Members should always be encouraged to make their own bookings prior to arrival. Directors
can make changes to bookings from the Back End of the website at anytime. These instructions
show how a Director can cancel or shorten a booking. There are also instructions at the end for
how to make a new booking or block a room.

Directors have access to the back end of the website by navigating to the url
https://oldcolonyskiclub.com/backend/ and signing in with your existing username and
password.
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Username or Email Address

Remember Me

To modify an existing booking select “Booking” from the left menu and drag down to
“Calendar”. Single click on an existing booking in the calendar.
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From the Details Window select the “Edit”button.

Booking #2958 Confirmed x

Booking Information

1D 2958
Check-in Date 12/01/2024
Check-out Date 12/31/2024

Reserved Accommodations

Accommodation: Room E 3-Women's
Rate: Full

Adults: 1

Children: 0

Services: —

Customer Information

First Name Jennifer

Last Name Pacelli

Email skibumbeachbroad@yahoo.com
Phone

Country

Address

City

State [ County

To Cancel the booking change the status on the right to Cancelled and press “Update Booking”
to complete this action.
| A

Pending User Confirmation

Google for WooCommerce requires WooCommerce version 6.9 or higher. .
Pending Payment

Pending Admin
Booking Information A v oa

Abandoned
D 2958 Confirmed
v Cancelled
. 12/01/2024
Check-in Date * I 101/20 ‘ Created on: November 27,

2024 @ 2:10 pm

Check-out Date * I 12/31/2024 ]

Move to Trash

Update Booking

To shorten the stay dates or change the rate enter the new date in the form and press “Check
Availability”.

Edit Dates J:l

Choose new dates to check availability of reserved accommodations in the original booking.

Check-in *
[ 12/01/2024 |

Check-out *
[ 12/31/2024 I

Check Availability




Press “Continue”.
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Press “Continue” to confirm the Target Accommodation.

Choose how to associate data
Use Source Accommodation to assign pre-filled booking information available in the original booking, e.g., full guest name, selected rate, services, etc.

Source accommodation Target accommodation

I Room E 3-Women's ~ -+ Room E 3-Women's

Press “Save” to confirm the Rate or modify the Rate here

Original Booking Details New Booking Details
Check-in: December 1, 2024 , from 11:59 pm Check-in: December 1, 2024 , from 11:59 pm
Check-out: December 31, 2024 , until 10:00 am Check-out: December 31, 2024 , until 10:00 am
Accommodation #1 Accommodation #1
Accommodation Type: Room E-Women's Accommodation Type: Rocm E-Women's
Accommodation: Room E 3-Women's Accommodation: Room E 3-Women's
Full Guest Name Full Guest Name
Rate: Full, $300 Choose Rate

@ Full, $300

O Alumni, $450

O Limited/Guest, $750

Press “Update Booking” at the top right of the page to complete the change of Date or Room
or Rate.

Booking Information AV Update Booking Vo
D 2958 Status:
Check-in Date * | L siledell | Created on: November 27,
2024 @ 2:10 pm
127312024 |

Check-out Date *

Move to Trash

Update Booking
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To make a new booking From the Left Menu select Booking and drag down to Calendar. At the
top single click on “New Booking”
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Fill in the desired dates and the preferred accommodation (room or bunk) if there is one. Press
“Search”

Check-in *
| 12/15/2024 I

Check-out *
| 12/16/2024 |

Accommodation Type

| Room A-Couples

Adults
| — Any —

Children
| — Any —

Select the desired bunk. Press “Reserve”

Title Capacity
(¥ Room B 1-Women's Adults: 4 Children: 0
(J Room B 2-Women's Adults: 4 Children: 0
(] Room B 3-Women's Adults: 4 Children: 0
(] Room B 4-Women's Adults: 4 Children: 0



Choose the correct Rate. Enter the guest’s contact information as the “Your Information”. Press
“Book Now” to complete the New Booking.
The guest will be sent an email.

Accommodation #1
Accommodation Type: Room B-Women's

Full Guest Name

Choose Rate
@ Full, $10
O Alumni, $156

) Limited/Guest, $25

Price Breakdown

#1 Room B-Women's $10

Total $10

Your Information
Required fields are followed by *

First Name
Bob

Last Name
Ellis

Email

robertellis204®@icloud.com

Phone

Notes

4
Total Price: $10
Status
Confirmed v

Block a room

From the left menu select Booking and drag down to Booking Rules. Find Block
Accommodation and single click on “Add Rule”. Select the accommodation (room) and dates
and click “Done”. At the bottom of the form click “Save Changes” to complete the Block.

Block accommodation # | Add rule

Accommodation Type Accommadation From Till Restrictiong Comment Actions

121712024 12/20/2024 Mot stay-in El

Booking Rules
Room H-Couples

Maximum advance reservation Accommodations Seasons Actions

Booking buffer a | Add rule

boaking buffer rules



