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PUBLIC BOOKINGS 

 

The MiClub public bookings module is an extension of members booking system. Public 

members are required to register if booking online but is not a necessity if a club 

Administrator is making the booking on their behalf. Key features of the public booking 

system include: 

 

• Player registration 

• Credit card payment 

• Equipment booking 

• Asset Management 

• Public category management 

 

PUBLIC MEMBERS 

 

To register online 

 

There are two ways in which a public player can register online: 

 

1.  Select Members Login from the home page and click on Public Player Registration – 

complete the registration form and the username and password are immediately emailed 

to the email address provided. 

 

 
 

Note: A public player need only register once unless their email has changed and then 

they must re-register.  
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OR 
 

2. Select Public Bookings from the home page; click Open next to the selected date.  

 

The member is taken to a timesheet showing available times and by clicking the ‘Login 

and book’ button from the timesheet the player will be redirected to the login page where 

they can either register or login. 

 

 
 

To make a booking – Public members 

 

Once players have registered and logged in they are able to make a booking. 

 

1. Select available tee times by clicking on the empty cells – the cells are selected 

when they change to a dark shade of grey). Click on Login and Book button (the 

member can click on ANY Login and Book button) 

 

OR 
 

 Click Login and Book without selecting empty cells. 

 

 
 

 

2. The public member will then be redirected to the booking details page where they 

are able to book players and equipment. 
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3. Once the players and equipment have been chosen, clicking on Book and Pay 

will redirect the registered member to the payment page. 

 

 
 

4. Members will be prompted to confirm their credit card details. 

 

 

 
 

 

5. Members will be asked to wait while the request is being processed. 

 

6. A receipt number is generated and the payment and booking process is 

complete. The Continue link will redirect the member to the timesheet. 

 

The member is also sent a confirmation email for the payment made. 

 

Note: The member has 3 minutes to complete each stage of the booking process i.e. Login 

and Book to Book and Pay 
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ADMINISTRATORS 

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. 

 

 

 
 

 

 
 

 

 

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 

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. 
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Assets – Adding an asset 

 

Club Administrators can add assets such as a Cart #12. Click on a Main Category i.e. 

Carts and then Add Asset button to add a new asset. 

 

 
 

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, unclicking the Active 

box will make it inactive and members or Administrators are unable to book the asset.  

 

 
 

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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Manage Public Categories 

 

Public categories are the type of players who may make a booking such as a Concession 

holder, Adult 9 Hole or a Junior under 16. Click on Manage Public Categories in the 

toolbar. 

 

 
 

Managing public member categories include editing and adding detail.  

 

 
 

Click on Add Category button to insert the category name and the cost per public 

member. Select Save to complete the addition. 
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To make a booking - Administrators 

 

To make a booking, firstly select the event. Choose a tee time and select the empty cells 

next to it, then click on Book Public icon located in the toolbar. 

 

 
 

There are three ways of entering the person’s details on the timesheet: 

 

1. Click on Register Player button and complete the registration details for the 

person. Clicking the Join Now button will immediately transfer the 

membership number onto the Make Booking page and the booking process 

can continue. 

 

OR 
 

2. Enter their membership number (if known), or use the magnifying glass to 

search their name on the database. 

 

OR 
 

3. Enter their name in the text box provided. This is a free entry text area and 

any name can be entered here. Players names entered onto the timesheet in 

this way will appear in italics on the timesheet.  

 

 
 

The Comments text box is a free text area and can be used to record details such as 

contact phone numbers. Comments entered will be indicated by a magnifying glass next 

to the player’s name. Click on the magnifying glass to edit comments or click on the 

Details icon in the toolbar. 
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Continue with the booking process by selecting the number of players and their category 

and equipment hire if applicable. 

 

Click the Book button to make a quick booking without payment or Book and Pay if you 

wish to make a credit card payment for the player. 

 

 

 
 

Edit Public Configurations 

 

Step 1: Select Edit Event button from the toolbar.  

 

Clicking the  icon will expand the toolbar for you to select this option.  
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Check the Public Accepted box to 

allow this event to be listed on the 

main public bookings Event page. 

 

Here you are also able to activate 

categories to allow certain 

category of players to book into 

the event. Adjustments to costs and 

length of each booking can also be 

made. 

 

Select Save to set the details. 

 

Note: These adjustments are for 

this event only. To change the 

default settings you must go to 

Manage Public Categories. 

 

Step 2: Select the row or rows you wish to make available to the public.  

Clicking the  icon will expand the toolbar for you to select this option.  

 

Then click on Edit rows and check the box Public Members Accepted? and click Save. 
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Equipment - Booking and deleting 

 

Administrators can add 

equipment to a booking. Select a 

player from the timesheet then 

the Book Equipment button 

from the toolbar.  

 

Clicking the  icon will 

expand the toolbar for you to 

select this option. 
 

  

 

 

Choose the number of carts or equipment 

required and then click Book. The 

equipment booked will now appear at the 

top of the page. 

 

The Close and Reload button will refresh 

the timesheet and a cart icon  will 

appear next to the players name to indicate 

an equipment booking has been made. 

 

To delete equipment select a player from 

the timesheet then the Book Equipment 

button from the toolbar or click on the cart 

icon  next to the players name.  

Click on the red cross next to the 

equipment to delete. 

 

 

 
 

Note: Clicking the cart icon  will show 

a summary of the equipment bookings for 

the player. 

 

 

 

 

 

 

 

 

 

Registering a player and confirming payment 

 

To indicate a player has arrived, paid and is ready for play, click on their name on the 

timesheet then click on the Register button  located on the toolbar. 

 

A popup window will appear with details of equipment booked, payments made or 

payment to be made (if applicable).  
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Clicking on Payment Taken button will 

register the player and a register icon will 

now appear on the timesheet next to the 

player’s name.  

 

Cart and club report 

 

Cart and club 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 

Public Configurations located on 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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