Managing Classes/Events
within the Calendar
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1. Adding a Template to The Calendar.

To add a template to the calendar, follow the steps below:

Select — Retail Bookings.
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Select — Classes.
P
'ﬁ Action

Select — Action.

Maintain Configuration

Select — Maintain Configuration.

Select — Maintain Templates.




Select — Add Templates to Calendar.

Select Record

Select — The Template you wish to add.

n Cottesmore Enter Template Effective Dates

Starting Date p111119 Ending Date 30/11/19

][ oetan ]

Select — The date range you want to add the template to. | would suggest the maximum you run a template in
foris a year.

Q Are You Sure You Want To Implement Template CLASS19 From 01/11/19 To 30/11/19

Bl (x - |

Select — Yes. The template will now be added to the calendar.

2. Removing Templates from The Calendar.

To remove a template from the calendar, follow the steps below:

Select — Retail Bookings.
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Select — Classes.

#ﬁ Action

Select — Action.

e

Maintain Configuration

Select — Maintain Configuration.

Select — Maintain Templates.

Select — Delete Template from Calendar.

H Cottesmore Enter Template Effective Dates

Starting Date p111719 nding Date 30/11/19

Select — The date range you want to remove the template from. If you have members booked into classes for
any of the days, you wish to remove you will not be able to remove the template from these days.



|\/ Accept |

Select — Accept.

Select Template —

S

Select — The Template you wish to remove. Select — OK.

L 7) Are You Sure You Want To Remove Template <NotDef>

|[\/ Yes ‘ No |

Select — Yes.

3. Adding Adhoc Events to the Calendar.

To add an Adhoc Event to the calendar follow the steps below:

Select — Retail Bookings.
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Select — Classes.




#ﬁ; Action

Select — Action.

Maintain Configuration

Select — Create Adhoc Event.

Select — The class you wish to add. Then Select ADD.

n Cottesmore Enter Activity Effective Dates

Starting Date| 18/12/19 Ending Date 18/12/19
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Select — The date range you wish to add the class for. Select - Accept.



B Cottesmore Activity Event Details

Activity ABATTACK AB Attack
art End

ption

Select — Price.

"F Expand Exll 3 points #

[3 Activity Pricing

Cottesmore Ver 6.0¢{A) On 18/

[l6)

@

10:4717

6.0v

Check all the prices are correct the Select — Exit.



= Cottesmaore Activity Event Details

Activity ABATTACK AB Attack
Start End Max Mo Min No

N1 R [0
peseriten |

(x en |[B Accent |[[ Puce |

Select — Accept when you are happy everything is entered.

4. Cancelling Events/Classes from the Calendar.

To cancel an Event/Class form the calendar follow the steps below:

Select — Retail Bookings.
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Select — Classes/Events.
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§ view Em Accept :. NextPg ﬁm:mn EP"M QFmd §| Notes @}
4| & Diary | WMendip | PllAcademy | [ Hire | W Funchms | [q Social Events | [F]Pro Lessons | X Classes | BB Studio | fsSpa Rooms | d} Available Staff | Bj Austait | BB AUtz | |, J Golf Cmpetitions | [[J Tennis C b =

Select Date Classes Avail

15 of 15 (Minimum 0 Location ‘DANCSTUD’) 13:00-14:00
15 of 15 (Minimum 0 Location "DANCSTUD’) 14-:00-15-:00

14:00 15 of 15 (Minimum 0 Location "SPINSTUD") 14-00-15:00

Select the Class/Event you wish to cancel.

'ﬁ Action

Select — Action.

Select — Cancel Event.

.i.\riew F_xn Accept :. NextPg 'ﬁmﬁon éprim QFind g-]lnmes %
| &yDiary [WMendip | [l Academy | [MHire % FuncRms | [A social Events | [F]ProLessons | [ Classes | [ Studio | @ 5paRooms | o Availoble Staff | i Al toft | I AllStaff2 | [, J Golf Crpetitions | [[} Tennis C b =

Select Date Classes Avail

15 of 15 (Minimum 0 Location "DANCSTUD’) 13:00-14-00

15 of 15 (Minimum 0 Location "DANCSTUD’) 14-00-15-:00

15 of 15 (Minimum 0 Location "SPINSTUD") 14-00-15:00

Cancelled 16:00-16:59

The Class/Event will turn black when cancelled.

To reinstate the Class/Event:

'ﬁ Action

Select — Action.
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Select — Re-Instate Event.

5. Deleting Events/Classes from the Calendar.

To delete an Event/Class from the calendar:
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Select — Classes/Events.
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Select Date Classes Avail =

15 of 15 (Minimum 0 Location "DANCSTUD') 13:00-14-00

15 of 15 (Minimum 0 Location "DANCSTUD’) 14-00-15-00

14:00 15 of 15 (Minimum 0 Location "SPINSTUD) 14:00-15:00

Select the Class/Event you wish to cancel.




'ﬁ Action

Select — Action.

o

Delete Event

Select — Delete Event.

[ 7] Are You Sure You Want To Delete This Event

‘l Yes ‘ ‘ Nao ‘

Select — Yes.

The Class/Event will be removed from the Calendar.




