
HOW TO 

Set Booking Instructions when a player 
books your courts 

1. Login to your club admin dashboard on Clubspark.

2. On the left hand side click on Booking

3. Click on Settings
4. Click on Edit Booking Emails



5. Add specific details and instructions to help the player navigate 
your club so they can access the club  
 

6.  
 

If you are using the Tennis NZ Book a Court systems then a gate PIN will 
be provided in the emails in addition to your information you will add as 
above.  

Note: Any parking info  

Where to locate the gate to access:  

What to do and any contact details if there is are any issues 


