EACF Court Booking System User guide

This user guide will provide you with the information that you will need to access and use
the court booking system. Please note that the term ‘court’ has been used to reference a
lawn, as this is then consistent with the name of the booking system. You will need access to
the internet on whichever device you choose to use to access the system. All standard web
browsers (Chrome, Firefox, Safari, Edge) are compatible with the booking system. The
system can be used on a smartphone, but the small screen makes it challenging to use. If
your web browser asks you to accept ‘cookies’, then click on ‘Yes’ or ‘Accept’.

1. Accessing the booking system

All club members who have provided an email address on their membership form will
receive a Welcome email from ‘angliacroquet’ which looks like the picture of the email
shown below:

Court Booking System

tlook prevented sutamatic download of some pictures in this message

CBS

This is an automated message for TimTest generated by the Court Booking System. Please do not reply to it.
Dear TimTest,
A request has been received for a new or reset password for you for the Court Booking System. If you were not expecting this please contact your club administrator.
Your password has therefore now been set or reset to a temporary new value.
Your new login details are as follows:
Club: Wrest Park
Username: TimTest
Temporary password: DILHUDXO
You can logintat_https://angliacroquet.uk/cbs/day.php?club=29/You will have to choose a new password after logging in.
Please note that passwords are case-sensitive.

After logging in you can make or edit bookings. You can also reach the club's user list and edit your own profile via the Settings icon in the top right corner. You can also use this Settings menu to change language or
interface style

1f you have any problems logging in please contact your club administrator.

Thank you for using the Court Booking System.

The email provides your Username, a Temporary password and the web address to access
the Court Booking System on your web browser. The web link for the East Anglian Croquet
Federation’s (EACF) — Court Booking System for Wrest Park Croquet Club is:
https://angliacroquet.uk/cbs/month.php?club=29 (You may wish to save this link as a
favourite in your web browser).

This link is also highlighted in the example email shown above. You can also click on the
“Court Booking” link on the home screen of our Wrest Park Croquet Club website.

Once the web page has loaded, it will look similar to the picture below:

-1of9-
18/06/2022


https://angliacroquet.uk/cbs/month.php?club=29
https://angliacroquet.uk/cbs/day.php?club=13

Ei Court Booking System == England « || wrest park

Wrest Park Club - All courts
<] Saturday June 18, 2022 [I5| day | week | month | today | [+

Court 15 Court 2p Court 25 Court 3 Cour: 4
5:00 2 |

Association Croquet Golf Croquet Match
i Other
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The first action you need to take is to ‘Log in’ using the ‘Username’ and ‘Temporary
Password’ provided in the email, by clicking on the Login button towards the top
right of the booking system window (see circled area in the picture above). The screen will
change to the login screen as shown in the picture below.

El Court Booking System =} England vI Wrest Park

Please log in

Club: | [ automatic ] v| Select if you ha

User Name or email: | i
Password: | ] (Show
Keep me logged in: [ Never check this box when using a shared public computer

Forgot your login details?

In order to log in you must have 'cookies' enabled on your browser. These cookies used by the Court Booking System
are essential to the log-in process, but they are not used for any other purpose. By logging in you accept the use of
cookies for this purpose.

Logging in is specific to a combination of PC/device, browser and person. If you wish you can be logged in
simultaneously on more than one browser/device.

Your User Name and Password are initially assigned to you by your Club Administrator. After logging in for the first time
you will have to change your password to something that only you should know. You can also change your password
again at any time (click on your handicap data in the top right corner)

1If you check the 'Keep me logged in’ box you will remain logged in on that particular browser for 30 days from when
you logged in, even If you close your browser, unless you log out again before the end of that period (or change your
browser). Your browser will also still remember’ your User Name and Club for up to 12 months, though you will still
have to enter your password whenever you need to log in again

If you don't check the 'Keep me logged in' box when logging in then your login will expire after 30 minutes of
inactivity, or when you log out or close your browser, after which your browser will also 'forget' your identity.

In either case, if you are logged out you can simply log in again in the usual way.
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When you first login, you should change your password to one that only you know. The
‘Help’ menu item and circled in the picture above, explains how to do this. However,
a brief description is provided here.

1) Enter your ‘Username’ provided in the email described above in the box below the
club name.

2) Enter the ‘Temporary Password’ provided in the email described above in the box
labelled ‘Password’.

3) Click on the ‘Log in’ button.

4) The ‘Edit user details’ screen (see picture below) will now be displayed where you
can reset your password

-20f9-
18/06/2022



EI Court Booking System epor TimTest

Edit user details
Club:  Wrest Park

Level: |

**Name/Username: [TimTest ] o

*=email B8: [ the_brewers@talk21.com

*Phone &: [ ) @
*First name: [ ]
“Last name: [ 10

*aChcap @: () (Leave blank if undefined)

“GC hcap @ [ ) (Leave blank if undefined)

*5C h'cap @: C] (Leave blank if undefined)

**Required

** Recommended: registering this will enable the user to request for a forgotten password,
and provides an alternative to the Name for logins

* Optional: only shown for information with no other boaking function

Email addresses and phone numbers are stored encrypted for additional security.

Please change your password before proceeding.
Paseword: [ ] Showlenter new password
Password: and repeat to confirm

Passwords must have at least 8 characters, and contain both letters and numbers
They are case-sensitive and may also include @_.; +-*=1$%"~~# but no spaces.

Please note that a forgotten password cannot be recovered from the system by anybody. A new temporary password
must be created instead.

5) In the second section of the page (highlighted in the picture above), enter a
password of your choice in the first box and then re-enter it in the second box. Please
make sure you include the correct number and type of characters as explained in the

notes below the input boxes.
6) You can also edit the other details about yourself in ‘Edit user details’ box if you wish.

7) Click on the ‘Save’ button to save your changes

If you get stuck, please contact Tim at the brewers@talk21.com.

When you click on ‘Save’ the booking system will then show you the ‘Wrest Park User list’.
This lists all of the members entered into the system and is only visible to Wrest Park
Croquet Club members.

Click on the ‘Return to bookings’ button [Return to bookings | at the top of the screen to view
the calendar and to make bookings.
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2. Introduction to the using the online booking system.

Once you have logged on, the current days’ Calendar for Wrest Park Croquet Club will be
displayed. On the example shown on page 2 of this user guide and below, there were no
bookings for Saturday 18" June 2022 and therefore all of the ‘cells’ in the table are blank.
Later in this document you will see examples where club events and lawn bookings for the
Club or Members are shown using different colours to indicate the types of game or event. It
is the blank cells that are available to be booked by Members.

Settings

B Court Booking System

=} England vl Wrest Park g

Wrest Park Club - All courts
Saturday June 18, 2022 day | week = month today
Court 2P Court 25 Court 3P

Current calendar view

ime:

Arrow button

Court 35 Court 4P Court 45

<« Timeslots Court/lawn and ball set /
2 identification

/ Colour coded boxes

Association Croquet Golf Croquet Match
Tournament Maintenance Other

00000900000000000000000000000000000000000000000000000000000000000

Privacy & cookie policy Please send any coMMEnts or corrections to the webmaster

A brief description of each part of the screen is as follows:

1) Current calendar view — clicking on ‘day’, ‘week’, ‘month’ or ‘today’ will change the
calendar view accordingly. You can also click on the small picture of a calendar next
to the day, date and year information to interactively select a specific date in the
current month.

2) Arrow buttons — allow you to navigate forward or backwards in time based on the
calendar setting selected i.e. in the Day view shown above, clicking on the right hand
arrow would move the view on one Day to Sunday June 19t 2022.

3) Court and ball set identification —the court labels forming the columns in the table
identify the individual courts and the set of coloured balls e.g. Court 1P is court 1
with primary colours (blue, black, red & yellow balls) and Court 1S is court 1 with
secondary colours (green, brown, pink & white balls).

4) Time slots - the time slots represented by the rows in the table are given as
30 minute intervals.

5) Colour coded boxes — The coloured and labelled boxes provide the legend/key for
the colours seen in the table when bookings have been entered.

6) Settings — the settings cog wheel button allows you change various preferences you
may wish to adjust.

The ‘Help’ menu item on the title strip at the top of the page provides some help in
using the system.
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3. Making a booking

The following description assumes that you will be using the daily view. It is also important
to note the following:

Mowing: All individual club member bookings are subject to change when the weather
conditions are right for mowing i.e. mowing cannot be scheduled in the booking system. If
your booking coincides with when mowing is taking place you may be asked to move your
game to another court or suspend your game whilst the court is mown. Mowing takes
precedence over games.

1. To select the date for your booking, click on the mini picture of a calendar. This will
display a screen similar to the one below based on the current date.

Court Booking System TimTest o}
lub - All courts

Saturday June 18, 2022 day | week | montn | tocay Y

9:30 AM

June 2022

Sun Mon Tue Wed Thu Fri Sat

1:00
1:30
2:00 PM 5 6 7 8 9 10 11

.QI-J PM 12 13 14 15 16 17 n
230 PM

200 PM 19 20 21 22 23 24 25
2:30 PM
3:00 PM 26 27 28 29 30
3:30 PM
200 PM
230 PM
5:00 PM
5:30 PM
200 PM
5:30 PM
=00 PM

T 5 I S R E R
~ HEEEE A
g HE(E(S
S SENN
b ===z
EEIEEEE =

Association Croquet Golf Croquet Match
Tournament Maintenance Other
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The arrow buttons on the left and right take you respectively to the previous and
next month.

2. You can then use the calendar to pick any date in the month, or switch to another
month. Click on the day you wish to select by placing the mouse cursor on the day
you wish to select and clicking with the left mouse button.

3. The pop-up calendar will disappear and leave a page showing your selected day and
any existing bookings on that day. To switch between the ‘Day’, ‘Week’ and ‘Month’
views, just click on the corresponding button in the date navigation bar. The ‘Today’
button will take you straight to the ‘Day’ view for the current day’s bookings. In the
‘Week’ and ‘Month’ views the navigation bar is very similar, except that there is also
a court selection button next to the Club name (see picture below). Use this to show
bookings for different courts.
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Wrest Park Club - | All courts v/
June 2022

uesday
25 3P 35 4P 45

| All courts

' ™
| day ||

Court 2P
Court 25
Court 3P
Court 35
Court 4P
Cqurt 45

ip 15 2P 25 3P

4. To book a court select the desired date, check availability, then click on an available
cell by start time, court number and ball colour. If you mistakenly select the wrong
court, don’t worry, this can be corrected on the next screen.

5. The Court Booking Screen then appears for you to fill in:

51 Court Booking System Report TimTest m

Add Entry

Brief Description: | )

Full Description:
(Number of people,
Internal/External
etc)

Date: (Saturday June 18, 2022 |09
Time: (10):00)

buration: [ 3 |[hours  ~ All day

Club:  Wrest Park

Courts: [Court 1P Use Ctri+Click to select more than one Court

(c-;:"; ;3’ If possible, please double-bank AC with AC or GC with GC before booking
e an empty court

Court 3P

Court 35

Court 4P

Court 45

Type: ([ Association Croquet | -

2000000020002 000020000000020000200000000200002000009090020002%2000920000000

Privacy & cookie policy

Please send any comments or corrections fo the webmaster

Note: This is the default view created by the software and so will always display in
this form.

6. Enter your booking details in the relevant sections of the form following the
guidelines below:

a. Brief Description: It is recommended that you do not enter names into this
box but identify the booking by the tournament, event or competition name

e.g. GC Club Handicap Competition. The text entered here will be displayed on
the calendar view of the booking system.

b. Full Description: This is where you can add further details, such as, the names
of the players. This text only becomes visible when a booking is selected by
clicking on the booking in the calendar view.
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c. Date: Check that the date is correct and use the ‘Reset’ button if you wish to
change the date.

d. Time: Type in the start time using the 24 hour time format with the hour in
the left hand box and the minutes in the right hand box e.g. 14:30 for 2.30
p.m.

e. Duration: Specify the expected duration of your booking, selecting the
appropriate unit of time from the drop down list displayed by clicking on the
box with the downward pointing arrow:

Date: [Monday June 27, 2022
Time: !

Duration: 3 hours All day

minutes

Club:

Courts: se Ctrl+Click to select more

| If possible, please double-|

f. Courts: Select the court number and the colour of balls (P = primary colours;
S = secondary colours).

Very important: Do not book an Association game on a court already
booked for a Golf croquet game and vice versa. Only double bank games of
the same kind. Please contact Tim Brewer (the_brewers@talk21.com) if you
think other bookings could be moved to accommodate your planned
booking e.g. each lawn has been booked to a single AC game preventing any
GC games being booked.

g. Type: Specify the type of booking from the dropdown list (see picture below).
This will colour code the booking in the calendar view.

Type: [ Golf Croquet ‘v‘

d Association Croquet

|
) @ @ Match

volicy Tournament

Maintenance
Other

Check the information you have entered (see picture below) and if it is correct then
click on the ‘Confirm’ button. If you wish start again with a blank entry form then
click the ‘Cancel’ button.
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Court Booking System teport TimTest m

Login expires in 13 mins

Add Entry

Brief Description: [Test booking )

Full Description: (Test booking for the user guide
(Number of people,
Internal/External
etc)

Date: [Saturday June 18, 2022
Time:

Club: Wrest Park

Duration:

Courts: [court 1P = Use Ctri+Click to select more than one Court

S 1f possible, please double-bank AC with AC or GC with GC before booking
an empty court

Court 25

Court 3P

Court 35

Court 4P

Court 45 -

Type: | Golf Croguet V]

00000000000 00000000000000000000000OC0COOOIOOOINIOOOOOOOINOOONOOOOOOY!
webmaster

8. You will be returned to the calendar view and your booking will be visible if you
selected ‘Confirm’ at the previous step in the process (see picture below). If you
selected ‘Cancel’ at the previous step, no booking will be visible.

Court Booking System Report
Login expires in 27 mins
Wrest Park Club - All courts
Saturday June 18, 2022 [Tf] | day | week | month | today | 4
Court 15 Court 2P [T Court 3P Court 35

Test booking

Association Croguet Golf Croquet Match
Tournament Maintenance
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4. Reviewing and editing one of your bookings

If you want to review, edit or delete one of your booking entries, then move the mouse
pointer over the booking and the cursor will change into a finger pointing hand and click
on the entry and that will bring up the Booking Edit Screen.

Ei Court Booking System Help Report TimTest C:E:_:.

Booking entry details

Test booking
Description: Test booking for the user guide
Court: Wrest Park - Court 2P
Start Time: 10:30 AM - Saturday June 18 2022
Duration: 3 hours
End Time: 1:30 PM - Saturday June 18 2022
Type:  Golf Croquet
Created By: TimTest
Last Updated: 10:43 PM - Tuesday June 28 2022
Repeat Type:  None

0000290000000 00000000000000000000000000000000000020200000000000000

Privacy & cookle policy Flease send any COMMENTS or COMTeCtions to the webmaster

Click on one of the buttons (Edit Entry; Copy Entry; Delete Entry; or, Return to Bookings)
to perform whichever task is appropriate. Edit Entry and Copy Entry will return you to the
Booking Screen. Clicking on Delete Entry will display a prompt asking you to confirm you
wish to delete this booking — click ‘Yes’ or ‘No’, as appropriate. Clicking on Return to
Bookings will close this view and return you to the calendar view.

If you wish to make other bookings then follow the procedures described above.

When finished you should Logout. This will return you to Viewing the current days calendar,
from which you can explore the calendar to see what other Club Events have been booked
and what other bookings have been made.

When finished you should then close the Court Booking System window in your browser.

The software does have additional functionality e.g. making repeat bookings, please refer to
the Help if you need to use this facility.

If you get stuck, Help is available on the system or you can contact Bryan Harral by phone
(07511 023372) or email (harral_b2@hotmail.com) to make the booking on your behalf.

Tim Brewer

Secretary, Wrest Park Croquet Club

Version 1.0 07/2022
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