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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 ISR -,
=

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

Booking emails

Edit the emails that are sent to users when making a booking.

Edit booking emails



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

Booking Emails

Use the box below to describe what the participants should do when they turn up to your venue or any other
information that may be relevant to their booking. This will be included on the booking confirmation screen and in their

booking confirmation or reminder emails.

Confirmation information
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If you do not see a PIN number generated above, please enter using the following PIN number 1234 this PIN

will allow you entry to our courts during your booking slot.

Please enter via gate next to club house entrance

1. Press any button on the keypad to wake the Igloo padlock up. Key in the @-digit PIN then press the

UNLOCK key (last button on the bottom right of padlock).
2. The status indicator will flash GREEN twice and sound 4 short beeps (ascending) once unlocked - pull out

the shackle from the padlock to cpen.
3. Place lock on fence unlocked for the duration of your booking.

Reminder information
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If you do not see a PIN number generated above, please enter using the following PIN number 1234 this PIN
will allow you entry to our courts during your booking slot.

water fountain and bathroom is located at rear of clubhouse

Please lock gate after booking if you are the last one leaving the facility

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



