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1. Members booking equipment  
In the next upgrade of the online booking system, MiClub has included the ability for members to book equipment such as carts and clubs (Assets). This is a non-payment feature only. 
   
This free feature will not be enabled at the time of the upgrade. When ready to commence using equipment booking, please email support@miclub.com.au to request for it to be enabled. Members will notice the change immediately. Follow these steps for initial setup: 

ADMINISTRATORS
Step 1: Manage Assets

Administrators firstly need to manage the club’s assets such as carts and clubs, by clicking on the Manage Assets icon in the toolbar.
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Assets – Adding an asset

Club Administrators can add assets such as Cart #12. Click on a Main Category i.e. Carts and the Add Asset button to add a new asset.
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Insert the name of the asset, choose the category it is related to and if the asset is a generic one. If assets are temporarily out of use for maintenance, unticking the Active box will make it unavailable and members or Administrators are unable to book the asset. 
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Assets – Editing an asset

To edit an asset, click on the Category and then the sub category i.e. Cart >> Electric cart. Click on the asset name to edit.
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Step 2: Configure the event to accept equipment bookings
Go to the timesheet and click on Edit Event from the toolbar. Tick the boxes for equipment you would like to make available to the members for this particular event.
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Step 3: Assets – Booking an asset for a member
Administrators are able book carts or clubs for members. Go to the timesheet, select a member, click on the Book Equipment icon located in the toolbar.  Choose the equipment you would like to book and select the Book button, then Close and reload button. The member will now have a cart icon [image: image7.png]L



 next to their name. 
Please note: To delete a booking, equipment must firstly be deleted – see below.

Step 4: Assets – Deleting an asset for a member

To delete equipment from a booking the administrator must click on the cart icon [image: image8.png]L



 next to the member’s name on the timesheet. Equipment booked will be listed, click on the cross icon [image: image9.png]


 to delete the equipment booking.

Cart and club report

Cart and club reports can be accessed from the toolbar above the timesheet. These reports show each piece of equipment and the length of time in which it will be booked. Booking time for equipment can be set by Administrators in the Edit Equipment Configurations also located in the toolbar.
In the example below Cart 1 and 2 are booked out for 180 minutes each, from 6am to 9am.
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MEMBERS

Once a booking has been confirmed the member will see an icon [image: image11.png]


 next to their name on the timesheet. The member is able to click on this icon to book equipment. 
Please note: Members are not able to delete bookings until equipment has been deleted.  

To delete equipment from a booking the member must click on the cart icon [image: image12.png]L



 next to the member’s name on the timesheet. Equipment booked will be listed, click on the cross icon [image: image13.png]


 to delete the equipment booking.


   

2. Print labels  
Also in this upgrade, administrators will now be able to print labels which contain the members name, membership number, tee and tee time and event name.  
   
Printing of labels from your website works with paper code: Avery DL33 and it has been tested with PDF Acrobat Reader 6.0 
http://www.adobe.com/products/acrobat/readstep2.html    
   
   
These are the steps to follow when printing the labels from a PDF file:  
   
 (1) Click on Print Labels located in the toolbar above the timesheet.  
   
 (2) When the labels load (a pdf file), choose File >> Print option (or the print icon from the Adobe Acrobat Reader or the print link from the Adobe menu) from the browser menu.  
   
 (3) Select the printer you wish to use.
   
 (4) Select the "Properties" button.
   
 (5) Depending on the printer brand, make sure that the page type is 'Plain Paper' and the size of the paper is set to A4.  
   
 (6) On the pdf print menu, under 'Page Handling' sub menu, 'Page Scaling’ should be set to 'None'. 
   
 (7) Untick the 'Auto-Rotate and Center' checkbox.  
   
 (8) Untick the 'Choose paper source by PDF page size' check box.  
   
 (9) Select OK.
3. SMS messaging for members coming off the waiting list

This feature is available with this upgrade. Please contact support@miclub.com.au to acquire quotes and plan information for SMS messaging.  


MiClub 
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