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1.

REGISTRATION

Click on www.bookagolflesson.co.za

2.

EMAIL ACTIVATION
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3.

PROFILE

4.

ADD IMAGES
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5.

SERVICE CREATION

In order to make appointments, services must be created and allocated to a
specific resource. It is important to create a service with the correct duration and to
give it a description. This will enable your client to know exactly what he is making an
appointment for.
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6.

DIARY SETUP

Create a new diary by selecting “new diary”
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7.

GROUP BOOKINGS

The group booking facility make it possible to handle bookings for group classes for
example a Pilatus of Group Golf coaching session.
It is very simple to use.
a. Create a service, select the group service button.
b. Select the maximum number of people that can be accommodated in this
session.
c. Create a new diary with the group service offered.
d. Make the times that this service is not offered unavailable on the diary. In
other words client will only be able to make appointments when this service is
offered.
e. The system will keep track of the number of appointments made, as soon as
the maximum number of attendees are reached, the system will mark that
session as fully booked.

8.

ADD TERMS & CONDITIONS
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9.

CREDITS

10. REPORTS
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11. NOTES
A note can be added to any appointment for future reference. You can decide to
share the note with the client or not. When you decide to share the client will
receive an email notifying him / her of the note. By clicking on the email the note
could be read.
Click on

in the “REPORTS” tab to add a note.
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12. MAKE AN APPOINTMENT
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1.

2.

3.

The diary is split up into 15 min,
30min 45 min time slots
dependent on the duration of
the service. It could mean that
you are not able to select the
time you want to book from the
onset, but you are able to select
the exact time on this interface.
Search the client, if you cannot
find the client, it means that he
/she never made an
appointment with you before,
select non registered and add
the client details
Select “book now”

13. RESCHEDULING AND CANCELATION OF AN APPOINTMENT
Easy rescheduling and cancellations is possible with our system. To move an
appointment to an alternative time takes a few seconds, your client will receive an
email to notify him /her of the new time.
The appointment status will change to pending as the client still need to accept it,
you are also able to accept the new time on behalf of the client.
Click on cancel , to cancel an appointment.
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14. CREATE UNAVAILABLE TIME SLOTS
Most Service Providers are not available 24/7 365, so in some instances time must
show as unavailable for example, lunch times, leave etc. This section will explain how
to manage those times
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15. DAILY VIEW

Click on
the diary
icon to
view this
specific
diary
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16. TROUBLE SHOOTING
A new service was created, but is not
available to book.

This service was not allocated to a
resource (diary). Select the relevant
diary and allocate the service to the
diary. Refer to diary setup.
The times the diary shows as bookable is Go ahead with the making of the
not the time I want to book.
appointment.
On the booking template you are able
to manipulate the time further.
The photo that has been uploaded of a An image size must be square to display
resource is not displaying correctly.
correctly for example 100px x 100px.
The images are not uploading.
The image is either in the incorrect
format or too big.
I have a group session that requires that Use the Group booking facility. You are
more than one person are booked for
able to set up a service as a group
the same time. I am unable to do that.
service, with the number of clients that
can attend that specific time. Please
refer to the section on group bookings.
More information is required before an
Add additional fields to your profile
appointment can be accepted.
using the profile tab. Clients will be
required to complete those fields
before an appointment can be made.
I do not want to display the price
Deselect the “Display price column to
charged for a service.
client” in the Profile Tab
The service I want to book is not
Use “User defined services“, for a
available.
service that is seldom used.
I do not want my clients to book certain Only create services that you want your
services online.
clients to book online, the other services
that you want to book on behalf of
clients can be done using the “User
defined service”.
What happens when the client cancels Clients can only cancel appointments
his appointment online?
online up to 24 hours before the
appointment. You will be notified via
email of this cancellation.
My clients do not get SMS reminders.
Make sure that you have a positive
credit balance. If your credits are
finished client will no longer receive SMS
reminders. You can purchase SMS’s
through the Credit tab in your profile.
My internet connection is temporary not You can select in the Diary Setup to
available, how will I know when the next receive a hard copy of the day’s
appointment is?
appointments. The system will then
email you a daily schedule.
I cannot find the booking button
Contact us so that we can create your
booking button.
We trust this manual would assist you in setting up a profile and making
appointments. For more information and assistance you can contact us at
support@bookagolflesson.co.za
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