Scarbro Tennis Centre
Court Booking &
Cancellation Procedure

November 2018

Go online for more information covering;

v' Court Booking and Cancellation Procedure
Facilities Access Policy
A list of registered coaches

RN

A list of Group 1 and Group 2 Facilities Access Players

https://www.tennisauckland.co.nz/scarbro-bookings/

Court Pricing

Casual Bookings Facilities Access Players

e 30-day booking window e 8-day booking window

e Maximum 2hrs per booking e Maximum 4 hours per day

e Payment required at time of booking e  Payment required at time of booking
Casual Indoor Outdoor Facilities Access Indoor Outdoor
Hourly Court Hire Hourly Court Hire
Off Peak $36 S20 Group 2 S18 Free
Mon — Fri 7am-6pm All times
On Peak S44 S24 Group 1 Free Free
6-10pm & weekends All times



https://www.tennisauckland.co.nz/scarbro-bookings/

Boo kings Customers should be encouraged to book online

Over the Counter New Customer Bookings

1. Set up new players as ‘customers’ (not clients) in Links.

2. Load their details - get full name, mobile and email for everyone making a
booking.

3. Take their booking and payment

4. Advise them their account will be available to them online (appears overnight)

Customers already registered for online booking in Links - Search for them and use their
customer account to take the booking and payment

Booking window
Group 1 and 2 Facility access players should not book more than 8 days ahead

Shop staff & general public have a 30-day booking horizon

Phone Bookings We have no way to take the required payment over the phone - direct callers to the web site to
can no longer be taken book online
Online Bookings Online bookings are made through the Tennis Auckland website — either follow the ‘Facilities —

book a court’ button from the homepage, or use the menus at the top of the homepage to go
‘Facilities > Scarbro Tennis Centre’

https://www.tennisauckland.co.nz/

Facility Access Players Group 2 players pay $18 per hour for indoor courts (half the off-peak rate), outdoor courts
are free but must be booked.

Group 1 players have free access, but the same 8-day booking window and all courts must be
booked in the system.
Coaches Registered Coaches make their bookings online and receive special booking privileges.

Unregistered Coaches book under the same terms as casual players. This group can request a
registration pack by emailing simon@tennisauckland.co.nz

Cancellations

General cancellations Customers must provide a minimum of 24 hours’ notice to the Pro Shop to cancel a Casual
Court Hire Booking and receive a credit.

In the event of rain Before Play: Customer must contact the Pro Shop to be advised if the outdoor courts are
safe for play - otherwise customer will be charged for the Court Hire and no visit pass is
issued

During Play: Outdoor court bookings will be entitled to a credit if they are able to play for
less than half of the hire period. You can move the players to an available indoor court at
your discretion.

Customer Credit Follow the procedure on the following pages to create a customer credit. The credit will be
Procedure shown as a visit pass in the customer’s account for future use and will expire after 6 months.

A credit can only be used to book a court of the same type. E.g. a credit issued for an
outdoor court cannot be used as part payment for an indoor court in future.


https://www.tennisauckland.co.nz/

How to create a customer credit (visit pass)

File  Till FacilitylMaintain Customers

STEP ONE - begin creating a visit pass in Point of Sale Vouch

& & FUEneEE 1t Trans
Laybys
Visit Pass |

Court credits are added to a customer account as a Visit
Pass. This is done by opening the Point of Sale and
selecting Maintain > Visit Pass

Transactions

Allocate Cards

STEP TWO - search for the customer
CustomerD: || New | FulName: [T [ Gender [

VisiPassID | Cods | DateStated | Expity Date | Status | Wiz Details
Create New

Load the customer search screen by using the “..." button
pictured below. The search screen will only display customers L@ cnenort_C wterizon | EEEh |
~MNew Contract

Number OF Visits

that have previously held a visit pass. i B
Left

Descrption
Enpity Date: i‘ Extra Added ,—
Activies: -
alid period o Conract Fiice: $[000

Comments
Huriber of Visits:

Price: §[0.00
Location:
Sales Person =l

Issue Card ¥ 0K Apply Clear X Cancel

If the customer doesn’t appear, select ‘All’
This will display a list of all customers who have registered for

online bookings.

Search for

Nane St Geemh |

€ Containing

Phore

Addess ¢ [

0people inlist

Email Address ([

I stait [ Member I Studert
Bstomer [~ Prospects [ VisitPass I™ Responsibls Person

STEP THREE - Add a court credit
CostoreD: [§ .| «MNew| FulNeme [FOUNG | [SRAG | Gendsx M

VistPass|D__| Code | DateStated | Expity Date | _Status_| View Details
Create New

Use the ‘..." button under the New Contract Details header to =
open the search screen o vt Makenaiio |

rNew Contract

VistPass Code: e () [ e
escriptio: et
Press the Search button ’ ]:. T T

Activities: >
i e |

Comments

Nurberof Vists: [ -

Pics §[ ’ <
Location: ,—

Sales Pesson =]
Issue Card v oK Apply Clear X Cancel




STEP FOUR - choose indoor or outdoor

Select ‘Online Indoor Court Credit 30 minutes’ or ‘Online

- .I.oom TENMIS AUCKLAND »| I Al Products / Senicss
Outdoor Court Credit 30 minutes’. 0 E |

 Senice Code

D el

I Inc. Inactive. [ L "—3
[ s e A [

Comoned 5| atow| Fltowe [FONBI (MBI G i

STEP FIVE - select visit length Lo I e Toptw] Sam | | | Vs
Creshe He
Parzonal Distais.
You will be returned to the previous screen; the credit will & oo etz | B
 New Contiact Details
initially have 30 minutes of court time. Nl L [ Ep————
N £ [P S —
Bescotin IW iy Dae: [iZaPA2s 0| B Ewosdsed [
Increase the time in % hour visit increments E.g. adding an ez [ ——
o . ) N = e || CoraPioc sl |
extra visit will increase the court time by 30 minutes, two R -
- - . . P s .
visits will increase the court time by 60 minutes i [

STEP SIX — Select ‘OK’ to finish

Provide verbal confirmation to the customer when the credit
balance is updated in the customer account.

HERE’S HOW COURT CREDITS ARE DISPLAYED ONLINE

The Visit Pass will appear in the customer’s account. They can use it when making their next booking.

Tennis
Auc!s'a"d@

HOME | COURT BOOKINGS | CLASSES | PAYMENTS

WELCOME JAMES!

Last Attendance

Court Bookings Now Available Online

No visit data exists

| Manage Upcoming Bookings

No Bookings exist
MY PROFILE
Courts at Scarbro Tennis Centre may be booked online up to 7 days in

Visit Passes advance with a maximum time of 2 hours per booking. Full payment being
made at the time of booking. If you wish to book outside of these times,
please contact bookings@tennisauckland.co.nz

Court Credit 30 Minutes 08/0472019 1
BOOK NOW




