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[bookmark: _Toc292180651][bookmark: _Toc290302438][bookmark: _Toc290365427][bookmark: _Toc292180652][bookmark: _Toc151896383][bookmark: _Toc269206916][bookmark: _Toc293644753][bookmark: _Toc294097753][bookmark: _Toc294254665]Introduction
Albatros is a software solution that has been used successfully for over 16 years in Europe. It is currently being implemented in over 400 golf clubs worldwide. Albatros offers a ‚(w)hole-in-one‘ product range for golf clubs and resorts. This range is compatible with Microsoft Windows. To compliment the offline modules, Albatros offers several online solutions that can further improve the club’s service to its members and guests. 

‘Bookings’ offers the following extra features over and above the standard functions of a reservation system:

	[bookmark: _Toc269206917][bookmark: _Toc290302439][bookmark: _Toc290365428][bookmark: _Toc292180653][bookmark: _Toc293644754][bookmark: _Toc294097754][bookmark: _Toc294254666] Bookings
Single and multiple bookings
Group bookings
Status of check-ins & cancellations
Lessons

	[bookmark: _Toc151896385][bookmark: _Toc269206918][bookmark: _Toc290302440][bookmark: _Toc290365429][bookmark: _Toc292180654][bookmark: _Toc293644755][bookmark: _Toc294097755][bookmark: _Toc294254667] Evaluation
Tee Sheets
List of Bookings 
Occupancy Overview
Financial Reports


	[bookmark: _Toc151896386][bookmark: _Toc269206919][bookmark: _Toc290302441][bookmark: _Toc290365430][bookmark: _Toc292180655][bookmark: _Toc293644756][bookmark: _Toc294097756][bookmark: _Toc294254668] Administration
Variable Time Sheet Rosters
Variable No. of Courses
Teeing off from Tee 1 und 10
Calendar with Public Holidays
Carts, Trolleys und Rental Items
Notes or Comments to Bookings
Tee Closures & Group Bookings
	[bookmark: _Toc151896387][bookmark: _Toc269206920][bookmark: _Toc290302442][bookmark: _Toc290365431][bookmark: _Toc292180656][bookmark: _Toc293644757][bookmark: _Toc294097757][bookmark: _Toc294254669] Interfaces
Hotels 
Other Golf Clubs
Internet
AOC-Terminal
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‘Bookings’ is the solution for an efficient organisation of bookings for tee times, lessons with a pro, driving range boxes or club events.
  
This module can manage the tee times for any number of courses and can be individually configured for the requirements of a golf club or resort. The mutually accessible SQL-Database offers you quick access to all customers in the database. Should you add new clients in this module to the database, this information is immediately accessible from the other modules as well.

[bookmark: _Toc151896388][bookmark: _Toc269206921][bookmark: _Toc290302443][bookmark: _Toc290365432][bookmark: _Toc292180657][bookmark: _Toc293644758][bookmark: _Toc294097758][bookmark: _Toc294254670] Tee sheet
The tee sheet can be configured individually for each bookings object (18-hole-course, 9-hole-course, Pros).
The screen is designed to be easily understood with a bright colour design that is both clear and informative.
The ‚cut & paste‘ functions assist in moving a tee time or making a copy of a group booking for another day.  


[image: ]
[bookmark: _Toc151896389][bookmark: _Toc269206922]
[bookmark: _Toc290302444][bookmark: _Toc290365433][bookmark: _Toc292180658][bookmark: _Toc293644759][bookmark: _Toc294097759][bookmark: _Toc294254671] Additional modules
The local system can be extended by the online bookings module for the internet. 
This technology offers members and guests the opportunity to book tee times via the club’s homepage.
The master system is the club’s local database which manages the online booking requests in real time.

[bookmark: _Toc151896390][bookmark: _Toc269206923][bookmark: _Toc290302445][bookmark: _Toc290365434][bookmark: _Toc292180659][bookmark: _Toc293644760][bookmark: _Toc294097760][bookmark: _Toc294254672] Structure of the system
Due to the open structure of the system, other modules such as the ‚Greenfees & Proshop’ as well as ‘AOC Terminal’ can access the Bookings module directly and thereby complete the offer.

[image: ]


With all these options, members and guests can book a tee time 24/7.


[image: ]

In combination with the Albatros leaderboard module, available tee times can be shown on a screen in the club house, for example, so that members or guests can view the tee sheet to decide on their tee time.
[bookmark: _Toc151896391][bookmark: _Toc269206924][bookmark: _Toc290302446][bookmark: _Toc290365435][bookmark: _Toc292180660][bookmark: _Toc293644761][bookmark: _Toc294097761][bookmark: _Toc294254673]Starting the program / Logging in
	[bookmark: _Toc151896392][bookmark: _Toc269206925][bookmark: _Toc290302447][bookmark: _Toc290365436][bookmark: _Toc292180661][bookmark: _Toc293644762][bookmark: _Toc294097762][bookmark: _Toc294254674]Example 1: Error free activation
Activate your ‘Bookings’ module by double clicking on the icon on your screen or via the start menu: Start – All Programs – Albatros – Bookings.

	




	[image: Bookings Startup]
	Once activated, the initial screen will appear. This gives you info on:  Charging Time, Name of the module, Version and Release date. Do not interrupt this process. it can take a couple of seconds. 






After successfully activating the program, the log in screen will appear. A user name and password are required to continue. Should the module have been activated before, the last user will appear next to the user name. 



 (
Use the arrow to choose the us
er
)[image: ]


If you are not the user whose name appears next to the ‘User name’ button activation, please choose your name from the list provided by clicking on the arrow. Next, enter your password where the cursor flashes. 


 (
Enter your password and confirm by clicking the logon button
)[image: ]

Enter your password in the allocated space and confirm by clicking on the ‚Logon‘ button. If your entry data was correct, the main part of the Bookings module is activated. Incorrect data entry will result in a message with the reason for the non-activation being displayed.
[bookmark: _Toc269206926][bookmark: _Toc151896393]
[bookmark: _Toc290302448][bookmark: _Toc290365437][bookmark: _Toc292180662][bookmark: _Toc293644763][bookmark: _Toc294097763][bookmark: _Toc294254675] Example 2: No permission to use module for the current user: 
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If the user does not have the permission to log into this module, a window will pop up with the following message: „User with this name may not log into the application”. Click on the ‘OK’ button and contact your local Albatros administrator or call the support hot line to resolve the issue.

[bookmark: _Toc269206927][bookmark: _Toc290302449][bookmark: _Toc290365438][bookmark: _Toc292180663][bookmark: _Toc293644764][bookmark: _Toc294097764][bookmark: _Toc294254676][bookmark: _Toc151896394]Example 3: User name or password entered incorrectly

[image: ]

Should you have made a mistake while entering your password; a screen will pop up with the following message: „Incorrect password for this username. Please try again.” Click on the ‚OK‘ button and re-enter your password correctly. Confirm by clicking on the ‘Logon’ button.
[bookmark: _Toc269206928][bookmark: _Toc151896395][bookmark: _Toc290302450][bookmark: _Toc290365439][bookmark: _Toc292180664][bookmark: _Toc293644765][bookmark: _Toc294097765][bookmark: _Toc294254677]
 Example 4: Tip relating to settings on your keyboard  
If you are sure that you have entered your password correctly, but are still refused access, check the settings on your keyboard such as Caps lock, NumLock as well as Scrollock.



 (
DELETE – DELETE TEXT IN
 
FRONT OF CURSOR
) (
TAB
) (
BACKSPACE
, TO MOVE BACKWARDS
) (
CAPS LOCK –ONLY TYPE IN CAPITALS
) (
END – GO TO END OF LINE
) (
HOME – GO TO BEGIN-NING OF LINE
)



[image: ]
 (
SHIFT
) (
ALT GRAPHIC
) (
RETURN/
ENTER
) (
CURSORS TO MOVE UP/DOWN
) (
NUM LOCK
)





[bookmark: _Toc151896396]If your keyboard has a LED-Display, only one light should be illuminated, either on “Num“ or „1“. If the light on the button „A“ is on, please click on the Caps Lock button again to revert to default. The same applies to the button with the symbol ‘Arrow down‘: if this light is on, click on the Scroll button. 
[bookmark: _Toc269206929][bookmark: _Toc290302451][bookmark: _Toc290365440][bookmark: _Toc292180665][bookmark: _Toc293644766][bookmark: _Toc294097766][bookmark: _Toc294254678]Tee sheet views
The Albatros ‘Bookings’ module offers you the option to adapt the screen view of your course(s) to your preference. This is done by clicking on the buttons ‘View 1’ or ‘View 2’. 

Menu – View 1 & 2:
[image: tee preview]

Menu – Grid / Tees / Daily / Course view:
[image: View change]

	
View 1 / Grid
	
View 1 shows the grid view of a chosen day with a display of the checked in players.


	
	

	View 2
	View 2 shows the tee sheet of a whole day and also displays the number of players in the pairing. Moving the mouse over the tee time shows the players booked and a window pops up with more detailed info.


	Multi Tee View
	The ‚Multi Tee View‘ shows both Tee 1 and Tee 10 – if set up accordingly – as well as the daily view. On this screen, all bookings are shown coloured and when moving your mouse over the relevant tee time; a pop-up window shows the pairing. This view gives a good indication of today’s occupancy rate of the course.


	Multi Day View
	The ‚Multi Day View‘ shows today and the next 6 days. On this screen, all bookings are shown coloured and when moving your mouse over the relevant tee time a pop-up window shows the pairing. This view gives a good indication of the weekly occupancy rate of the course.


	Multi Courses View
	As the name states, the ‚Multi Courses View‘ shows the tee sheet of several (selected) courses on the Tee 1. On this screen, all bookings are shown coloured and when moving your mouse over the relevant tee time; a pop-up window shows the pairing. This view gives a good indication of the weekly occupancy rate of a tee. 


	Multi Courses Tees View
	The screen ‚Multi Courses Tees View‘ offers you the option of choosing several courses on both Tee 1 and Tee 10. On this screen, all bookings are shown coloured and when moving your mouse over the relevant tee time; a pop-up window shows the pairing. This view gives a good indication of the weekly occupancy rate of both tees. 




[bookmark: _Toc151896397][bookmark: _Toc269206930][bookmark: _Toc290302452][bookmark: _Toc290365441][bookmark: _Toc292180666][bookmark: _Toc293644767][bookmark: _Toc294097767][bookmark: _Toc294254679] View 1
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View 1 shows the detailed tee sheet with a display of the booked players, their home club and the respective handicap as well as any rental items, the status of their check-in as well as the booked times.
[bookmark: _Toc151896398][bookmark: _Toc269206931][bookmark: _Toc290302453][bookmark: _Toc290365442][bookmark: _Toc292180667][bookmark: _Toc293644768][bookmark: _Toc294097768][bookmark: _Toc294254680]View 2
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View 2 shows the daily tee sheet with the number of players in a booked pairing. On this screen, all bookings are shown coloured and when moving your mouse over the relevant tee time; a pop-up window shows the pairing.


[bookmark: _Toc151896399][bookmark: _Toc269206932][bookmark: _Toc290302454][bookmark: _Toc290365443][bookmark: _Toc292180668][bookmark: _Toc293644769][bookmark: _Toc294097769][bookmark: _Toc294254681] Multi Tees
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The ‚Multi Tee View‘ shows both Tee 1 and Tee 10 – if setup accordingly – as well as the daily view. On this screen, all bookings are shown coloured and when moving your mouse over the relevant tee time; a pop-up window shows the pairing. This view gives a good indication of the daily occupancy rate of the course.

[bookmark: _Toc151896400][bookmark: _Toc269206933]

[bookmark: _Toc290302455][bookmark: _Toc290365444][bookmark: _Toc292180669][bookmark: _Toc293644770][bookmark: _Toc294097770][bookmark: _Toc294254682] Multi Day View
[image: ]


The “Multi Day View” shows today and the next 6 days. On this screen, all bookings are shown coloured and when moving your mouse over the relevant tee time; a pop-up window shows the pairing. This view gives a good indication of the weekly occupancy rate of the course.

[bookmark: _Toc151896401][bookmark: _Toc269206934]

[bookmark: _Toc290302456][bookmark: _Toc290365445][bookmark: _Toc292180670][bookmark: _Toc293644771][bookmark: _Toc294097771][bookmark: _Toc294254683] Multi Courses View
[image: multi course view]

	
	


As the name states, the ‚Multi Courses View‘ shows the tee sheet of several (selected) courses on the Tee 1. On this screen, all bookings are shown coloured and when moving your mouse over the relevant tee time; a pop-up window shows the pairing. This view gives a good indication of the weekly occupancy rate of a tee. 

[bookmark: _Toc269206935][bookmark: _Toc290302457][bookmark: _Toc290365446]

[bookmark: _Toc292180671][bookmark: _Toc293644772][bookmark: _Toc294097772][bookmark: _Toc294254684] Multi Course Tee View

[image: multi course tee view]

 [image: courses extra menu]


The screen ‚Multi Courses Tees View‘ offers you the option of choosing several courses on both Tee 1 and Tee 10. On this screen, all bookings are shown coloured and when moving your mouse over the relevant tee time; a pop-up window shows the pairing. This view gives a good indication of the weekly occupancy rate of both tees. 
[bookmark: _Toc151896403][bookmark: _Toc269206936][bookmark: _Toc290302458][bookmark: _Toc290365447][bookmark: _Toc292180672][bookmark: _Toc293644773][bookmark: _Toc294097773][bookmark: _Toc294254685]Menu
Albatros ‘Bookings’ is subdivided into 5 standard menus which can be accessed via die menu bar as well as the Explorer bar.

[bookmark: _Toc151896404][bookmark: _Toc269206937][bookmark: _Toc290302459][bookmark: _Toc290365448][bookmark: _Toc292180673][bookmark: _Toc293644774][bookmark: _Toc294097774][bookmark: _Toc294254686] Menu „Function“
Add	By clicking on the ‚Add‘ button, a dialog window called „Simple Add Mode“ opens. Here you have the option to open a tee time and to add one or more players, with or without adding rental items, process the check-in, determine the details for the booking and perform SAGA matching.
Edit	By clicking on the ‚Edit‘ button, a new window called „Simple Edit Mode“ opens in which you can edit bookings, add rental items, process a check-in, add guests, delete individual players or a whole pairing. This function also offers a history of all bookings as well as a search function for a player. This enters the ‘edit’ mode too.
Check-In	Clicking on the ’Check-In’ button activates the Check-In-function. If you click on a player with a booked tee time, you can confirm his status. In a similar manner, a player that has been checked in mistakenly can be checked out again. 
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Cut	The ‚Cut‘ function is activated by clicking on the ‚Cut‘ button. This mode allows you to move a player on the times sheet by ‘cutting’ him from a pairing and then entering him into another using the ‘paste’ function. The player will be deleted from his first pairing and added to the requested group.
Copy	The ‚Copy‘ function is activated by clicking on the ‚Copy‘ button. This mode allows you to copy a player in a pairing and by changing into the ‚paste‘ mode, entering him in another tee time. The player then remains in both the first pairing and in the new one.Paste	The ‚Paste‘ function is activated by clicking on the ‚Paste‘ button. This function assists in entering a cut or copied player or pairing into a new tee time. If you used the ‘cut’ function, the previous tee time will be available once again, or if you used the ,copy’ function, the first time is not deleted.
Delete	Clicking on the ‚Delete‘ function activates the single deletion function. This allows for deleting of individual players in a pairing. Click on the player and confirm the process by choosing ‘Yes’. This process cannot be reversed.
Delete All	Clicking on the ‚Delete All‘ function activates the deletion function of a whole tee time booking. This allows for deleting of all the players in a pairing. Click on the pairing and confirm the process by choosing ‘Yes’. This process cannot be undone.
[bookmark: _Toc151896405][bookmark: _Toc269206938][bookmark: _Toc290302460][bookmark: _Toc290365449][bookmark: _Toc292180674][bookmark: _Toc293644775][bookmark: _Toc294097775][bookmark: _Toc294254687] Menu „Rental items“
[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Caddies	By selecting the hire article you can assign it to as many players as you like at the same time. The function is activated by clicking on the specific article, you then select the player to assign the article to that player, you can then click on as many players as you like to assign the same article.  .
Ladies Club Sets	By selecting the hire article you can assign it to as many players as you like at the same time. The function is activated by clicking on the specific article, you then select the member to assign the article to that member, you can then click on as many members as you like to assign the same article.  
Mens Club Sets	By selecting the hire article you can assign it to as many players as you like at the same time. The function is activated by clicking on the specific article, you then select the member to assign the article to that member, you can then click on as many members as you like to assign the same article.  .
Change quantity	Selecting the button ‘Change quantity‘ opens the administration of the rental items. This section allows you to manage your rental items, e.g. allocating a certain number of rental items such as golf carts, trolleys or rental sets to a block booking. The temporary non-availability of items (e.g. servicing of golf carts; seasonal rental of a cart by a member) can be recorded here as well as the temporary increase in items (e.g. an extra rental set). 

[bookmark: _Toc151896406][bookmark: _Toc269206939]

[bookmark: _Toc290302461][bookmark: _Toc290365450][bookmark: _Toc292180675][bookmark: _Toc293644776][bookmark: _Toc294097776][bookmark: _Toc294254688] Menu „Info“
Reservation search	Selecting this button opens a new window where you can search for certain items by using one of the following categories: surname, first name, customer no., invoice no., course selection for certain period such as today, this week, this month, this year or a user defined period (custom). The result of the search can also be printed.
History	By choosing the ‚History‘ function, one can see the individual steps in the booking process for a player. First select the player and then the ‚history‘ button.
Show cancelled 
bookings	By choosing the function ‚Show cancelled bookings‘ you can view cancelled bookings according to the date, the course and the tee.  The detailed window shows further variables such as the date of cancellation, logged in use etc. 


[bookmark: _Toc151896407][bookmark: _Toc269206940][bookmark: _Toc290302462][bookmark: _Toc290365451][bookmark: _Toc292180676][bookmark: _Toc293644777][bookmark: _Toc294097777][bookmark: _Toc294254689]Menu „Additional functions“
Group bookings	This function assists in booking groups. One can select several players at once and at the end of the booking procedure, they are automatically entered into the chosen time slot. The group booking is marked in a different colour and highlighted by an additional comment. It is then possible to add rental items such as trolleys or golf carts or to check in or delete individual players and add new ones. A bookings history can also be requested.
 Tee closure	This function allows the user to block tees for certain periods. The blocking can be done for a date, a course or a tee and can be used to inform users about the non-availability for a period, a day or even several weeks. A comment can be added for additional information.

[bookmark: _Toc290365452][bookmark: _Toc292180677][bookmark: _Toc290365453][bookmark: _Toc292180678][bookmark: _Toc151896408][bookmark: _Toc269206941][bookmark: _Toc290302463][bookmark: _Toc290365454][bookmark: _Toc292180679][bookmark: _Toc293644778][bookmark: _Toc294097778][bookmark: _Toc294254690]

Menu „Printing“
Tee sheet	By selecting the ‚Tee sheet‘ function, the current day‘s tee sheet is transformed into a printable document. The tee sheet shows the following data: Name, 9/18 holes, customer type, handicap and check-in status.
List of rental items	This function aids in printing a list of rental items that have been requested. The list displays the rental period, date and time of rental, the name of the customer and the respective booking details.
Stats	The selection of the ‚Stats‘ function displays the monthly data with daily occupancy in a printable format. This monthly stat shows the analysis for the chosen course.



[bookmark: _Toc269206942][bookmark: _Toc290302464][bookmark: _Toc290365455][bookmark: _Toc292180680][bookmark: _Toc293644779][bookmark: _Toc294097779][bookmark: _Toc294254691]Booking a tee time
[bookmark: _Toc290365456][bookmark: _Toc292180681][bookmark: _Toc151896410][bookmark: _Toc269206943][bookmark: _Toc290302465][bookmark: _Toc290365457][bookmark: _Toc292180682][bookmark: _Toc293644780][bookmark: _Toc294097780][bookmark: _Toc294254692] Book / Change
1. Click on the ‚add‘ button in the ‚Function‘ menu. [image: ]

 (
1st
 step:
Choose ‘Add’ 
by clicking on it.
2nd step:
Choose the tee time for the booking.
)[image: add new booking]


Choose the requested time slot with your mouse and click on it.

 (
3rd step:
Click on the variable „Surname“, then enter the name.  The program automatically begins searching for the customer.
)[image: Click Surname]
A dialog window opens up. To enter the customer‘s name, you have several options. You can start the search by either entering the surname, first name, customer number, the home club or by clicking on his name by scrolling in the displayed list.

Our example describes the search by entering the surname. Click in the ‘surname’ field and enter either parts or the whole surname. After the first 3 letters Albatros will start searching for the customer in its database!

 (
4th step:
Choose the player from the searched list and click on the button ‚Book‘.
)[image: choose from search]

From the results of the search, choose the relevant player by clicking on him, so that he is marked in a different colour, then click ‚Book‘.

 (
5th step
:
Add further players – here in this exa
mple, non-listed customers – by
 
click
ing the button ‚Add guest‘. 
)[image: Book guest]



Should you want to add further members, click ‚Clear filter‘ and repeat the procedure. You can also use the ‘Add guest’ button to add a maximum of 3 players to this pairing without entering the names. In our example the screen will look as follows:

 (
Confirm the bo
oking by clicking on the buttons 
‚Book‘
 and ‘Ok’.
)[image: Complete Booking]


To complete the booking process, click on ‚Book‘ and confirm by clicking ‚Ok‘. In our example, the screen shot would look as follows:

 (
This shows the new pairing with all details in the daily view as well as in the overview display on the right of your
 screen. 
)[image: Display page]
[bookmark: _Toc151896411][bookmark: _Toc269206944][bookmark: _Toc290302466][bookmark: _Toc290365458][bookmark: _Toc292180683][bookmark: _Toc293644781][bookmark: _Toc294097781][bookmark: _Toc294254693]Delete, Delete All
The ‚delete’ function is available in several parts of the module, most evidently in the Toolbar menu on the left under ‘Function’ as well as in the pop-up window that appears when you click on a booking. One has the option to delete a single player or the whole pairing (or four ball). Please note that this step cannot be undone.

To delete, proceed as follows:
1. In the ‚Function‘ menu, click on ‚Delete‘.   [image: Delete]
Now click on the player you wish to delete. Once you have done this, a pop-up window asks, whether you want to delete the specified booking.

 (
You need to confirm the delete command with ‘Yes’.
)[image: sure u want to delete]

If your selection was the right one, click on ‚Yes‘ to confirm deletion, otherwise click on ‚No‘. After confirmation of the command, the screen reverts back to the former window.

The deleted ‚Name from example Guest‘ has now been removed from the pairing and the screen should look as follows:

 (
Note the a
vailable spot in this fourball after deleting a guest.
)[image: open fourball]




To delete a whole pairing, proceed as follows:
1. In the ‚Function‘ menu, click on ‚Delete All‘. [image: ]
Now click on the player in the pairing that you wish to delete. Once you have done this, a pop-up window asks, whether you want to delete all customers.

 (
You need to confirm the delete command with ‚Yes‘
.
)[image: delete all]

If your selection was the right one, click on ‚Yes‘ to confirm deletion, otherwise click on ‚No‘. After confirmation of the command, the screen reverts back to the former window.
The deleted pairing or four ball has now been removed from the tee sheet and the screen should look as follows:
 (
Tee time becomes vacant immediately after confirming cancellation of a booking. The tee time is now available again for booking. 
)
[image: slots available]

[bookmark: _Toc151896412][bookmark: _Toc269206945][bookmark: _Toc290302467][bookmark: _Toc290365459][bookmark: _Toc292180684][bookmark: _Toc293644782][bookmark: _Toc294097782][bookmark: _Toc294254694] Cut, Copy & Paste
The ‚Cut‘ function is activated by clicking on the ‚Cut‘ button. This mode allows you to move a player on the times sheet by ‘cutting’ him from a pairing and then entering him into another using the ‘paste’ function. The player will be deleted from his first pairing and added to the requested group. This mode also allows you to cut a player from one tee time and paste him in another without having to delete him in the first pairing and then re-entering him in the new tee time. Here is how to go about it:

1. Click on ‚Cut‘ in the menu bar on the left. [image: ]

 (
Click on the player that you would like to mark or to move.
)[image: Cut Member]

Click on the player which you would like to move. In our example, we are choosing „Chiat Geoff“.
Now click on ‚Paste‘ in the menu bar on the left and then click on the tee time that the player would prefer to tee off. [image: ]

A window appears, requesting you to confirm the pasting by clicking on ‚Ok‘:

 (
Name of the chosen player appears here. Confirm pasting with ‚Ok‘.
)[image: paste]


If you would like to move the player, click on ‚Ok‘ to confirm. The module now automatically switches into the ‚Simple Add Mode‘.

 (
Chosen customer is shown and can be moved by clicking the buttons ‚Book‘ and confirming with ‚Ok‘. 
Hint: Make sure that the search fields are empty, otherwise a further customer will be added to the booking. 
)[image: Confirm paste]


 (
Customer is cut, the remaining players in the pairing are moved to the left. An available spot for single customer becomes available.
)If no other customers or guests are to be added, you can confirm the change by first clicking on ‚Book‘ and then confirming with ‚Ok‘. The customer will now be cancelled in the first booking and added to the second. Here is a screen shot for our example:

[image: customer removed]



Screenshot of the pairing into which the customer was pasted:

 (
The previously cut customer ,
Chait Geoff
 has now been pasted into the
 pairing at 17.00 o’clock.
)[image: new slot]


Hint: Making sure that all search fields are empty is vital; otherwise a further customer will be added to the booking. 

The function ‚Copy‘ works very similar in conjunction with „Paste“. The only difference is that by copying the customer, his place in the first time slot remains and he is entered into the new spot as well. This saves time as you don’t have to enter the player again.
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]
To copy, proceed as follows:

Click on ‚Copy‘ in the menu bar on the left. [image: Copy]
Click on the player which you would like to copy. In our example, we would like to copy „Chait Geoff into a later pairing. 
 (
By clicking on a customer after activating the function ‚Copy‘, the customer is saved in a temporary memory.
)
[image: copy]


Now click on ‚Paste‘ in the menu bar on the left and then click on the tee time that the player would also like to tee off.  

A window appears with the security question for the ‘Paste’ function:
 
 (
Chosen customer is listed, confirm by clicking on ‚Ok‘.
)[image: confirm copy]


If you would like to ‚copy‘ the player, click on ‚Ok‘ to confirm. If you have mistakenly chosen the wrong tee time to copy the player into, click on ‚Cancel‘. After confirming by the copy function by clicking on ‘Ok’, the module now automatically switches into the ‚Simple Add Mode‘.

 (
Selected customer is shown and can be copied by clicking on ‚Book‘ and ‚Ok‘.
Hint: Remember to clear all search field
s
 to prevent another customer being added. 
)[image: confirmed and copied]

Screenshot of the time slot from which the player was copied:

 (
Customer has been copied and therefore also remains in the original pairing.
 
)[image: original place]

Screenshot of the new booking for the player:

 (
Copied player has now been booked into another tee time.
)[image: New time slot]


To empty the temporary memory, click on ‚Clear‘ in the window in the top right of your screen.


 (
Window explains executed function.
To remove window, click on ‚Clear’.
)[image: clear memory]


The default window for this part of the screen reappears, showing the stats for the day.
[bookmark: _Toc151896413][bookmark: _Toc269206946][bookmark: _Toc290302468][bookmark: _Toc290365460][bookmark: _Toc292180685][bookmark: _Toc293644783][bookmark: _Toc294097783][bookmark: _Toc294254695] Follow on bookings, Check-In, Remarks
Follow on bookings are done in the same manner as already described in this chapter. The only difference is the date. There are several ways to achieve this goal.

Option 1
The desired date is shown as a button on the top of your screen and can be chosen by clicking on it.

[image: Date Panel]


Option 2
If the desired date is just a couple days in the future, you can choose the date on the top left of your screen with the help of the arrow buttons. 

 (
Use the left and right arrows to choose the
 
desired date.
)[image: day change]


Option 3
If desired date is more than a couple of days away, activate the calendar by clicking on button on the right of today’s date. 

 (
D
efault calenda
r with the option of using the arrows to jump to the next month. 
Choose date by clicking on it.
Today’s date is indicated by the red circle.
)[image: Date drop down]

Choose the option which allows you to select the desired date the quickest.

The process of checking in a player can be done either when first entering the player into the booking system or later when he comes to register.  

[bookmark: _Toc294097784][bookmark: _Toc294254696]Step-by-step procedure to Check-In
1. Click on ‚Check-in‘ in the menu bar on the left. [image: 30]
Click on the player that you would like to ‚check-in‘. A window pops up with the following message:

 (
Changing the Check-In status: By clicking on the button ‚Yes‘, the player is checked in. Choose ‘No’ if you don’t want to check the player
 in.
)[image: check in]


Answering the security question with ‚Yes‘, checks the player in. Should you have chosen the wrong player, click on ‚No‘ to revert back to the previous screen.

 (
The flag is the Check-in symbol
.
)
Before Check-In:				After Check-In:

[image: not checked in]        [image: checked in]


The checked-in status of a player will be indicated on the main screen with a small red flag in the bottom right hand corner.

Hint: If you notice that you have checked-in the wrong player, this status can be reversed by selecting the player again.

[bookmark: _Toc294097785][bookmark: _Toc294254697]Use of the ‚Remark‘ field during the ‚Add‘ function
1. If you would like to leave a note or remark for a specific four ball, have a look in the section ‚Details of a future booking‘ and use the allocated space next to ‚Remark‘ to enter your comments. 


[image: Remark]


If the field has a remark entered, this is displayed on the main screen in the following way: 
 (
Symbol indicating a note was
 
added to this
 
booking
 
)
[image: without comment]	[image: with Comment]


The information can also be allocated to all players in the pairing.

[image: All commented]

[bookmark: _Toc269206947][bookmark: _Toc290302469][bookmark: _Toc290365461][bookmark: _Toc292180686][bookmark: _Toc293644784][bookmark: _Toc294097786][bookmark: _Toc294254698][bookmark: _Toc151896414]Group bookings 
[bookmark: _Toc151896415][bookmark: _Toc269206948][bookmark: _Toc290302470][bookmark: _Toc290365462][bookmark: _Toc292180687][bookmark: _Toc293644785][bookmark: _Toc294097787][bookmark: _Toc294254699]  Creating / Changing
1. Click on ‚Group bookings‘ in the section ‚Additional function‘ in the menu on the left.  [image: Group  Booking] 
Choose the tee time when the group is meant to start. Don’t forget to take the number of players and the available free times behind the chosen time into account.

 (
Select the players using the Function ‚Customer search‘, & ‚Book‘. You can also add guests (‚Add guest‘), even if you don’t know all names.
 
)[image: New Window]


After clicking on a tee time, the window „Group Add Modus‘ opens. Choose the members and guests from the current list. Be aware of a sensible grouping of the pairings. In this mode, the program doesn’t show whether a tee time is filled and the max. number of players is reached. In our example, we have selected 8 players:

 (
„
Book“ and „OK“ complete the group booking and create the desired entry into the tee
 sheet.
)[image: Group adding]


Click on the buttons ‚Book‘ and then ‚OK‘.

 (
You have now created your group booking.
)[image: Group Booked]

Immediately after clicking ‚Ok‘, your group booking will be entered into the times sheet by the program. For easier recognition, your group booking will be highlighted in a different colour and the word ‘Group’ is added after the players names. (Group entry reference)

[bookmark: _Toc290302471][bookmark: _Toc290365463][bookmark: _Toc292180688][bookmark: _Toc293644786][bookmark: _Toc294097788][bookmark: _Toc294254700] Changing a group booking:
To change a group booking, you can choose any player that is part of the group. Should you only want to change data of a player or even add a remark to his booking, you obviously need to select that player. In our example, we would like to add a remark to the player ”Zabransky Ferdinand”

1. Select the player “Zabransky Ferdinand” within the list of players in the group booking. Make sure that the correct player is highlighted.

 (
Choose the player you want to edit.
) (
Click on ‚Edit‘ to enter the remark in the pop-up window.
)[image: Edit plus comment]
Then click on ‚Edit‘.

 (
Add your remarks in the available space.
)[image: edit group booking comment]


Enter your comments in the ‚Remark‘ field and confirm by clicking on ‚Ok‘.

 (
Confi
rm by clicking on „OK“.
)[image: edit group booking with comment]


Now the customer Zabransky Ferdinand has a remark attached to his booking.  You can add more comments to other customers as well. In this example, you can see that all players, except for Joe Alblas, have been checked in. This function is also applied individually, and not necessarily to the whole group.

 (
The 
symbol
 ‚I‘ indicates that a remark is attached to the
 booking.
)
[image: The I appears]

[bookmark: _Toc151896416][bookmark: _Toc269206949][bookmark: _Toc290302472][bookmark: _Toc290365464][bookmark: _Toc292180689][bookmark: _Toc293644787][bookmark: _Toc294097789][bookmark: _Toc294254701] Deleting a single player / Deleting a group
Just like with an individual booking, you can delete a player or a whole pairing / group in the group booking. The procedure is the same. Please just remember that this step is not reversible.

The function ‚Delete‘ is available in several parts of the module (as described on page 18), most evidently in the Toolbar menu on the left (Explorer strip) under ‘Function’ as well as in the pop-up window that appears when you click on a booking. 


[bookmark: _Toc290302473][bookmark: _Toc290365465]

[bookmark: _Toc292180690] To delete a single player who is part of a group booking, proceed as follows:

1.  (
Group booking before deleting a single
 player
)In the ‚Function‘ menu, click on ‚Delete‘. [image: ]

[image: Group before delete]


Now click on the player you wish to delete (in our example Joe Albas). Once you have done this, a pop-up window asks, whether you want to delete the selected booking

 (
Security question before deleting a single player of a group.
) [image: sure u want delete]


If your selection was the correct one, click on ‚Yes‘ to confirm deletion, otherwise click on ‚No‘. After confirmation of the command, the screen reverts back to the former window.

The deleted player Beckenbauer, Dolly (Group)“ has been removed from the pairing. In our example the screen shot would be as follows:


 (
Empty spot after deleting a customer in a group booking. 
)[image: player deleted from group]

[bookmark: _Toc290302474][bookmark: _Toc290365466]

[bookmark: _Toc292180691][bookmark: _Toc293644788]To Delete a group booking, proceed as follows:

1. In the ‚Function‘ menu, click on ‚Delete All‘  [image: Delete All].

 (
View of the group booking before deletion.
)[image: Delete group]

Now click on any player within the group you wish to delete. Once you have done this, a pop-up window asks, whether you wan to delete all customers within this booking:

 (
Security question before deleting a whole group.
)[image: are you sure]


If your selection was the correct one, click on ‚Yes‘ to confirm deletion, otherwise click on ‚No‘. After confirmation of the command, the screen reverts back to the former window.
The deleted group booking has been removed from the tee sheet. In our example, this would look as follows:

 (
Immediately after confirming deletion, the times are available again.
)[image: all deleted]


[bookmark: _Toc269206950][bookmark: _Toc151896417][bookmark: _Toc290302475][bookmark: _Toc290365467][bookmark: _Toc292180692][bookmark: _Toc293644789][bookmark: _Toc294097790][bookmark: _Toc294254702] Copying and pasting a group booking 
To copy a group booking, proceed as follows: 

1. Click on ‚Copy‘ in the menu bar on the left  [image: Copy] or just
Click on the players of the group that you would like to copy. In our example, we’re copying all players for a new group.

 (
By clicking on a player after activating the function ‚Copy‘, the player is saved in the temporary memory.
)[image: been copied]


Now click on the function ‚Paste‘ in the menu bar on the left and choose a date and tee time for the group to be copied to.

Once you have done this, a pop-up window appears:

 (
Selected players as well as guests of the selected players are listed individually.
Confirm by clicking on ‚Ok‘
 
or ‚Cancel‘
 if you don’t wish to go ahead with the procedure.
)[image: paste]


Confirm the copy process by clicking on ‚Ok. If you don’t wish to go ahead with the procedure, click on ‚Cancel‘.  After confirmation of the command, the screen reverts back to the former window.

 (
Selected players of the group booking are listed individually and can be copied using the buttons ‚Book‘ and ‚Ok‘.
Hint: Remember to clear all search fields to prevent another customer being added. 
) [image: step 3]



 (
Players have been copied, so their original tee time will remain in place.
)Screenshot of the group that was used to copy:
[image: original place]

Screenshot of the pairing, where the player was pasted:
 (
Copi
ed players are now also entered in the second tee time.
)[image: new place]

To empty the temporary memory (window in the top right hand corner), click on ‚Clear‘ 

 (
First line indicates the group mode. To empty temporary memory, click on ‘Clear’.
 
)[image: Clear]

The screen reverts back to the default booking screen and you can view the stats for the day in the top right corner again.

[bookmark: _Toc269206951][bookmark: _Toc151896418][bookmark: _Toc290302476][bookmark: _Toc290365468][bookmark: _Toc292180693][bookmark: _Toc293644790][bookmark: _Toc294097791][bookmark: _Toc294254703] Checking in individual players that are part of a group
The process of checking in a player can be done either when first entering the player into the booking system or later when he comes to register.  

This program does not offer the function to check in a whole group at the click of one button, as it seldom happens that all players in a party arrive at the same time.

You therefore have to check in each player individually.

[bookmark: _Toc294254704]
Step-by-step procedure to Check-In:
1. Click on ‚Check-in‘ in the menu bar on the left.  [image: Check In]
 (
Changing the Check
 
In status: By clicking on the button ‚Yes‘, the player is checked in. Choose ‘No’ if you don’t want to check the player in.
)Click on the player that you would like to ‚check in‘. A window pops up with the following message:

[image: Check iin]


Answering the security question with ‚Yes‘, checks the player in. Should you have chosen the wrong player, click on ‚No‘ to revert back to the previous screen.

 (
The flag is the Check-in symbol
.
)Before Check-In:			After Check-In:
[image: before check] 	[image: after checkin]


The checked-in status of a player will be indicated on the main screen with a small red flag in the bottom right hand corner.

Hint: If you notice that you have checked in the wrong player, this status can be reversed by selecting the player again.


[bookmark: _Toc269206952][bookmark: _Toc290302477][bookmark: _Toc290365469][bookmark: _Toc292180694][bookmark: _Toc293644791][bookmark: _Toc294097792][bookmark: _Toc294254705]Tee closure
[bookmark: _Toc290365470][bookmark: _Toc292180695][bookmark: _Toc151896420][bookmark: _Toc269206953][bookmark: _Toc290302478][bookmark: _Toc290365471][bookmark: _Toc292180696][bookmark: _Toc293644792][bookmark: _Toc294097793][bookmark: _Toc294254706] Enter / Change
1.  (
1st step:
Make sure that you have chosen the correct date, time & tee box that you wish to close.
Should the data be wrong, you can rectify this, by using the sliding button on the side..
)If you would like to close a tee box, this can be done by choosing ‚Tee closure‘ under ‚Additional functions‘ in the menu on the left. Clicking on the button will open the following window:

 (
2nd step:
Click on the ‘New‘ button to block off some tee times.
)[image: Tee closure]

The screen shows the chosen day with all available tee times, the selected course and tee box. On the right side of the screen, you can view the existing bookings for the day.


To block off (a) tee time(s), click on ‚New‘  on the menu bar at the top. A new window called “Select time” pops up:

 (
3
rd
 step:
Cho
o
se the time you wish the 
closure
 
to
 commence and the time that it ends. 
Clicking on the arrows next to the time, shows the available times for the day.
In our example, we have chosen to block off the tee from 
13:10
 to 
13:20
.
)[image: select time]


Choose the desired starting and end time for the closure of the tee. The scrolling option to the right of the time assists in this process.

 (
4th step: 
Enter a comment to explain the reason for blocking the tee. Should you wish to choose from the options offered, click on the arrow before making your choice. (Text formatting done in the AlbAdmin module).
)[image: Add comment]


To confirm the chosen tee closure, click on “Ok”. Should you for any reason be unsure, you can abort the process by clicking on ‘Cancel’ and no entry is made into the times sheet.

 (
View of the times blocked. The time, number of players and comment are displayed.
)[image: Closed tees]

The chosen closure with the comment (blank in this instance) is entered from 13:20 to 13.30. Once confirmed, the tee times are blocked for access from any other Albatros module as well. The identical comment is displayed in all programs.

[bookmark: _Toc151896421][bookmark: _Toc269206954][bookmark: _Toc290365472][bookmark: _Toc290302479][bookmark: _Toc292180697][bookmark: _Toc293644793][bookmark: _Toc294097794][bookmark: _Toc294254707] Recurrence, Frequency
One can obviously enter recurring closures without having to enter them for each occurrence. The procedure is just like the one for a once-off entry as described above.

1. If you would like to enter a recurring closure of a tee box, this can be done by choosing ‚Tee closure‘ under ‚Additional functions‘ in the menu on the left. Clicking on the button will open the following window:

 (
1
st
 step:
Make sure that you have chosen the correct date, time & tee box that you wish to block off.
Should the data be wrong, you can rectify this by using the sliding button
 on the side of the screen
.
) (
2
nd
 step:
Click on the ‘New‘ button to 
enter
 
a new recurring closure of a tee
.
)[image: tee closure2]
The screen shows the chosen day with all available tee times, the selected course and tee box. On the right side of the screen, you can view the existing bookings for the day.

To block off (a) tee time(s), click on ‚New‘  on the menu bar at the top. A new window called “Select time” pops up:
 (
3
rd
 step:
Ch
o
ose the time you wish the block
age
 
to
 commence and the time that it ends. 
Clicking on the arrows next to the time, shows the available times for the day.
In our example, we have chosen to 
enter a recurring blockage of
 the tee 
from 11:30 to 15:40, every Wednesday.
)
[image: Select time2]

Choose the desired starting and end time for the blocking off of the tee. The scrolling option to the right of the time assists in this process.

 (
4th step: 
Enter a comment to explain the reason for closing the tee. Should you wish to choose from the options offered, click on the arrow before making your choice. (Text formatting done in AlbAdmin module).
)[image: select time3]


Now choose the frequency – in our example, once a month:

 (
The following frequency options are available:
Only on this day
Daily
Daily on weekdays
Daily on weekends
Every 2nd day
Once a week
Every 2nd week
Once a month
Several combinations are possible
 .depending on the reason for closure.
)[image: once a month]


You begin on the first closure on the day you are viewing. Now enter the range of the recurrence by entering the „Up to‘ field. Our example ends on 13/10/2010.

 (
Choose the last date of the recurring closure. A calendar window opens up. Select the end date by clicking on the date.
)[image: ][image: Last closure date]


To confirm the recurring closure, click on ‘Ok’.

 [image: Tees closed]

[bookmark: _Toc151896422][bookmark: _Toc269206955][bookmark: _Toc290365473][bookmark: _Toc290302480][bookmark: _Toc292180698][bookmark: _Toc293644794][bookmark: _Toc294097795][bookmark: _Toc294254708] Deleting or changing a closure
1. To delete or change a closure, click on ‘Tee closure” in the left menu bar. The screen will display a closure as follows:

 (
The date we have chosen, shows two periods for which the tee is closed.
11.
30
-12.30 , duration 1 hour
14.
00
-15.30 , duration 1 hour, 30 minutes
We would like to change the 2
nd
 closure to end an hour earlier.
)[image: special select]

	[image: select time 4]
	 (
Select the closure, then click on ‚Edit‘ from the menu at the top.
A new window opens, giving you the opportunity the change the end time of the closure. Chose the correct time by clicking on the scrolling option.
)




After selection, the window looks as follows:


 (
New select the end time
 
)[image: now blocked]

Confirm the change by clicking on ‘Ok’. The new closure period appears on the main screen.

 (
New closure:
Blocked until 14.40, next available time is at 14.50. The closure from 14.00 – 15.30 was changed following the above mentioned procedure and therefore these tee times have become available for bookings again. 
)[image: new closure]


As you can see, the tee times between 14.50 and 19.00 are available for bookings again.  

[bookmark: _Toc294097796][bookmark: _Toc294254709]Cancellation of a tee closure:
In a similar manner, one can obviously cancel a tee closure setting. 

1. Choose the closure that you wish to cancel.
Now click on ‚Delete‘ from the menu at the top.

 (
Security question:
Confirm with ‘Yes’ or click ‘
No
’ if you have mistakenly chosen the wrong tee closure. 
)[image: do u want to delete]

Confirm with ‘Yes’ or click ‘No’ if you have mistakenly chosen the wrong tee closure.
 (
The tee closure was cancelled and the tee times are available for booking again.
)[image: Tees now open]

Beware: On confirmation of the security question, the tee closure is cancelled. This procedure cannot be undone.
[bookmark: _Toc151896423]
[bookmark: _Toc269206956][bookmark: _Toc290365474][bookmark: _Toc290302481][bookmark: _Toc292180699][bookmark: _Toc293644795][bookmark: _Toc294097797][bookmark: _Toc294254710] Competition module: tee closures for competitions
The Bookings program also offers you the option to reserve the tee for competitions. Die procedure is very similar to a tee closure as discussed, with the only difference being that you tick the option ‘CompBlock’.

1. If you would like to close a tee box, this can be done by choosing ‚Tee closure‘ under ‚Additional functions‘ in the menu on the left. Clicking on the button will open the following window:
 (
1
st
 step:
Make sure that you have chosen the correct date, time & tee box that you wish to close.
Should the data be wrong, you can rectify this by using the sliding button
 on the side. ##
Menüreiter seitlich.
Menüreiter seitlich.
)
 (
2
nd
 step:
Click on the ‘New‘ button to block off some tee times
 for the competition
.
) [image: Correct details]

The screen shows the chosen day with all available tee times, the selected course and tee box. On the right side of the screen, you can view the existing bookings for the day.

To block off (a) tee time(s), click on ‚New‘  on the menu bar at the top. A new window called “Select time” pops up:

 (
3
rd
 step:
Enter the required variables for the tee closure: 
Start
End
Comment
And now click on the field adjacent to ‘CompBlock’ to enter a tick.
All other fields appear grey.
)[image: Comp Block]

Choose the start and end of your tee closure for the competition, enter a comment such as the name of the competition and activate the tick in the field next to ‚CompBlock‘ by clicking on it. All further fields appear grey.
 (
Confirm or cancel tee closure.
)
[image: ok or cancel]

To confirm the chosen tee closure, click on “Ok”. Should you for any reason be unsure, you can abort the process by clicking on ‘Cancel’ and no entry is made into the times sheet.

[image: comp block2]
View 1 – Detailed view with readable comment for closure 

[image: View2]
View 2 – Daily view – the reason for the closure pops up when moving the mouse

The tee times for the competition are now blocked off in the Bookings module. No other tee times can be booked in this time slot. The setting of the tee closure has no effect on the Competition module.

[bookmark: _Toc269206957][bookmark: _Toc290302482][bookmark: _Toc290365475][bookmark: _Toc292180700][bookmark: _Toc293644796][bookmark: _Toc294097798][bookmark: _Toc294254711]Rental items
[bookmark: _Toc292180701][bookmark: _Toc151896425][bookmark: _Toc269206958][bookmark: _Toc290302483][bookmark: _Toc290365477][bookmark: _Toc292180702][bookmark: _Toc293644797][bookmark: _Toc294097799][bookmark: _Toc294254712] Setting up of a new or changing of an existing rental item
	[image: 12]
	1. The setting up and changing of a rental item as well as inventory is done in the module Albatros Admin. Activate this program and log in.



First select ‘POS Bookings Settings’ from the menu on the left and then choose ‘Rental items settings’.
 (
View of existing rental item choices including info about quantity and delay time.
)
 (
Current 
menu bar ‘POS Bookings Settings’ and then ‘Rental items settings’
.
) (
Optional functions: ‘New’, ‘Edit’ or 
‘
Delete’ 
)[image: rental items albadmin]
[bookmark: _Toc290365478][bookmark: _Toc292180703][bookmark: _Toc293644798][bookmark: _Toc294097800][bookmark: _Toc294254713]

Creating a new rental item:
1. Click on ‘New’(insert icon) to create a new rental item. The following window appears:

[image: new Rental]


Enter the name (e.g. Set of Titleist mens RH clubs), shortened version (e.g. Tit MR), the amount available (e.g. 4) and the time delay (e.g. 300 mins – remember to include a battery charge time for Club cars). Should you have several courses, please remember to allocate the items. To confirm, click on ‘OK’. 

The newly created rental item has now been added to the list of rental items.

[image: rental added]


Hint: The new rental item will only be displayed in Bookings if no Bookings programs on the different workstations are activated. You should therefore rather create new rental items outside of business hours.

[bookmark: _Toc269206959][bookmark: _Toc290302484][bookmark: _Toc290365479]

[bookmark: _Toc292180704][bookmark: _Toc293644799][bookmark: _Toc294097801][bookmark: _Toc294254714] Editing a rental item:
1. Highlight the rental item in the list that you wish to edit. 
Then click on the button ‘Edit’ to change into the edit mode.

[image: Edit Rental]


All fields in the ‚Edit‘ mode can be changed. Enter the desired changes as follows:

Name	Description of the rental item
Short name	Short name for stats and reports 
Quantity	Available number
Delay time	Delay interval until available for next rental
Courses	Allocation to certain locations or courses 

Click on ‘OK’ to confirm. The changes come into effect immediately and are visible in Albatros Administration.

Hint: The changes will only be displayed in Bookings if no Bookings programs on the different workstations are activated. You should therefore rather make changes to rental items outside of business hours.


Close the albadmin module on completion by either clicking on ‚File‘ and then ‚Exit‘; „ALT+F4” or by clicking on the ‘Close’ button top right, so that no-one gains unauthorised access to the administrative section of your software.

[bookmark: _Toc269206960][bookmark: _Toc151896426]
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The allocation of a rental item is done in the Bookings module.
Here you have the option to allocate a certain number of rental items to players.

1. Click on the requested rental item, e.g.  [image: 14]

Then left click on the player who would like to book the item.


The following security question appears:

 (
Security question prior to allocating a rental item.
)[image: Add rental]


Click on ‚Yes‘ to book for the player Joe Alblas or on ‚No‘ should you have made an error either in the selection of the rental item or the player.

Once you have confirmed the question with ‚Yes‘, the rental item has been allocated to your customer.


[image: rental to player]		[image: rental to player2]

Field before allocation	            	Field after allocation

Hint: Should you have allocated a rental item to the incorrect customer and would now like to remove it, it isn’t sufficient to click on the player again, and to answer the security question again, because the rental item would be allocated a further time. A different solution is necessary.
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[bookmark: _Toc293644801][bookmark: _Toc294097803][bookmark: _Toc294254716][bookmark: _Toc292180706] Removing an allocated rental item 
1. Change into the menu ‚Function‘ and then choose ‘Edit’. 
Click on the player whose allocated rental item you would like to delete. The ‚Simple Edit Mode‘ window opens:

 (
First choose the player and then the rental items button in the Simple Edit Mode.
)[image: Edit rental to player]

In the edit mode, first choose the player and then click on ‚Rental items‘.

The ‚rental items‘ window opens up: 

 (
Change the quantity and click on ‘OK’ to confirm
 otherwise click on ‘Cancel’ to abort edit
. 
)[image: rental edit]


In this window all rental items configured in the program are visible. You can change the quantities of the items by making use of the arrows to change the quantity. Confirm the change by clicking on ‘Ok’. Also confirm with ‘Ok’ in the Simple Edit mode window.
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1. If you need to temporarily change the quantity of rental items for a couple of days, choose the submenu ‘Change quantity’ in the ‘Rental items’ menu. It could e.g. happen that an electric trolley is out of action due to a service. 
Click on the submenu ‘Change quantity‘. A new window opens up; choose the rental article that you would like to change.
 (
1
st
 step
: 
Select the rental item.
) (
2nd step: 
Click on Qinterval 
)[image: change quantity]

Now click on the button „QInterval“. 

 (
3
rd
 step: 
Enter the new amount
. 
)[image: qinterval]

A new window pops up. It shows the current quantity available for the selected rental item. To change the quantity, enter the new amount available. Click on ‘Ok’ to confirm the changes. These are available on the whole network with immediate effect.

 (
By clicking on DeleteQinterval, these changes are reflected immediately
)[image: quantity edited]

As you can see from the new entry, the change applies until the end of the day.

[bookmark: _Toc269206963][bookmark: _Toc290302488][bookmark: _Toc290365485][bookmark: _Toc292180710][bookmark: _Toc293644803][bookmark: _Toc294097805][bookmark: _Toc294254718] Editing the availability in a change of quantity:
Should you notice that you have mistakenly entered an incorrect number, you can correct the entry by clicking on the “edit" button again, entering the correct amount and clicking OK.
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Click on ‘DeleteQInterval’ to delete an existing change in the quantity of a rental item. No security question is asked. 
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By clicking on the button ‚History‘ in the ‚Change quantity‘ window, you can view a history of the changes to the quantity of the different rental items. Think of it as a logbook with entries of all changes.

 (
Exit the ‘History’ window by clicking on ‘Ok’.
)[image: History]
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You have the option to print a list of the rented items and hereby get a summary which items have rented out to which customer and when they will be available again.


1. Click on ‘List of rental items’ in the menu ‘Printing’. A reports window pops up with a choice of lists:

 (
1st step
:
 
List selection. Should only one list be available, an automatic selection is activated.
 
2
nd
 step: 
Click on 
‘Preview’
 to show the rental items in use.
)[image: Rental report]


The requested list is highlighted in blue. You can preview the list by clicking on ‚Preview‘. The following list appears:

[image: rental list report]


Different functions like e.g. zoom /shrink, 1:1, print, printing settings, save, send by email as a file and exit are available in the menu bar at the top.


[image: 17]


[bookmark: _Toc151896430][bookmark: _Toc269206967]The symbols are self explanatory; if you move your cursor over the symbol, a description of that function appears. 9.0 Info menu
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[bookmark: _Toc290302492][bookmark: _Toc290365492][bookmark: _Toc292180717][bookmark: _Toc293644808][bookmark: _Toc294097810][bookmark: _Toc294254723]Search bookings
1. The search function is a submenu in the ‘Info’ section. If you click on ‘Search (player/bookings)’, a new window called ‘Search’ opens up:

 (
Commence search after entering sufficient
 criteria
) (
Start a new search by clearing the filter
) (
Show & print results
) (
Time interval
) (
Search criteria
)[image: search booking]

To initiate a search, you should select your search criteria carefully to increase your chances of finding what you are looking for, but making sure that you don’t restrict the search in such a way that no result is found.  The more criteria you enter, the more precise the result will be and the  fewer results will be shown.

The following fields can be entered:

 (
Search window
)[image: search variables]

Surname	Surname of the customer; you can also only enter a portion, at least the first three letters
First name	First name of the customer; here again, you can also only enter a portion, at least the first three letters
CustNo.	Customer no. Please only use this field if you are sure about the customer’s number, otherwise leave this field empty.
BookNo.	Bookings number. Please only use this field if you are sure about the customer’s number, otherwise leave this field empty.
Courses	Here you can either select all courses or only a specific one. If you are unsure about the course, leave the setting on the default ‚all courses‘.

You can choose from the following time ranges:

 (
Window for time interval
)[image: time intervals]

The selected time intervals can be chosen from the list available: ‘Today’; ‘This week’; ‘This month’; ‘This year’ or a custom date range. If you select ‘Custom’ 2 windows open up with the option to enter the start and end dates.

 (
Fields to enter date range
)[image: time intervals date]

The search function gives you the opportunity to look for specific bookings of certain players and to collect a stat over a period of time for that player.

Example: We are searching for a player with the surname Alblas and would like to know how often this golfer played during the course of the current year.

Now enter the surname Al… in the relevant field. Click on the time interval and select this year. The window then appears as follows:

[image: name search]

Now click on ‚Search‘ to commence the task..

You will notice in ‘Result of search’ that you might have more than one customer with the surname Alblas. To narrow down the results, enter the first name in the field ‘First name’.

[image: name search details]


Select the button ‘Search’ again, the result of the search then looks as follows:

[image: name search first name]


You now have the option to print the list displayed on the screen. Click on ‘Show Results‘. Your search results are shown in the previous of the List&Label-Generator: 

[image: ]


Different functions like e.g. zoom /shrink, 1:1, print, printing settings, save, send by email as a file and exit are available in the menu bar at the top of the List & Label Generator.

[image: toolbar]


The symbols are self explanatory; if you move your cursor over the symbol, a description of that function appears. 

To select a printer and the functions, right click on the first of the 2 printer symbols; a print options window opens.

[image: print options]


In this window, you have the option to view the current printer, to choose a new printer from the list, and to choose the pages and no. of copies. The settings connected to this document will be saved in a special file on your hard drive.

In this box you can now select the printer you want to use and click „OK“.

[image: print options2]

Should you have any further questions, please contact your administrator.
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For every booking or bookings no. a log is created, which one can access if one needs to check on information relating to this booking.

1. Click on the booking which you would like to look into. Close any editing windows that may open.

 (
2
nd
 step:
Choose ‘History’ in the section ‚Info‘.
) (
1
st
 step:
Choose the player / booking 
for which you require more info.
)[image: history check]


Now click on the submenu ‚History‘ in the ‚Info‘ section on the left.

[image: History check2]


A window pops up, showing a log of transactions done in the booking process of this group and individual players. 

Any booking and any change to this booking is saved here. You also have the option to request further history by entering a tee time. The button “Hide current’ closes the second window. Click on ‘Close’ to close the history.
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In this submenu, you’ll encounter all cancellations of any tee time or rental item bookings. 

1. Open the function ‘Show cancelled bookings’ and the following window will appear:

[image: cancelled bookings]

By default, the current date is chosen, but you have the option to change the date, the course and the tee box for which you would like to view cancellations.

In our example, we’ll use the following date: 01.02.2011. You can either enter the date manually or choose from the calendar by clicking on the arrow. Once you have entered the date, a list of cancellations appears:

[image: ]

Now choose one of the cancellations from the list and click on „Details“. A new window opens up with the entire logged history to this cancellation.

[image: ]

This window shows the following details:

Date and time of the entry
Name of the logged in user
Name of the workstation at which the cancellation was done
Program/Module which was used to execute the cancellation 
Name of customer if the booking was that customer’s booking
Description of what was done

Close the history by clicking on ‚Close‘.

In another example of the previous selection, the screen shows the following: 

[image: ]

Here you can see that a booking exists for customers Barry Anson and Kathy umberg and a cancellation was done for Sylvie Altmann, this means the booking was voided in a pairing of two golfers, while the booking for Alette and Vic Allen remains.

In a third example from the previous selection:

[image: ]

The screen shows that a blocked tee time was cancelled to be able to add a guest to customers’tee time. You can see the date and time of the cancellation of the blocked tee time as well as the addition of new guest.
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By clicking on ‘Tee sheet’ in the ‘Printing’ menu, you can print the tee sheet for the day.

1. Choose the day for which you would like the tee sheet printed.
Then click on ‘Tee sheet’ in the section ‘printing’. The following window ‘Reports’ pops up:

[image: ]

Choose the entry ‘BoStartTimes.lst’ from the list. Should you only have one list to choose from, this list is highlighted. Now, click on ‘Preview’ to view the tee sheet.

[image: ]

Please wait until the data has been processed and the screen ‘print’ is complete. If you click on ‘Cancel’ the process will be interrupted and no screen shot of the tee sheet will be shown.

Should you not want a preview, you can skip this step and choose ‘Print’ immediately. The print job will be sent to the default printer.

Depending on the number of bookings, this list could entail several pages. Should you only need the list for informative purposes, we suggest you use the preview function.

[image: ]

Printout of an example of a ‘Tee sheet’ from Albatros Bookings 
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List of rental items
By clicking on ‘List of rental items’ in the ‘Printing’ menu, you can print the reserved rental items for the day.

1. Choose the day for which you would like the list printed.
Then click on ‘List of rental items’ in the section ‘printing’. The following window ‘Reports’ pops up:

[image: ]

Choose the entry ‘ArticleRentalList.lst’ from the list. Should you only have one list to choose from, this list is highlighted. Now, click on ‘Preview’ to view the list of rental items.

[image: ]

Please wait until the data has been processed and the screen ‘print’ is complete. If you click on ‘Cancel’ the process will be interrupted and no screen shot of the tee sheet will be shown.

Should you not want a preview, you can skip this step and choose ‘Print’ immediately. The print job will be sent to the default printer.

Depending on the number of bookings, this list could entail several pages. Should you only need the list for informative purposes, we suggest you use the preview function.

[image: ]
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Stats
By clicking on ‘Stats’ in the ‘Printing’ menu, you can print the bookings statistic for a month.

1. Choose the month for which you would like the list printed. Any day in the month is fine.
Then click on ‘Stats’ in the section ‘Printing’. The following window ‘Reports’ pops up:

[image: ]

Choose the entry ‘BOReservMonthly.lst’ from the available list. Should you only have one entry to choose from, this entry is highlighted. Now, click on ‘Preview’ to view the bookings stats for a month.

[image: ]


Please wait until the data has been processed and the screen ‘print’ is complete. If you click on ‘Cancel’ the process will be interrupted and no screen shot of the tee sheet will be shown.
Should you not want a preview, you can skip this step and choose ‘Print’ immediately. The print job will be sent to the default printer.

Depending on the number of bookings, this list could entail several pages. Should you only need the list for informative purposes, we suggest you use the preview function.

[image: Monthly reservations]
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[bookmark: _Toc293644815][bookmark: _Toc294097817][bookmark: _Toc294254730]Configuration 
The configuration of the default settings for this module is done in Albatros Administration. This task requires administrative knowledge and an introduction into the Admin module.

Should you want to change settings in this section, please contact our support team on 086-010 9372 / 079-314 9571 for assistance. You can also send us an email to support@iteesolutions.co.za.
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As part of our installations, we include the Netviewer software, which gives our Support team the opportunity to access your workstation remotely.

This software can be activated in the following ways:
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Click on the Netviewer Icon to start a remote management session.

[image: ]		
Quick Launch Bar
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Click on ‚Help‘ in the top line and then choose ‚Albatros Netviewer Service‘.
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1. Please call our support number: 086-010 9372 / 079-314 9571. Should our support team member feel that it is necessary to start a Netviewer session, he will ask you to load the software. 

[image: ] 

The session starts with the left screenshot as seen above. The connection is tested and once it has been established successfully, a window pops up, requesting you to enter a code. This code will be given to you by the Support team member and is unique for this session.

[image: ]   

Once you have entered the number, please click on ‚Connect‘ to confirm and when the secure connection has been established between the two computers, you are requested to allow the transmission of your screen:

[image: ]  

Click on the button „Yes“, so that the support team member can view your screen. The remote access (Remote control) is now active as shown by the window:

 [image: ]

This menu is visible throughout the whole session. Once the session is completed, a new window opens up to document the end of the remote access. Please click on ‚Close‘ to confirm.

[image: ]

The advantages of Netviewer compare to other remote access software are:

Quick link via the Internet
Low costs compared to other softwares on the market
128 Bit Encryption
VeriSign-Certificate

[image: box_klein]   Support – Hotline

	
Support inquiry:
Monday – Friday

	
Operating hours: 08.00 – 17.00
 

	
Support-inquiry:
Saturday, Sunday or public holiday

	
Operating hours: 10.00 -15.00
Included but non-technical only

	
Remote maintenance
Monday – Friday

	
Included

	
Remote maintenance
Saturday, Sunday or public holiday

	
Included but non-technical only, subject to availability




Publisher of this manual:

iTee Solutions
Old Castle Brewery
Unit 404
6 Beach Road
Woodstock 
7925

Office: 086-010 9372
Technical Support: 079-314 9571

Email: info@iteesolutions.co.za
Internet: http://www.iteesolutions.co.za
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Date - 2011/02001 10 2011/0201

Startlist - Metropolitan Golf Club

Name el [cun [Custpe Sv_Jorin
Date : 2011/02/01 - Tee : TEE1

07:00

HAZEL ST 18 [Vetropotan Goif ub___[Oub Members /LA 0 [ w
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Peter, Ztanelis 18 |Vetropoitan Go Cub___|OubMembers /FPMALEPRg] 160 | _no
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Reate, ZABRANSKY 18 |Vetropoltan Goir Cub__|Oub Members /LA — [ w
07:20

Dcon, Ml 18 [Vetropoltan o Gub__[OubMemters/6DNewlient] 00 | _no
[Nexander, Muray 78_|Vetropoltan Goif Cub__|OubMemters/GDNewlient _— | _no
Wargare, Wutins 18_|Vetrpoltan Gof Cub___|Oub Members /LA % |
[Robett, Murphy 18 _|Metropoiitan Goif Club. | GubMembers/ 6DNewMemby{ 0,0 o
07:30

DE8EY, DAVEL 18 [Vetropoltan Goif Gub__[Glb Members /LATS % |
Nchaas, Curs 78_|Vetropoltan Goif Cub__|OubMemters/GDNewliont _— | _no
[GERNARD, 0E KOOK 18_|Vetropoltan Gaif Gub__[Glb Members /FP15, — | w
[GEOFFREY. DAVIDSON 18 [Clowely County Cub___vistor /AT VstorWp | 170 | no
07:40

[otm, Foviey 78 [Vetropoitan Gof Gub__[Oub Members /SOMALE | — [ no
[Sean, Fyan 78_|Vetropoltan Goif Cub__|OubMemters/GDNewllent _— | _no
e, Rutin 18_|Vetropoltan Goif Cub___[Ob Members /JUNMALE| 00 | no
[Caro, Roters 18 [Vetropoltan Goif Cub__[Ob Members SOMALE | 00 | no
07:50

|Syivia, BALE 18_|Metropoiitan Golf Club. |Club Members / LA15 — no|
[GUEST, 30D 78 [Unkoown Vistor Af Vistor WP D
[, Bamet 18_|Vetropoitan Goi Gub__|Oubemters/6DNewlient] _— | _no
[pnta, Berk 18 [Vetropotan Goir ub___[Oub Members /LA [ )
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[Graham, Pauison 18 [Vetropoitan Gof Gub__[Gub Members FPMAE | — [ no
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Metropolitan Golf Club

201101731

Article Rental List

ArticleNo. | Article Appointment ShortName | CustomerType | Cust-No. Surname First Names StartTime | Available From
1 Carts Cart LA 791 SMITH HAZEL 07.00 11:00
1 Carts Cart LA15 583 ANSON Anita 07.00 11:00
1 Carts Cart LA 581 ALLEN Aette 07.00 11:00
1 Carts Cart FP MALE 103 ANGELOS TERRY 07.00 11:00
1 Carts Cart FPMALE Prepaid 50 367 Ziianelis Peter 07:10 11:10
1 Carts Cart LA 748 ZABRANSKY Renate 07:10 11:10
1 Carts Cart 6DNew Member [ 1022 Muller Deon 0720 11:20
1 Carts Cart 6DNew Member | 1069 Murphy Robert 0720 11:20
1 Carts Cart 6DNew Member |44 Barett Allan 0750 1150
1 Carts Cart FP MALE 755 Parfett Michael 08.00 12:00
1 Carts Cart FP MALE 321 Paulson Graham 0800 12:00
1 Carts Cart 6015 210 ANSON BARRY 08:10 12:10
1 Carts Cart 6D 104 ARDAVANIS FILON 1150 1550
1 Carts Cart LA15 583 ANSON Anita 1150 1550
1 Carts Cart FP MALE 103 ANGELOS TERRY 1150 1550
1 Carts Cart LA15 579 ADDISON Rachel 1150 1550
2 Mens Titleist RH cubs Mens Clubs__|LA 581 ALLEN Aette 07.00 10:30
2 Mens Tieist RH cubs Mens Clubs__|LA 791 SMITH HAZEL 07.00 10:30
2 Mens Titleist RH cubs Mens Clubs | FPMALE Prepaid 50 | 367 Ziianelis Peter 07:10 1040
2 Mens Titleist RH cubs Mens Clubs__|6DNew Member [ 1069 Murphy Robert 0720 1050
2 Mens Titleist RH cubs Mens Clubs __|6DNew Member | 1022 Muller Deon 0720 1050
2 Mens Titleist RH cubs Mens Clubs | SO MALE 1057 Roberts Carol 07:40 11:10
2 Mens Titleist RH cubs Mens Clubs __|6DNew Member | 554 Parolis Harry 08.00 11:30
2 Mens Titleist RH cubs Mens Clubs | LAIS 1105 Murray Anita 0810 1140
Printed On: 31.01.2011 at 14:22 Hours - Page 1 (c) Albatros Datenservice GmbH
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Albatros Schulungsclub e.V.

‘ Datum : 18.11.2006 bis 18.11.2006

Startliste - Demogolfplatz

Startzeit

Spieler 1

Spieler 2

Spieler 3

Spieler 4

Datum : 18.11.2006

- Tee:Tee1

09:50 | Beckenbauer, Dally (18) Becker, Barbara (18) Becker, Boris (18) Becker, Elena (18)

10:00

10:10 | Diest, Bernhard (18)

10:20

10:30

10:40 | Zigoli, Anastasia (18) Gast, (Zigoli Anastasia) (18) Gast, (Zigdi Anastasia) (18) Gast, (Zigoli Anastasia) (18)
10:50

11:00 | Zeier, Hans (18) Gast, (Zeiler Hans) (18) Gast, (Zeiler Hans) (18) Gast, (Zeiler Hans) (18)
11:10

11:20 | Woods, Tiger (18) Gast, (Woods Tiger) (18) Gast, (Woods Tiger) (18) Gast, (Woods Tiger) (18)

11:30

Momentanwegen techn. Arbeiter

Momentanwegen techn. Arbeiter

Momentan wegen techn. Arbeiter

Momentan wegen techn. Arbeiter

11:40

Momentanwegen techn. Arbeiter

Momentanwegen techn. Arbeiter

Momentan wegen techn. Arbeiter

Momentan wegen techn. Arbeiter

11:50

Momentanwegen techn. Arbeiter

Momentanwegen techn. Arbeiter

Momentan wegen techn. Arbeiter

Momentan wegen techn. Arbeiter

12:00

Momentanwegen techn. Arbeiter

Momentanwegen techn. Arbeiter

Momentan wegen techn. Arbeiter

Momentan wegen techn. Arbeiter

12:10

Becker, Barbara (18)

Becker, Elena Gruppe(Becker Bart

Bitschene, Jochen Gruppe(Becker

Diest, Bernhard Gruppe(Becker B

12:20

Fischer, Ernst Gruppe(Becker Bart

Hanepampel, Harry Gruppe (Becke

Junge, Gaucho Gruppe(Becker Ba

Karter, Aaron Gruppe(Becker Barb

12:30

Lichters, Susanne Gruppe(Becker

Miller, Kurt Gruppe(Becker Barbar

Nordersh&user, Wdfram Gruppe(E

Nordwig, Frank Gruppe(Becker Ba

12:40

12:50

13:00

13:10

13:20

13:30

13:40

13:50

14:00

14:10

14:20

14:30

14:40

Becker, Barbara (18)

Beckenbauer, Dally (18)

Becker, Boris (18)

Becker, Elena (18)

14:50

Becker, Noah (18)

Betz, Thomas (18)

Bitschene, Cedric (18)

15:00

Nordershéuser, Wafram (18)

Nordwig, Frank (18)

Gast, (Nordwig Frank) (18)

Gast, (Nordwig Frank) (18)

15:10

15:20

15:30

15:40

15:50

16:00

16:10

‘ | Ausgedruckt am- 21.11.2006 um 16:40 Uhr - Seite 1

‘ ‘ (c) Albatros Datenservice GmbH ‘ ‘
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