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HOW TO LOGIN

Go to www.pay2play.co.nz or click on the LOGIN option. As Admin you will note additional options in the
navigation panel.

Pay2 Play

Home

Instant Sports Venue Access

Casual squash, tennis, badminton and cricket

Choose a sports venue Login or Register

“nline Access Solution for Sports Venues

Admin Pay2Play™ is a secure cost effective online booking,
Features ayment and access solution for all Sports Facilities
uch as Gyms, Squash, Tennis & Cricket Clubs.
here is no need to be a Member. Simply Book and
Pay for a Squash Court, Tennis Court, Gym

CarAnAlan ar ladaae AHALASIARAL AL Anlina

Pay?Z Play

Manage Members

B <>~
e — o [

D USER DOOR CODE VALID TILL ADMIN MULTIBOOK DOB ACTIONS

534 Cindy Remihana 0021969 31112/2019 xNo % No 120051969 @ § » N & = @
2628 John Penny 0441423 17/07/2020 Yes % No 14081962 @ § » N & = @ P
b3ss Justin Harrison 9990000 31M12/2019 % No % No O 5 r Nl # = b EREE
T4 PPN S, AnAAAAA AALANINANA e Ria s M An A4 AARR BN I —_ 5 1 1 ]
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MANAGE MEMBERS

MEMBERSHIP TYPES

Pay2Play allows you the flexibility to create your own membership types and groups.
Within the Membership Types area, you can:

Create new membership types
Set/change membership fees

AN N NI N NN

Set/change membership duration

Set/change membership expiry warning period
Set/change membership groups

Edit existing membership types

MEMBERSHIP FIELDS

Name

Renewal Period
Months

Advanced Warning
Days

Cost

Recurring Billing

Hide on Request
Membership page

Casual Membership

Group Type

Facility Type

Membership type e.g. Senior Squash / Family etc.

Period of membership in months. For example, 1 for monthly (used for
recurring membership billing), 12 for one year.

No. of days in advance an expiry email reminder is sent out to the
member.

Amount of sub (e.g. $200.00 enter 200)

Tick this box if this type of membership is to auto renew (normally only
used for a monthly membership where Renewal Period Months is 1
month).

If this is ticked the Membership category will not display on the public
‘Request a membership’ form on the ‘Join’ page.

A casual member has an access code, but it will only work when they
have made a court booking online. Casual Membership fees including
court fees can be set by the Admin in the Membership area.

Identifying if the membership is part of a group that has more than one
linked member (e.g. Married Couple or Family). See more on Groups
under Group memberships.

No Group — individual membership types

Primary — Primary type is the member that will be the key membership
record for the group. This membership type usually has the membership
fee for the group.

Secondary - Secondary type is for the other members of the
membership group. They will not be the main membership record for the
group. There is usually no membership fee against this membership

type.

Choose from available options. If you offer more than one sport/facility
type, this enables you to set different membership structures or fees.
You can choose multiple options.
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CREATE A MEMBERSHIP TYPE

1. Clickon MEMBERSHIP TYPES

Pay2 Play

Manage Members

Demo Sports Facility Members AddNes
ID USER DOOR CODE VALID_TLL ADMIN MULTIBOOK DOB ACTIONS
534  Cindy Remihana 0021969 3111212019 %No % No 120051969 @ $ p Il & = @
2629 John Penny 0441423 17/07/2020  « Yes X No 14081962 © $ » M £ = O
5388  Justin Harrison 9990000 3112/2019 % No %X No Qs rFr il ¢ = & EEEN

“ana Amnn b ine AARAARA A4IANIAAAR e Kia s hin Aci44mAAn BN I .

2. Click on ADD NEW

Pay?Z Play

Manage Members

Demo Sports Facility Members. a Add New . i I Tags I I

VALID_TILL MULTIEOOK DOB — ACTIONS

USER DOOR_CODE

534  Cindy Remihana 0021969 311212019 %XNo % No 12051969 @ §$ b N & & @ m
2629 John Penny 0441423 17/07/2020  + Yes % No 14081962 © $ » M & = 8
5388 Justin Harrison 9990000 3111212019 xNo % No @ S Pr Il &# =@
- AnmAnan VI VA meismnnn Tl T T T L T s

3. Set membership details (see explanation of membership fields).

Pay? Play

Manage Members

New Mem| ip Category to: Demo Sports Facility

Name Name of Membership Category
Renewal Peried Months 12

Advanced Warning Days 30

Cost 100
Recuring Billing Note: I this is ficked then esch member with this estegory will receive & eredit card charge on the day that matches the advanced
warming ds;
Hide on Request Membership page Note: If this is ficked then this Membership category will not displsy on the public request membershis page.
Casual Membership Note: A casusl member has s pin Cods Bt it Wil Gnly Work wihen they have & booking

Group Type Ne Group M

Facility Type Squash
Tennis
Gym
Badminton
Lounge

Tip: If you would like pricing to be visible on the ‘Request Membership’ website page, add the
membership fee after the category name. The category name and fee amount will then appear in the
dropdown menu. For example — Junior $100
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GROUP MEMBERSHIPS

For Group memberships such as a Married Couple or Family membership, you will need to create two
membership types for the group - a ‘Primary’ membership type and a ‘Secondary’ membership type.

One joining member of the ‘Group’ must be loaded as the Primary membership type, and the remainder as the
Secondary type.

For joint memberships (e.g. married couple, family) you will need to load in a $0.00 cost membership type for the
spouse and other family members. The spouse and family members are loaded as a Child this is just a term to
link to the Parent Member (the one paying the bill)

For example:

e Family Membership (as the Primary) — set membership fee e.g. $300
o Family Membership [Linked] (as the Secondary) — no membership fee.

Instructions

1. Set Primary membership category:

@ Pay 2 Play

Manage Members
New Membership Category to: Demo Sports Facility

-
Family Membership

enewal Period Months 12

Name that you wish to

appear on membership
options list. Co
Cost for whole Recurting Biling

Advanced Warning Days

2 WEREG then esch member with this category will receive & credit card charge on the dsy that matches the advanced
waming days.

membership group.
. . Hide on Request Membership page | Nete: f this s ticked then this Membership category will not display on the public request membershio page.
Group type is primary.
Casual Membership | Note: A casual member has & pin code but it wil anly work when they have & boaking

Group Type No Group

2. Set Secondary membership category:

PayZ Play

Manage Members
New Membership Category to: Demo Sports Facility

mbership [Linked]

Add Linked to name to Renewal Period Montns
identify it from the Primary
membership type.

Cost is $0 as fee is linked to
primary membership. Recuring Biling 1% 8 2 B30 52 Mo 1 8GR & Gredh ar s e o st maties e sanced
Hide this option from your RS TS e .10 e s Memzerp st g0y i ot iy he pUIE et G e
pUb"Shed membership Casual Membership - Note: A casual member has & pin cod bt it il only werk when they have @ booking

typeS . Group Type No Group v
Group type is secondary.

12

Advanced Warning Days 30

Ne Group

Facility Type
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Below is an example of membership types showing Individual type memberships with No Group and Married
Couples and Family Memberships showing Group Type Primary and the Spouse and family members as a Group
Type Secondary.

Demo Sports Facility Membership Types

A EXPIRY WARNING COST
ID NAME REMEWAL PERIOD (MONTHS) (DAY S) (3] GROUP TYPE
1 Senior Squash 12 45 100.00 No Group
2 Married Couple 12 45 200.00 Primary
3 | Marmied Couple [Linked] 12 45 0.00 Secondary I
4 Family Membership 12 45 300.00 Primary
5 Family Membership [Linked] 12 45 0.00 Secondary

APPLYING THE GROUP MEMBERSHIP TO THE MEMBERS

1. Select the member who wishes to be the Primary member (responsible for payments and renewals).
2. Choose the Primary membership type (e.g. ‘Family Membership’).

3. Repeat for all other members of the group (e.g. the other family members), choosing the Secondary
[Linked] option.

Dean is the Primary member for a family

Cindy is one of the family members, so her
membership type is the Secondary [Linked]
option:

Membership for: Dean - Demo Sports Facility Membership for: Cindy - Demo Sports Facility

Membership Mumber

membership:

IMembership Number

Senior Squash Senior Squash

Security Code Married Couple Security Code Married Couple

Married Couple [Linked]

Valid Till Valid Till

Family Membership Family Membership
NZ Code Family Membership [Linked] NZ Code Family Membership [Linked]
NZ Number Junior Squash NZ Number Junior Squash

Student / Staff ID

Manthly Squash Membership

Student / Staff ID

Married Couple [Linked]

Monthly Squash Membership

Senior Tennis Senior Tennis
Suspended Junior Tennis Suspended Junior Tennis
Club Admin Administrator Club Admin Administrator
Multi Booking Casual Membership Mutti Booking Casual Membership
Membership Membership
Category Senior Squash v Category Senior Tennis v
Member Tags . Member Tags .
2 Committee - Committee
=i Masters - Masters
= Interclub =) Interclub
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CASUAL MEMBERSHIPS

A Casual Membership type allows you to combine a membership with court ire fees. This means the player is a
member of the club with their own access code, however the code is only valid if they have booked a paid for a
court.

This feature is useful for creating affiliated memberships, to provide the player with a discounted booking fee.

Step 1 - Create a new membership category

1. Click on Manage Members

2. Click on Membership Types

3. Click on Add New

4. Enter the Name (e.g. Casual Squash)

5. Setthe Renewal Period Months, Advanced Warning Days and Cost.

6. Tick Casual Membership

7. For Group Type choose No Group

8. Choose the relevant Facility Type

9. Click Submit

Step 2 - Set the pricing for your Casual Membership

1. Click on Manage Venues

2. Click on Membership Types

3. Choose Manage on the Facilities column

4. Choose a court and select Edit Prices

5. Click Add a Price

6. Enter a description (e.g. Casual Member), and complete the details, choosing your new casual
membership in the membership column.

7. Repeat if required to create different fees for different time periods and Save once complete.
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You can now go back into the Court and choose to ‘Copy' any of the new prices across the other courts.

TAGS

Tags are a customisable feature that allows you to add information to a member’s profile that may be used for
features such as sending out emails only relevant to that topic.

For example, in our Demo Sports Facility we have created four tags as per the picture below.

CREATING OR DELETING A TAG

To create a tag: complete the Name field and choose Save.

To delete a tag: choose Delete. This cannot be undone and will remove the tag from all tagged members.

Tags for Demo Sports Facility

ID NAME ACTION

5 Committee Delete

B Masters

15 Interclub

16 Hotshots
Back

APPLYING A TAG
To apply a tag:

1. Inthe Admin area (cog icon) Choose Manage Members.

2. Select the member you wish to add a tag to. Select the pen icon to edit the member.

Pay? Play
Manage Members
Filter _ Q Search

D USER DOOR CODE VALID TILL ADMIN MULTIEOOK DOB ACTIONS
534 Cindy Remihana 0021969 31112/2019 % No % No 120051989 @ § p 0 &
2629 John Penny 0441423 17/07/2020 v Yes % No 1400811962 @ § B | = o
5388 Justin Harrison 9990000 3111212019 % No % No O S Pr Nl & =G
7004 e olaae  ANAANAA 944NN e Rin e hin Ag4mnnn = e a= . A
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At the bottom of the member information, you will see the Member Tags options. Select by ticking the relevant
box.

NZ Number

Student / Staff ID

Suspended
Club Admin
Multi Booking
Membership
Category Senior Tennis v
Member Tags
Committee
asters
terclub
Hotshots

3. Click Submit to save the change.

MANAGING MEMBERSHIPS

ADD A NEW MEMBER

ONLINE MEMBERSHIP REQUESTS

Prospective members can request a membership by clicking on Join on your Pay2Play venue page. Club
Admins will receive an email with the details of the membership request. Only a Member with Admin Authority
(Normally a Committee Member or Club Manager) can add a new member.

Before you start: the 7-digit door access code the member will use is a combination of their 3-digit membership
number and a 4-digit security code. You may wish to allocate one to them or you may ask your member to
provide you with a seven-digit code they wish to use. This can be changed later if required.

1. Inthe Admin area (cog icon) Choose Manage Members and the click on the Add New button.

PayZ Play
Manage Members
S —

Demo Sports Facility Members ﬂ Add New . . I Tags I I
D USER DOOR_GODE VALID_TILL ADMIN MULTIBOOK DM gt ACTIONS
53¢  Cindy Remihana 0021969 31/12/2019 % No % No 120051969 @ § » W & = @
2629 John Penny 0441423 17/07/2020  « Yes % No 14081962 @ § » N &£ = @ m
5388 Justin Harrison 9990000 31/12/2019 % No % No ®© $ PP NIl ¢ = u EEEIEY
2mm4 A e nmennan mammmann wan e mmemnnn o~ a L ae L . e

2. Select Create New User.
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If they have requested a membership online, you can enter their ID number which will be on the copy on the
email membership request you would have received. If you do not have this, start typing their name and their
name and e-mail address should appear.

If they have not requested a membership online, you can register them by clicking on Create New User.

New Membership to: Demo Sports Facility

i Create new User
Existing Pay2Play User
Valid Till
Membership Number
Security Code
Membership Category Select a Category v

Submit Cancel

3. Add Valid Till date (Subscription expiry date). Click in the field and a calendar will appear, double click on
the date across the top of the screen to select the year.

@ @EoDer 2u »
The user has been saved. su Mo Tu “ i Er Sa

40 29 30 1 2 3 4 5

New Membership to: Demo Sports Faciliji 6 7 8 9 10 " 12
2 13 14 15 16 17 18 19
4 20 21 22 23 24 25 26
427 28 29 30 31 1 2

Existing Pay2Play User
gray Y 45 3 4 5 6 7 8 9

Valid Till
Membership Number
4. Select the year, month and day the membership will expire.

5. To set the member’s 7-digit door code, enter the first three digits of the member’s door code as the
Membership Number, and the last four digits as the Security Code.

Membership for: Demo - Demo Sports Facility

The member’'s door access code is the
Membership Number (007) plus the
Security Code (0070):

Membership Number

Security Code 0070070

6. Click Submit and this person is now a member of your club/venue.

MANUAL MEMBERSHIP REQUESTS

You may need to add a member manually if you use paper forms. You will need the person’s email address to
complete this process.
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1. Choose Manage Members and the click on the Add New button.
2. Click on Create New User

3. Complete the form details. If you do not have all the information you would like to load, you can edit the
Member information at any stage in the future.

User Details Profile Picture

First Name Demo Select

&
Last Name User
Usemame demo.user
Passward
Date of Birth
Role General User v
Email

Phone

4. You can load a profile picture (optional) by clicking on Select and choosing a file from your computer.
Note these should be cropped square to optimise the display.

5. Click Save Changes.

6. After you click Save Changes the following screen will appear.

The user has been saved. o

New Membership to: Demo Sports Facility

Create new User
Existing Pay2Play User Deme Player (pay2playmarketing@gmail.com) 1D:18350
Valid Till
Membership Number
Security Code

Membership Category Senior Squash A

7. Complete the relevant fields (see Add a new member — Online Membership Request) and select their
membership type.

8. Click Submit.
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MANAGE EXISTING MEMBERSHIPS

In the Manage Members area, you can see a list of all members.

Pay?Z Play

Manage Members

.
e — o [

ID USER DOOR_CODE VALID_TILL ADMIN MULTIBOOK DOB ACTIONS

16348  Demo Player 0070070 01/11/2020 %No % No 001001 @ 5 » Nl & = &
44470 O~m DAamikhan- FOAOTRD aANIN2MNAN st Mr w M~ 2AINeMMO00

For each member you will see options for managing the membership:

O] Membership Payment History View previous transactions.
S Process Payment Manually reinstate membership.
[> Unsuspend Membership Reactivate a membership (reactivates access code).
11 Suspend Membershi Suspend membership (access code will no longer
P P work).
v d Edit Member Details Manage all aspects of a person’s membership.
- Email Member Send an email to the member (choose from a template
— and add additional free text below main message).
o) Delete Member Completely removes record (not recommended unless

duplicate).

Note: members can also update their own details under ‘My Profile’ when they are logged in.

MAKE MEMBER AN ADMINISTRATOR

This will give the person access to manage members, memberships, venue settings, reservations and bookings.

1.

Choose Manage Members and the click on the Edit

icon (#). _
Membership Mumber -

Security Code

Click in the box next to Club Admin. 0070
Card Number

You may also wish to permit your Club Admins to Valig T

multi-book courts for events etc., in which case, tick

the Multi Booking box.

2020-11-01

NZ Code

NZ Number

Student / 3iaff ID

Club Admin
Multi Booking

Jembership Category r
enior Squash ¥

Member Tags
Committee
Masters
Interclub
Hotshots
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ALLOW MULTI-BOOKING

The Pay2Play system allows you to limit court bookings to ensure fair access. In some instances, you may wish
to allow a user to make multiple bookings at one time (e.g. for coaching or events).

To activate this:

1. Choose Manage Members and the click on the Edit icon (#*).

2. Click in the box next to Multi Booking (see above image).

IMPORT MEMBERS FROM DATABASE

Pay2Play can support venues needing to process a large number of new memberships by importing data from a
CSV file. Please contact us for assistance.

ADDITIONAL FEATURES

1. Search for a member by name.
2. Export list to MS Excel.

3. Sort by any heading. Click once for ascending value (A-Z/oldest date to newest/smallest to largest
number), click a second time for descending values.

Pay2 Play

Manage Members

Dema SnaeisFaciiily Members

DOOR_CODE VALID_TILL

15679  Naomi Fergusson 1112222 21/01/2021

2629

John Penny 0441423 17/07/2020

15455  Jacke Remihana 1234321 26/05/2020
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EMAIL COMMUNICATIONS

The Pay2Play Mail Blast system is used for sending automated and/or templated emails to your members. Note
that members can opt out of emails, so may not receive communications not related to bookings.

Clicking on the Mail Blast item in the menu list will show the following screen, which enables you to:

e Filter the members you wish to email and preview the list.
e Create your email using a template plus addition information (‘free text’) to include in the email.
e Manage your email templates.

Pay2 P|ay Demo Flayer «

*{ Demo sports Facility Members i Erre )

e B T
.

Senior Squash

Membership Tvr-
1. Select members to email Married Couple

Married Couple [Linked]

2. Email templates Family Membership
. . Family Membership [Linked]
3. Email details (content) Junior Squash

Monthly Squash Membership

Mail Blast

 —
<=

Working Eee v

DoB

SUSPENDED

EMAIL ADMIN TAGS

NAME MEMBER SHIP

VALIDUNTIL

18654 demo player Senior Squash info@pay2play.co.nz 3112/2029 false 261172000 false
14136 Club Administration Administrator Jack@remihana.co.nz 311272022 true Committee false
16348 Demo Player Senior Squash pay2playmarketing@gmail. com 01/11/2021 true Committee 01/01/2001 false
15679 Naomi Fergusson Senior Squash naomi@pay2play.co.nz 21/01/2021 true Committee falze

14125 Dean Remihana Senior Squash dean@pay?2play.co.nz 31122020 true Committee Masters ~ 14/12/1965 false

SET UP EMAIL TEMPLATES

1. Click on Email Templates.

Demo Sports Facility Members ’ [——

wooren I - N~~~ [~~~ [ >~

Commitee Senior Squash
Masters Married Couple
Inferclub Married Couple [Linked)]

Halshots Family Membership
Family Membership [Linked]
Junior Squash
Monthly Squash Membership ¥

2. Choose Add New

Email Templates

NAME

3. Complete the fields. The template offers basic editing features (bold, italics, underline, numbered or
bulleted lists, hyperlinks and options for font type and size).

4. To include fields that will autofill, move the cursor to the place you wish to add the information, select
Autofill and choose the field.
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Email Template Details

Name Interclub

Content

y= =
a=_ =

B Iu

H -:—||aa =

- ‘PHFM

Dear {{First Name}}

W= are gearing up for another Interclub challenge!

to play, please email admini@demofacility.co.nz to register.

5.  When you have finished editing your template, click Save changes.

CHOOSE MEMBERS TO EMAIL

You can filter which members you wish to email using any of the following criteria. You can choose more than

one criteria, or to email all members do not enter any parameters.

e Date of birth

e Membership renewal period

o Expired (suspended) members (tick box)
e Tag

e Membership type.

‘Interclub’.

Select the members you wish to email. In the example below, we have selected members with the tag

Once you have entered your criteria, click Summary to view a list of the members that will receive the

email. The list shown below are those members with the Interclub tag who will receive the email.

Demo Sports Facility Members

Membership Type

Email Details Free Text

‘Subject Inferclub Registrations are Open! ‘Wednesday's 22 April - 9 June
Final and Prize Giving - Friday 19 June
Early round 6pm

Late round 7.30pm

Template Interclub

Change Venue ~ Emall Templates

Suspended .

Senior Squash

Married Couple

Married Couple [Linked]
Family Membership

Family Membership [Linked]
Junior Squash

Monthly Squash Membership

£ <
-

ID * NAME MEMBERSHIP EMAIL VALID UNTIL ADMIN TAGS DOB SUSPENDED
2629 John Penny Senior Squash john@pay2play.co.nz 17/07/2020 true Masters Interclub 14/08/1962  false
13356  Kelly Brenton Senior Tennis misports@xira.co.nz 31/03/2020 true Interclub false
14125  Dean Remihana Senior Squash dean@pay2play.co.nz 31122020 true Committee Masters Interciub 14/12/1965  false
14128 Ben Remihana Senior Squash hen@remihana.co.nz 20/02/2020 false Interclub 24/06/1999  false
15455 Jacko Remihana Senior Squash jackremihana@gmail.com 26/05/2020 false Interclub 08/10/1998  false
15679  Naomi Fergusson Senior Squash naomi@pay2play.co.nz 21/01/2021 true Committee Interclub false
16348 Demo Player Senior Squash pay2playmarketing@gmail.com 011172021 true Committee Interclub 01/01/2001 false
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Pay2Play Administration System

PREPARE EMAIL TO SEND

Complete the Email Details fields:

1. Subject — this will show in the receiver’s inbox.

2. Template — choose the template you wish to send. We will send an email based on the Interclub template
for this example.

3. If your template includes a free text field, complete the information in the Free Text field. (See Interclub
template example in Email Templates. We have written the Free Text to be included below).

Demo Sports Facility Members Change Venue ~ | IS REEES

[P Membership Type RSN S_—" -
Maslers Married Couple
Interclub Married Couple [Linked]
Hotshots Family Membership
Family Membership [Linked]
Junior Squash
Monthly Squash Membership

Email Details  sypject Interclub Registrations are UEREAE  Wednesday's 22 April - 9 June

Final and Prize Giving - Friday 19 June

)
" AR, el =)
e rous .30pm

ID 4 NAME MEMBER SHIP EMAIL VALID UNTIL ADMIN = TAGS DoB SUSPENDED
2629 John Penny Senior Squash John@pay2play.co.nz 17/07/2020 true Masters Interclub 14/08/1962  false
13356 Kelly Brenton Senior Tennis mispons@xira.co.nz 31/03/2020 true Interclub false
14125 Dean Remihana Senior Squash dean@pay2play.co.nz 311122020 true Committee Masters Interclub 14/12/1965  false
14128  Ben Remihana Senior Squash ben@remihana.co.nz 20/02/2020 false Interclub 24/06/1999  false
15455  Jacko Remihana Senior Squash jackremihana@gmail.com 26/05/2020 false Interclub 08/10/1996  false
15679 Naomi Fergusson Senior Squash naomi@pay2play.co.nz 21/01/2021 true Committee Interciub Talse
16348 Demo Player Senior Squash pay2playmarketing@gmail.com 011172021 true Committee Interciub 01/01/2001  false

4. Preview your email. To make changes, you will need to choose the browser option to go back to the
previous screen.

5. Once you are happy with your email you can click Send from the Preview screen.
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MANAGE VENUES

Pay2Play Administration System

Pay2Play allows you the flexibility to manage and customise your venue information, courts, communication, and

more.

-

ID:

Name:

Address:

Email:

Phone:

Cost:

Notification Email:
Honesty Box:

Venue Notes:

Booking Notes:

Booking Instructions:

Multi Slot Bookings:
Sport:
Region:

Last Contact:

21
Demo Sports Facility

dean@pay2play.co.nz
021 468618

12.00
deani@pay2play.co.nz
Mo

Venue infarmation and details about the club - this is your opportunity to
promote why they shouid join.

Example: Welcome to the Demo Squash & Tennis Club

We have 10 Sguash Courts, 20 Tennis Courts, and offer an extensive
array of club activities from coaching and competitions to social events.
We welcome new members and can assist you with finding a suitably
matched playing partner if required

MEMBERSHIPS

= Senior $239.00 pa

= Junior (u19) $78.00 pa

» Married Couple $380.00 pa

« Family $450.00 pa

= Casual Membership 5100 pa plus $10 per court booking

Club Days

Juniors Coaching and Dinner - Fridays during school terms (online
registration required).

Fitness Group - Thursday 12pm - 1pm (online booking required).

Interclub - Wednesday's Oct to Dec (contact Club Administrator to
register by 1 Sept)

Contacts

» Dean Remihana 021 468 618
+ John Penny 021 249 9778
« Kim Bone 021 780 690

DEMO SQUASH TENNIS GYM SPORTS CLUB

Enter your venuesciubs contact details here, with any information they
need to be aware of prior io booking (e.g. any policies, heaith and safety
information, or directions if your venue or access is not clear.

This information should include a reminder that once the guest has paid,
they will receive a booking confirmation inciuding their singie-use door
access code in their email

Clicking on continue will take them through fo the payment page

Lights

If your guest wauld like to book an evening court, you will need fo
nciude instructions to tum the lights on, or if using our ighting conirolier,
advise them that lighting will come on automatically and turn off af the
end of the booked session.

Need a racket?

Don't forget to mention if you offer loan equipment, and how to access
the squioment.

Join the Club!

You may aiso choose to include a link to your website and membership
Information

This information is shown during the booking process but prior to
payment.

This information should include any policies, terms and conditions for
wour facility they must be aware of prior to booking. If you operate video
surveillance for security, please note this here.

Cancellations and Refunds

State your process for refunds here including contact details.

Allowed
Tennis & Sguash
Hawke's Eay

Door Time

Squash Court 1

Squash Court 2

Tennis Court 1

Tennis Court 2

Gym Session 1

Badminton 1

Badminton 2

Club Room Hirex

——
Farmlands

co-operative

Admins
Members

Suspendad

Reservations

Coaching

Court Sanding

Business House

Cindy Remihana

Class

Block

Tournament

Member Reservation

Havelock North Squash Club Bl Q

View larger map

,Havelock North
el Q Caci Havelock

o ¥ Mop data £2019  Terms of Use
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Within Manage Venues area, you can:

v Edit Details of your Club/Venue
v' Set up a Display Kiosk
v Set up courts/facilities/rooms for booking or

access control

v' Manage court/facility/room availability and costs
v' Manage lighting of courts/facilities/rooms

SELECT VENUE

If you have more than one venue you will need to select the venue you wish to manage.

Pay?Z Play

Manage Venues

NAME

Demo Sports Facility

Page 1 of 1 - 4 Records

AN NI NI N NN

Pay2Play Administration System

Manage Bookings
Create reservations

Set/change membership duration

Set/change membership expiry warning period
Set/change membership groups

Edit existing membership types

a

SPORT

Tennis & Squash

Search for a venue by name.

Click on View to manage the venue

EDIT VENUE DETAILS

The venue details are the information potential players and members will see when they view your venue/club on
the Pay2Play website. An overview of the editable fields and instructions are listed below.

To begin editing your venue/club details, click on Edit Details.

Venue Details

ID:

Name:

Address:

Email:

Phone:

Cost:

Notification Email:
Honesty Box:

Venue Notes:

21
Demo Sports Facility

dean@pay2play.co.nz
021 468618

12.00
dean@pay2play.co.nz
No

Venue information and details about the club - this is your
opportunity to promote why they should join.

P
EacEaea

Facilities

Squash Court 1

Squash Court 2

Tennis Court 1

Tennis Court 2

Gym Session 1

-
prince
SALMING.
7 Tecnifibre [JI7ETES

Pay?Z Play

NC TR
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Pay2Play Administration System

OVERVIEW OF ‘EDIT DETAILS’ OPTIONS

SECTION CONTENT NOTES
Name The name shown on the ‘Find Venue’ page.
Choose your sports code(s) from dropdown list. If your venue type
Sport . .
is not listed, please contact Pay2Play.
Facility tvpe Choose from Club or Coach (Coaches are set up as a ‘venue’ in
yyp Pay2Play).
Phone
VENUE DETAILS Email General contact details for any enquiries.
Address
Regi Choose region from dropdown list. This field is used to filter
egion

VENUE IMAGE

VENUE LOGO

MAP

VENUE ADMINS

VENUE NOTES
BOOKING NOTES

BOOKING
INFORMATION

EMAIL REMINDER
TO RENEW

MEMBERSHIP

GOOGLE MAPS
LINK

CASUAL COST

NON-MEMBER
OPPONENT COST

SYSTEM
NOTIFICATION
EMAIL

Display order

Booking window
260px x 150px
.Jjpeg or .png file.

150px x 150px
.jpeg or .png file.
Venue location
map

(auto generates)
Dropdown List

(Free text)
(Free text)

(Free text)

(Free text with
database fields)

URL (HTTP link.)

Value

Value

Email address

venues.

Used to determine the list order for the ‘Manage Venues’ view
when you have more than one venue,)

Number of days in advance a court/facility may be booked.
Please ensure image is correctly sized to prevent distortion. We

recommend an image of your physical building to help guests
recognise your location when driving.

Please ensure image is correctly sized to prevent distortion.

This map is generated by entering an HTTP link in the Google
Maps Link field (see further below).

Choose a member to make an admin, or delete a member as an
admin.

(shown if the ‘more info’ button is clicked for your venue)
(shown during booking process)

(shown after booking process is completed)

Email template issued when membership is due.

To generate the link, open Google web browser and enter your
venue’s physical address in the search field. Click on the Google
Map image. This will generate a full screen map image of your
location. Copy the URL show in the browser and paste into this
field. The system will generate a Google Maps image on your
venue information page.

The fee payable by a guest to book a court.
The fee payable by a non-member to play a member of the club
(optional).

The email to which notifications such as membership requests will
be sent.
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DISPLAY KIOSK

This feature is for displaying the court booking system at the venue for members to view.

Pay2Play Administration System

Members can log in to book a court on-site (please ensure they are reminded to log out to return the screen to

kiosk mode).

0= = 2 e

October 2019 »

5:45pm - 6:30pm

6:30pm - 7-15pm

7:15pm - 8:00pm

Available

5000 - 4
Special Rate SO

Reserved
Members Only

&45pm - 330pm

9:30pm - 10:15pm

Class / Event

Booked 10:15pm - 11:00pm

Squash Court2

Cllck on a date 15 Squash Court 1
prince FIIA 7recnore EEZe NFdej]

3:00pm - 3:450m

3:45pm - 4:30pm

430pm - 515pm

5:15pm - 6:00pm

6:00pm - 6:45pm

6:45pm - 7:30pm

7:30pm - &:15pm

8:15pm - 9:00pm

9:00pm - 9:45pm

9:45pm - 10:30pm

Tennis Court 1

3:00pm - 4:00pm

4:00pm - 5:00pm

5:00pm - 6:00pm

6:00pm - 7:00pm

7:00pm - 8:00pm

Tennis Court 2

300pm - 4:00pm

400pm - 5:00pm

500pm - 6:00pm

6:00pm - 7:00pm

7:00pm - 8:00pm

Gym Session 1

3:00pm - 4:00pm

4:00pm - 5:00pm

5:00pm - 6:00pm

6:00pm - 7:00pm

7:00pm - 8:00pm

&:00pm - 9:00pm

9:00pm - 10:00pm

10:00pm - 11:00pm

Badminton 1

—
Farmlands

co-operative

3:00pm - 4:00pm
400pm - 5:00pm
500pm - 6:00pm
6:00pm - 7:00pm
7:00pm - 8:00pm
&00pm - 3:00pm
900pm - 10:00pm

10:00pm - 11:00pm

The Kiosk can also be used to link lighting automation to booking confirmations (see more in the
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Pay2Play Administration System
Overview of ‘Edit Details’ options).

Tip: If you wish to prevent users from using the kiosk for general internet browsing, this can be done using
Windows 10 Pro. Click here for instructions.

TO ACTIVATE DISPLAY KIOSK

Click on Display Kiosk - this will open the court booking system in a new window of your internet browser.

Venue Details Display Kiosk | Edit Detils Facilities Lighting

Bookings

-
ID: 21 Squash Court 1 prince
wha's nex.
Name: Demo Sports Facility
Email: dean@pay2play.co.nz
Phone: 021 458515 Tennis Court 1 77 Tecnifibre [T

TO DEACTIVATE DISPLAY KIOSK

When the Display Kiosk is live, the button changes to ‘Disable Kiosk'. Click on this button to turn off the Display
Kiosk feature.

JEE———————
o e e

Facilities Lighing

-
ID: 21 Squash Court 1 p" mece
who's next.

Name: Demo Sports Facility
Email: dean@pay2play.co.nz
Phone: 021 468618 Tennis Court 1 9 Tecnifibre [ 100
Cost: 12.00
Notification Email; dean@pay2play.co.nz Tennis Court 2 pay2p|ay
Honesty Box: No
Venue Notes: Venue infarmation and details about the club - this is your i ‘ /

opportunity to promate why they should foin Cynsessiony

The system allows you to view a list of who has accessed the venue for a specific day.

1. Inthe Manage Venue screen, navigate down to the Memberships area.
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https://docs.microsoft.com/en-us/windows/configuration/kiosk-single-app

Pay2Play Administration System

Venue Details Display Kiosk I Edit Details | Bookings I Facilities Lighfing

-
1D: 21 5 h Court 1 p Upload Ls
o rince

Name: Demo Sporis Facility

pacress Seussh Count2 m
Email: dean@pay2play.co.nz
Ph H 021 468618 g

one Tennis Court 1 7 Tecnifibre
Cost: 12.00

Notification Email: dean@pay2play.co.nz 2
Tenns Court 2 Pay2 Play
Honesty Box: Mo
Venue Notes: Venue information and details about the club - this is your opportunity fo ‘
jpromote why they should join. Gym Session 1
e

Example: Welcome to the Demo Squash & Tennis Club

L
\We have 10 Squash Courts, 20 Tennis Courts. and offer an extensive Badminion 1 Eﬁ;‘?ﬂg“ds
array of club activities from coaching and competitions to social events.

We welcome new members and can assist you with finding a suitably YY
matched playing partner if required. Badminton 2 [X) YONEX

MEMEBERSHIP S

f Upload L
= Senior 52359.00 pa Club Reom Hirex

« Junior (u19) S72.00 pa

« Married Couple $380.00 pa
. G
» Family $460.00 pa Memberships Manage
» Casual Membership 3100 pa plus $10 per court booking
| —
5

Club Days Admins

Juniors Coaching and Dinner - Fridays during school terms (online Members 4
registration required).
Suspended ]

2. Click on Entry Log

3. Choose the date and click Submit.

The report will display the time, name, and code used to access the venue for the selected date.

FACILITIES

Facilities refers to a venue’s courts, rooms, equipment or other bookable amenities.

Each facility can be customised to have its own name, logo (usually naming sponsor), booking periods (with
separate availability for guest bookings), duration, facility type (e.g. gym) and price.

Venue Details Display Kiosk | Edit Detalls | Bookings /‘ Facilities Lighting

L TT—
-
1D: 21 Squash Court 1 pr'”ce
wha's next.

Name: Demo Sports Facility
Email: dean@pay2play co.nz
Fhone: 021 468618 Tennis Court 1 9 Tecnifibre |0
Cost: 12.00
Notification Email: ol 2play.co.

ification Emai ean@pay2play.co.nz Tennis Court 2 Pay?- play
Honesty Box: No
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Pay2Play Administration System

ADD A FACILITY

1. Click on Manage in the Facilities area of the Manage Venues screen.

Venue Details Display Kiosk | Edit Details | Bookings ’m
- =
ID: 21 Squash Court 1 prince
who's next.

Name: Demo Sports Facility
AddrESS: Squasn Coum 2 M
Email: dean@pay2play.co.nz
Phone: 021 458618 Tennis Court 1 9 Tecnifibre | [ 10
Cost: 12.00
Notification Email: dean@pay2play.co.nz

@payzpiay Tennis Cout2 PayZ Play
Honesty Box: No

2. Click on Add New. This will add a row to the list of facilities.

Demo Sports Facility Facilities Select Venue /I Add New '

GUEST DEFAULT

NAME START END START GUEST END PERIOD (MINS) PRICE TYPE
Squash Court 1 05:00:00 23:30:00 09:00:00 20:00:00 45 1.00 Squash v Tz
Delete
Squash Court 2 06:45:00 23:30:00 06:45:00 24:00:00 45 1.00 Squash v T
Delete

3. Complete the fields. Use 24-hour format for times.
a. Start | End — this the bookable period for members.
b. Guest Start | Guest End — this is the bookable period for guests (usually off-peak times).
c. Period — duration one booking slot is for (in minutes).
d. Default Price — standard booking price for guests. You can create different prices based on
membership type by clicking on Edit Prices.
e. Type — The type of facility.

Hockey
Demo Sports Facility Facilities Boat Ramp -

GUEST DEFAULT Badminton
NAME START END START GUEST END PERIOD (MINS} PRICE
Coach
Squash Court 1 05:00:00 23:30:00 09:00:00 20:00:00 45 1.00 B RTEE

Stepper Bike

Tennis & Squash

Squash Court 2 (06:45:00 23:30:00 06:45:00 24:00:00 45 1.00
Petanque

" 24-Hour Format _ Pilates T

Tennis v

| HH:MM:SS

4. Once you have completed the fields, make sure you click on Save (bottom of page).

Page 24



Pay2Play Administration System

ADD FACILITY LOGO

For each court or facility, you can upload a logo which will display on your booking page.

Pay2play Demo Player ~

i Choose a court & time for Demo Sports Facility
Book a Session

Click on a date Squash Court 1 Squash Court 2 Tennis Court 1 Tennis Court 2
@
pringe I 7 ]
October 2019 » wha's next.

Su Mo Tu We Th Fr Sa

29 30 2 3 4

- _ - 12:00pm - 12:45pm 12:00pm - 1:00pm 12:00pm - 1:00pm
7 8 9 0 2
- 12:30pm - 1:15pm
5 14 15 n 17 18 19 f2:45pm - 1:30pm
1:00pm - 2:00pm 1:00pm - 2:00pm
20 21 22 23 24 5 2% FEr T
~ 1:30pm - 2:15pm
27 28 29 30 3 1 2
2:00pm - 2:45pm 2:00pm - 3:00pm 2:00pm - 3:00pm

4 5 6 7 9 2:15pm - 3:00pm

2:45pm - 3:30pm

L 200nm - 400nm 200nm - 4-00nm

To load a logo:

1. Ensure your logo is sized to 150px x 50px (incorrect dimensions will cause image distortion).
2. Click on Manage in the Facilities area of the Manage Venues screen.

3. Click on Upload Logo

Venue Details Display Kiosk | Edit Details | Bookings Lighting
ID: 21 Squash Court 1
who
Name: Demo Sports Facility
hodress Sauash coutt2 m
Email: dean@pay2play.co.nz
Phone: 021 468618 Tennis Court 1 eTEl:niFibl'E
Cost: 12.00

Notification Email: dean@pay2play.co.nz

Tennis Court 2 PaY2 Piay
Honesty Box: No

4. Choose the file from your computer.

5. Click OK.

DELETE FACILITY

To permanently remove a facility:

1. Click on Manage in the Facilities area of the Manage Venues screen.
2. Find the facility you wish to delete and click on Delete.

3. Click on Save (bottom of page).

EDIT FACILITY PRICES

If you wish to create different pricing based on membership category (for example, a discounted rate for affiliated
memberships), you can customise the pricing for any facility.

Note — you can copy pricing from one facility across all others, see Copy pricing to all facilities.

1. Click on Manage in the Facilities area of the Manage Venues screen.
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2. Find the facility you wish to update and click on Edit Prices.

3. Click on Add a Price.

Edit Prices for Squash Court 1

Demo Sports Facility
Squash Court 1
Default Price: 1.00

D DESCRIPTION START

FINISH

FROM

TO

PRICE

SPECIAL INTERVAL

Pay2Play Administration System

Add a Price

e —
4

MEMBER SHIP ACTION

4. Complete the fields and choose the membership category you want it to apply to.

Edit Prices for Squash Court 1

Demo Sports Facility
Squash Court 1

Default Pricer 1.00
8] DESCRIPTION START

Off Peak Promotional Rate 09:0 11:4

FINISH

FROM

2019-10-14

TO

2019-10-18

PRICE

750

SPECIAL

Family Membership [Linked]

Junior Squash
Maonthly Squash Membership
Senior Tennis

Junior Tennis

INTERVA

LT Cancel

5. Once you have completed the fields, make sure you click on Save (bottom of page).

Note: This will automatically return you to the facilities list. To add more prices, click Edit Prices and repeat the

steps to add more pricing options to a facility.

COPY PRICING TO ALL FACILITIES

To add a pricing line across all facilities:

1. Find the price you wish to copy.
2. Click on Copy.

3. Click OK.

4. Click on Save.

Prices/edit/83

nu. B PayzPlzy™ I Pa

@ www.pay2play.co.nz says

Edit Prices for Squaﬁu o

Demo Sports Facility
Squash Court 1
Default Price: 1.00

D DESCRIPTION START FINISH
87 Off Peak Promotional Rate 0900 1145
88 Casual Membership Rate 0800 19:00

Are you sure you wish to copy this price #546 to all courts?

“ Cancg

FROM

2019-10-14

2018-10-14

T0

2019-10-18

2020-10-14

PRICE

@D Photo Editor : Pidr...

SPECIAL

Py
aQ & (&)

& User Guides - Goog... »

Add a Price

INTERVAL MEMBERSHIP

ACTION

Weekly v Guest v

Daily v CasualM v
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Pay2Play Administration System

DELETE FACILITY PRICING

To delete, simply click on Delete for the pricing line you wish to remove.

MANAGE FACILITY LIGHTING

Control the lighting automation for each facility.

1. Click on Lighting on the Manage Venues page.

Venue Details

1D:

Name:

Address:

Email:

Pheone:

Cost:

Notification Email:

Honesty Box:

Display Kiosk | Edit Details | Bookings

21
Demo Sports Facility

dean@pay2play.co.nz
021 468618

12.00
dean@pay2play.co.nz
No

2. For each facility, complete the fields (in seconds).
a. Pre start | Post finish — this is how many seconds before and after booking the lights will turn on
and turn off.
b. Booking duration — how long the facility will be used in a booking.
c. Darken duration — period lights will turn off for between bookings (in seconds).

-
S h Court 1 p
nca rince

Sauash coune m

Tennis Court 1 9 Tecnifibre | 710
Tennis Court 2 Payg'play

3. Click Save at the bottoms of the page to activate your changes.

Demo Sports Facility Facilities
NAME PRE START (SECS) POST FINISH (SECS)
Squash Court 1 120 120

BOOKINGS

Select Venue =

BOOKING DURATION (MINS) DARKEN DURATION (SECS)

45 120

This displays a list of bookings by date. You can view all bookings (all facilities) or filter by facility (for example

Squash Court 1).

Venue Details

1D:
Name:
Address:
Email:
Phone:

Cost:

Notification Email:

Honesty Box:

Venue Notes:

2
Demo Sports Facility

dean@pay2play.co.nz
021 468618

12.00
dean@pay2play.co.nz
Mo

Venue information and detalls about the ciub - this is your
opportunity to promote why they should join.

e

Sauash Court 1 pri%g

s coun2 m

Tennis Court 1 9 Tecnifibre | 00
Tennis Court 2 PayQ.Play

Gym Session 1 m
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2019-10-14 Q . =arch

Demo Sports Facility - Today - All facilities

FACILITY TIME SLOT PLAYER

Squash Court 1
Squash Court 2

View bookings by date. N

Tennis Court 2 10:00 == 10:59

Gym Session 1
Filter bookings list by Badminton 1
. Badminton 2
FaCI l Ity Club Room Hirex
RESERVATIONS
A list of reservations is shown on the Manage Venue screen.
Reservations

The Reservations button on the Manage Venue screen provides Coaching Class =
you with the ability to add, view and search reservations. Court Sandng Block 6t |
Reservations are used by administrators to book a facility for a Business House foumament [ =t |
reservation, class, tournament, member reservation, to block out Cindy Remihana Member Reservation [ i |

courts, or for an event. These can be set up for set dates as a one-
off or recurring (daily/weekly/monthly) reservation. You can also opt to disable the door lock system.

Manage Demo Sports Facility Reservations # Add New

NAME 4 START DATE FINISH DATE TYPE INTERVAL
Business House October 30th 2019 December 18th 2019 Tournament Weekly
Centenary Weekend November 22nd 2019 November 23rd 2019 Event Daily
cindy Remihana November 15th 2019 November 15th 2019 Member Reservation Daily
Coaching October 18th 2019 December 20th 2019 Class Weakly
Court Sanding October 28th 2019 October 30th 2019 Block Daily

Once loaded, reservation types that require participant registration are displayed on the Pay2Play website (‘Enter
an Event’ tab).

pay?_ P|ay Demo Player ~

Available Events for Demo Sports Facility Select Venue +

Enter an Event

ID 4 NAME START DATE FINISH DATE DESCRIPTION SPACES PRICE
38342 Business House October 30th 2019 December 18th 2019 Business House Challenge $75.00 Book
38364 Centenary Weekend November 22nd 2019 November 23rd 2019 Centenary Celebrations 32 $45.00 Book
Page 1 of 1-2 Records « »

Page 28



Pay2Play Administration System

RESERVATION TYPES

There are a set of reservation types that you can choose from when creating a reservation:

TYPE MUST LINK ONLINE OVERVIEW
TOA BOOKING
FACILITY

RESERVATION Yes No Use for facility bookings where no
participant registration or payment is
required. For example, school
bookings.

CLASS Yes Yes Requires participant registration, but

(Book a Class) no entry cut-off date. For example, a
group fitness session.

TOURNAMENT Yes Yes Requires participant registration and

(Enter an Event) entry cut-off date. For example, Club
Champs.

MEMBER Yes No Requires booking to be linked to a

RESERVATION member. For example, a member
booking a function room.

BLOCK Yes No Prevents booking of a court/facility.
For example, when a facility is
undergoing maintenance.

EVENT No Yes Not linked to a facility but requires

E E participant reg|§trat|0n. For e?(ample,
(Enter an Event) a club celebration on or off-site).

ADD A RESERVATION

To add a reservation:

1. Click on Add New.

2. Complete the fields. Use 24-hour format for times. The fields will vary based on the Reservation Type

Member — for member reservations, select member from dropdown box.
Facility — Tick all facilities the reservation applies to (e.g. for a tournament, multiple courts).

Daily Start Time | Daily End Time — the duration the booking is for. E.g. 09:00 — 15:30
Start Date | Finish Date — for one-off reservations, this is the same date. For recurring

reservations, this is the date of the first event, and the date of the last event.

Price — cost to enter the tournament or book a class. Note: If the price is set to $0, the event will
be listed on the events/class pages, but no online registration option will display.
Members only — tick this box to limit entries to active members only.

Hold the doors open — tick this box to disable the door lock during the reservation time.
. Paid — for member reservations, tick if the booking fee has been paid.

selected.
a. Reservation Type — choose from dropdown menu.
b. Reservation Name — enter the name.
C.
d.
e.
f.
g. Entry Cut Off — date and time in 24-hour format
h. Max Participants — the maximum number of entries.
i.
j-
k. Frequency — select the frequency the event will recur on.
l.
m
n.

Description — Information about the reservation.

3. Click Save to complete the reservation.
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VIEW RESERVATION SERIES

In the reservations screen, select the reservation series you wish to view by clicking View. This will display a list
of the individual reservations associated with the series.

Manage Demo Sports Facility Reservations

NAME

Business House

Cindy Remihana

“*  STARTDATE

October 30th 2019

MNovember 15th 2019

FINISH DATE

December 18th 2019

November 15th 2019

=+ Add New
TYPE INTERVAL
Tournament Weekly
IMember Reservation Daily

=

EDIT A RESERVATION

Note: You cannot edit the master booking for a recurring series. You will need to delete the reservation and
complete a new one.

To edit an event within the series:

1.

ID

38342

38343

38344

38345

38346

38347

38348

38349

In the reservations screen, select the reservation series you wish to view by clicking View. This will
display a list of the individual reservations associated with the series.

View Tournament for: Business House

RESERVATION DATE

October 30th 2019

MNovember 6th 2019

November 13th 2019

November 20th 2019

November 27th 2019

December 4th 2019

December 11th 2019

December 18th 2019

START TIME

17:00:00

17:00:00

17:00:00

17:00:00

17:00:00

17:00:00

17:00:00

17:00:00

FINISH TIME

22:30:00

22:30:00

22:30:00

22:30:00

22:30:00

22:30:00

22:30:00

22:30:00

DESCRIPTION

Business House Challenge

Business House Challenge

Business House Challenge

Business House Challenge

Business House Challenge

Business House Challenge

Business House Challenge

Business House Challenge

ACTIONS

Edit

Edit

Edit

Edit

Edit

Edit

Delete

Delete

Delete

Delete

Delete

Delete

2. Select the reservation within the series that you wish to edit by clicking Edit.

3. Update the fields as required.

4.

Click Save.

MANAGE PARTICIPANTS

For reservation types that allow registrations, administrators can perform the following actions for participants:

Add a participant manually, including notes.
Delete a participant.

Record payments.

Copy the email addresses of all participants (e.g. for emailing via Outlook)

Page 30



To manage participants:

1.

Pay2Play Administration System

Go to Reservations area on Manage Venue page and click on Manage.

For the event you wish to manage participants for click on View.

Choose the event you wish to manage participants for and click Edit. If the event is not part of a recurring
series, only one event will be shown.

Click Manage in the Participants area.

Edit Event for: Demo Sports Facility

Name

Daily Start Time

Daily Finish Time

Reservation Date

Entry Cut Off

Description

Centenary Weekend

09:00

18:00

22-11-2019

01-11-2019 17:00

Centenary celebrations

Participants
Demao Player

Dean Remihana x

You will now have administration options showing to Add New and Copy Emails.

Add New — you can add members or non-members. When adding a member, typing their name will
produce a list of members to select from.

Copy Emails — click this button to copy all emails to your clipboard for pasting in any other programme.

If you have participants in the system, the option to Delete or mark a participant as Paid will appear next

to their name.

Manage participants for Centenary Weekend on Friday 22nd Nov 2019 Y8  CopyEmals | Cancel
NAME MOBILE EMAIL PAID NOTES
Albert James 021555 555 thisaddress@aserver.com x Will pay cash on the day.
John Penny 1234567 john@pay2play.co.nz v
Dean Remihana 021468618 dean@pay2play.co.nz v
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MANAGING BOOKINGS

The system provides two methods for managing bookings:

Manage Bookings - move an individual booking

Move Bookings - bulk move bookings

MANAGE BOOKINGS

The Manage Bookings option allows the administrator to move a single booking. The user will be notified

This function provides a view of bookings on all facilities within your desired date range as a list.

Filter Ll 2019-10-23 LN 2019-10-23 I Demo Sports Facility v

D DATE TIME FACILITY NAME PHONE EMAIL EDIT

275306 2018-10-23 10:00:00 Tennis Court 1 Dean Remihana 021468618 dean@pay2play.co.nz m
275383 2019-10-23 18:45:00 Squash Court 2 Demo Player 021 555 5550 pay2playmarketing@gmail.com m
275381 2019-10-23 19:30:00 Squash Court 2 Dean Remihana 021468618 deani@pay2play.co.nz m

Note: the list dates are automatically set to the current day. To generate the list for this date, click Submit.

1. Find the booking you wish to move by selecting the date range, facility, and clicking on Submit.
2. Select the booking by clicking on Move.

3. Enter a Reason and click Submit.

Move Booking

Reason

4. Select the time and date you wish to move the booking to and click Continue.

Select the fime and date you wouid ke the booking moved fo.
m m m m ‘Choose a court & time for Demo Sports Facility

Click on a date Squash Court 1 Squash Court 2 Tennis Court 1 Tennis Court 2 Gym Session 1 Badminton 1 Badminton 2 Club Room
= —
pringe g 2P N £ C T AS
November 2018 . wiha's next. m Efu!;(g‘at!gnds LA YDNEX

Su Mo Tu We Th Fr Sa

10:30am - 11:15am 10:30am - 11:3am
CEENE A
- " 11:00am - 11:45am 11:00am - 12:00pm 11:00am - 12:00pm 11:00am - 12:00pm 11:00am - 12:00pm 11:00am - 3009
3 4 5 -] 7 8 a 11:18am - 12:00pm
300 12300
0 M 12 13 14 15 18 TR o
1200 - 12:450m 1200 100m 12:00m - 1.00m 200m - 1005 12:00m - 1.00pm
1 18 12 20 21 2z 22
12:30pm - 1:15pm 12:30pm - 1:30pm
24 25 28 27 28 20 30 T245gem - 1:30pm
-00pem - 2008 T00pem - 200pm 00pem - 2008 T00pm - 200pm
1 2 3 4 5 B T 1:15pm - 200pm
T30pm - Z150m 130pm - 2300
2:00pm - 248pm 2:00pm - 300pm 2:00pm - 3:00pm 2:00pm - 300pm 2:00pm - 300pm
2:15pm - 3:00pm
2:30pm - 3:30pm
2:45pm - 3:30pm
00pem 345 300pm - 4000m 300 - £00pm 300pm - 4000m 300pm - £00pm 300pm - 700pm
Availsble S A 3:30pm - 4300m
3:45pm - 4:30pm
Special Rate 4:00pm - S:00pm 4:00pm - 5:00pm 4:00pm - S00pm 4:00pm - 5:00pm
430pm-Eifpm W &30pm - S30am
Members Only &00pm - B00pm &:00pm - B:00pm &:00pm - B00pm 5:00pm - B:O0pm
iogm-spm  m
Class / Event — 5.30pm - B:30pm

&:00pm - E:45pm E:00pm - 7:00am &:00pm - 700pm &:00pm - T:00am &:00pm - T00pm

&30pm - 7-30pm
8:45pm - 7:300m

7:00pm - BADpm 7:00pem - B00pm 700pm - B00pm 7:00pm - BO0pm 7:00pm - 11008

7-30pm - B:1Spm 7:30pm - B:30am

Quick Reserve
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Note: you will be unable to move the booking to a timeslot within the booking stand-down window (e.g. if
you only allow one court booking in 24hrs, it will not let you select another time slot within 24hrs of the
original booking. You can use the ‘Move Booking’ function to move a booking within the same day.

5. The player will receive an email which includes the new booking time, reason for the change (as entered
when moving booking), and contact person if not suitable (person who made the change).

Pay 2 Play

Your Booking has been moved. Court consolidation

Demo Sports Facility Bookings

FACILITY DATE TIME S5LOT OPPONENT
FROM: Squash Court 2 2019-11-01 19:30:00 - 20:14:59
TO: Squash Court 1 2015-11-02 17:00:00 - 17:44:55

If this change is not suitable please contact me. Dean Remihana at dean@pay2play.co.nz.

MOVE BOOKINGS

The Move Bookings option allows the administrator to bulk move bookings. This does not email the users.
The default view will show you today’s bookings as a facility overview.

1. Select the venue and the facility you wish to move bookings from.

= osanremrans - (@G

SquashCourt1  SquashCourtZ  Tennis Court1  Tennis Court  Gym Session1  Badminton 1 Badminton2  Club Reom Hirex

2. The chosen facility will now show in the left-hand column.
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Pay2Play Administration System

Badminton 1

Badminton2  Club Room Hirex

e

£ - S

3 - 10300

0l 110

130 - 120

T2 Sgen 1 320

130 -2

g -3

St -4

=

=T

kings between.

3. Select the ‘From’ date and the ‘To’ date that you wish to move boo

pr=mr—y

Tennis Court?  Gym Sessioni  Badminton |

an

Badminton2  Club Room Hirex.

From:

Sguash Court 1

SAHam - SodSmm

54 Seam - E S

I &

Squash Court 1 Sguash Court 2

L000wm - SodSmr

Lol Seem - & Sl

&S0 - £ 15w
H&Sem -  30um

4. Click on the booking block you wish to move in the LEFT-HAND column and drag it across to the slot you
wish to book in the RIGHT-HAND column.

4 pm
& 15 - Dl

& pm 4R - bdspm
SAbpm - & Hipm

& pm

pm

B pm

©pm
9 00m - 10 15pm

10 pm

B 15pem- 1:0pm

3 &g - 4 230pm
4:15pm - Scliigem

& H0gam - 5 pm
So00pm - S

5 15 - B00pm
Sedbpm - B o

015w - 11 igan

B TR

- 10t gam

The booking will now disappear from the left-hand column and show on the right-hand side, where you

placed it.

If you wish to move it again (or any other booking) you will need to select the facility again (see step 1)
to show the bookings in the left-hand column.
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REPORTS

BOOKINGS REPORT

Pay2Play Administration System

This report allows you to view booking activity by date range for your venue(s).

Bookings

I DATE

LN 2019-11-01

START FINISH VENUE

All Venues

v I All Facilities

FACILITY

PHONE

DETAILS

1. Choose your date range and venue. If you wish to review bookings for one specific facility, you can do so,
or leave as ‘All Facilities’ to see a full report.
2. You can choose to see either a line by line list of all bookings or a summary. You can also download the

data as an Excel spreadsheet.

Export — download as Excel spreadsheet.

A | B8 | c | D E G | H | 1 | J
1/Ip DATE START FINISH VENUE FACILITY PHONE EMAIL DETAIL

2 | 270645 2019-10-14 10:00 11:00 Demo Sports Facility Tennis Court 2 Dean Remihana ‘021468618 dean@pay2play.)

3 | 274111 2019-10-21 18:00 19:00 Demo Sports Facility Gym Session 1 Dean Remihana ‘21468618 dean@pay2play.ca.nz

4| 274112 2013-10-22 08:45 09:30 Demo Sports Facility Squash Court 1 Dean Remihana ‘021462618 dean@pay2play.ca.nz

5| 275306 2019-10-23 10:00 11:00 Demo Sports Facility Tennis Court 1 Dean Remihana ’021468618 dean@pay2play.co.nz

6 | 275383 2019-10-23 18:45 19:30 Demo Sports Facility Squash Court 2 Demo Player 021555 5550 pay2playmarketing@gmail.com
7 275381 2019-10-23 19:30 20:15 Demo Sports Facility Squash Court 2 Dean Remihana '021468518 dean@pay2play.co.nz

8 | 275382 2019-10-24 14:00 14:45 Demo Sports Facility Squash Court 1 Dean Remihana ‘021262618 dean@pay2play.ca.nz

9| 117930 2015-10-18 16:30 17:30 Demo Sports Facility Squash Court 1 Coaching RESERVATION  RESERVATION  Juniors Squash C
10 117932 2019-10-25 16:30 17:30 Demo Sports Facility Squash Court 1 Coaching RESERVATION ~ RESERVATION  Juniors Sguash C
11| 117951 2019-10-28 00:15 23145 Demo Sports Facility Squash Court 1 Court Sanding RESERVATION  RESERVATION  No bookings per
12| 117953 2019-10-29 00:15 23:45 Demo Sports Facility Squash Court 1 Court Sanding RESERVATION  RESERVATION  No bookings per
13 117955 2013-10-30 00:15 23:45 Demo Sports Facility Squash Court 1 Court Sanding RESERVATION  RESERVATION  No bookings per

Summary — lists bookings by person with a count of the total number for the period.

Booking Summary

TYPE
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
MEMBER
MEMBER

VENUE

Demo Sports Facility
Demo Sports Facility
Demo Sports Facility
Demo Sports Facility
Demo Sports Facility
Demo Sports Facility
Demo Sports Facility
Demo Sports Facility

PLAYER
Business House
Champicnships
Cindy Remihana
Coaching

Court Sanding
Interciub 2
Dean Remihana

Demo Player

PHONE

021463618
021 555 5550

EMAIL

dean@pay2Zplay.co.nz
pay2playmarketing@gmail.com

BOOKINGS COUNT

A I T T

Submit — lists all bookings individually (in date order from oldest to newest).

Bookings

o] DATE

270845 2019-10-14
274111 2019-10-21
274112 2019-10-22
275306 2019-10-23
275383 2019-10-23
275381 2019-10-23
275382 2019-10-24
117930 2019-10-18
117932 2019-10-25
117951 2019-10-28
117953 2019-10-29
117955 2019-10-30
118528 2019-10-22
117931 2019-10-18
117933 2019-10-25
117952 2019-10-28
117954 2019-10-29
117856 2019-10-30
2 2019-10-30
2019-10-30
117959 2019-10-16

START FINISH VENUE

1000 11:00 Demo Sports Facility
18:00 19:00 Demo Sports Facility
08:45 09:30 Demo Sports Facility
1000 11:00 Demo Sports Facility
18:45 19:30 Demo Sports Facility
19:30 20015 Demo Sports Facility
14:00 1445 Demo Sports Facility
16:30 17:30 Demo Sports Facility
16:30 1730 Demo Sports Facility
00:15  23:45 Demo Sports Facility
00:15 23:45 Demo Sports Facility
00:15 2345 Demo Sports Facility
12:00 1315 Demo Sports Facility
168:30 1730 Demo Sports Facility
16:30 1730 Demo Sports Facility
00:15 23:45 Demo Sports Facility
00:15 2345 Demo Sports Facility
00:15  23:45 Demo Sports Facility
17:00 22:30 Demo Sports Facility
1600 20:00 Demo Sports Facility
07:00 12:45 Demo Sports Facility

FACILITY
Tennis Couri 2
Gym Session 1
Squash Court 1
Tennis Court 1
Squash Court 2
Squash Court 2
Squash Court 1
Squash Court 1
Squash Court 1
Squash Court 1
Squash Court 1
Squash Court 1
Squash Court 1
Squash Court 2
Squash Court 2
Squash Court 2
Squash Court 2
Squash Court 2
Tennis Court 1
Gym Session 1
Club Room Hirex

NAME

Dean Remihana
Dean Remihana
Dean Remihana
Dean Remihana
Demo Player
Dean Remihana
Dean Remihana
Coaching
Coaching

Court Sanding
Court Sanding
Court Sanding
Championships
Coaching
Coaching

Court Sanding
Court Sanding
Court Sanding
Business House
Inferclub 2
Cindy Remihana

PHONE
021463613
021463618
021463618
021468618

021 555 5550
021463615
021468618
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION

EMAIL
dean@pay2play.co.nz
dean@pay2play.co.nz
dean@pay2play.co.nz
dean@pay2play.co.nz
pay2playmarketing@gmail com
dean@payZplay.co.nz
dean@pay?play.co.nz
RESERVATION
RESERVATION
RESERVATIOM
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION
RESERVATION

DETAILS
J

Juniors Squash Coaching with A. Coach
Juniors Squash Coaching with A- Coach
No bookings permitied - court sanding
Mo bookings permitied - court sanding.
Mo bookings permitted - court sanding.

Juniors Squash Coaching with A. Coach
Juniors Squash Coaching with A Coach
Mo bookings permitted - court sanding.
Mo bookings permitied - court sanding.
No bookings permitted - court sanding
Business House Challenge

21st birthday for Ben.
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PAYMENTS REPORT
This report allows you to view payments received within a date range for your venue.

1. Choose your date range and venue.

2. Choose All to see all transactions for the period.

Filter 0N 2019-10-01 LN 2019-11-01 I Demo Sporis Facility 1] Membership: Al

l

All Payments
ID DATE TIME NAME PHONE EMAIL TYPE DETAIL AMOUNT
25845 07-10-2019 14:43 Demo Player 021 555 5550 pay2playmarketing@gmail.com Manual Membership Payment 100
4035 16-10-2019 01:32  Cindy Remihana Manual Reservation Payment 07-00 -= 12-45 16-10-2018

100.00

3. Choose Memberships to see only membership payments

Filter 00N 2019-10-01 10N 2019-11-01 I Demo Sporis Facility

Membership Payments

D MEMEBERSHIP 1D MEMBERSHIP DATE NAME EMAIL PHONE AMOUNT MONTHS
25848 168348 Senior Squash 07-10-2019 Demo Player pay2playmarketing@gmail.com 021 555 5550 100.00 12

100.00

DEBTOR REPORT

This report allows you to view money owing received within a date range for your venue.
Classes Report — shows all transactions for the date period (coaching report).

Debtors Report — shows all outstanding payments owed to the venue for the date period.

Revenue Report — shows income by facility for the date period.

LUl 2019-11-04 40N 2019-11-04

I Demo Sports Facility ¥

Classes Report ¥ Print m Find

Classes Report

Debtors Report
FACILITY DESCRIPTION DATE START FINISH PARTICIPANT EMAI! AMOUNT PAID
Revenue Report

1. Select date period, the venue (if you have more than one) and the report type.
2. Choose venue
3. Choose the report type and click Find or Update to refresh.

4. You can choose to Print your report or Export as a spreadsheet to save a copy.
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