L hallmaster

Customer User Guide

Welcome!

The Hallmaster Online Booking System is currently being used by this Hall or Venue and this brief guide will show you
how to make the most of it as a customer.

To make a booking request, from the weekly calendar or scheduler, click on the + symbol on the date and room you
wish to book. If you are making a booking request for the first time, you will be asked to enter your contact details and
a password so that you can track your booking status, any changes that are made, plus view any invoices and
payments linked to that booking, much in the same way you would with an online shopping website.

<<< Previous Year =< Previous Month < Previous Week Next Week > Next Month >> Next Year >>>
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
28/09/2015 29/09/2015 30/09/2015 0171072015 02/10/2015 03/10/2015 04/10/2015
Jamie Tigers Private (19:20 Provisional Booking (1215
Room 1
Jamile Tigers Private (19:20
Room 2
T onsooungiile  ravonsisoningi2ls + + +
Provisional Booking (1220
Room 3

Instructions: Hover over or Click on an Event to see more details. Click on the 4+ to make a booking request,
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Once you have done this, you will need to complete the rest of the booking request form as follows:

Rooms: Tick the room(s) that you want to include for this booking. If booking the whole Venue, make sure all the boxes are
ticked.

Name: This is the name of the event and if the booking status is set to Public, will appear in the calendars and will in turn
link to the event description. This is ideal if you are running a class or public meeting. If you don’t want this to appear, you
just need to set the booking privacy status to Private.

Please note any specific queries should be addressed to your Hall or Venue Administrators and not directly to Hallmaster.
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Start Date/Time: The start date and time of the event. If this is a recurring booking, this is the start date and time of the first
event in the series.

End Date/Time: The end date and time of the event. If this is a recurring booking, this is the end date and time of the first
event in the series.

Make sure to click on the green Check Availability button. If there is a clash of bookings at any date, time or room, a red
error message will display saying 'The dates of this booking clash with other dates in the calendar, or they don't end after
they begin'. You can then check the weekly calendar or scheduler at the top of the screen to see where the clash is and
amend the booking accordingly. Note: You cannot proceed with creating a booking request while there is a clash.

Start Date / Time Mon 28/09/201512:00 @ ©
End Date / Time Mon 28/09/2015 13:45 ®

Recurring Booking ™4

Recurring Daily E]
Additional dates 5
Start Date End Date Actions

Recurring Dates

One or more dates are either clashing with other dates in the calendar, or they don't end after they begin.

Tue 20/00/201512:00 @O Tue 29/09/201513:45 | [B ® Removei]|Midnight
Wed 30/09/201512:00 B ® Wed 30/09/2015 13:45 ® Remove | Midnight
Thu 0171020151200 @ O Thu 0171020151345 | [ © Remove | Midnight
Fri 02/10/2015 12:00 [FIc) Fri 02/10/2015 13:45 BO Remove | Midnight
Sat03/10/2015 12:00 B0O Sat 03/10/2015 13:45 [zX0) Remove | Midnight

Check availability

Recurring Booking: If this is a recurring booking eg: for a class or course, tick this box to be given the different options of
Daily, Weekly etc. along with how many additional dates you want to add to the series. Individual dates in a series can be
amended to a different date or time. To move an individual date in a series to a different room however, you will need to
ask the Hall or Venue Administrator to do this for you once the booking has been created.

Customer: Start typing your name or email address and your name will be displayed for you to select. (note: you need to
type at least three letters to enable the auto-search) Alternatively, click on the drop down arrow to retrieve your details.

Description: You can put as much or as little information about the event itself, including prices, what to bring, tickets and
include links to websites etc.

Please note any specific queries should be addressed to your Hall or Venue Administrators and not directly to Hallmaster.
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Privacy: There are 2 privacy settings for bookings:

1. Public: The Weekly Calendar and Scheduler will show the Event Name and a link to the description and your contact
details, once the booking has been confirmed by an administrator. If the event is still to be confirmed, the calendar will
continue to display as 'Provisional Booking'

2. Private: The Weekly Calendar and Scheduler will only show the time the event is booked for, whether the bookings
status is set to Requested or Confirmed. The booking will display as ‘Private Event’ and not show your Event Name or a link
to the description and your contact details.

Number of People Attending: This should be just an approximate number but it is not a required field.

Special Requirements: This can be a list of any specific requirements such as tables and chairs, use of kitchen etc.

Extra Form Items: If enabled in the Manage Halls section, they will appear here and may include a requirement for a PRS or
Alcohol Licence.

Terms & Conditions:
The majority of Halls venues have a link to their terms & Conditions and this box will need to be ticked if displayed.

Save Booking: Once completed, when you press Save, the request will automatically be sent to the Hall or Venue
Administrator for processing. Note: You will also be shown a link that will take you to your bookings and invoices.

Additional Bookings:

You can always make other booking requests from the Hall or Venue’s Calendar/Scheduler, or by logging in using the
Customer Login link at the top of the Weekly Calendar/Scheduler or by using this link
https://v2.hallmaster.co.uk/Account/Login, using the Create New Booking button in your account.

Additional Dates:
When creating a new booking request, to add additional dates, just change the number of additional dates and these will be
added to the bottom of the list for you to amend if necessary.

Tip: Make sure you regularly
Re-Check the Availability. Large numbers of bookings in a series may take time to be checked by the system
so please be patient!

View your Bookings, Invoice and Payments:
Once logged in to your own account, you will be taken to a list of your bookings where you can see an overview of
their dates, times and status, and any invoices that are due for payment.

Please note any specific queries should be addressed to your Hall or Venue Administrators and not directly to Hallmaster.
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Dashboard :
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@@ Invoicing
Select Hall Tutorial Ha
48 Customers
|l Reports Booking Status All bookings (S)
2 Admin & Include bookings in the past
[l This booking has an invoice against it.
® FQ
Print Grid 4 Export to Excel Start Date From: Start Date To: =]
Drag a column header and drop it here to group by that column
BookingName O, CustomerName O, Group Name Q, Start Date Q, End Date Q, Room(s) Q Status Q. Invoiced (£) Q, RecurringBo.. Q
» Closed Tutorial Hallmaster Mon 24/09/201807:30  Mon 27/01/202012:00  Meeting Room Confirmed 0.00 o @ ®Z 8 m
Meeting Room,
»  Sewing Club Maggie Stone Sew What? Sat29/09/201814:00  Sat 25/05/2019 17:00 -~ Confirmed 100.00 @ ® m
Outdoor Area
» Multiple dates Joe Joeson Dance Academies Thu 07/03/201911:30  Sun 07/07/201911:45  Main Room Confirmed 0.00 o@ ®Z 8 m
Kitchen, Main Room, 5
» Cinema Club Lucy Hammick Wed 20/03/201909:30  Wed 22/05/2019 12:30 Confirmed 79.00 o @ ®Z 8 m

Meeting Room

joe's Dance Academ!
» . salsa Y Joe Joeson Dance Academies Tue 23/04/2019 13:00 Tue 10/09/2019 15:00 Main Room Requested Do ® 7 m

Eb

Filtering and Searching:
You can easily sort the columns in the booking grid by clicking on the column heading. Eg Booking Name sorts your
bookings in ascending/descending order etc.

You can also search for specific bookings using the o, search icon in each column heading. Enter all or part of the

booking name or amount and click on filter. When a search is being applied, the icon will change colour to pink. &
To clear the filter and display all of your bookings, click on the Clear Filter button.

To search for historical bookings, select the range you want to view from the drop down menu. The older the items,
the longer it will take to load them.

If you wish to, you can print the list of your search results for your records.
Amending a booking — How to request Changes to Your Bookings

If the venue has enabled this feature, you will see a pencil on the right side of each booking which will allow you to
request changes for your upcoming bookings directly through Hallmaster.

To do this, go to the Bookings page and find the booking you wanted to request changes for, then press the pencil icon
for the booking you wish to change.

This will take you to a page with the details of your booking listed, and you can make changes as necessary from here.

If there is not a field available for the changes you wanted to make, then please contact the venue directly.

Please note any specific queries should be addressed to your Hall or Venue Administrators and not directly to Hallmaster.
Copyright 2010-2019 Hallmaster Ltd



i Rallmaster

Once you are happy with your changes, press the 'Request Changes' button to send the request to the venue for the
administrators to review and confirm or reject.

Download and Print Invoices:
To view, download and print an invoice from your control panel, go to the Invoicing page to see a list of invoices linked

to each booking. Next click onthe “ icon to see the invoice details and download button. Click on this to get a copy
of the invoice downloaded to your computer. You may have already received one automatically by email from the Hall

m

or Venue Administrator. Alternatively, click on the blue Invoicing icon
Bookings page.

on the far right of the bookings in the

View Payment History:
When in the Invoicing page, click on the blue Shopping Cart icon to see a list of payments against each invoice.

m

Alternatively, on the Bookings page, click on the blue Invoicing icon

m

on the far right to see Invoices linked to each

booking. Next click on the icon again to the right to see the payment details.
Requesting Changes to Your Bookings

If the venue has enabled it, you may be able to request changes for your upcoming bookings directly through
Hallmaster.

To do this, go to the Bookings page and find the booking you want to request changes for, then press the pencil icon
on the far right. 4

This will take you to a page with the details of your booking listed, and you can make changes as necessary from here.
If a field is unavailable to make the changes you wish to make, then please contact the venue directly.

Once you are happy with your changes, press the 'Request Changes' button to send the request to the venue for the
administrators to review and confirm or deny.

You will then receive an automated email to say that your change request has been sent. You then need to wait to
hear from the venue administrator for confirmation.

Please note any specific queries should be addressed to your Hall or Venue Administrators and not directly to Hallmaster.
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