
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.  
 

 
 
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. 

 

https://oldcolonyskiclub.com/backend/


From the Details Window select the “Edit”button. 

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

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

 
 



Press “Continue”. 

 
 
 Press “Continue” to confirm the Target Accommodation. 

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

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

 
 



To make a new booking From the Left Menu select Booking and drag down to Calendar.  At the 
top single click on “New Booking” 

 
 
Fill in the desired dates and the preferred accommodation (room or bunk) if there is one. Press 
“Search” 

 
Select the desired bunk. Press “Reserve” 

 



 
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.  

 

 
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.  

 


