Group Bookings
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Group bookings are used for larger bookings such as society days, functions, conferences
etc. These would be used when more than one activity or resource are being booked (e.g.
Golf and Function Rooms).

From the desktop, select the Bookings Diary Icon:
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From there, select a booking area e.g. FuncRms

Once in the booking screen, select the main function area you wish to create the booking
in. (Don’t worry if the booking requires more than one function or activity, we can book
these out later).

Using the ‘Sel Date’ select the date you wish to book the event for
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Once you have selected the date, double click on the time you wish to book the event
from.
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The next page would be used if we were creating an individual booking. We are creating a
group booking so we need to select the ‘Groups’ option from the top toolbar
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ACode: This is the address code of the lead booker. You Order No: This is the initials of Desc: This is the description of

need to add their details to a customer file, you can the person entering this the event which will appear on
either select their name from the member file (by information (creating the the booking screen and on any
pressing F1 Help) should they already be in the system booking) letters or confirmation forms

or add them from this screen.
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HOWEBO1| 0 ale Evnt Bate 12410419
Kimptan Link 0 a a 121013

Kimpton Road

Addr3 Jesc ESP Golf Society

Town

26 20.00

T/C BR 2C CARVERY MD 52000 A

SOCIETY GREEN FEES A 26 35.00 91000 A

KINGS_RM 12410419

Event Type: It is important you Middle Row: This is where you Bottom Row: This is where you

select which event type this is add booking packages and book out different areas i.e.
(reporting and forecasting charges to the event booking function room, 18 holes of golf,
purposes) 5 buggies.
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Section A - Toolbar

This will return you back to the main ESP desktop

p— When selecting into a field, if help is available this icon will appear. This
§ Help can be used to select customer records when in ACode, package files,
resources.

E ; This will exit you from this booking
X

— This will delete the booking
[l]] Delete

s This will bring up a list of options which will not be used by us.

This will bring up the following:

(The main two used when creating bookings explained below)

Print Booking Confirmation Print Event Form: This will
Letter: Confirmation form will print an event form, details of
list the items in the itinerary pricing also appear on this form

and requested deposit

I ftinry This where the detail of the event is entered and stored. Timings, details
of catering/room layout/beverage/suppliers

ESP Leisure Ltd, Europa House, 1 Kimpton Link, Kimpton Road, SUTTON, Surrey, SM3 9QP
T +44 (0)208 251 5100 F +44 (0)208 251 5101 W www.e-s-p.com E enquiries@e-s-p.com Registered No: 2550976



Section B -

ﬂ Elite v6 V6 Training Da Groups Booking File To add customer information‘, select into
the ACode field, and then click the F1

.',. Help Exit Help button at the top toolbar.

This will then bring up the customer file
where you can either add a customer or
select one from the list. If you need
assistance doing this, please read our How
to Create a Customer Record user guide.

Custun e Orders

ACode All of the information will be
automatically populated

|M For reporting and printing purposes it is
important that you enter what type of
event it is. If you do not, when you print a confirmation letter it may say ‘Thank you for
booking your society golf day’ when in fact you have booked a wedding.

Attachments: This icon circled above is the attachments function. When you receive
signed confirmation letters, supplier liability insurance docs or anything else associated to
the booking, you can drag and drop them onto the desktop, and they will be stored within
the folder you choose. (Further details available on our Attachments User Guide).

Howe Society Golf Day

Description: This is where you will enter the
description of the event. This is customer facing. If
requesting a deposit, you can enter this on the last
line of these fields, like so:

|0K ||X Cancel H Action HGWE SDCiEt}Ir GD'fDaF

500.00
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Section C - Description: This will be populated by a Amount: This is the price per item, if |
generic description which you can amend. wanted to amend this, | would need to do
Select the field, CTRL-F and type a this in the package file.
specific description for the event.
(Character sensitive).

O T — T I R R

SOCFOOD T/C BR 2C CARVERY MD 26 20.00 52000 A
SOCGOLF / SOCIETY GREEM FEES / 26 35.00 k 951000 A

Code: This is the package file or code,

you can either type the code in if you Qty: This is where you can amend the Total: This is the automatic calculation

know it or select the field and choose the quantity of the stock item or package by the system

F1 Prodct. If you need assistance, read (depending that the package is based on

our Creating Booking Packages User Guide a price person basis)

[ V6 Training Da Sales ftem File - Sale Code

.i. Prodct N

Booking Packages € esc Group
ni BOTTLES
Campden Pale Ale BOTTLES 1.650 6.00

Doom Bar Bottle:
010007 London Pride BOTTLES 1.885 400

030008 Peroni DRAUGHT 6251 500
110001 CABERNET SAUVIGNON REDWINE 6500 20000
[ V6 Training Da Packages File - Package Code 110002 Meriot 4500 10000
140001 Champagne SPARKW 16250 2800
20001 STELLA ARTOIS DRAUGHT 380

20002 LONDON PRIDE DRAUGHT 0580 350
DRAUGHT002 Youngs Biter DRAUGHT 2 1181 380
FOOD02 FISH OF DAY MAINS 23

Code Dese
BIRDIE Brdie God Society
BUGGYHIRE Buggy Hre
FUNCFOOD Funetion Food
AOOMHIRE ROOM HIRE
ROSEWEDD

SOCFOOD Society Gof Food
SOCGOLF 'SOCIETY GREEN FEES

FOOD1 Siioin Steak MAINS 295
GINTONIC Gin And Toric GIN 1.003 565
GINTONICT Gordons And Tonic GIN
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Section D -

Resource: This is the reference to what
resource has been booked out

Date: The date the resource is booked
People: How many people are booked

Time: The time the resource is booked into this location /
Resource Fin Time
18_1_EC 1ST_TEE_E 12/10/15 12:04 26 7
KINGS_RM K KINGS_RM 12110119 15:00 26 / 10
A\ / ]

Activity: This where you select what Slots: The slots are how many lines are booked out on the
resources in your venue are going to be booking screen. Each slot is the equivalent to 4 people
used. To do this, on a new line, select IiI Hel (how many max on the T). To book out enough people you
the Help option and book out locations. P must match with slots.
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The itinerary is where the specific detail about the event is stored.

When you select the Itinerary icon from the toolbar, you will be presented with a blank
template. You can either create a booking from scratch or load a template.

To begin, we will create a template. From the template screen, select ‘Help’

[] Customer Orders

finery Detail
= 1] B I e =i | [ 2] | | =) Al ]

Description

Cnty

Event Typs

Activity

| V6 Training Da Ver 6.0b(A) On ...

>

Create New Template

Once you have completed your template, select ‘Ok’

[] Customer Orders

Template Detail

Howesor |6 L&) B Y |4 =) | (Bl 1] | = SIS s

Kimpton Link Type Date Time Description
Kimpton Roa SOCIETY GOLF DAY BOOKING
SUTTON 08:00 Organisers to arrive and start setting up - Kings Room
Surrey 10:00 Players start to arrive. Registration at main reception
10:15 Tea/Coffee (replenish as needed), bacon rolls on rolling basis
EBrni T 11:00 Bacon rolls finish

11:00 Speech from Head Pro
H o 11:15 Players head to range
12:00 First 4 ball T off - Eagle Course

1400 Drinks buggy to serve beers, tea/coffee, soup (on tab)
16:00 Players start to return to Kings Room Bar (on tab)
16:45 Called for dinner

17:00 2 course carvery (MAIN + DESSERT) served in Kings Room v
18:30 Prizegiving o

KINGS_RM

’ Activity 19:00 Depart - some might return to bar after

EL_EE CARVERY ©
‘ KINGS_RM 10
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Name your template

& V6 Training Da Enter Template Name

Enter Name Society Golf Day Booking |

EEE

Select the relevant folder you want to store the template and then select OK.

[ Customer Orders

Order Date 07/10/19] Evnt Date 12/10/19|
Kimpton Link Select Folder To 12/10/19

A
A
A Kimpton Road 5
A
T

n SUTTON

- Cnty Surrey

I T S

KINGS_RM KINGS_RM 12/1019
18_1_EC 1ST_TEE_E 1211019

KINGS_RM KINGS_RM 121019

To load up a template you have created, go back to the booking screen, select itinerary,
then select ‘Help’

Customer Orders
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Type Date Time Description
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Next, select ‘Select A Template’

. Using the + symbol next to the
relevant folder, open the folder and
select the template you wish to

Select File

Then select ‘OK’

You have now successfully loaded your template which you can begin to amend.

[ Customer Orders Hinery Detail
=TEEEEIE A S

Type Date Time Description
/Y SOCIETY GOLF DAY BOOKING

Organisers to arrive and start setting up - Kings Room
Players start to arrive. Registration at main reception

Tea/Coffee (replenish as needed), bacon rolls on rolling basis

Bacon rolls finish
Event Type /’ Speech from Head Pro
Players head to range
First 4 ball T off - Eagle Course
Drinks buggy to serve beers, tea/coffee, soup (on tab)
Players start to return to Kings Room Bar (on tab)
Called for dinner
2 course carvery (MAIN + DESSERT) served in Kings Room
Prizegiving

Depart - some might return to bar after

Activity
CARVERV
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