to add instructions for members.

Cash instructions

12



Section 5: Payment reminders:

Final step is to decide whether to send payment reminders to members if they have not paid. An automatic
reminder email will be sent to membership primary contacts 7, 14 and 21 days after a Payment Request was first sent.

Payment reminders ( ? )

After 7 days
After 14 days

After 21 days

Once all the details of the membership package have been entered, ensure to click Save package at the bottom of
the page. The newly created package will now be listed in the Membership module and is available for purchase.

Note on setting up seasonal memberships:
If the venue uses seasonal memberships, at renewal time the Club should create a new membership package using
details from your current package, e.g. Adult 2019.

It is then possible to import information from the current package into the new package. These members will roll
into the new package with a payment status of ‘Pending’, until payment has been received.

Editing a membership package

To edit a membership package, click on the package to open it and click Edit Package (underneath the name of the
package):

Adult test
Fixsd dote membership. @ PUBLIC & $0 g& 0 @ $0.36
ACTEmEMEESS cost

=D onsone This can also be
accessed by
clicking on
Member options
and select Edit
package from the

drop-down menu.

Members

Al Peidi)  NetPaidio)  Lssed(t)  Caecelled 0]

O contacts selected
Firsthame ListName Gender sunior Expiry Dte Payment Paid Registered Consents Status

" Test He 201022020 @ NoTPuD a0 Ne Lapsed

11910t Members Predos 1 Net

All details of the membership package can be edited except for the type and category if there are already members
that have been assigned to this package.

Discounting

The cost of the package can be edited, which is useful to adjust the price of a fixed date annual membership for
members who join throughout that year. After the cost has been changed, any member joining from that point will
pay the new price.

NOTE: To ensure accurate historical reporting, it is recommended that the Club sets up new fixed date annual
membership packages every year, rather than change dates/price of the 1 record each time - see next section.

13



Duplicating a membership package plus importing members into the new package

For historical reporting purposes, Clubs need to set up fixed date packages each year with the new price and dates.
To make this easier, it is possible to duplicate an existing membership package to create the next year's fixed date
package, and to replicate a package ‘based on the date of purchase’.

From the Membership module, find the membership package to be duplicated in the list, and click on the Options
button to the right of that package. Click Duplicate from the drop-down menu:

Date of purchase membership packages (7)

Active Archived

S0records per page v More Columns (0} v

Neme 1 Code Type Availability Duration Monthly Cost Sold Members

: , sn
0 o $0 Duplicate

Make hidden

Allens test Adult ® ANYONE 12months

Antheny & Allen 2week membership Adult ® ANYONE 2weeks

demotest Adult HIDDEN Continuous $0.00 Makeinvite only

DOPAPRIL

Make archived
Adult ® ANYONE Swesks

The following message will appear on screen:
Duplicate package &

‘When you duplicate this package we will copy it exactly as it is but set the dates forward one year for fixed date packages. We can
also move all your active members over in pending status if you choose to.

The new package will be set to hidden and you'll need to edit the package name and check the costs before sending the payment
requests to your members.

Import active members

This enables Clubs to import all of the active members already assigned to the previous year's membership package
at the point of creating the new one to save time. The box ‘Import active members’ is automatically checked on.
To create the duplicate package without importing the active members at time of setup, uncheck the box before
clicking on the ‘Duplicate’ button. NOTE: the import can still be performed at a later stage.

After the onscreen confirmation ‘Duplication Successful’ flashes up, the package that has been copied is displayed
on screen, with ‘Copy’ and a number added to the name field - the number of times a copy has been made to date.

Click the Edit Package button to make changes to the copied membership package to reflect the new years’ details.
Ensure you click Save at the bottom of the page to apply the changes.

NOTE:

Duplicated P %0 080 (§) 1000
packages —_——_—— e D simron b
automatically

show as Hidden

(availability), this S R

can be changed : .

by editing the

package.

NOTE: ‘Lapsed’ members in the previous membership package will NOT be imported during duplication. To import
lapsed members from a previous year's package, follow the ‘Importing from an existing package’ process in this
document. This process enables Clubs to import both lapsed and active members at the same time.

14



Sending renewal reminders to members — request to join the new package and pay

Clubs with fixed date membership packages can send renewal reminders to members once the import process has
been completed. From the Membership module, click on the membership package. Select all members by clicking
the check box next to the first name column, or select members individually as required.

Click on the ellipses button ... (three dots), then select Renewal to send the renewal email:

Request renewal

The subject line and top section of the renewal email is
o | v Sttt editable - Clubs can personalise the information to introduce
et | AduE Btk T Cuts the new membership package to their members if required.
—
S The email will include the Club logo.
[S—
For any bracketed text e.g. [FIRST NAME], the system will
— ‘ insert the personalised information for each member
'"“““""‘““‘IZ",_‘ I et Chscyomorn oo individually.

nt irst where yourl be able to manage the membership snd

your members]

Click Request payment to send the emails to all selected
members.

Member acceptance and payment
As soon as a member joins a new package, the Club Administrator receives an email notification advising payment
has been made. The payment history is updated (to reflect amount paid and payment method).

If payment for the membership package was taken online, the status is automatically updated to ‘Active’. If any other
payment method is selected (cash, cheque or other), the Club is required to manually update the member’s details
and status within the membership package upon receipt of physical payment offline.

At the same time as renewing their membership, the member will be prompted to check the personal details held in
the system and update if necessary.

NOTE: for Junior and Group packages, all renewal and payment requests must be sent to the main contact
(purchaser of the membership). To view all the main contacts in a package, select Main Contacts from the drop
down menu as shown below.

50 records per page ~ || ‘Main Contacts =

First Name = Last Name =
Beth Clark
Sarah Jones
Dan Smith

15



Sending membership payment requests at any time — payment is due/overdue

Clubs send payment requests for due / overdue payments on any membership package at any time.

From the Membership module, click on the membership package. Select all members by clicking the check box
next to the first name column, or select members individually as required.

Click on the ellipses button ... (three dots), then select Payment to send the renewal email:

Adult Membership
£ S0 Of 1 @ $100.00
Date of purchace membecship ® PUBLN o A
p I p— [ e — cont
[dn Package
Mt
ANy Paid 101 Not Paid (1) Lagned (0 Cancelled 100

t Name Last Name Geader Junier Expiry Date Payment Paid Registeced Status

I 1101 of § Membars Pravioas 1 Next

If the membership package is not set up for Auto-pay, the following Request Payment template is displayed:

Request Payment =
Subject: | Adult Membership at Brooklyn Tennis Clut The subject line and top section of the
renewal email is editable - Clubs can
Message: This is a reminder that you're invited to apply for the following membership - personalise the information to introd uce the
new membership package to their members if
required.

Parien A anbentie The email will include the Club logo.

The cost is $[FULL COST] in full. You can activate the membership via the ClubSpark
website. If you've not registered with ClubSpark before, you will need to set up a new
account first where you'll be able to manage the membership and other activities at the club.

For any bracketed text e.g. [FIRST NAME], the
system will insert the personalised

Apply now and activate membership [this is 2 unique link for your members]

Kind regards
Brookiyn Tennis Coaching information for each member individually.
_ Click Request payment to send the emails to
Request payment
all selected members.

The member acceptance and payment process is the same as member renewals (see previous section).

16



Managing members — viewing individual member records and summary statistics

When opening the Membership module, the top section displays the current membership statistics based on
income, revenue, total memberships, number of assigned packages that are paid, and number currently unpaid.

To see all members in all membership packages, click View all members in the top right of the page.

Membership

Packages ——
Gross Income By month ~ Membership totals

o
02 April 2019 - 02 April 2020 < | rar &£ $1,402.00

TomaL mevenuE

gg 25

TOTAL MEMBERSHIPS (22 MEMBERS)

. ®E
T - , ®Y

To see all members within each package individually, click on the membership package name in the subsequent

windows. The view can be filtered by membership type by selecting either Fixed date packages or Date of
purchase packages:

All Fixed date packages Dt of purchase packages]

Fixed date membership packages (13)

+ New Package

Active Archived
50 records per page ~ More Columas (0] v

Hama t  Code Type Availability Start Expiry Full Cost Monthly Cost Sold Members Revanus

2019 Active Life Membership ACT Adult ® HIDDEN 01/07/2019  30/04/2020  $0.00 5 5 s0 Options.
2019 Adult Membership ADU Adult ® HIDDEN 01/07/2019  30/06/2020  $160.00 53 52 $7680.00 Optians-
2019 Corporate Sponsor Membership | CSM Family ® HIDDEN 01/07/2019  30/06/2020 527500 1% 51 $3300.00 Optins
2019 Family + 1 child FAM+1 Family ® ANYONE 01/07/2019  30/06/2020 528500 1 3 $285.00

2019 Family + 2 child FAM+2 Family ® ANYONE 01/07/2019  30/04/2020  $305.00 & 20 s0 Optionsw

From within the membership package itself, use the filters and text boxes to define which members to view:

Members

All(25) Paid (8) Not Paid (17) Lapsed (14) Cancelled (1)

Ocontactsselected  Members 50 records per page ~ More Columns (0) ~

First Name Last Name Gender Junior

Expiry Date Membership Payment Paid Registered Consents
Troetofiter Tysetofiter Al v Al v Troetofiter Tysetofiter Al v Tyoetofiter Al v Al

Test 123 No 31/05/2016 2015/16 Membership Test ® PAD $0.00 No

NICOLA ABERCROMBIEL No 01/09/2020 1.2017/18 New Package Copy 2 Copy 2 ® NOTPAID $0.00 No

17



Editing memberships for individuals

From the Membership module, click on any individual member within a membership package to see the details of
that individual’s current membership status:

e P There are three tabs in the centre of the screen to change options.
—— e e By default the screen opens to show Costs and Payments & refund

e 100

Editing payments:

S

To edit payment details, click the Edit button, as shown below, and overtype the fields with the updated information.

The Edit button changes to a blue Save button when in editing mode - click Save to apply any changes before
moving to the next screen.

Payments & refunds

Date Method Amount (§) Status

CoreMembership B | os/0a/2020 Cash v 2000 paid v

Add payment
ADULTLIVE-LIVE / TESTLIVE

TESTLIVE

ADULTLIVE-LIVE | Send Invite

Changing member status:
From the top section of the screen, it is possible to change the membership status for
the member by using the drop down menu as displayed.

Contact Details

For members to start receiving benefits through ClubSpark (i.e. member cost rates),
their status must be set to ‘Active’. core memberstip

Deleting a package from a member:

NOTE: In order to delete a membership from an individual, the membership must not be ‘active’, or have any
payments against it (unless if they have been cancelled). Follow the above steps to edit the payment details to set
the status to ‘cancelled’, and change the membership status to ‘cancelled’. Once this has been done, the Delete
membership button in the top right of the page becomes available:

ADULTLIVE-LIVE / TESTLIVE Delete membership

TESTLIVE

ADULTLIVE-LIVE | Send Invite

Status: Renewal: Starts: Ends: Payment:

Cancelled v 8 | 231212019 B | 3v12/2019 ® NOTPAID

Delete membership?

Are you sure you want to delete this membership? This action is irreversible

Check the confirmation box, then click Submit: el

18



Poments  Membrhfo  GontactDelaits

Refunding a membership

If a refund is required to be processed for a membership that has been purchased online via credit card, club admins
must do so via their Stripe Dashboard.

i Home Succeeded Once logged into Stripe, click on Payments from the left
hand side menu to find the charge to be refunded.

Disputes ¥ Filter
7, Balances Click the ellipses button ... (three dots) to the right of the
W AMOUNT cesceetion charge and select Refund charge.

Enter the amount to be refunded - the default is a full refund. For a partial refund, enter a different amount to be
refunded.

Select a reason for the refund, then click Refund.

NOTE: If you select ‘Other’ as the reason, you must provide an explanatory note that is attached to the refund.

Once you issue the refund via Stripe, you will want to reflect the refund within the software - From the Membership
module, find the member you're refunding and click on the individual member within the membership package to
see the details of that individual’s current membership status

F— Click Edit, then change the Payment status using
the drop down menu to Refunded then click
Save.

Status: Reewat: (2 stars Ens Paymant

Actie B ovosaom B xowmon * P

Update the member status using the drop down
menu to Cancelled. This will ensure that
membership rules and pricing is no longer
applied for this contact.

Costs

Uil Cost($) Maonthiy Cost (51

Payments & refunds

Adding family members to a family membership

Additional family members can be added to a family membership package purchased by the “Main contact” of the
family, once the main contact has been allocated with the package.

Select the main contact from the family membership package to bring up their profile, then select the Member Info
tab and click Add member, as shown below.

19/20 Family membership -/ Willlams

Williams

19/20 Family membership - | Maln Contact Reglstered

Status: Renewal: (7))

Active

Members (1)

Serena Williams

Reglstarad

Phone number
0400000000
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Additional family members can then be added under the same family membership package as the Main contact (i.e.
Head of the family). If the family member is already in the Contact list in ClubSpark, then select Existing contact and
begin to search for their name. If they are not in the contact list, select New contact to enter their personal details,
and click Save at the bottom of the page.

Member Info

Contact type @ New contact Existing contact

First name

Last name

The new family member will now be listed as an active member under this family membership package.
Williams

19/20 Family membership - Main Contact Registered

Status: Renewal:  (7)

Active v

Payments Member Info ‘Contact Details

Members (2)

James Maher

Not registered

Phone number
Not set

Serena Williams

Registered

Phone number
0400000000

Exporting members assigned to a membership package

A list of members assigned to any membership package can be exported to CSV (Excel) and PDF format.

CSV format is useful for mail outs and complex reporting - it is highly editable and includes 39 information fields
relating to the member’s contact record information, membership package information, and communication
preferences.

PDF format is useful for base reporting - it is non-editable, and includes the following fields: first name, last name,
gender, membership package, expiry date, payment status, amount paid, registered Yes/No, and member status.

From the Membership module, click into the relevant membership package, and select members to be exported.
To select all, check the box next to the First Name field. Otherwise, check the box next to the individual member’s
names as required. Once all relevant members have been selected, click the ellipses button ... (three dots):

Members

All(25) Paid (8) Not Paid (17) Lapsed (14) Cancelled (1)

) O e ———— Sresordsper e MoreColumes Q) -

First Name Last Name Gender Junior Expiry Date Membership Payment Paid Registered Consents

Al v All v All - o o fiter Al v Al
v | MicoLa ABERCROMBIE1 No 01/09/2020 1.2017/18 New Package Copy 2 Copy 2 ® NOTPAID $0.00 Ne 20

v | Test Admin Mo 01/09/2020 1.2017/18 New Package Copy 2 Copy 2 ® NOTPAID $0.00 No

K

Testing Administrator Access M Mo 30/06/2020 10 ® PAID $0.00 Yes

Giannis Antetokounmpa No 30/05/2020 familylive ® NOTPAID $0.00 No



Options will appear to choose whether to Export PDF or Export CSV: ‘

—
.'-ZS(ontactsseli
\

Export PDF

it Mame

Export CSV

Emailing members from ClubSpark

Clubs have the ability to email members directly from ClubSpark. Emails can be sent through the Contacts module or
Membership module. If clubs wish to include attachments in the email, this must be done in the Contacts module.

Members

Emailing from the Membership module:

All(6) Paid (0) Not Paid (6) Lapsed (2}

Clubs can send emails either within their membership package or by clicking View all
members in the top right-hand corner.

-) Al scontacts selected Clear selections  Members

First Name Last Name

5]

Select all the members you wish to email by checking boxes next to each name
individually or clicking the ‘select all’ box which appears next to the First Name column
label. Once selected, click the email button above the selection boxes.

Micky Atkinson
Rene Botha
Anthany DalSasso

test four

NOTE:
Emails will NOT be sent to junior contacts - their main contact will receive any emails
sent. See the later section on ‘Emailing and Juniors’ for further information.

Partner one

Test one

[0 me o ©

1106 of 6 Members.

The following overlay will appear:
Ensure the Include unregistered box is checked to
send emails to those who have not yet registered in

ClubSpark (e.g. after importing member records)

By clicking Show recipients, a list of who is going to
receive the email will be displayed.

5“"i3°“| | NOTE: this number may be lower than the number of
T contacts selected for such reasons as: a member has
unsubscribed from emails; a member does not have
an email address associated with their record; the
member appears multiple times; the contact is a
junior.

Email members

To

1 recipient Show recipients

Message:

Enter the subject and email content. The system will
y automatically enter the First name of the recipient on
T the email that they receive.

Once complete, click Send to issue to all recipients.
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Emailing and juniors - restrictions

Emails are not sent directly to junior contacts in ClubSpark. To make contact regarding juniors and their
memberships, the email is sent to their parent/guardian.

From the Membership module, select the junior membership Members
package to display the list of assigned members. i et s s coert
Change the view to Main Contacts using the drop down menu: I
First Name Last Name + Gend:
Micky Atkinson
Rene Botha F
test four
Partner ane M
Test ane M

Members 1to 50f 5 Members

All(6) Paid (0) Not Paid (6] Lopsed (2)

Select all the parents/guardians to be emailed and press the Email button at the top of
j Al 6 contactsselected Clear selections  Members the CheCk bOXeS.

? . Follow the same process as the Emailing members in ClubSpark section above.

Micky Aatkinson

oo NOTE: remember to check the box Include unregistered contacts to ensure the email
Gy oo reaches all intended recipients. This is particularly relevant with juniors as their parents
may not be registered users of the same club.

Partner one

Test one

1106 0f 6 Members

Viewing email history in the Admin area

Clubs have the ability to track specific types of emails sent using ClubSpark via the Email log. The following types of
emails are visible:
e Membership emails
o Membership renewal requests
o Membership payment requests
e Venue emails
o Custom emails to contacts, users & members
o Invitations to register
e Programs emails
o Program attendees email

To access the email log from within the Admin area, click on the Envelope icon in the top right hand corner of the
screen next to login name:

= Michael Atkinson

Packages View all members Settings
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Emails will display according to the date range entered in the ‘From’ and ‘To’ date boxes by default. Enter a date
range to search for emails within a specific period, then click Update:

Email

From || 08/04/2020 To

Alternatively, click on one of the ‘Show Me’ options on the Email log page - this will automatically provide a list of
emails for that specific period:

Show me: Yesterday This week This month

The email record displayed includes: send date, email address, first name, last name, subject heading and status.

50 r=cords per paze v

To email Firstname Lastname Subject Status Type

Send date

25 Jan 1905:10:27 unknown007@tennis.com.au Anthony Sasso Invitation to Deme Tennis Club on ClubSpark Opened
By clicking on any individual email, an overlay will show the full text that was included in that email.

Email Status types:

e Pending - the email is in a queue, waiting to be sent out by the ClubSpark system.

e Sent - the email successfully left the ClubSpark system, and is attempting to reach the recipient address.

e Opened - the email was browsed by the recipient - assumed to be read.

e Clicked - the recipient has clicked one or more links within the email. NOTE: links are only clickable depending
the recipient's browser - some recipients may need to 'copy and paste' the link into an internet browser to see
the file / web location.

o Blocked - the email did not leave the ClubSpark servers due to a permanent error e.g. an invalid or non-existent
email address, or the recipient reported ClubSpark as spam. Some emails may show the status 'pre-blocked' -
means there was an existing error with that email address that the ClubSpark system has previously logged.

e Bounced - the email has been returned with an error and could not be delivered: e.g. recipient’s inbox is full,
recipient server is not available, email address does not exist, etc.

Attaching a main contact to a junior contact

When a parent/guardian purchases a membership for their child, the parent/guardian should be saved as the ‘main
contact’, although the membership package is linked to the child. The main contact is the person that will receive any
emails from ClubSpark when the junior is emailed using the processes described above.

Clubs have the ability to manually link a junior contact to their main contact/parent/guardian if this is not in place.

From the Contacts module, search and click the junior that requires a main contact to be added.

Parent/Guardians Click Add parent/guardian at the bottom of the page.

Rene does not have any parent/guardians.

: Please Note: This box will only display for those contacts who have the Junior Tag
Add parent/guardian

Enter the necessary details of the parent/guardian and click Submit. The screen reverts back to the junior’'s contact
record, which should now display the relevant parent/guardian added.
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Contacts Module

The contacts list will consist of members from the club and anyone who has either booked a court, registered to an
event or a program available through the ClubSpark platform.

Access the Contacts module by clicking on Contacts from the left hand side menu.

Adding a contact
To add a contact to the Contact list, select Contact Options in the right hand corner, then click Add new contact.

Contacts Archived contacts Contact tags

Contact Options v

Contact tags

Add new contact

View archived contacts

50 records per pag

Created

You'll then be prompted to enter the contacts details, as shown below.

Add Contact S
NOTE: Not all contact fields are required to be entered, when

e adding a contact in the admin area.

This is to ensure that only known data is entered into the system.

_ When an invitation is sent to the contact, they will then be
required to enter mandatory fields to create an account.

Phone number
Clese

Click Submit once the details have been added and then you'll be able to view the contacts profile or make edits to
add further information such as date of birth, gender and address details or assign roles and tags.

Last name

Add Contact 2

Giannis Antetokounmpo has been added.

View profile | Edit contact

Close

Contact tags

Clubs have the ability to add tags to contacts, which allows for identifying and communicating to specific groups
easier and helps to save time when managing large contact lists.

Creating custom tags
To create a custom tag(s) click Contact tags in the top right corner of the Contacts module, as shown below.

Contacts Archived contacts Conitact tags

Contact Options+

50 records per page ~ More Columns (5) ~

Created
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Contacts

Custom Contact Tags

Your custom contact tags

Please note once a tag is deleted, it will also be d from a contact's profile.
Tag name Committes
Tag name Open Day
Tag name
Addnew tag

Adding tags to one or more contacts

Simply click Add new tag, then enter the Tag name in the
text box. Remember to click Save tags, once all custom tags
have been added.

Once a tag is added, you will then be able to assign the new
tag to contacts.

You will also be able to delete a tag from this page, by
clicking the Delete button on the right of the row to the tag
you're wanting to delete, then click Save tags to make the
deletion.

NOTE: Once a tag is deleted, it will also be removed from a
contact’s profile.

To assign a tag to all contacts or selected individuals, head to the Contacts module and select all contacts by placing
a tick in the box at the top left-hand corner or by ticking the box to the left of their ‘Unique ID'.

Contacts (14)

. '\:I 11 contacts selected: Clear selections
S

Q)

S A W e
Unigue ID 7 First Mame
1067602 Giannis
1067523 Claire
1067596 John
1067527 Andrew
1067524 Jim
1067592 Lizzie
[ ]] 1067597 Jake

When all contacts have been selected, click on the Add
tags to contacts button (tag icon) at the top of your
contact list and the below overlay will appear.

Tick/select the tag(s) you wish to apply to the contacts
selected, then click Save and then click Close.

Add tags <

Booking
(Committee

Holiday Camps
‘Open Court Sessions
(Open Day

Star

Manzge contact tags

You will now find the tag(s) have now been successfully
applied to the contacts.

Use the ‘Tags’ column on the filter bar along the top of the contacts to filter the contacts by tag, as shown below.

Contacts (14)

O contacts selected:

Unique ID Last Name Email

1067502 Giannis Antetekounmpe
1057528 John Doe

1067524 Jim Frey

jim frey@test.com

With this filter applied, it enables
E— clubs to easily select a group of
— contacts to then perform tasks
such as emailing or exporting a
report.

HOUDAY CAMPS

HOUDAY CAMPS
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Searching for contacts
Enter a value in the filter boxes to define the search of contacts as shown below.

UniqueID 7 First Name Last Name Email Tags Registered Member Status

Type to filter Type to filter Tyoe to filter Type to filter All All ~ All ~

The columns displayed can be customised by clicking More Columns on the right of the table and then ticking the
boxes to the columns you want displayed.

Contacts (10) Contact Optionsv
0 contacts selected: 50records perpage  |More Columns (2) ~
Tags Member Crested
Junior Email Registered Unsubseribed Status S
v Typetofiter Al v v v
- - A - Preferred Language
i +] Member status >
1067523 Claire Boyd No dlsireboyd@test.com oo jmiiced No Active Member 11/05/2020

27/04/2020

1067596 Joha Doe No No No Non Member 11/05/2020 11/05/2020

If you click on a contact, you will be able to view the contacts personal details, membership packages, responsibilities
and tags.

By clicking Profile options on the right hand side of the page, as shown in the image below, you will also have the
ability to email the contact, invite the contact (if they are unregistered) and edit the contact to update details or add
responsibilities or admin roles.

Claire Boyd

Mermber Since 03 Apr 2013

Mobi

PrivatePIN

Email

Memberships Responsibilities

Name Role

2021 Adult Membership Member

S

Sending invitations to contacts is important to ensure when they register an account with ClubSpark that it is linked
with the contact record that appears in the Contacts list. This is particularly important with members of the club.

By members registering their ClubSpark account via the unique link within the invitation email that is sent by club
admins, this will ensure that the system recognises them as a member, so if they were to book a court online or
register to a program, they will be given discounted rates as a member.

Members can receive their unique link to register (invitation email) in a number of ways via the ClubSpark platform,
such as:

e Membership payment requests and/or reminders,

e individually via the Contacts module, or

e in bulk through the Membership module (either all members or by specific membership package)
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Note: Contacts have a month to action the invitation email, before the invitation becomes expired and a new
invitation is required to be sent.
Its also important to note that unique email addresses are required, therefore you will need to determine which

contact record will need to be sent the invitation to register for contacts who share email addresses (i.e. family
members).

Sending invitations individually

In the Contacts module, use the filters to search for the contact that you're wanting to invite, then click on their
profile.

Contacts (10)

0 contacts selected: Resetfilters 50 records per page v More Columns (2) v

Unique ID 70 FirstName Last Name Junior Email Tass Registered 1 Unsubscribed

Member Status Last Active Created
1067600 James Mzher No jmah@tennis com.au OPEN COURT SESSIONS Ne No Non Member 12/05/2020 12/05/2020
1067599 Jimmy Maher No Ne No Active Member 12/05/2020 12/05/2020
1to2of Zcontacts Previous 1 Next

Click Profile options on the right hand side, then click Invite contact, as shown below.

Contacts Contacts  Archived contacts  Contocttags

James Maher

You have the option to add additional information into the invitation email that will be sent to the selected recipient.
Then click Submit when you're finished and the invitation will be sent.

Email Contact &

Message:  HiJames,
Serena Williams has invited you to register with Cincinnati Tennis Club for Book a
Court. Please login or register using the link below to update your details.
ister or login now [this is 2 unigue link for the contact]

Kind regards
Cincinnati Tennis Club

Close

If you head back to the Contacts page, you can filter your search to display contacts that have been ‘Invited’ by using
the drop down menu under the ‘Registered’ column.

Contacts (12)

0 contacts selected Resetfiters  S0records per page v More Columns (2) v
Unique ID 2) FirstName LastName Junior Email e Registered 1+ | Unsubscribed Member Status Last Active Created
o o~ M T (e a et | | [a L [ HE
1067526 James Maher No jamesgtenni com 2u vouDArcames nvted No Active Member 0710512020 2710412020
b 12/05/2020 ! !
. . mited
1067600 James Maher No jmahi@tennis.com.zu OPENCOURTSESSIONS ™ No NonMember 12/05/2020 12/05/2020
12/05/2020
1ta20f2 contacts

Previous | 1| Next
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Sending invitations in bulk to all members

To send invitations to members to register a ClubSpark account, head to the Membership module in your admin
area, then click View all members in the top right.

Membership

GrossIncome | Daily

05-12 May 2020

Membership totals

£, $770.00

o814

OFS
®e.,

Filter the search of members, by selecting Main Contacts in the drop down menu, as shown below.

Members

All (14) Paid (6} Mot Paid (8) Lapsed {4)

Ocontacts selected |  Main Contacts ~

Membars
First Name
.
Claire Boyd

Cancelled (0)

Junior

Expiry Date Membership
- Al v Type tofilzer Typatofiter
No 30/04/2022

2021 Adult Membership

Then apply the necessary filters to show contacts only with ‘No” and ‘Active’ under the ‘Registered’ and ‘Member

Status’ column, as displayed in the image below.

0 contacts selected:

Unigque ID 7 First Name

Members

All (14) Paid (&) Not Paid (8) Lapsed (4)

)| All 16 contacts selected Clear selections  Main Contacts ~

First Name Last Name
Claire Boyd
Claire Boyd

Last Name

Cancelled (0)

Email Registered Member Status

Mo -

Active Member v

Then select all contacts using the check box next to the ‘First Name'
column or select individual contacts using the check box next to each

an

F

F

sencer  CONtact. Then click the ellipses button ... (three dots) and click Invite.

You will have the option to add additional information into the invitation email that will be sent to the selected
recipients. Click Invite to send the invitations.

Sending invitations in bulk via membership package

From the Membership module, click on the membership package name.

Fixed date membership packages (7)

Active Archived
Name 1 Code Type Availability
19720 Family membership Family ® HIDDEN
2019 Adult 19Adult Adult ® ANYONE

Start

01/07/2019

01/05/2019

Then follow the same steps above of applying the

necessary filters and selecting the appropriate contacts
iy to send an invitation.

30/06/2020

30/04/2020
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Adding responsibilities and admin roles

Before you can assign a booking responsibility to a contact, you will need to first set up your responsibilities. Refer to
the steps outlined in this user guide under the Bookings module to set up your responsibilities.

To provide a contact with an administrative role (in addition to the Administrators module) or a booking
responsibility, head to the Contacts module and use the filters to locate the contact you are wanting to provide such

account levels and click on their profile.

Then click Profile options on the right and select Edit contact.

Gender
Femzle
Dateofbirth
08 August 1975

Claire Boyd

Member Since 03 April 2013

Mobile number
07765433460
Phone number
0946455669

Email

claire boyd@testcom

Emergency phone number

Edit contact

Private PIN Email contact.

6768 Invite contact

You will then have the ability to edit contact details, assign a tag, add roles/responsibilities or administrator roles to
the contacts account by checking the appropriate boxes.

Tags

Tags

Organisation roles

Roles

Administrator Roles

Booking
Committee
Holiday Camps

Open Court Sessions

Open Day

Manage contact tags

Coach
League Captain

Staft

Manage roles

Super administrator /37

Administrator f ; Y
Booking ad ministrator
EBooking sheet administrator]
Contacts administrator

Membership administrator

Coaching administrator

‘Website administrator

Once you have checked the appropriate box, ensure you click ‘Save contact’
at the bottom of the page to apply changes.
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Merging Contacts

Club administrators have the ability to merge contacts in the clubs contact list.

Head to Contacts in the admin area and use the filters to locate the two contacts you want to merge, check the box
next to their ‘Unique ID’, then click on the ellipses button ... (three dots) and click ‘Merge contacts’ as shown below.

Contacts (108) Contact Options -

50records per page v Reset filters  Clear selections 2contacts selected: (=) |:

UniquelD 2 First Name Last Name Email Tegs Registered Consents Bupert POF

Typetofiter et Tyeetotiter Tyeetotiter a Al v Al v || eV

0980850 Test Addmennt com e o | —

0980850 Test ashleafeb test1234@tennis.com.au Yes Active Member 0
0980834 Test Bookingcontact booking2@sportlabs.com Yes OUR OFFERS Active Member 0
0980835 Test Bookingcontactfriend No Active Member

0019524 Test Casual No Non Member

Check the appropriate box for the details, which you intend to keep, then confirm your changes and click ‘Merge’.

Merge Contacts

This action is irreversible. Please take extra care when merging contacts! If in doubt contact play@tennis.com.au for guidance.

Contact One Contact Two Merged Contact
Name Test Bookingcontact 0 Test Bookingoontactfriend  Test Bookingcontact 0
Unigue ID 0930834 0980835 0980834
Email address booking2@sportlabs.com  None booking2@sportlabs.com

Registered | ; ) Yes No Yes

Membership | 2 )

Use login account . m
Use email address O] v= |
Use contact details ( 7 ) ® m

I confirm that | would like to merge these contacts

NOTE: This action is irreversible. Please take extra care when merging contacts! If in doubt contact
play@tennis.com.au for guidance.
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Deleting or archiving contacts

Clubs have the ability to delete contact(s) from their contacts list. A contact can only be deleted if they do not have
any administrator roles, an active membership or main contact - to delete a contact with any of these, you will need
to edit the contact to remove all roles and/or cancel their membership.

Deleted contacts will be archived for 30 days and then deleted permanently. This will remove the contacts from the
clubs records and anonymise all historical transactions related to this contact.

NOTE: Once deleted and the 30 days of being archived has passed, the contact cannot be restored. Please take care

when deleting contacts.
Cerimail Within the Contacts module, select the contact(s) you wish to

delete by ticking the box next to the ‘Unique ID’ column.

™ 5
)] 1 contact selected: Clear selections

Then click the ellipses button ... (three dots) and click Delete

oot 70F contacts.
7/ First Name Last Name 1
Export CSV . . . .
Tymetofiter Tipstofitar The following overlay will appear, tick the box to confirm your
deletion, then click Confirm.
Serena Williams
Delete contacts a3
1067601 Nicholas
1067603 Delete Test

Clubs also have the ability to archive contacts (without permanently deleting them after 30 days), if they're unsure
about deleting a contact. Archiving contacts must be done individually by clicking on the contacts profile, clicking
Profile options and then Edit contact.

In the top right hand corner of their profile, click Archive contact, then click Yes in the next overlay to archive the
contact.

Contacts Archived contacts Contact tags
Archive contact

. Archiving thi: remove contacts. You can restore an
record use the delete function.

To view contacts that have been archived or deleted, click Archived contacts in the top right corner of the Contacts
module, as shown below.

Contacts Archived contacts Contact tags

Contact Options+

Contacts

By clicking on an archived contacts profile, clubs will have the ability to
restore the contacts back to the active contacts list, by clicking Restore
as shown below.

Delete Test ARCHIVE

Mobilenumber
Notset
Phone number
Caky Notset
Netset Emall
Dateotbirth —
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Website Module

Activating the ClubSpark website

The first step in using the ClubSpark website module is to activate the website.

NOTE for current Book a Court Clubs: by activating the full website, this will replace the current Book a Court
landing page. Therefore, existing Book a Court venues need to allow sufficient time to set up the website when
activating this module to avoid issues.

Select the Website module from the left hand side menu, and then click Activate Full Website.

Website

Activate

Welcome to ClubSpark Website Manager:

wto get started

rebsite within minutes. This includes

Activate full website

After the website has been activated, a website address will be issued and content can be begin to be added.

To view the website at any time click on the View page online button at the top right of the Website module.

Settings

Website

Home Membership Booking Programs Holiday camps. Events News Competition Custom2 Custom 3 Contact

Home: View page online [

tousethe in that manner. All childrenin photographs should be

You must ensure that you only use photographs which you have the rights to. You must u ined consent from any indivi dinthe caseof indivi
dressed i ith other groups of child aduts. you agree to the following

NOTE:

Navigation
8 The Show in navigation slider button needs to be set to blue (on) in order for

the page to be live on the website — this should be done once drafting for the
page has been completed.

To hide a page either during construction, or to remove it in the future, turn
this slider to grey (off) and save changes.

Show in navigation?
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Website settings

From the Website module, click the top-right Settings button to update the core fields affecting the look and feel of
the Club’s personalised website:

Website Support with website manager

Home Membership Booking Events News Custom 1 Custom 2 Custom 3 Contact

URL Segment settings

The URL segment is used to create a unique web address for your ClubSpark website - this is visible in the web
browser address bar. To change the text, overtype the field with the desired information. Once saved using Save
page changes, the website will be updated

The URL segment format should be the club name without spaces e.g. DemoTennisClub

The Short URL segment can be used to create a unique short web address for the venue. This can be used as an
alternative on social media, flyers, posters, or anywhere else where space is at a premium e.g. DemoTC

Website

Settings

UIRL Segrment DemaTennisClub

=
h
-

Short URL Segrent Cemg

Setting the Club logo
To add the club logo click Browse for images. NOTE: the file format for uploading the logo must be JPG, PNG or GIF.

Upload new logs

[©)

Browse for images

Logo URL override
{optional)

NOTE: Logo URL override - using logo to link to an external website

Clubs can also link to an external website using the Logo URL override (optional) - when consumers click on the
club logo, they will be taken to the external website rather than the Club’s ClubSpark Home page.

If the venue operates a separate website that links to the ClubSpark pages, then 'logo override' is a convenient way to
direct users back to the venue website after their ClubSpark transactions have completed.
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Enter the web address of the destination into the Logo URL override field, and click Save page changes

Setting the primary colour of the website

The primary colour of the website and header style can be changed by the Club to personalise the appearance.
Header style then dictates the blend - use the radio buttons to choose between having a white background with
your chosen primary colour as your text, or having your chosen primary colour as your background with white text:

Primary colour || [l 7|

Header style | (® White background

Primary calour background

The Logo Includes Venue Name feature can be used if the Club logo image already includes the venue name. If the
slider is ticked on (blue), the venue name will not be displayed in text next to the logo in the website header.

LogolncludesVenueMName

=)

Social media links for the Club

Click on the link back to the venue setup profile page to add / update social media account details to appear in the
footer of the website homepage:

Social

Add Twitter, Facebook and Instagram accounts to your venusg or them to appear in your footer.

Save changes
Once all changes have been made, click Save page changes:

To view the website with these changes applied, click Website and then click View page online:

Website Settings

Home The Club news Custom2 Rene Custom Programs Events Rene Bookings Membership Holiday Camps More

Home
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Overview of the Website pages available

Depending on the ClubSpark modules that are activated for a Club, different website pages become available for
editing in the Website module:

Website
Home Membership Booking Programs Holiday camps Events News Custom 1 Custom 2 Custom 3 Contact
Page name Description
Home Home page for the Club - logo, welcome text, introduction, photos, partner logos
Membership *Only visible if Membership module is activated - membership package information, and ability
to purchase any packages that have been configured to be purchased online
Booking *Only visible if Booking module is activated — used for Book a Court for court hire purposes
Programs *Only visible if Programs module is activated — see Programs section below
Holiday camps | *Only visible if Holiday Camps functionality is activated
Events *Only visible if Events module is activated - see Events section below
News Enables Club to add news articles to be displayed
Custom 1,2 &3 | Enables Club to decide web page name and contents
Contact Information page for how to contact the Club and Directions

Website Home Page

On the Home page of the Website, clubs can provide information about the venue, add cover photos, include a
photo gallery and display partners. In addition, the Home page will also include a map showing the location of the
venue.

Enter the Search Engine Optimisation page title and meta description. These details are what appear on a search
engine (e.g. Google) when a search is entered.

) _— Note:
Search engine optimisation (SEQ)

Specify a page's title and description as they will appear in a search engine results page

SEO page titles are displayed on search engine
results as the clickable headline for a given result,
as well as in the browser. This is important for
usability, SEO and social sharing. The title will be
prefixed by your venue name.

SEO page title

SEQ meta description

Entering SEO meta descriptions helps visitors
click through to your page — especially if it's
relevant to the contact of your page.

It's best to keep meta descriptions long enough
that they're sufficiently descriptive.
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Enter the Main header text, sub header text & header image. See the below image to understand how this is

displayed visually on the Home page:

Header image
Main header text

Cincinnati Tennis Club

Sub header text

Welcome to

Header image

Browse for images

Remove photo

of this photo we recommend uploading a photo with dimensions of 1800px by 440p:

Cincinnati Tennis Club

HOME BOOKING NEWS COMPETITION

Cincinnati Tennis Club

Welcome to

Enter the introduction heading and text - use this field to welcome people to the club:

Introduction
Introduction heading

Intraduction

Introduction text
ity Ca [ Y W EE B I U|f =S| Fomat

Hello and welcome!

Gallery

Remave photo

Upload new gallery photo

Browse for images

NOTE: Utilise the tool bar above the text box to
change format and size of the font that will be
displayed, and/or to include hyperlinks to other
websites.

Use the Gallery section to add photos. A maximum of
5 photos can be added, which will play as a slideshow
on the Home page.

To add photos, select Browse for images, then click
Upload, select the photo from your computer then
once added, double-click the image for it to be
uploaded on the page.

NOTE: photos must be added one at a time. When adding a second image, ensure to click Save page changes at
the bottom of the page after each one to add the new image to the gallery.

Lastly, ‘partners’ or ‘sponsors’ can be displayed at the bottom of the page. A maximum of 3 partners can be added:

Partners

Fartners

Remove photo

Upload new partnes logo

Similarly to the gallery function above, to add a photo, select Browse for
images, then click Upload.

Find the right image and double-click for it to be uploaded on the page.
Enter the partner’s name.

It is also possible to add the partner’s website - if done, the image
displayed for the partner will be hyperlinked with the website address
provided in this field.

Ensure to click Save page changes once all details are entered.
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Website Membership Page

On the Membership page, clubs can add information about membership packages and any packages available
online to public will be displayed on this page.

Navigation - making the page visible online

. o By default, the Show in navigation slider is turned grey (off).
Show in navigationz This must be ticked (on-blue) to make this page visible on the website.

This enables the Club to complete the page in draft before it is visible. To hide a page (for example while making
changes, or if the functionality is no longer available), turn this slider back to grey and save changes.

The Navigation sort order is used to re-order the main navigation menu on the website — the lowest number
appears on the left of the screen on the website. By default, all pages are set to 0 until this number is entered.

For example, setting News to 1, Membership to 2, and
Booking to 3 would mean the website navigation bar would
be displayed as Home, News, Membership and Booking.
N A custom page could then be set as 4 and so on.

HOME NEWS MEMEERSHIP BOOKING

Navigation sort order

4

The Navigation text is the text to be displayed as ~ [e=tent=x
the “tab” on each page of the website.

To assist with search results on search engine websites (e.g. Google), Clubs have the ability to optimise the search
engine results for each individual page, by specifying the title and description as it would appear as a clickable
headline in the web browser.

SEO page title: the title will be prefixed by the venue name (e.g. Venue / Membership).

SEO meta description: the description should be a concise summary of the web page content (50-300 characters).

Search engine optimisation (SEO)

Specify a page's title and description as they will appear in a search engine results page

SEO page title ?)

SEO meta description ?)
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Page content

Add an image specific to the page if required, then enter the page heading and content that is to be displayed:
Page content

Header cover image

[c]

Browse for images

For best viewing of this photo we recommend uploading a photo with dimensions of 1800px by 500ps

Page heading

Content

®Aln & Wi BT U (% 2| Fomat - B TlSoure

Homepage feature

To aid with online sales and providing membership information easily, Clubs have the ability to feature the
membership widget on their homepage, see image below:

Membership emembership
Want to find out more information about becoming a member at Demo Tennis Club?

To add the membership widget, turn the Feature on homepage button to blue, then enter the heading and text
that should appear on the widget on the homepage.

Homepage feature

Featureon homepage?

Adding Sub Pages to any webpage

Clubs have the ability to add up to seven sub pages to each web page. Click Add sub page, then click Save page
changes at the bottom of the page.

NOTE: this is required before the Club can begin to add content to the sub page
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Sub pages

Add and manage subpages for thiz section

Sub pages

Add sub page

Once saved, the system will allow the sub page to be edited. Click Edit and add the relevant page content,
remembering to click Save page changes at the bottom of the page when completed to apply changes.

Sub pages

Add and manage subpages for this section

Sub pages

Add sub page

Enter all the relevant details to set up the Membership page, including Navigation sort
order & text, page content and images, then click Save page changes to apply the

changes to the website. (NOTE: this page will not be ‘live’ unless the show in

navigation slider is ticked (on - blue) as described above).

Website Booking Page

Clubs with Book a Court will be able to use the website booking page. If clubs do not use the Book a Court system
and want to have a “Court Hire” page, we recommend using a Custom Page with the title Court Hire.

For existing Book a Court clubs, when the booking page is activated, the booking sheet will be shown on this page. If
clubs are moving from a Book a Court venue landing page to the website, they should activate the booking page
immediately so that players are able to make bookings from the website.

To do so ensure you turn the Show in navigation button to blue. Show in navigation?

Enter the relevant page content including titles, images and text as described in the Membership page section
above, and remember to click Save page changes at the bottom of the page to apply changes.
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Website News Page

Within the News page, Clubs can publish articles which are of interest to their website visitors. Clubs can assign these
articles to a category that can be used by website visitors to filter content.

To add the News page to the website, ensure the Show in navigation slider is turned on (blue). Set the sort order,
enter the Navigation text and search engine optimisation text as described in the Membership Page section above.

Feature: adding Club News snippets to the Home Page

To activate the news widget on the Club’s Home page, turn the Feature on homepage slider to blue, then enter the
page title that should appear on the widget on the homepage. Ensure to click Save page changes after updates.

Page content

Feature on homepage?

Page title

Adding News Articles

To add a news article click Add new article button:

Save page changes Add new article

Articles
Year

2020 v
Month

April v

Mevis /M Mew article

Mavigation

Showrinpublic listing?
Clubs can decide if this article will be displayed in the public listing (e.g.
can draft the article first for other administrators to review, or prepare in

advance of an event ready for activation at the right time).

Page content
Feesiiie In addition to the title of the article and category for searching, Clubs also
set the article published date and the category.
Category
- N The article will not appear in the public listing until the published date is
Puiblished dat= reached.
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The article summary text is added (what appears on the Homepage widget and on the News front page), plus the
option to add a photo, and the full text to appear in the article when it is opened:

Lestang surmmsry
o
Uplozd new phota
=
Browse for imeges

For et viswing of this photowe recommend uploading 2 photo with dimensions of 1300gw by 240
Page text.

T ] & S B I U |de 55 | femw -] 3 1S
For bestviswing plesse uplosd images that are F00mvids

Once all information has been added, click Save page changes at the bottom of the
Sarve pagr changes page (remembering to set Show in public listing slider to on (blue) and with a valid
published date to make the article appear online).

Searching for old / draft articles to edit or delete

Articles
-
21y v Within the News page, Clubs can use the drop down menus to search for
— articles to edit or delete - set the year and month for which it was applied
Any v

NOTE: if there are no articles existing within the date range entered, a bar will appear at the bottom of the screen
stating ‘No articles found’

Articles

Year

2020 ~

Month

April v

No articles found
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Once the article is located, click Edit to make changes, or delete the article as applicable:

Article

Category Date Show in public listing

cLus 04/03/2020 Yes

Title

Rene testing

Summary

Rene testing

Creating custom pages for the website

ClubSpark Website Manager allows Clubs to create up to three custom pages. This enables the Club to have the
flexibility of naming the page as they require, adding content, and adding up to seven sub-pages as required.

All fields are completed as per the Membership Page section above (with the exception of the Homepage feature
which is a widget specific to the Membership module).

As with all pages, ensure Navigation settings are configured, add all applicable
content, then Save page changes to apply changes to the website.

Unique web page links for venues not using ClubSpark Website module

For venues that have their own website and are not using the ClubSpark website module, there is provision to use
the direct page link for making bookings, events, memberships, etc and then display the ClubSpark URL link on their
own website and/or social media platforms.

Venues with the Booking module activated, but no ClubSpark website, will have their own “venue landing page”
(see image below) for players to make a booking online - this URL is generally: play.tennis.com.au/venuename

-~ THE MELBOURNE CLUB
tennis

WELCOME TO
THE MELBOURNE CLUB

When do you want to play?

Today v 3t15:00 v for 30 minutes v Any surface v CHECK AVAILABILITY >

> View Booking sheet

GET'COURTLUP

Tennis is a sport everyone can enjoy, and it's easy to play at The Melbourne Club. We encourage you to book a court, grab a racquet and have a hit with your family
and friends.

When you book a court online we'll send you a PIN to access the court/s you have booked. For more information on our location and contact details, see "Where to
find us’ below. To find out more about our club, including coaching, social competition and membership, please visit play.tennis.com.au
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Venues with the Membership module activated, but no ClubSpark website will be able to copy the link of their
unique Membership page (see image below) to be displayed and promote membership on their own website and/or
social media platforms — the URL is generally: play.tennis.com.au/venuename/Membership/Join

The Melbourne Club

Membership

Purchasing a membership online is quick and easy, se2 our available packages below.

Memberships

Adult Membership
01/01/2020- 31/12/2020 FREE

Eligibility: Adult Membership

Venues with the Events module activated, but no ClubSpark website will be able to use the unique event page
which is created once an event has been made, to promote the event on their own website and/or social media
platforms. When viewing the event within the Events module, click on either of the View event online buttons (see
below) to open the unique event page - use this URL to promote the event at the venue.

Event

30 Apr 2020

This Event has been published and is visible online. ‘

Cancel Event

DETAILS ACTIVITIES ATTENDEES EMAIL REMINDERS

Event Info

Venues with the Programs module activated, but no ClubSpark website will be able to use the direct links for each
session to display and promote the session on their own website and/or social media platforms.

After clicking on the appropriate program within the Programs module, click on the active program to view the
sessions. Each session will have its own unique link - for example, if a program is running for 10 sessions, then there

will be 10 unique links available for participants to use to register online.

When clicking on a session, the unique link is displayed at the bottom of the page, as shown below:

Social Wednesday

Social Wednesday - 06 May 2020 At Cincinnati Tennis Club

18:30- 19:15 0

Active (0)

First name Last name Email address Phone number

Direct links

Cincinnati Tennis Club: https:/sandbox.clubspark.tennis/cincinnatitennisclubyBook(Class/3c69899d-8céf-4aa-806b-29ab2ecdce2b
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Programs Module

The Programs module allows Clubs to create custom programs and then add single or recurring sessions to the
program.

Setting up program categories
Program categories help the Club to group programs of similar types together for viewing and reporting.

After clicking on the Programs module from the left hand side, click Add new category in the top right of the

screen:
Programs Allsessions  Holidaycamps ~ Coachingteam  Reports [
Add Category Give the category a name (e.g. ‘Social Wednesday’).
Details Select the program type (i.e. Adult or Junior).
Name
Enter the contact details for that program category.
Program v
: , (Optional) add a contact tag.
Contact Email Address bullcreektennisclub@hotmail.com
Contact Phone Number | 1234567890 Click Save category.
Contact Ta None v . . . .
) NOTE: If a contact tag is added, this tag will be assigned to each

contact who attends one of these sessions. Custom tags can be
created by clicking Manage custom tags.

Save category

Creating new programs

After clicking save, the new categories page opens, and the Club can begin adding new programs under this
category. Click Create a new program — a prompt will appear to select a type of ‘program’.
There are 3 types of programs:

Short course Single session Recurring sessions
These courses are usually Single sessions that can be Individual sessions that can
between 2 and 12 weeks long. added on an ad-hoc basis. recur each week until a set
Players pay for the course in Players usually pay per date or indefinitely.

full. session.

In this user guide, we will provide an example for a single session (e.g. “Social Wednesday”) and a recurring session
(e.g. “Open Court Sessions).
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Single sessions — Setting up a standalone session program (customers pay per session)

Single session program types are used for classes where customers pay per session e.g. ‘Social Wednesdays'.
After clicking ‘Single session’ as the type of program, the following Details screen is displayed:

Details

Type

Status

Your reference

Name

Skill Level

Age level (optional)

Description

Confirmation

Start date

Contact email address

Contact phone number

Standalone classes (customers pay per class)

Public v| ()

Al v

cin@tennis.com

1234567899

Status - When selecting the status of the program, using the ‘Public’
status enables participants to start viewing and registering into the
session, whereas ‘Hidden’ status doesn't allow participants to view or
register to sessions — this may be useful when extra time is required
to complete the set up before making the program available online.

Your reference - for internal purposes and will not appear publicly
Name & Description - enter the name and description of the
program. These will be visible to participants when making a
booking.

Age level (optional) - there is an option to enter participant age
information, however this will display as information only, and will

not stop participants outside of this age registering to the program

Confirmation - this text will be displayed once the participant has
completed their registration.

Enter the Start date of the program

If required, update the specific contact details for this program —
these will be used on confirmations and website

A cover photo can be added to personalise the program more. Click Browse to search for an image.

Cover Photo

of this photo we recommend uploading a photo with dimensions of 1800px by

Keep to the recommended dimensions to
ensure the image displays correctly

“You must ensure that you only use photographs which you have the rights to. You must
2lso ensure that you have obtained consent from any individuals (and in the case of
individuals under 18, their parents/legal guardian) in the photograph to use the
photograph in that manner. All children in photographs should be appropriately
dressed and where possible photographed with other groups of children and/or adults
In uploading your own photographs you agree to the following terms and conditions.
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The next step after completing the program details is to enter the default details for each session of this program.

NOTE: any individual session can still be edited once the program has been saved.

Session Defaults

Name

Description

Lead coach

Coaching team

Duration
Capacity
Member discount

Cost per session

Select coaches

30 minutes

No

+ add

Name & Description - enter the name and description of the
session. Use the description section to outline the activities of the
program.

Lead Coach & Coaching team - enter this program’s coach details

Time & Duration - Enter the start time and the duration of the
session

In the Capacity field, enter the total number of participants able to
register per session.

Member Discount - Determine if members are eligible to receive a
discounted rate by selecting No or Yes in the drop down menu.

Enter the Cost per session. If Yes to member discount was selected,
a cost per session for members must be entered.

Once completed, click Save program and the individual sessions
will be created, as shown below.

To add new sessions, simply click Add new session, located to the top right of the page. The system will
automatically pre-fill the details with the default settings entered in the previous step.

To edit the session, click anywhere on the row of the session, then click Edit session in the top right.

Social Wednesday Sessions (1)

SW1-Saturday 6:00AM -Public

Social Wednesdzy / SW1

Sessions

Date

Saturday 09 May 2020

Name

Social Wednesday

Venue Host Status Registrants

Cincinnati Tennis Club 0
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Recurring Standalone sessions - Setting up an Open Court Sessions program

Short course Single session Recurring sessions

These courses are usually Individual sessions that can
between 2 and 12 weeks long.

Plavyers pay for the coursein

Single sessions that can be
added on an ad-hoc basis.
Players usually pay per

recur each week until a set
date or indefinitely.

full.

session.

After creating the new category, click ‘Recurring session’ as the type of program, and the following Details screen is
displayed for the Program setup:

Program Details screen:

Details

Type

Status

Your reference

Name

Age level (optional)

Description

Confirmation

Start date

Recurring Sessions

Interval

MNumber of sessions

Number of weeksin
advance to allow bookings

Contact email address

Contact phone number

Recurring Standalone sessions (customers pay per session)

Public v ?

Open Court Sessions

Enabled (?

Weekly

1week v ?

notforbookings@bookacourttestsite.com.au

00 TEST PAGE ONLY 12

Prefilled fields - Name and Description
The name and description will be pre-defined for Open Court
Sessions, therefore the fields are greyed out (cannot be edited).

Status - When selecting the status of the program, using the ‘Public’
status enables participants to start viewing and registering into the
session, whereas ‘Hidden’ status doesn't allow participants to view
or register to sessions — this may be useful when extra time is
required to complete the set up before making the program
available online.

Your reference - for internal purposes and will not appear publicly

Age level (optional) - there is an option to enter participant age
information, however this will display as information only, and will
not stop participants outside of this age registering to the program

Confirmation - this text will be displayed once the participant has
completed their registration.

Enter the Start date of the first Open Court Sessions, then enter the
Number of sessions that will be run in this program (you can add
more sessions later, if required). Select the number of weeks
participants can register in advance to the session.

NOTE: it is recommended to allow all sessions to be booked as far
in advance as possible.

If required, update the specific contact details for this Open Court
Sessions program — these will be used on confirmations and website
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The next step after completing the program details is to enter the default details for each session of this program.

NOTE: any individual session can still be edited once the program has been saved.

Session Defaults screen:

Session Defaults

MName

Description

Host (optional)
Time

Duration
Capacity

Cost per session

Extras
Reminder enabled?

Reminder Email

‘Open Court Sessions

06:00 -

30 minutes v

Includes food and drink

Includes alcohal

(®) Send reminder email 24 hours before session

Don't send reminder
The copy in the text field will be sent as the body of the email. You can edit this below.
‘We will also include details of the sessions your participants have booked onto below
the text.

Dear <Guest>

Test

994 characters remaining

Description - Enter a description for the session.
Use this section to include information such as the
type of food and drinks that will be available on the
day, or other important information participants
should know before they register.

Host - Enter the name of the host for the session,
the start time and duration of the session.

In the Capacity field, enter the total number of
participants able to register per session.

NOTE: it is recommended to set a capacity of 20
participants per two courts.

Enter the cost per session and then indicate extras
- whether food, drink and alcohol will be a part of
the session.

Clubs have the option to send a reminder email to
participants 24 hours prior to a session into which
they have registered.

The Club should include important information in
the text box provided, such as the host name or a
reminder about food that will be served.

Note: The core date/time information for the
session will automatically be added to the email, so
does not need to be repeated.

Once completed, click Save program and the
individual sessions will be created.
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Managing sessions within a program

Once the default session setup has been created and saved, the Sessions page is displayed:

Open Court Sessions (10)

123 - Thursday 7-50PM - Pubiic

Sessions

Date Time Duration Name Ve Host Status

By clicking on any individual session, Clubs can:
e Edit details such as description, times or dates of individual sessions
e Cancel a session without removing the entire program
e View registered participants
e Generate reports on participants

e Refund participants

Editing or cancelling a session

To edit a session, select the session you wish to edit, then click Edit session in the top right.

Open Court Sessions

Test2 - 14 Apr 2020 At Demo Tennis Clu

Open Court Sessions / Test2 / Tue,Apr14

07:50-08:20 0 s K

Hockingy

The individual session screen contains the same information as the default session details screen - update the

relevant details that need to be edited, then remember to click Save session to apply changes.

Delete session

NOTE: To cancel or delete a session, select the session as above
and click Edit session in the top right. If no one has registered
for the session, you can click Delete session to cancel.

BUT: if participants have already registered for the session, the option will have changed in the Edit Session screen

- click Cancel session:

Cancel session |
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Confirm cancellation *  The Club will be asked to enter a cancellation message

which is then sent to cancelled participants via email.

It le have already booked onto thi: ion its important to let them know its being cancelled. Edit the content below and confirm
your cancellation to email everyone who has booked
Message For example, this may be used if adverse weather
conditions causes a session to be cancelled.
P
Check the box to confirm the cancellation - click Yes.

NOTE: it is recommended that participants receive a

refund for cancelled sessions.

Refunding participants

To refund one or multiple participants from a session within a program, from the Programs module, click on the
Open Court Sessions program type, and click on the current program to open the Sessions page.

Click on the session for which participants require a refund to open it. Use the tick boxes to select the participant(s)
to be refunded, then click the dollar sign ($) icon, as shown below:

Active (15)

First name Lastname Email address Phone number Source Amount Paid Refunded Attended
Andreana Campalgnsite $1500 online No
Athena Campalgnsite $1500 Online No
Dennis Admin area $10.00 Offline No

Emma Campaignsite $15.00 Online No

A pop up will appear asking the Club to confirm and proceed with the refund - click Submit to issue the refund.

Refund Attendees :

NOTE: Participants will be able to withdraw from Open Court Sessions at any stage, however they will only receive an
automatic refund if they cancel more than 48 hours in advance.

“ou are refunding 2 attendees.

Adding new participants

Clubs have the ability to manually add participants to sessions in the software, without the participant needing to go
through the online registration.

For example, this may be used for offline registrations made in programs that commenced prior to ClubSpark being
used by a new club, or to assist a participant by completing the online registration process for/with them.

From the Programs module, click on the Open Court Sessions program type, and click on the current program to
open the Sessions page. From the Sessions page, click Add new participant:

Open Court Sessions ~ Test2

Open Court Sessions
e e

Test2- 14 Apr 2020 At Demo Tennis Club

OpenCourt Sessions / Test2 / Tue,Apr 14

07:50-08:20 0 0
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Add New Participant

Test2 - 14 Apr 20200730

Open Court Sessions / Test2 / Tue,Apr14 / Addnew participant

Participant

Contacttype (8) Newcontact Existing

First name

Last name
Email address

Gender Male Female

Dateofbirth | Day v | Month v | Year v
Phone number

Booking Confirmation

Send confirmation email?

If the participant is already in ClubSpark, the contact type
should be set to Existing.

If the participant does not appear in the Contacts
module, then ensure the Contact type is set to New
contact.

Enter the participant’s details, decide whether a
confirmation email should be sent to the participant by
ticking the box, then click Save.

NOTE: The Club most only enter the information known

rather than adding dummy data - these fields are not
compulsory.

Select whether to send a confirmation email (not required
if bringing the system up to date with existing bookings).

Click Save.

Once the participant booking has been saved, it is possible to enter payment details for the participant by clicking
Edit payment. Enter the amount and the payment method, then click Save.

Participant Info

Players (1)

Michael Atkinson

Faid Status Date

oremme

Phone number  Notset Email

Gender  Male Date of birth

Add player

Contact Optionsy-

Y

source  Adminares
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Events Module

This is a booking feature that can be used by Clubs to create, manage and promote one-off events at their venue.
The Club can set up participation, activity, and payment functionality.

Examples might include events where individual courts do not need to be booked, such as Trivia nights, Christmas
BBQs, organising the AGM, free tennis days, and more.

In the Admin area, click on the Events module from the left hand menu and then click Create new:

Demo Tennis Club -

Events

Events
Promote and manage Events at your venue

Enter all the base event details including date, start & end time, whether online payment is required (NOTE: Stripe
must be configured if activated), event description, contact details for the event host, and a cover photo.

NOTE: cross-check all details are correct and up to date, as all information including the cover photo will be
displayed publicly on the Events web page.

Event Info

Start End
Event Title Open Days
Take Online Payment? ©

Description

598 characters remaining

Contact Email [}
Contact Phone Number [

Upload new cover photo

For best viewing of this photo we recommend uploading a photo with dimensions of 1800px by

440px

‘You must ensure that you cnly use photographs which you have the rights to. You must also ensure that you have obtained consent from any individuals
{and in the case of individuals under 18, their parents/legal guardian} in the photograph to uss the phatograph in that manmer. All children in photographs
should be appropriately dressed and where possible photographed with other groups of children and/or adults. In upleading your own photographs you
agree to the following terms and conditions.

Registration Would you like players to be able to register for this event without having to book onto & session?

By checking this box you will allow people to register for your event without booking onto a specific
session. This can be useful for people who aren't sure what they want to take partin, or if you aren't
running specific sessions but still want to know who and how many people might be coming.
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Registration Would you like players to be able o register for this event without having to book onto a session?

The final step is to determine whether players are able to register to the event without having to book into an
individual session of the event (e.g. if Hot Shots or Coaching will be set up as activities within the event - see the next
section for further information).

This can be useful for potential participants who are unsure what to take partin, or when the Club isn't running
specific activities / sessions but still want to know who and how many people might be attending the event overall.

Once all details have been entered, click Save Event at the bottom of the page.

OR, if Registration has been ticked ON to enable registering without booking onto a session, can click Save & Publish
Event without setting up activities and sessions first (see next section).

Save & Publish Event

Add activities and sessions to an event

Once an event has been created, Clubs can add activities (e.g. Free play, Adult Coaching, etc) to the event. Clubs can
add as many activities to the event as required — there is no system limit.

After the event has been created, click on the event and click on the Activities tab. Click +Add activity to begin
adding activities to the event:

DETAILS ACTIVITIES ATTENDEES EMAIL REMINDERS

Activities + Add activity
Promote your sessions and take bookings online

Select the ‘Type’ of activity to add by using the drop down menu. NOTE: These activities have been pre-defined

Type | -Please select- - |

-Please select-
Cardio Tennis

Family Time

| Free Play
Adult Coaching

Junior
Disability

ANZ Tennis Hot Shots

The ‘Description’ and ‘Activity photo’ defaults will automatically populate based on the activity type entered -
update as required, and add/update the Entry fee Per Player for at activity. Once complete, click Save activity.

Save activity Cancel
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Once the activity has been saved, individual sessions can be then be added by clicking Add Session:

ANZ Tennis Hot Shots @

Start Time Duration Max Capacity Registered

DE:00 -Please select- b o 0

Enter the session start time, duration and a max capacity for the session. Remember to click Save Sessions once the
session details have been entered. Multiple sessions can be added per activity by simply clicking Add Session again.

Deleting and editing sessions or activities from an event

Deleting sessions

In order to remove or delete a session from an event, locate it within the Events module screen. Click on the Event to
open it, select the Activities tab and then click the Edit Sessions button:

DETAILS ACTIVITIES ATTENDEES EMAIL REMINDERS

Activities

Promote your sessions and take bookings online

Adult Coaching

Try our adult coaching taster :
racketin a long time. You can
hit a few balls and have some

No sessions in this activity

oo

Locate the session row to be removed and click the Remove button at the end of that row. Once completed, click
Save Sessions and confirm the cancellation.

Cancel Session?

As paople have already booked onto this session(s) its impertant to lat them know its being

cancelled. Edit the content below and confirm your cancellation to email everyone who has booked. NOTE: |f the SeSSion haS registered participants, the
Message Sorry!l We are having to cancel this session, but don't worry you Club will be given the option to email these participants
can stilf attend our open day. We have plenty of othar activities e . .
on offer foryou to book ono, or you can Just tum up on the notifying them that the session has been cancelled.
day!

1 confirm I want to cancel @
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Deleting an activity

NOTE: To delete an activity, the Club must first remove all sessions from the activity — see above

Once all sessions associated with the activity have been removed, a Delete activity button will then be displayed /
available under the activity in the Activities screen. Click Delete activity, and confirm when prompted.

DETAILS ACTIVITIES ATTENDEES EMAIL REMINDERS

Activities

Promote your sessions and take bookings online

ANZ Tennis Hot Shots

ANZ Tennis Hot Shots is tennis for
age or ability, jump in and start pla
with modified equipment, includin;
don’t bounce too high.

No sessions in this activity

Editing an activity

It is also possible from the Activities screen to edit the activity — after selecting the relevant activity, click the Edit
activity button. Make the necessary changes and click Save.

Publishing the Event online

Once the event has been created, it needs to be published online to enable participants to register onto the event or
individual activities / sessions based on the event configuration

From the Events module screen, select the particular event, then click the Publish Event to website button:

E—

1 6 Apl’ 2020 Publish Event to website

Cancel Event

DETAILS ACTIVITIES ATTENDEES EMAIL REMIMDERS
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Once the event is set to published, an individual event page will be created, plus the event will appear on the Club’s

own venue website. This will display all activities and sessions that have been created and are available for online
registration.

From the Events module, click to open the individual event and click the View event online button to display the
Event page:

_—

16 Apr 2020 2 registered 0 attended [% View event online

This Event has been published and is visible online.

Automatic email reminders to registered participants

Automatic email reminders can be set to be sent 24 hours before the event starts to participants who have registered
to attend the event or an individual session.

From the Events module, select the particular event, and click the Email Reminders tab:

DETALLS ACTIVITIES ATTENDEES EMAIL REMINDERS

Automatic Email Reminders

We can sutomarically send an email to anyone who has registered to attend your event or  session
st your event. This will be sent 24 hours before your event starts. You can also use the attendees
page t manually send emails whenever you want.

Reminder enabled? |©  Send reminger email 24 hours before event |

Select Send reminder email 24 hours
before event button and enter the email
Reminder Email  The copy in the text field will be sent as the body of the reminder email. You can edit this below. We

will also include desails of the activities and sessions your participants have booked anto below the content.
tex.

Dear <Guests

Determine if administrators should be added
z to in the email reminder list.

098 tharactars ramaining

Include admins? Would you like administrators and open day
sdministrators to receive the reminder email?

Once all necessary details have been entered,

click Save changes.

Clubs can also manually send emails to attendees via the Attendees tab - click Email Attendees as shown below:

DETAILS ACTIVITIES ATTENDEES EMAIL REMINDERS
Attendees A, Import attendees + Add attendee

Add atten

2 DOWNLOAD ATTENDEES &, EXPORT TO G5V 5 EMAIL ATTENDEES

Show: | Everyone = | Activity: | All = Search:

First name Last Name Email Address. Gender Attended

Michael Atkinson resi2@tenniz.com.au Male
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An overlay will appear to enter the email message:

Email Attendees

By default the message you enter will be sent to all attendees, or you can send the message to
attendees based on the activities they took part in using the checkboxes below. Please note if an
attendee requested not to be contacted following the event when they booked we will exclude them

from this email.

Activites Family Time
Cardio Tennis

Adult Coaching

Message

59998 characters remaining

Cancel

By default the email will be sent to all attendees, however
Clubs can send the message to attendees based on the
activities they took part in using the check boxes.

Click Submit once the email is ready to be sent to attendees.

NOTE: If an attendee had requested not to be contacted
following the event when they registered online, they will be
excluded from this email.

Change the order of activities on the Event page

Clubs have the ability to change the order of the activities for the event on the Event website page.

From the Events module, select the relevant event and click View:

Recent Events

Date

2020-01-18

2020-01-31

2020-04-16

Show previous events

Category

Standard

Standard

Standard

Status

Cancelled

Active

Active

Registered

1

0

2

Attended

0

o

o

Under the Details tab at the bottom of the page there will be a list of activities for the event:

Order Your Activities

Change the display order of your activities by dragging items into pesition.

Activity Sessions Registered Attended
Family Time 0 0 < 0%
Cardio Tennis ] o o 0 ¢
Adult Coaching 1 0 @ 0 o

To change the order of activities displayed
on the event page, simply click and drag the
activities into the preferred position, then
click Save Event once the activities are in
the preferred order.
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Deleting or cancelling an event

In order to delete an event, the Club must ensure there are no activities associated with that event that have
participant bookings. Otherwise only participants registered to the event without registering to activities / sessions
will be cancelled. See earlier sections for instructions for deleting activities or sessions from an event.

If necessary, remove all activities and sessions from the event first (see previous sections), then under the Details tab
of the Event, click Delete Event:

cvent
16 Apr 2020 2 registered 0 attended [% View event online

This Event has been published and is visible online.

DETAILS ACTIVITIES ATTENDEES EMAIL REMINDERS Delete Event

NOTE: If there are participants booked onto the event, an overlay will appear allowing Clubs to send an email to all
registered participants informing them that the event has been cancelled.

Cancel Event?

As people have slready booked onto your event its important to let them know its being cancelled.
Edit the content below and confirm your cancellation to email everyone who has booked.

wiessoge || Sorny Bue o untoreseen creumstances we sre neving so cancel s ever, Once a message has been entered, confirm the cancellation
i‘;eni;rs:g(:pe(kbs(kon our events webpage for other free events we have by Checking the bOX and then Clicking Submit.
o
| confirm 1 |:|

want to cancel

Cancel
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Booking Module

The booking module allows clubs to manage court hire at their venue, receive insightful data on court usage and
revenue, all while saving club-volunteer time by making courts available to book online.

To manage bookings at the venue, select Booking from the left hand side menu.
Enter a date range and click ‘update’ or use the quick filters to display bookings for that specific period.

BOOKING

FROM 2017-06-27 TO 2017-06-27

Yesterday Tomorrow This week This month This year

Your bookings will then display as shown below. Select the “active’ tab to display active bookings or the ‘cancelled’

tab to display cancelled bookings for that period. You can also filter your search by entering a value or text in the
filter boxes.

+ new booking
ACTIVE CANCELLED Add new booking

50 Records per page ¥
1

FirstName % LastName & Date 3 Timeof booking & Duration $  Court(s)

Payment method %+ Paid 2 Cost %
Type avalue | | Type avaue | | Typeavaiue | | Type avale Type avalue | | Al A A v| | wpea
John Romero 20170627  12:00 180 None. A $0.00
John Romero 2017-06-27  14:00 120 [courrs | courra | None wa 5000
Michael Atkinson 2017-06-28  11:00 150 [ courra | courtz | courra | courra JEEEEHS NA $0.00
Alex Revell 20170629 1530 30 = None A 5000
Customer Suppart 2017-06-30  1£:30 30 ETE None WA $0.00
Showing 10 5 of 5 results + Previous 1 MNext =

3

By clicking on a booking, it will bring up the booking details, from here, you can resend the booking confirmation
email, cancel the booking and refund a booking.

BOOKING DETAILS

Serena Williams

‘ O Resend Confirmation ‘ ‘ X Cancel Booking ‘
payment: [
Neme: Booking Bookingdate:  13May 2020
Attendees: Serens Bookingtime:  15:00-15:00
Privatepinno: 5658 Category: Booking
Court: Court 1

Payment

Datepaic Method Amount Refunced

1370512020 Online 1000 No

Within this Booking module, clubs are able to perform the following tasks;
e View the booking sheet to add a new booking
e Export booking data
e Email booking contacts
e Resend booking confirmation emails
e Cancel bookings
e Refund bookings
e Access the ‘Configuration’ settings
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View the booking sheet to add a new booking

To access the booking sheet to make a booking, click either View booking sheet or +Add new booking located in
the top right hand corner, as shown in the image below.

[4 VIEW BOOKING SHEET

+ Add new booking

The booking sheet will display the current day. Use the calendar icon or arrows to display a specific date.
If the contact has a venue responsibility
Bookyour court or admin role assigned to their
L _account, they will be able to use this
"~ drop down to view the booking sheet
with that user level.

Thursday 14th May For contacts with an active

DD membership, this will display as ‘view

as member’.

Court1 Court2 Court3 Court4

e e e e The appropriate booking rules and
i wu  pricing will be applied when viewing
the booking sheet under the specific
0810 0800 role.

For example, when ‘viewing as

5 == Administrator’, you can bypass the
requirement to pay online for a

1000 1000 booking.

To begin the process of making a booking online, select a booking slot and the following overlay will appear.

Make a booking X Use the drop down menu to extend the booking duration and
the drop down menu to select the category.

Court 2: Wed 13th May from 17:00 until | ; .
‘. NOTE: If the venue has the Book a Court hardware installed,

© For o minutes. the selected category will determine how the gate behaves
when the booking pin is entered.
Category | | Booking v For example, when a booking pin is successfully entered for a
Contat e booking made under the ‘Coaching’, ‘Competition’ or ‘Event’
category, the gate will remain unlocked for the full duration of
+ Add new contact the booking.
For all other categories, when the booking pin is entered, the
Advanced options gate will unlock and then re-lock after 5 seconds of pin entry.

Determine the contact for the booking, by either:
1. Entering a name in the text field and searching for an existing contact in the contacts list (system will begin
to match the text that is entered)
2. clicking Me - if the booking is for yourself, or
3. click +Add new contact if the contact does not already exist in the contacts list and enter their details

Then click Book Now.
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The next page will ask to check your booking details, confirm these are correct, add any additional players, then click
Confirm and pay.

Book a court
Click +Add Player to add additional

Pl heck booking details... Change Bookin, R .
seseectysurboeHne deiats e players to the booking - enter their name
5 ey 2020 @) ssoounctzsno and determine if they're a member or

guest.
@ Court2 fb Grass
£ reets NOTE: Adding players are not a
Players (1 .
requirement.
[ serens wittiams
If a promo code is available, this is where
players can apply the discount.
ComtBocking 51000 NOTE: Promo codes are case sensitive
Total Booking Cost 5$10.00
Only administrators will be able to
7

IR — change the payment method to an

Promo Code APPLY

offline payment, by using the drop down
menu.

Payment method

Online

For members and non-members, if there

is a dollar value in the ‘Total Booking

Cost’, they will be required to pay online.

Once the booking details have been checked and are correct, click Confirm and Pay.

This will bring up the following overlay to enter credit card details to make payment for the booking.

Online payments are powered by Stripe.

Clubs will need to have connected their bank account with Stripe in order to
receive payments for bookings.

Remember me

If the Total Booking Cost is showing as ‘FREE’, then the booking will just need to be confirmed, by clicking Confirm,
as shown below.

Book a court

Please check your booking details... Change Booking

13 May 2020 (@ 1m:0ounti1r:30
R cour2 24y s
& Players (1)
Bl sensenwilisma
ADD PLAYER
Court Baoking rree
Total Booking Cost FREE

CONFIRM >
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Once the payment has been processed successfully and the booking has been confirmed, the page will refresh with
confirmation of the booking being made and will display the booking details, as shown below.

Book a court

@ Thanks! Your booking has been confirmed!
Here are the details of your booking...

Payment: $10.00 Online

Booking date: 13 May 2020
Booking time:  15:00 until 18:00
Court: Court2
Surface: Grass

Players: Serena

PIN code:

Court Access Instructions

Ensure you enter your booking pin at the gate and wait to hear the 2 short beeps to confirm your pin entry was successful.

Lighting Instructions

Lights will turn on automatically when there is insufficient daylight.

If have any queries, please call uson 1800 752 83

Adding recurring or multi-court bookings

In addition to this confirmation page, the
contact of the booking will receive a
confirmation email and SMS (if they have a valid
mobile number in their profile).

Further instructions on how to access the court
and/or lighting will also be displayed on this

page.

NOTE: These instructions are especially
important for venues without the Book a Court
hardware installed.

Adding recurring bookings or multi-court bookings are only available to administrators of the Booking module (i.e.
‘Super admins’, ‘Admins’, ‘Booking admins’ & ‘Booking sheet admins’).

It is important that venues include all their recurring bookings (i.e. coaching lessons & competitions) into the
software to ensure these courts are blocked out from casual play by members and non-members during these times.

To add a recurring or multi-court booking, head to the booking sheet and ensure you're ‘viewing as Administrator’

Book your court

View As Administrator W View By Date

Then select the desired booking slot and the following overlay will appear:

Make a booking

Court 1! Thu 14th May from 10:30 until

@ For 120 minutes.

Category Coaching v

Serena Williams - serena williams@tennis12. Clear

BOOK NOW >

Contact

Advanced options

Select the end time of the booking by using the drop
down menu.

Set the category of the booking using the drop down
menu.

Select the contact of the booking - in this example,
we've selected our ‘Coach’.

Click Advanced options.

NOTE: Making a booking via the ‘Advanced options’
will bypass the payment method.
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The next page is where you will enter the relevant booking details.

Create booking

Category  Coaching v

Name  Coaching

Description  Desciplion

Contact  Sgrenz WWillams Choose Me

+Add new contact

Courts & resources |:| Court1 |:| Court2 Court 3 Court4
Date 2020-03-14
Start time 10:30 w
End time 12-30 w
Repeat D
End date End date
Frequency X
Daily
Weekly
Bi Weskly
Monthly
Days I:l Mondsy l:l Tuesday |:| Wednezday Thurzday

Friday

SAVE CHANGES b

Saturday

Sunday

<Back

Confirm the booking category, enter a booking
name and description (optional) and confirm the
booking contact.

If the category you have selected is ‘Booking’, the
name in the ‘Contact’ field will appear on the
booking sheet. For all other categories, the text
that is entered in the ‘Name’ field will appear.

To add additional courts to the booking, tick the
boxes adjacent to the court number.

Set the start date and confirm the start time and
end time.

Tick the Repeat box to make this a recurring
booking.

Enter an end date (optional) for the recurring
booking, by clicking on the box it will bring up a
calendar to select a date.

NOTE: If no end date is selected, the booking will
continue to reoccur until the booking is
cancelled

Determine the frequency of its reoccurrence by
using the radio buttons.

If you select ‘Weekly’ or ‘Bi Weekly’, you'll then
need to select the days of which this booking will
occur by ticking the box adjacent to the name of
the days.

Once all details have been entered, click Save
changes to make the recurring and multi-court
booking.

NOTE: If there are any clashes of bookings, the system will display the following overlay, to which you’ll need to
make amendments to your bookings.

Booking clashes: 2

Please amend your bookings te continue.

Date Category Court

18/05/2020 Coaching Court1

20/05/2020 2ooking Court1

Showing 1 to 2 of 2 entries

X

Contact

Claire Boyd

Zerzna Williams

Previgus 1 MNext
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If no clashes are found, the page will refresh with confirmation of your booking being made, as shown below.

Book a court

@ Thanks! Your booking has been confirmed!
This booking will now appear on

Here are the details of your booking. .. the bOOking sheet and in the
Booking modaule for the periods
Booking date: 14 May 2020 to 31 July 2020 that were selected.

Recurrence: Every week on Monday, Tuesday, Wednesday

Booking time: 10:30 until 12:30

Category: Coaching
Court: Court2

Surface: Grass

Contact: Serena Williams
PIN code: 9658 whate's this)

Editing a booking

To edit an existing booking, head to the booking sheet and select the booking to which you want to edit - remember
to ensure you're ‘viewing as Administrator’ to display the following overlay.

Booking
Category :Booking
2020-05-13

@ 1s00-1500 Click Edit booking in the bottom left corner.
ED court1

2. Serena Williams

Edit booking “pack
Make the necessary adjustments to the booking

Category  Booking v

Name | Booking

Determine whether to send a confirmation email
to the contact with the updated details by ticking
the box ‘Send email notification’.

Contact | Serena Williams - serena wiliams@! | Clear

e [ NOTE: If you're editing a recurring booking,
s Do e e (Em please be aware that any edits will update the
ENTIRE series of that recurring booking and not

just the booking you've selected.

Starttime | 100 v

Endtime 1300 v

Ensure to click Save changes once all
adjustments have been made.

The page will refresh to the confirmation page

with the updated details.
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Cancelling a booking

To cancel a booking, head to the booking sheet and select the booking to which you want to cancel - remember to
ensure you're ‘'viewing as Administrator’ to display the following overlay.

Booking
Category | Booking
2020.05-13 Click Cancel booking in the bottom right corner.

@ 1s00-12:00
E court1

2. Serena Williams

Cancel Booking

Determine whether to send a notification email to the contact
with the cancellation details by ticking the box ‘Send email
Comtact Serena witams notification’.

Category  Booking

Send email natification [

Clubs have the ability to add extra content to the notification
email in this text box.

iltext  The admi has caneelled your booking

~  Then click Cancel booking.

The page will refresh to the confirmation page with the

cancellation details.

If you're cancelling a multi-court or recurring booking, the process is slightly different. Once you've selected the
booking and clicked Cancel booking in the bottom right corner, the following overlay will appear when itis a
recurring and multi-court booking.

Cancel Booking
Select the court(s) you're wanting to cancel, by ticking

the box adjacent to the court number, or use the ‘All
Category | Coaching courts’ box to cancel all courts.
prelaitss A Determine if you're cancelling the booking for the
specific date you've selected on the booking sheet or
select ‘All dates’ if you're completely removing the
recurring booking.

Court2 Court3

an 13/05/2020 All dates
Contact Serena Williams

Send emalnnifiction. [ Determine whether to send a notification email to the
contact with the cancellation details by ticking the box
‘Send email notification’.

MNotification email text The adminisirator has cancelled your booking.

Add extra content to the notification email in this text
box, if necessary.

Then click Cancel booking.

The page will refresh to the confirmation page with

the cancellation details.
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Cancellations can also be made via the main page of the Booking module.
Use the filters to locate the booking, then select the booking you're wanting to cancel as shown below.

BOOKING

FROM 13-05-2020 TO 13-05-2020 Yesterday Tomorrow  Thisweek  Thismonth  Thisyear

AcTIVE CANCELLED

50 Records per page =

FirstName o

Dete » coorts Paymentmel
Typ ue e P . Al Al
= s o 20 =3 = | counrz | counrs [T |
e witiams 12052020 oo w0 e

Shewing Tta 3083 razuls

This will bring up the booking details as shown below, then click Cancel Booking in the top right.

ADVANCED BOOKING DETAILS

Serena Williams

payment: [t

O Resend Confirmation ||‘ X Cancel Booking ‘ |

Name: Coaching When: Every week on Wednesday, Thursday
Description: ANZ Het Shots Selecteddate: 13 May 2020
From/To 27 April 2020 to 31 July 2020 Booking time: 15:30-16:30
Attendees: Noattzndees Category: Coaching
Privatepinno: 5436 Court Court 2, Court 3
Payment
Sorry! Paymen

CANCEL BOOKING Select the court(s) you're wanting to cancel, by ticking the box

adjacent to the court number, or use the ‘All courts’ box to cancel
oty [ all courts.
Cancel courts & resources [ All courts . . , . . .
- comis Determine if you're cancelling the booking for the specific date
you've selected on the booking sheet or select ‘All dates’ if you're

o O s completely removing the recurring booking.
Contact Serena Williams
send emall notifcation Determine whether to send a notification email to the contact with
otifcationemalltoct | T sammsatos nas sameeted your nostine the cancellation details by ticking the box ‘Send email notification’.

Add extra content to the notification email in this text box, if

necessary.
Cancel booking

Then click Cancel booking.
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The page will update with a red banner at the top of the booking stating the booking has been cancelled, as shown
below.

ADVANCED BOOKING DETAILS

Cancelled - This booking has been cancelled.

Serena Williams

Payment: NOT PAID

Name: Coaching When: Every week on Wednesdzy, Thursday
Description: ANZ Hot Shots Selected date: 13 May 2020

From/To: 13 May 2020 to 31 July 2020 Booking time: 15:30- 14:30

Attendees: Mo attendees Category: Coaching

Private pin no: 9453 Court: Court 3

Payment

Sorry! Payments are not supported on recurring or multi-court bookings at this time

Cancelled bookings can be viewed, by clicking the Cancelled tab on the main page of the Booking module.

ACTIVE CANCELLED

50 Records per page =

FirstName LastName Date o Time of booking

Type 2 value Type a value Type 3 value Type a value
Serens Williams 13-05-2020 15:30

Showing 1to 1of 1 results

Refunding a booking

The system will provide automated refunds to players who cancel their booking a certain number of hours before
their booking start time. This cancellation refund window is set by the club within the Configuration settings of the
Bookings module and is explained within this user guide further below.

Venue administrators also have the ability to provide a refund manually for a booking.

Click on Booking from the left hand side menu and use the filters to locate the booking you want to provide a refund
to, then click on the booking to open more details about the booking.

A Refund button will appear as shown below. Click on this button, then click Yes on the next overlay to complete the
refund. The player should receive the refund after 3-5 business days.

BOOKING DETAILS

1000 £

NOTE: Clubs also have the ability to provide a manual refund for a booking directly through the Stripe payment
platform. Partial refunds are also possible via this process in Stripe.
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Resending booking confirmation emails

When a booking is made online the player will receive a booking confirmation email. Clubs have the ability to re-send
this confirmation email to the player, if necessary.

This is useful if the player has lost the email or if the booking details have been updated.

To resend the booking confirmation email, click on Booking from the left hand side menu and use the filters to

locate the booking you want to resend the confirmation email, then click on the booking to open more details about

the booking.

HODKING DETALS In the top right hand corner, click Resend

~.]  Confirmation, then click Yes on the next
overlay to resend confirmation.

Michael Jordan

Booking date:

You will then receive confirmation that
that the email has been sent, click Close.

Booking time:

Category:
Court

Payment

Ostepsld  Menod Amowt  Retunded

Emailing booking contacts

Through the Booking module, clubs have the ability to send a quick email to booking contacts.

Please ensure that these emails are specifically related to court hire or their booking(s).

Click on Booking from the left hand side menu and use the filters to locate the booking contact(s) you want to send

an email to, then tick the box next to the First Name of the booking contact(s). This will bring up an Email button on
the right, above the booking contacts as shown in the image below.

BOOKING

FROM 11-06-2020 TO 17-05-2020 Vesterday Today  Tomormow Thismonth  This year

ACTIVE CANCELLED

50 Recards par page =

FirstName & LastMame « Date « Timeafbocking & Duration 4. Paymest matnod 3 Paig 3

H
EEEEE it
]

o

Once you've clicked the Email button, the following overlay will appear.

Enter the subject and the message you want to send to

Email Contacts the booking contact(s), then click Send.

Subject:

NOTE: The email message will automatically include a
greeting message of “Hi” and the first name of the
booking contact(s) you have selected.

Message:  Hi [First Name],

Type the rest of your message

The overlay will refresh advising that the email was
successfully sent, click Close.
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Exporting booking data
Clubs have the ability to export a list of booking data to a PDF or a CSV format.

Click on Booking from the left hand side menu and use the filters to locate the booking(s) you want to export, then
tick the box next to the First Name column of the booking(s) you want to include in the exported report. This will
bring up an Export PDF button and an EXPORT CSV button on the right, above the booking contacts as shown in
the image below.

+ Add new booking
FirstName 4 Lasthame o Date & Time of booking & Duratien & Courts) Payment method 3 Paid 3 Cost 3 Venue
v Type avalue Typea value ¥ Type a val e l Al Al ML V| | Typzavaive Type 2 value
v o oo i o~ 220 o A sa00
wiriams 115,202 730 © con s1000

o/ [serans Williams 1205-2020 1800 a

:

Qnling 51000 Cinginnati Tennis Clut

Once you've clicked your desired format, your download will begin automatically and will appear as shown below.

s Serenz Williams
4 Serena Williams
s Serenz Williams

Showing 1to 8 of 8 results

Cincinnati-Tennis-...pdf ~
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Booking Configuration

In the Configuration section of the Booking module, club admins will be able to set their pricing structure for court
hire, arrange booking rules to contacts, manage roles and responsibilities and configure the display of the booking
sheet.

To access these settings, click on Booking from the left hand side menu, then click Configuration in the top right
corner of the page, as shown below.

BOOKING

FROM 11-05-2020 TO 17-05-2020 Yesterday ~ Today  Tomorrow Thismonth  This year

[ VIEW BOOKING SHEET

+ Add new booking.
ACTIVE CANCELLED

Once you've clicked Configuration, the following page will be displayed. We will explain each subpage in this user
guide below.

BOOKING CONFIGURATION

Booking Settings Schedules and Pricing

Configure who canview your booking sheet and how it is displayed Manage who can make bookings at different times, and st what price.
> Manage Settings » Manage Schedules

Courts Lighting

Manage the courts available for your users to book. nManage how the lighting is controlled for each court.

> Manage Courts > Manage Lighting and Gate Access Settings

Instructions Calendar

Edit the copy that will be included on the booking confirmation screen and in their bosking canfirmation Manzge the dates your venue is open and closed

email.
» Manage calendar

> EditInstructions

Roles and responsibilities Terms of Use
Manage the roles and responsibilities at your venue Upload your terms of use.
> Manage roles » Termsof Use
Widgets

Customise the booking widget sa it fits perfectly with your website's design.

> Customise Widget

Courts and Lighting

B ’

Details relating to the courts and lighting at the venue will be displayed in these settings and will reflect on the
booking sheet. This information will already be set up for the venue.

It is possible for clubs to display the courts in a custom order on the booking sheet, instead of numerical order. For
example, if ‘Court 4’ happens to be the closest court to the entry gate, the venue may decide to display ‘Court 4’ first
on the booking sheet, as shown below.

BOOK YOUR COURT
NOTE: Club admins do not have the ability to make
any changes. If changes are required for courts or

Friday 30th March . . . . .
Y lighting, including the reordering of courts, please

Court 4 Court 1 Court2 ceurtz  contact play@tennis.com.au.
Curdesr, Clay Cursess, Clay Cunsser Clay Crundeen Clay
Ot 0 | from $2.00 | from $2.00 | from $2.00 from $2.00
from $2.00 from $2.00 from $2.00 from $2.00
o700 from $2.00 from $2.00 from $2.00 fram $2.00
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Booking settings

To configure who can view your booking sheet, how it is displayed and set booking rules, click Manage settings.

BOOKING CONFIGURATION

Booking Settings

Configure whao can view your booking sheet and how it is displayed.

» Manage Settings

Next step is to apply the necessary settings. Use the question mark bubble (?) to get an explanation of the setting.

PERMISSION SETTINGS

Determine what users can view the booking sheet by
selecting the appropriate radio button.

Booking Sheet Settings

Who can view the booking sheet? © TIP: Clubs may decide to allow ‘Booking admins only’ to
© Everyone view the booking sheet, when first configuring the
Loszed inusers Booking module. Once the club is ready for players to
Loszed in users with a respansibility or membership make bookings, then change this settings to ‘Everyone’.

Booking administrators only
Determine if contact names will appear against bookings
on the booking sheet for members or users with a
responsibility, or just admins only.

Who can view names against bookings on the booking sheet? (]
© Losgzed inusers with a responsibility or membership

Booking administrators only

If itemised cost is displayed at checkout, the player will be
Payment Settings able to see a breakdown of court and light fees.
Display itemised costs on checkout? @
We suggest selecting no and the player will only see the
total price which allows for peak and off peak pricing to
be set in your schedule

Yes

0 No

Cancellation 0 6 . " . . .
refund window Set the cancellation refund window (in hours). This will

(hours) determine when the system provides an automatic
refund for bookings that have been cancelled this many
hours before the start time of the booking.

Fardware Integration Club admins will not be able to change the gate access

control setting. If the venue is operating Book a Court

Gate Access Control

o on e . . . .
Test Mode (admin anly) with the gate access system, then this setting will remain
orff on.

Public Site PIN 022487

Venues with the gate access system have a Public and
Private Site PIN 235430 Private Site PIN that provide 24-hour access to the courts,
without having to make a booking online.

NOTE: It is important that these Site PIN’s are not generously shared. We recommend the public site PIN be used in
situations where cleaners, maintenance contractors or council require access to the courts to perform their duties.
Whereas the private site PIN only to be used by the club committee and/or coach.

Clubs have the ability to update these PINs as often as necessary, with the only requirement being that the PIN

remains six digits. Simply replace the existing digits with a new combination and click Save permission settings at
the bottom of the page. Please allow up to 30 minutes for the new combination to work.
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Set the earliest opening and latest closing times for
court hire, as well as the booking slot duration.

Timings
Earliestopening | 06:00 - This is the minimum time a player can book a court
time for. We suggest setting 30 minutes to allow for
et o - bookings on the half hour and hour. l.e. if 60 minutes
atest closing time | - . . . . .
¢ is selected and opening time is 6am, bookings can
© Seckingso S . only be made at 7am, 8am...

duration
NOTE: Court hire rates will be based on the booking
slot duration

The last setting is to apply booking rules to specific users. Clubs can change these rules as often as they like and is a
helpful way to police the number of bookings made by individuals.

How farin The maximum amount The maximum number The minimum number
advance a user ™  of bookings that can be of booking slots within a of booking slots within a
can book a made per day. booking. booking.

court.

Booking Rules

Enter zero for no restriction

Responsibility (7] Advanced booking (7] Maximum bookings (7] Maximum booking o Minimum booking
{Membership period (days) perday slots per booking slots per booking
Everyone (defaul] T 2 4
All Members - 14 2 4 2 Drelete
Coach - o o o 1 Delete
+ Aaid row

Both of these rules are determined by the ‘Booking slot duration’. For example, if ‘4’ is entered in
the ‘Maximum booking slots per booking’ column and the booking slot duration is set to 30
minutes, the user group would only be able to make a maximum two hour booking per booking.

NOTE: If ‘0’ (zero) is entered as a value to any rule, this allows for no restriction.

Booking Rules To add rules to an additional user group, click +Add row, then select the user group

Enter zero for no restriction from the drop down menu.

Responsibility @
£ Membership

The drop down menu will display all responsibilities and active memberships available
at the club.

Everyone (default]

Al Mambears -

p— - NOTE: The ‘Everyone (default)’ rule will apply to any group (such as casual bookers)
who you do not set a rule for.

Once all settings have been set, be sure to click Save permission settings at the
bottom of the page to apply the settings.
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Schedules and Pricing

Schedules are created to suit the running of the venue and to determine who can make bookings at certain times
and at what price. Click Manage Schedules to start.

Schedules and Pricing

Manage who can make bookings at different times, and at what price.

» Manage Schedules

On this page, you can choose to manage the ‘Default Schedule’ by clicking the Manage button, as shown below.

SCHEDULES

Manage schedules

Create and manage schedules to suit the running of your venue

Name Date from Date to

Default Schedule N/A N/A

+ Addschedule

Save schedules

Alternatively, you can click +Add schedule to create a new schedule. Creating a schedule allows you to have
different schedules throughout the year.

SCHEDULES Enter the name, start and end dates of
the new schedule, then click Save
Hanage seneauies schedules to then be able to Manage
Create and manage schedules to suit the running of your venue g
the new schedule.
Default Schedule NA NA
| [ oo ] | | Swmto e « As an example, clubs could create

multiple schedules that follow the
Seasons (i.e. Summer, Autumn, Winter,

Spring).

Once you've clicked Manage on your schedule, you'll be presented with a planner for the days of the week and the
times the venue is opened, as shown below.

It is this page, where clubs are able to create rulesets and apply the rulesets to the planner — the planner will
represent the booking sheet.

SCHEDULES - DEFAULT SCHEDULE

Restrictions and costs

Set uprestrictions and costs for your club. Use the table belowtoset rulesets and apply them to your
planner

Default Schedule =

MON TUE WED THU FRI SaT SUN Restrictions and costs
Select the ruleset below to apply ta the planner.
0600

Closss
D Off Pask Edit | Delete

07:00
Peak Edit | Delete
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In the top left, there is a drop down menu, see image below, which will list the available courts and lights at the
venue, plus a default schedule.

SCHEDULES - DEFAULT SCHEDULE

Restrictions and costs

Set up restrictions and costs for your club. Use the table below to set rulesets and 2

planner

Default Schedule ~

Default Schedule

Default Lighting Schedule TUE

| Courts
Court1

Couwrt 2
Court 3

Court4

Lighting
Cowrt 1

08:00

WED

The ‘Default Schedule’ will be applied to all of the courts at
the venue, unless a separate schedule has been created for
any one of the courts.

To create a separate schedule for one or more of the courts,
select the court from the drop down menu and then click
Create separate schedule, as shown below.

SCHEDULES - DEFAULT SCHEDULE

Restrictions and costs

Set up restrictions and costs for yaur club. Use the table below to set rulessts and apply them to your
planner

Court 1is currently using the default court schedule. If you want to apply different rules or prices for Court
1you can create aseparate schedule that will override the default schedule.

Create separate schedule

A new planner will appear, where you can apply different
rulesets specific to this court.

If you wish to revert back to the default schedule, click Use
default schedule, which will appear under the rulesets.

Adjacent to the planner under the title ‘Restrictions and costs’, is where you can add and edit rulesets, which are to

be applied to the planner.

Restrictions and costs

Select the ruleset below to apply to the planner.

Closed

Peak

D Off-peak

Weekend Off-peak

Weekend Peak

+ Add ruleset

Edit

Edit

Edit

Edit

Delete

Delete

Delete

Delete

Click +Add ruleset to create a new ruleset or click Edit
next to an existing ruleset, which will display an overlay
where you can decide which user group can book under
this ruleset and at what cost.

To apply a ruleset to the planner, click on the coloured
box corresponding to that ruleset you're wanting to
apply and then click on the time and day you wish to

apply it to.

TIP: You can click on a booking slot on the planner, hold
down the mouse button and then move your mouse
across the other booking slots to apply the ruleset
quickly.

The planner will be filled with the colour of the ruleset
that you've applied. This helps to indicate which ruleset
is being applied at a certain time and day.

NOTE: Courts can be closed by clicking on the colour box corresponding to the ‘Closed’ ruleset and then applying to

the planner.

Remember to click Save schedules at the bottom of the page to apply the changes.

We suggest a simple set up of “Off-Peak” and “Peak" rulesets, which distinguishes a higher fee for court hire during
the “Peak” ruleset to cater for the costs of running lights. The “Peak” ruleset would be applied to the planner at times
the lights are suggested to be used or when court hire is in high demand (e.g. weekends), whereas the “Off-Peak”
ruleset will be applied during the day. By setting up the schedules this way, a lighting schedule is not required to be

used.
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Once you've added a ruleset or clicked Edit to an existing ruleset, the following overlay will appear, allowing you to
add a role of who is able to book and at what price under this ruleset.

Enter a name for the ruleset.

Ruleset details Click Add rule to add additional user groups
to the ruleset, then enter a value in the

Off Peak ‘Court Fee’ column.

Role Member Price Guest Price Court Fee Max Size The lEVeryOne elSe, rule Wi” apply to any
group (such as casual bookers) who you do
not set a rule for.

Everyone else - 0

All Members -
NOTE: Remember that these values will be

Booking Administrators + based off the booking slot duration.
Therefore, if the booking slot duration is set
Addrule to 30 minutes and you're wanting to charge

casual players $10 per hour, then enter ‘5’ as
the court fee, as shown in the image to the
left.

Add a value in the ‘Guest Price’ column for members, if the club charges members a fee for playing with a guest (non-
member). Add a value (up to 4) in the ‘Max Size’ column to cap the additional guest price fee per guest. For example,
if 2" is the ‘Max Size’, then when a member makes a booking and adds 3 guests to the booking they will only be
charged for the 2 guests.

NOTE: For the guest price to be applied at the booking checkout, members will need to ensure they add their guest
to the booking, by selecting Add Player, entering their name and then select the Guest radio button. A reminder
that this is not a mandatory feature and thus clubs will need to educate members and police this themselves.

Click Save in the bottom right, once all details have been added.

Based on the booking slot duration being set to 30 minutes, the above “Off Peak” ruleset example is applying the
following rules:
e Casual players will be charged $10 per hour
e Members will be able to book a court for free
o Ifamember adds a guest to their booking, they will be charged $10 per guest per hour
e Booking administrators will be able to book a court for free

Based on the booking slot duration being set to 30 minutes, the below “Peak” ruleset example is applying the
following rules:

Ruleset details e Casual players will be charged $20 per hour
e Members will be charged $10 per hour
o On top of their court fee, if a member adds a

Name Peak

ete Mamberprice  GuestPrice  Courtfes  MacSize guest to their booking, they will be charged $10
Evervoredse = o o 10 o per guest per hour
ST . . . . e e Booking administrators will be able to book a
court for free
Booking Administrators = [} 1] o 0 Delete
Add rule
S - |
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If clubs would like to display a breakdown of court hire costs on checkout (i.e. court fee + lighting fee), then a lighting
schedule is required to be used.

In the drop down menu of the schedule, there is a list of available lights at the venue plus a default lighting schedule
- which will represent all of the courts unless you create a separate schedule for any of your available courts with

lights.

Restrictions and costs

Set up restrictions and costs for your c

planner

I Default Schedule - I

Default Schedule

I Drefault Lighting Schedule I

| Courts
Court 1

| Court 2
Court 3

Court 4

Lighting
| Court 1

Ruleset details

Name Lighting fee

Role Lighting Fee

Everyoneelse  ~ 5

Add rule

Adjacent to the planner under the title ‘Restrictions and costs’, is where you can
add and edit rulesets, which are to be applied to the planner.

Click +Add ruleset to create a new ruleset or click Edit next to an existing
ruleset, which will display an overlay where you can decide which user group
will be charged a lighting fee under this ruleset and at what cost.

Once you've added a ruleset or clicked Edit to an existing ruleset, the following
overlay will appear, allowing you to add a role of who will be charged for playing
under lights and the associated fee.

Enter a name for the ruleset.

Click Add rule to add additional user groups to the ruleset,
then enter a value in the ‘Lighting Fee’ column.

This example to the left indicates that everyone (i.e.
members & non-members) will be charged $5 per booking
slot in addition to the court fee set in the rulesets of the
default schedule.

Click Save in the bottom right, once all details have been
added.

The next step is to apply this ruleset to the planner at the times you believe players should be charged a lighting fee

for using lights.

Remember to click Save schedules at the bottom of the
page to apply the ruleset.

NOTE: Ensure the below setting within the Booking Settings is set to Yes, for the itemized costs to display on

checkout.

Payment Settings

Display itemised costs on checkout? o

No

Cancellation @ 6
refund window
(hours)
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Instructions for court access and lighting

Clubs have the ability to include custom instructions for court access and lighting relevant to their venue to assist
players with their overall booking experience. These instructions will appear on the confirmation screen and in the
booking confirmation email.

Click Edit Instructions, then enter the instructions in the respective boxes, as shown below.

Instructions

Edit the copy that will be included on the booking confirmation screen and in their booking confirmation
email.

> Edit Instructions

Book a court

B OOK!NG ! NSTR UCT’ONS @ Thanks! Your booking has been confirmed!

Here are the details of your booking...
Use the box below to describe what the participants should do when they turn up to yeur venue or any other information
that may be relevant to their booking. This will be included on the booking confirmation screen and in their booking
confirmation email. Payment: FREE

. Bookingdate: 18 May2020
Court access instructions Ensure you enter your booking pin at the gate s v

and wait to hear the 2 short beeps to confirm Booking time:  16:00 until 16:30
your pin eniry was successful Court: Court1
y Surface: Grass
Players: Serena

Lightinginstructions  Lights will turn on automatically when there is PIN code: 9658 Whsts's this?

insufficient daylight.

Court Access Instructions
Ensure you enter your baoking pin at the gate and wait to hear the 2 short beeps to confirm your pin entry was successful.

Lighting Instructions
Lights will turn on automatically when there is insufficient daylight.
If have any queries, please call us on 0404040102
Ensure to click Save at the bottom of the page once the instructions have been entered.

NOTE: There is a 1000 character limit for both instruction boxes.

Calendar

Clubs can use the calendar to manage the days the venue is open and closed throughout the year. Click Manage
Calendar.

Calendar

Manage the dates your venue is open and closed.

» Manage calendar

CALENDAR
The days the venue is opened and closed is

=¥ distinguished by these coloured boxes.

2020 2021 2022 Open | Ck

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 35 36 27 28 29 30 31

Jan

e By clicking on a date it will set the day to

o ‘Closed’, ensure to click Save changes at the
. bottom of the page to apply the changes.

Avg

o To re-open a day that has been closed, simply
o click on the day that has been closed and it

will then display as ‘Open’, then click Save

Changes.
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Roles and responsibilities

Responsibilities are used to provide certain contacts with specific booking rules and pricing. To add new
responsibilities at your venue and determine their default booking type click Manage roles.

Roles and responsibilities

Manage the roles and responsibilities at your venue.

> Manage roles

The responsibility of ‘Coach’ and ‘League Captain’ will be added as default responsibilities.

Roles And Responsibilities () . I
Click +Add new responsibility
to create an additional

Nme Desrtin sk ctgey =i responsibility for the venue.
Coach Coaching v
Give the responsibility a name,
League Captain Competition v

description and determine the
default booking category for
Conitee ClbConiee Menbes Bockig v this responsibility by using the
drop down menu.

Add new responsibility

Your new responsibility will now become an option to assign to a contact as shown below.

Click Save to apply the changes.

Booking responsibilities

Responsibilities Coach

League Captain

Committee Member

Manage responsibilities

NOTE: For venues who have installed the gate access system, the ‘Booking category’ will determine how the gate
behaves when a booking pin is entered.

For example, if the ‘Booking category’ for your ‘Coach’ responsibility is set to Coaching, then when the coach enters
their booking pin, the gate will remain unlocked for the full duration of the booking.

Terms of Use

When players book a court online for the first time at the venue, they will need to agree to the venue’s terms and
conditions. Club admins can manage the terms and conditions from this setting - click Terms of Use.

Terms of Use

Upload vour terms of use.
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To upload your venue’s booking terms and conditions click Browse, then locate and select your file from your
computer and click Open.

Once your file has been added, click Save terms to upload the file.
BOOKING TERMS & CONDITIONS

Upload your venue booking terms and conditions {doc, docx, pdf).

Save terms

A sample terms of use will be added to the settings by default, to update/upload your own venues bookings terms of
use, you will need to remove the current document, by checking the box next to ‘Remove’, then click Save terms.

BOOKING TERMS & CONDITIONS
You will then have the ability to

browse your computer to upload

your updated terms and

Remove? conditions document and save, by
following the previous steps.

Currentdocument:  Demo-Tennis-Club-Booking-Terms.docx

Save terms

Registered users will be able to view the terms and conditions by clicking on their profile (click their name) from the
venue's landing page and then click Manage your court bookings, as shown below.

’ tennis

@ Cincinnati Tennis Club

HOME COURTS PROGRAMS EVENTS MEMBERSHIP NEWS COMPETITION CONTACT US

Serena Williams EDIT PROFILE

Court bookings

You can now book courts online using ClubSpark.

+£83 Manage your court bookings Booka court
) View and manage your upcoming bookings Check availability online

The following page will display, where users can download and view the Terms of Use.

Cincinnati Tennis Club

My Bookings ity Ready to book again?
[5] creccoatanniy onine
Yout upcoming bockings 3t Cncinnat Tannis Clb
BASIC BOOKINGS (2) /ADVANCED BOOKINGS (50)
oate Time o oo con
10572020 16001830 couns oniine oee 5 cancel

View the Terms of Use at Cincinnati Tennis Club.




Widgets

A booking widget can be generated and added to the club’s website, allowing players to book directly from the
website.

NOTE: Please seek advice from the website developer to assist with copying & pasting the coding onto the club
website.

If the venue is using the ClubSpark Website module for their website, then generating a widget is not required, as the
booking sheet will be displayed instead.

To generate a widget, click Customise Widget.

Widgets

Customise the booking widget so it fits perfecthy with your website's design.

|> Customise Widget I

Use the drop down menus to select the widget layout and colour that will best suit the website’s design, then click
Generate widget.

W,’ DGETS Once the widget has been generated,

you'll be presented with an image of the
design.

Availability search If the layout and colour don’t meet your

Add the availability search widget to your site to drive bookings from your website. design requirements, then select

another layout and colour option and
generate the widget again.

Layout: Landscape 1 - Colour: Full Colour -

Once you're happy with the look of the widget, follow the instructions to add the widget to the club website.

Example

Please note the width of the widget is representative only and it will scale to the width of your site.

| want to play...

[ Today

© at1530

(7§ for 30 minutes

4 on any surface

CHECK AVAILABILITY

View schedule

Instructions
Toinstall this widget ontoyour site, copy the following line of code and paste it in at the very bottom of your page, just inside the | </bodys  tag.
<script src="htips://sandbox.clubspark.tennis/cincinnatitennisclub/court-hire/Widget?layout=Portraitlécolourscheme=FullColour™></scripts

The, copy and paste the following HTML to the pasition on your page where you want the widget to appear. The widget will be automatically loaded into this HTML.

«div id="CHi-availability-search"></div> 80
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Dashboard Module

The dashboard provides clubs with data relating to all bookings at the venue to identify the performance and growth
of the club using the Booking module.

To access the dashboard, click Dashboard from the left hand side menu.
Use the filters at the top of the dashboard page to filter your search, then click Update to display the required data.

By ticking the ‘cancelled’, ‘recurring’ or ‘refunded’ boxes will include these bookings in the statistics.

BOOkmgS for Demo Tennis Club

FROM 01-05-2020 TO 31-05-2020 PAYMENT | All types - INCLUDE Cancelled Recurring Refunded m

NOTE: The Dashboard will automatically display the current month'’s data by default. Click the question mark bubble
(?) to display the description of the data.

Click this button to change the way the data is
displayed - graph view or detailed view.

© (] (] (] L]
< B 860 © B ON
TOTAL REVENUE BOOKINGS TOTAL TIME BOOKED PLAYERS BOOKED A COURT

Fees Collected @

Court Usage to Date @ Bookings By Category @

M Cash $10 100%

TOTAL $10 100%

I Coaching

Competition

M Booking M Coaching
0 Unused Booking
The total amount of fees collected,
The total hours of identified by payment options The total number of bookings made
courts used against the (cash, online, cheque and/or other) by booking category (booking,
courts available. coaching, competition, event, etc).

The below graph shows the most popular times for court bookings. The size of the dot refers to the popularity of that
booking time slot. Using the below graph as an example, Mondays at 6:00pm (largest dot) is the most popular.

Peak Booking Times @

Sar . ' . ® . [

- +

T ® . ® 'Y

Weo ® . ®
T L . .

: o

B L

7:00 8:00 9:00 10:00 011:00 012:00 013:00 014:00 015:00 016:00 017:00 018:00 019:00 020:00
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The total number of contacts by The total number of contacts by The total number of bookings

status (registered, unregistered, membership status (active, made by active members, lapsed

invited, no email, repeat email). lapsed, non-member). members and non-members.

! \ [

Contact Status @ Member Status @

” >

419

Member Status Bookings @

419

W Registered

M Active
Unregistered Lapsed
M Duplicate

M Blank

I Nonkember
Lopsed
W Acive

M Unregistered
B NonMember

Use the drop down menus to display the graph in a different time format (hour, day, date, week, month).

[ ™~

Day Of Year (Date)

. Day Of Year (Date) =
Bookings @ Revenue @

8

W Made I Revenue
Played

4

6
3

4

3
1

1
0 G O—0— - =0 L —0—0 —0 0o 0
Mar 1 Mar 5 May 9 Mar 13 Mar 17 Mar 21 May 25 May 29 Mar 1 Mar 5 May 9 Mar 13 Max 17 Mar 21 May 25 Mar 29

\ |

The total pumber of t{OOkif\QS made The total amount of revenue received
and bookings played in a line graph. from bookings in a line graph.

Discount Usage @ Booking Sources @ =
The total number of
/ bookings made between
The‘total amount the National website
Of d ISCOUhtS Used Sorry, there is no data available for this chart. d

on bookings.
ClubSpark.

I ook a Court

(play.tennis.com.au) and
the Booking module in
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Clubs have the ability to download reports from the Dashboard by clicking on one of the below tiles.

Use the drop down menu in the top right to change the date range of the data that is exported. To download a full
year of data, you would need to download 4 reports.

For example, to download a ‘Bookings Played’ report for the 2019/2020 period, you would need to download the

following reports:
1. Quarter 32019
2. Quarter42019
3. Quarter 12020
4. Quarter 22020

NOTE: Reports will be downloaded in CSV format. The ‘Bookings Made’ and ‘Bookings Played’ reports will include

recurring and cancelled bookings.

Download Reports

Bookings Made ipi

View the details of any bookings made, including contact,
duration and booking type

Contacts iyi

Al contacts, including their status and total bookings made

EligibleDiscounts ipi

List of all discounts eligible to be used by currently placed
bookings.

Bookings Played i

View the details of any bookings played, including contact,
duration and booking type.

Adrin Users i

List of all admin users and their details.

Claimed Discounts Ll

List of all discounts claimed against the current bookings.

Quarter 22020 ~

. e
Cancellations iyl

View the details of any cancelled bookings, including contact,
number of cancellations and how long before booking cancelled.

Court Utilisation i

Compare court availability vs court usage.
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