Individual Bookings

Table of Contents

Creating a Individual BOOKING . ...ttt ittt ettt eeeeeeeeeaeeaeaaaaaaans 2

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



Creating a Individual Booking

1. From the main ESP desktop select the booking diary

2. From the drop-down box that appears select where your chosen activity is going to
take place
3. From the screen that appears, double click the time the activity begins

T vew ma- A:eou | e ﬁku ¥ P Q s i_lucm L]
B Esher Course | [ Kings Course [ Hire R Funcma G}uuh«u .

Sel P
T shet ek T sher
Date % Teok ek

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



5. This will now bring up the individual bookings tab. Start typing their name and thi
will automatically select them as a visitor with visitor pricing.
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6. If they are a member you can enter this by either:
a. Selecting the line and then tapping the card
b. Or entering their address code i.e. SMITJO1 (John Smith).
c. Selecting the line, press F1 and search through the member list.

L ’ Elll A«Qu aWwPo EN.IIN «F-m Muu ‘ Prev ' Next shi“

[1] Address Details 5 Usage ] Pessonal Detads

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



7. Accept the record by pressing accept again
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8. If they are not already in your system, please see our SOP to creating an individual

record.
From the booking screen we can now see that our customer has been booked in.

10. Select exit to save.
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