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Introduction

MiClub Event Planner is a web based event and resource management application. The
Event Planner focuses on centralizing the operational activities of each club into one
application. Management of the clubs resources and assets such as the golf course,
function rooms, golf carts and staff is now streamlined, providing easy access to your
staff and key information.

The Event Planner will also integrate with course bookings.

The Event Planner is only available to Administrators of the club (all staff who have
Administrator access will be able to use the Event Planner).

Note!

Administrators are advised to Manage Assets and modify Worksheet templates prior to
using the Event Planner for the first time.

support@miclub.com.au
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From the Administration toolbar select Today, Week, Month or Year to navigate quickly.
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Manage Assets

Setting up assets such as function rooms, equipment and restaurants should be completed
prior to using the Event Planner for the first time. Click on Manage Asset icon in the
Administration toolbar to add assets.
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Categories

Categories can be divided into sub categories which are currently managed by MiClub.
Categories are summarised descriptions of the assets, for example:

Main Category Sub Category Assets
Clubs L/H Graphite Set #1
Carts Electric Cart #7

Course N/a 1-9

Function Room N/a Board Room

Restaurant N/a Room #1

Note: If you require Categories (main or sub) to be added, edited or deleted please
contact MiClub at support@miclub.com.au.

Assets — Adding an asset

Club Administrators can add assets such as a Board Room. Click on a Main Category i.e.
Function Room and then Add Asset button to add a new asset.

Categaries “
Cart + Name Status
Ballrgaim Available
Clubs + Board room Available
Course Ground floor mesting roosm Available
Function Room Back to Timesheets | Back to Event Planner | Add Asset |
Personnel

Restaurant

Insert the name of the asset, choose the category it is related to and if the asset is a
generic one. Making an asset generic will allow the system to book automatically, ie:
carts. If assets are temporarily out of use for maintenance, unclicking the Active box will
make it inactive and Administrators are unable to book the asset.

support@miclub.com.au 4
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Edit Asset

Marme |erd Room

Category | Function Room |

Generic  [v
Active vl

Back | Save

Assets — Editing an asset

To edit an asset, click on the Category i.e. Function Room. Click on the asset name to
edit.

Worksheets
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Customising worksheet templates to suit the club should be done prior to using the Event
Planner for the first time. Alternatively, use the templates provided.

Worksheets are used for collecting extra information about the event, for example, if the
event is a wedding, additional information such as the Grooms parent’s names may be
recorded in the worksheet.

There are seven worksheets which can be modified by Administrators:

Wedding
Birthday
Anniversary
Golf Day
Seminar

Staff Meeting
e General Event
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Create Event

Creating an event is an easy three step process. Click on the Create Event icon in the

Administration Toolbar.
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Step 1: Complete the fields with details of the event.
Note: Selecting an Event type will determine which worksheet appears (see Step 3

below).

Click on “Submit and proceed to booking” to continue.

New event
Tue, 14 Now 2006 & B:00AM

Event Deatalls

Last modified Tue, 14 Nov 2006 @ 12:29FM by Support, Web Site

Activity Status

Tithe: [Mew event

Start Time: [2o06-11-14 [Eiefos:00
Finih Time: [2006-11-14 I&Iﬂ:m
Numbers —

Event Coordinator |

Event Type: | Anniversary e |
Conlact Details

Contact |

Phone 5

Phane 2 [

Malile [

Facsimile [

Erniail |

Address [

T Confirmed  * Tentative

Payment Details
Payment Details Due Date Paid

Total  aypefo.oo

-Deposit  AUDE|0.00

[14 Novernbar 2006 r

| Balance  AuD$[0.00 [14 Movember 2006 r

i L%

s.'-I-". & and E --.-i-h.,l:. :I-I =i I

Fields in bold are mandatory. All other fields are optional.
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Step 2: Schedule: Book assets and enter line items

The schedule is used to book assets (if required) and line items which do not require the
booking of an asset.

The Event Planner will not allow the user to double book an asset.

e Firstly, search for an available asset by selecting a category (ie. Function Room)
and click on Show available assets. (see picture below)

w&dd“.g Last modified Tus, 14 Nov 2006 & 12:/51PM by Simpson. ohin
Tue, 26 Nov 2006 @ 12:00PM |
Search and Book Assets

Salsct Category | Functen Room '-i
Start Tima [IC'J-E-'.'.-IE- | '-HJIE;GEI
Finish Time [2006-11-28 (1700 Show available assets | Cancal |
Search Results
[T BBOQ Area [T Board Room [T Dining Room I Main Functson Area
I Masting Room I Members Lounge
Select all T
Price each: AUDS]| Description: || Uneion Roam il Comments: jl
Entar & descnpdian that ix Entar 3 corrimant For indesnal
suitable for showing fo the ure only, &g, insdnuctions for
CUFmr, 8.0, on 3 MR o Staff or axtra details.
Quaie
Fialds in bold are mandatory. All othar fialds are optianal. Bock Selected Assets | Cancal |

e Secondly, choose the available asset from the list by checking the box and click
on the Book Selected Assets button.

The asset is now booked.
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Step 3: Complete the worksheet (if required)

We now encourage users to use the schedule instead of the worksheet. The worksheets
still exists for the purpose of backwards compatibility. Click on Update this content to
complete the worksheet with additional information about the event. The worksheets
should be modified to suit the club prior to using the Event Planner for the first time.

I Name/Comments

Contact Phone No.

Bridal Party /Guests

[ a. Bride and Groom |

[b. Bride's Mother and Father

Ic. Groom's Mother and Father

Id. Matron of Honouwr |

l e. Best Man |

I f. Bridesmaids |

View Resource Graph

To view assets booked for the day click on Today view and then click on the graph icon

support@miclub.com.au

located under the heading Allocated Assets for Today.




SERVICES

Resource Bookings
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Equipment, Personnel, Course and General alerts can be used to forewarn staff of
important notices which may affect future event bookings. Alerts added will appear on
the monthly and daily views in the form of an icon. A pop-up with the alert message will
appear when the mouse is hovered over the icon.

")

Select a start and finish time to generate an alert which appears over a period of time.

support@miclub.com.au 9
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Alert type Course Alert |
Hole 9 being cored
Comments
Start Time 4 October 2005 |='v{
Finigh Time 4 October 2005 [='-[
Submit Cancel
Search
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Search for events by Event Type, Activity Status, Date range or Keywords. Search results
allow the user to delete multiple events. The results can also be cut and pasted into
Microsoft Excel.

06/10/05 06:00 PM 0&/10/05 11:30 PM AUDS15000.00 x!_ Wedding Day [
2. AGM 11/10/05 07:00 PM  11/10/05 0%:00 PM AUD30.00 m General Event :E‘r [
3. ANZ Corporate Golf D...  14/10/05 08:00 AM 14/10/05 05:00 PM AUDs16000.00 [T] Golf Day B
4. PGA Meeting 18/10/05 10:00 AM 18/10/05 12:00 PM AUDE0.00 E} General Event ﬁ [
5. Eriday nine & di., 21/10/05 05:00 PM 21/10/05 07:00 PM ALDS0.00 m General Event ﬂ’ o

Delete Selected ]

Printing Pages

-]
Pages can be printed by either selecting the print icon == or choosing File >> Print
from the menu at the top of the browser.

To change margins and settings:
e Choose File >> Page Setup to alter margins if required.

e Choose File >> Print >> Preferences to alter layouts and paper selection if
required.
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Support

Email: support@miclub.com.au

Phone: 08 9444 5300

Web: http://www.miclub.com.au/support/support_request.html
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