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Overview

Tee Times Special Events allows you to create events within the Tee Times Calendar and on
any regular Club Calendar. This tool should be used to schedule upcoming events like
tournaments that require registration and that’s open to all members. You can then use the
regular club calendars to help promote the event outside of the Tee Times Calendar.

Use Case(s)

e As an Admin, | would like to create Special Events within the Tee Times Calendar for
events like tournaments.
e As an Admin, | would like for Golf Events to also show on Club Calendars.

e As an Admin, | would like to create events that members must register for.

Accessing the Tool

To get started, access the Tee Times Admin Dashboard. Hover over Administration and
click on Special Events.

Tee Times Admin Dashboard*

Administratic—n‘ Configuration Booking

Proshop Dashboard
Repart Title
Special Events
. 17 :] Daily Operations*® v | P UPDATE
Lottery Manager Block Cut Starts | Recurring Reservations | Manage Delays |
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The Special Events tool will list all special events for the next 6 months.

You can change the date range by using the datepicker.

Select Course Start Date End Date

11/16/2017 .:j 5/16/2018 j € uppaTE

All Courses

@ Add Event DI' EditEvent & Add Registration @ View Registrants

= Import Start Assignments

Start End

=, Assign Starts

Assig

@Addevent [ EditEvent  2m Add [2) View Registrant

12:00 AM

You may filter by courses by using the Select Course dropdown.

Select Course Start Date End Date

@ AddEvent [ EditEvent  Sm Add Registration [ View Registrants

= Import Start Assignments =, Assign Starts

Start End

Assig

@ AddEvent [ EditEvent S Add Registration @ View Registrants

12:00 AM

= Import Start Assignments

=, Assign Starts

The toolbar above the listed events will allow you to:

Add an event

Edit an event

Add registrations to the event
View registrants of events
Import start assignments
Assign starts for the event

Select Course Start Date End Date

All Courses

11/16/2017 o | 51612018 I (€D uroare

@ AddEvent [ EditEvent 2 Add Registration [8) View Registrants =

Import Start Assignments

=, Assign Starts

Start End

Assig

@Addevent [ EditEvent  2m Add

[2) View Registrant: =

12:00 AM
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Adding a Special Event

To add a new Special Event, click the Add Event button.

Add Event # Edit Event Add Registration View Registrants "__lm ort Start Assignments . Assign Starts
d g g P g %) g

Next, add the Event Title, Event Date, and Course.

Add Special Event [ <]
Event Title
Shotgun T
[snotgunToumey | Play Type Holes
Event Date SingleTee v | |18 Holes v
11/17/2017 =l | s
Course North v i‘af\ﬂ‘ ¥ Allow Singles?
# Allow Twosomes?
Booki Max Guests
Pgsu‘er;ges Rrosshop iy @ o] @ Allow Threesomes?
— — @
intenal (10| Atinterval [ 10| Min Guests Allow Foursomes?
‘u ‘ Allow Fivesomes?
Hold Inteval [10 | MaxPeople | | TeDs Inherit Need Player Settin ¥
‘Admin Emals | J
Registation | seject a form.. ¥
Form Play Time Availability Color
Start Holes .
o ¥ OQverride play setup from booking privieges?
¥ Teet ¥ Remove all default starting times during this event?
Tee 2 ¥ Proshop wil assign starting times for participants?
Tee3 Hard close event after sign up cutoff time?
Tee 4 ¥ Allow members to view event registrant list?
Tee 5 Allow Member's to join the wait list?
Allow Member's to view the wait list?
Tee s
Automatically manage the watt list?
TeeT:

Choose when reservations open/close?
Block off time Tor pre & post event blocks?

Tees
Tee 9
Tee 10:

Elsave | B SaveandClose

Determine Booking Privileges for the event. If this is an event that members will register
for, set to Member Booking. If this is an event whereby your staff will be registering
members on their behalf, leave this set as ProShop Only.

Booking [ I ‘
Privileges I Freshop Only 'UJ@

Interval Pro Shop Only
Hold Interval | Pro Shop Only (Hidden from All)

Admin Emails | o Shop Only (Hidden from Members)

Registration
Fg?m Lottery

Start Holes
Lottery

Member Booking h

Member Booking - Double Crossaver ,

Member Booking - Shotgun :
Member Booking w Guest Restrictions '
MGA Event :
Twosomes 9 Hales Only

WGA Event
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Next, add the Max People for the event by typing in the max number of participants

that may join the event.

EvEntHc | Shotgun Tourney |
Event Date |11,/1?/201T |j
Course - Narth =
Booki :

Pﬁgilgé%s Member Booking ®
Interval [10 | Attinterval |10 |

Hold Interval | 10 | Max People
Admin Emails| |

Add an Admin Email for the event. This email will receive notifications for when members

register, edit, or cancel their event.

Hold Interval |‘IO | Max Peaple |1[}0

HNERCE | elatham@grandkey.com

Registration | gejact a form... ¥
Form

Beneath the Admin email, you may designate a Registration Form for the event. This

dropdown will list any forms created by the Support Team for Events. If you should need

a new form created, please contact Support.

SR Emails| elatham@grandkey.com

Registration
Form

Select a form. n ey

Start Holes Select a form...

Membership

Special Events

Contact Us S

Clubessential

Dinner Menu \
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Type of Event

On the right side of the screen, you will determine the Play Type, or the type of

Move to the right side of the screen to begin setting up the type of event.

event. Using the dropdown, choose if this is a single tee, double tee, or shotgun

event. The booking window will refresh and update various options for the type of

play you choose.

Play Type Holes

Single Tee v 18 Holes v
lm ¥ Allow Singles?

e | | ¥ Allow Twosomes?

Max Guests

|D_ __| ¥ Allow Threesomes?
s v 5

Min Guests Allow Foursomes?

|[] | Allow Fivesomes?

Max TBDs Inherit Need Player Settin ¥
0 |

Play [/ Time Availability / Color

Next, determine the amount of holes for the event depending on your courses

(typically 18 or 9).

Play Type Holes

Single Tee v 18 Holes v
lm ¥ Allow Singles?

e | | ¥ Allow Twosomes?

Max Guests

|D_ __| ¥ Allow Threesomes?
s v 5

Min Guests Allow Foursomes?

|[] | Allow Fivesomes?

Max TBDs Inherit Need Player Settin ¥
0 |

Play [/ Time Availability / Color
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Next, choose what types of groups may play for the event. Checkmark all that

apply for: Singles, Twosomes, Threesomes, Foursomes, and/or Fivesomes.

Play Type Holes

Single Tee ¥ 18 Holes Al
Starts/Hole ¥ Allow Singles?
|17 ¥ Allow Twosomes?

IMax Guests o,

|—U _| Allow Thressomes?
T + 7

Min Guests Allow Foursomes?

|[] | Allow Fivesomes?

Max TBDs Inherit Need Player Settiny ¥
o

Play / Time /[ Availability [/ Color

If the event starts on another hole besides the first tee, update the Starts/Hole

box.

Play Type Holes

Single Tee v 18 Haoles v
Starts/Hole ¥ Allow Singles?
|17 ¥ Allow Twosomes?

Iax Guesis

|U—_| ¥ Allow Threesomes?

R — v 7

Min Guests Allow Foursomes?

|[j | Allow Fivesomes?

Max TBDs Inherit Need Player Setting ¥
0 |

Play _- Time /[ Awvailability / Color




Add in the Max Number of Guests, Minimum Number of Guests (typically not
designated), and Max Number of TBDs. In most cases, the Max number of

Guests and TBDs should match.

Play Type
Single Tee v

|§t_a ris/Hole

1

Max Guests
E |
Min Guests

T
Max TBDs
2 |

You can now move to more event settings located beneath the type of event box.

Event Settings

You will determine more event settings for the event by using the following tabs:

e Booking Rules
e Time
e Availability

e Color

| Play Time / Availability / Color

Override play setup from booking privileges?
¥ Remove all default starting times during this event?
¥ Proshop will assign starting times for participants?
Hard close event after sign up cutoff time?
¥ Allow members to view event registrant list?
Allow Member's to join the wait list?
Allow Member's to view the wait list?
Automatically manage the wait list?
¥ Choose when reservations open/close?
Block off time for pre & post event blocks?
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These settings will allow you to determine when the event takes place, when
reservations will open for the event, and even set an event color to display on

the Tee Times Calendar.

Beneath the Play tab you can set up various settings for booking privileges,
starting times, assignments, waitlist. This is the master list for the rest of the tabs

that will follow.

Checkmark to apply the rule.

A

Play ).-' Time / Availability / Color /

¥ |override play setup from booking privileges?

¥ Remove all default starting times during this event?
v Proshop will assign starting times for participants?
| Hard close event after sign up cutoff time?

¥ Allow members to view event registrant list?

L Allow Member's to join the wait list?

L Allow Member's to view the wait list?

0 Automatically manage the wait list?

¥ Choose when reservations open/close?

I Block off time for pre & post event blocks?

To learn more about each setting, hover over the setting for detailed information.

EQD Override play setup from booking privileges?

_| The default course setup, party sizes, guest, and TBD player settings from the selected event privileges will be used if this is not checked.
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Next, click on the Time tab to set up when the first start will begin and when

the last start will begin.

Starting Time(s)
First Start Last Start
12:00 AM © | 12:00 AM
Play Time Availability /[ Color

Using the time pickers, you can choose a time.

EY | Starting Time(s)
‘ ::I First Start g Last Start o =
= | | 10:00 AM [®] 1200 am [e]
Time Picker
m 12:30 AM | 1:00 AM 1:30AM  2:00AM  2:30 AM
3:00 AM | 3:30AM  400AM @ 4:30 AM 5:00 AM 5:30 AM
6:00 AM 6:30 AM 7:00 AM 7:30 AM 8:00 AM 8:30 AM
9:00 AM | 9:30AM  10:00 AM 10:30 AM 11:00 AM 11:30 AM
12:00PM  12:30PM | 1:00 PM 1:30 PM 2:00 PM 2:30 PM
3:00 PM 3:330PM  4:00PM 4330 PM 5:00 PM 5:30PM ||
6:00 PM 6:30 PM 7:00 PM 7:30 PM 8:00 PM 8:30 PM
9:00 PM 9:30PM  10:00PM  10:30PM | 11:00 PM | 11:30 PM
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Under Pre & Post Event Blocks, you may block off the Tee Times Calendar so

individual reservations cannot be made before or after the event. This allows

for a buffer for set-up and clean-up for the event.

Starting Time(s)

First Start Last Start

10:00 AM ) | 10:00 AM ©)
Pre & Post Event Blocks
Pre-Block Begins Post-Block Ends

9:00 AM (2 | 7:00 PM o

Block Privileges
Pro Shop Cnly (Hidden from All)

Determine when you will begin accepting reservations for the events and when

reservations will end via the Availability tab.

Here you will use the datepicker to determine the day that the reservations will

begin and using the time picker choose what time they will start on the day

selected.
Begin Accepting Reservations
B . 12:00 aM O]
Time
Stop Accepting Reservations
Rolling End?
B . 1200 am ©]
Time
Play [/ Time Availability Color
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Follow the same for when reservations will end, or click Rolling End to set the

reservations to end at a determined number of hours prior to the event.

11/1/2017

Rolling End? ¥

2'.;.1

Begin Accepting Reservations

Al 12:00 AM

Time

Stop Accepting Reservations

o

Hours Prior

Lastly, click on the color tab to choose a color for the event that will display on the

Tee Times Calendar.

Background:

Text Color:

Play [/ Time

Availability

Color
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Using the background and text dropdowns, choose a color to display.

Background: .
L)
Text Color: =
background no color .-/|
Dl {5

Click Save to save and post the event to the Tee Times Calendar.

‘ FH save \ B save and Close
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Creating a Calendar Event

To add the event to a regular Club Calendar, click on Create Calendar Event from the

Add Special Event window.

Add Special Event d
Event Tii& | Shotgun Tourney | Py 1Yo —
Event Date Shotgun v | |18 Holes v
[111772017 \j : :
Starts/Hole ¥ Allow Singles?
Course North v s
1 ¥ Allow Twosomes?
Eﬁ:‘g&%s Member Booking ® ';ax GUests ¥ Allow Threesomes?
#  Allow Foursomes?
Hold Interval Max People Min Guests
Allow Fivesomes?
Adi Email 0
UL "”a'5|elatham@grandkey,com | oy Inherit Need Player Set v
ax TBDs
Registration | Special Even v | View ousstions 2
Form
Start Holes
i Play Time [ Availability |/ Color
¥ Teet: & >
#  Override play setup from booking privileges?
B T play setup g privileg
@ s # Remove all default starting times during this event?
[ ee 3
# Proshop will assign starting times for participants?
*3 -
g Hard close event after sign up cutoff time?
W Tees: ¥ Allow members to view event registrant list?
- Tee: Allow Member's to join the walt list?
o TeeT: Allow Member's to view the wat list?
¥ Tees: Automatically manage the wait list?
¥ Teed: ¥ Choose when reservations open/close?
-¥ TeelD: ¥ Block off time for pre & post event blocks?
s T PP X
. ﬁ Remove ﬁ Create Calendar Event R Save as New ‘ = Save ‘ R Save and Close
1 1

Click OK on the warning pop-up that is verifying you wish to create a calendar event.

www.grandkeyclub.com says:

Are you sure you wish to create a calendar event for this golf event?




All event settings will transfer to the Calendar Event, so you will not need to set up
registration criteria again. For the calendar event, you will be setting a design and

adding extra information on the event if needed.

J Event Detail
Lo
Eventilite, {Shotgun Tourney
Event Color D.. ......
Event Summary
Event Area ‘ =
Event Status ‘ Published .
Title Position ‘-Site Default ¥
Clickable Event ¥/ Allow Public View?
Allow Members to Email Event? ¥
Categories ) Select All
= B8 calendar

B

B O archive

L Fitness

B U Golf

B U Golf Events

L hotpage -

k
External Event
Flyer ‘
Event Thumbnail ‘ ]
o
F
ﬂ Edit Event Flyer ‘ ﬁ Save | E Save and Close
g

Choose an Event Color to display on the Calendar Event. This may be a different color

than what was chosen for the Tee Times Event display.

Exvenk Tifs lShotu un Tourney

Event Colar .. ... .-.

Event Summary

Event Arsa |

Event Status | Published ¥

Title Position | Site Default ¥




Under Event Summary, add a short summary if desired. This will show on the event

details.

Evend Tl |Sh0tgun Taurney

SELOR | S 11 1 ]

Event Summary

Shotgun Tournament

Event Area | =

Event Status | Published =

Title Position Site Default ¥

Clickable Event ¥  Allow Public View?
Allow Members to Email Event? ¥

Event Status should be set to published which will allow members to see the event.

ot e |Sh0tgun Tourney

Event Color .. ... .-.

Event Summa
g Shotgun Tournament

Event Area | =

Event Status

| Published v

Title Position Site Default ¥

Clickable Event ¥ Allow Public View?
Allow Members to Email Event? ¥
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Clickable Event should be checked as this will allow members to open event details
and access the Registration button which will open the Tee Times registration

window.

Zocitl |Shotgun Tourney

Event Color .. ... ...

Event Summary

Shotgun Tournament

Event Area |

Event Status | Published =

Title Position Site Default ¥

Clickable Event ¥ | Allow Public View?
Allow Members to Email Event? ¥/

Under categories, checkmark calendars you wish the event to publish on like the Golf

Calendar, and/or the Member Home Page Calendar.

Categories Sealect All .
' = BB L) calendar
L.
L L) Archive
L Fitness
b ¥ Goif
L _?.Gnlf Events
Ly @otpage X
4

Next, click Edit Event Flyer to launch the website Editor.

ﬂ Edit Event Flyer ‘ L%I Save ‘ B Save and Close




Within the Editor, you may add text, imagery, and hyperlinks. This is a great place to

add a lengthy description on the event or to cross market other upcoming events. For

full Editor training, please review our Editor Article.

§ Axis Editor - Google Chrome — O *
@® www.grandkeyclub.com/A_Master/NET/AxisEditor/DialogContainerEditor.aspx?CHT=109&GID=hKvptz0algEigelLK...

Page Edit View Insert Format Table Tools Help

= 9~ - 1 Normal v brandon-grotesqu..=||16px | B £ U A~ &~ |i= = E =
== da- S % o
Add Event Details, Registration Details, or Cross Market Other Events! N

Add hyperlinks.

Add photos!

v

/' Design | ¢ HTML  © Preview

Once you have finished adding text within the Editor, click Save.

f Axis Editor - Google Chrome = O %
@® www.grandkeyclub.com/A_Master/NET/AxisEditor/DialogContainertditor.aspx?CHT=109&GID=hKvptzOalgEigelLK...

Page Edit View Insert Format Table Tools Help

o
11
]
il

E ) = v | % | Nermal =/| brandon-grotesqu...= | 16px | B £ U A ~ (&~
= @3- 2-9-0- F-

3

Add Event Details, Registration Details, or Cross Market Other Events!
Add hyperlinks.

Add photos!

v

h 3

/" Design €% HTML  © Preview
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http://kb.clubessential.com/display/OF/Editor

Click Save and Close to save the event to the designated calendars.

@ Edit Event Flyer | '.E.i Save ‘ B Save and Close

Editing & Deleting Special Events/Calendar Events

Once you have added your Special Event to the Tee Times Calendar, and Club
Calendars, you can easily edit and delete these events directly from the Special Events

manager.
Click the event within the Special Events manager so it is highlighted in gray.

Click Edit Event to make edits to the event.

e [ EditEvent A Add Registration [2) View Registrants = Import Start Assignments =, Assign Starts

Date Name Start End Assignment

Thursday 11/16/2017  Test 1Z00AM  12:00 AM ProShop

Tuesday 11/21/2017  Tues 9 & Dine 400PM  400PM Proshop

Editing Tee Times Calendar Event

Make edits within the Special Event tool as needed.

Once edits are made, click Save or Save and Close.

EventTie  [spotgun Tourney ooy _—
EventDale ——— Shotgun v [18 Holes v
1/17/2017 & 9
Course e ‘5@,'1&!1916,,‘ @ Alow Singles?
L— @ Alow Twosomes?
= Max Guesis
Privieges | Member Booking Q| ‘ @ Alow Threesomes?
@ Alow Foursomes?
o i[5 = Allow Foursomes?
— f— o | Jm——
!
Admin Eals | elatham@grandkey.com MaxTBDs Inherit Need Player Settin: v
Registration. | special Events v | View questions k )
Fom
Start Holes
O Play Time Availability Color
@ Teet -
B Teez ¥ Override play setup from booking prvieges?
=i ¥ Remove alldefaut starting times during this event?
e
¥ Proshop will assign siaring fimes for paricipants?
v
Tee s Hard close event after sign up cutoftime?
@ Tees ¥ Allow members to view event regisirant lst?
@ Tees Allow Member' to oin the walt s?
@ Teer Allow Member' to view the wat list?
@ Tees Automatically manage the wat lst?
@ Tees @ Choose when reservations openclose?
B ‘7o @ Blockofftme for pre & post event blocks?
@ Remove | (g Edit Calendarbvent | [} SaveasNew | [ save | B save and close |»
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Editing Calendar Events

To edit the calendar event, click Edit Calendar Event.

Make edits as necessary.

By ‘ Shotgun Tourney ‘ Play Type Holes
Event Date Shotgun i 18 Holes g
[1171772017 =] =
Course MO = ﬁﬁ@%‘ ¥ Allow Singles?
. ¥ Allow Twosomes?
Bookin i Max Guests
Prvieges | Member Booking r® A ¥ Allow Threesomes?
3 —_— — v i ?
Hold Interval ‘ 10 | Max Peaple ‘ 100 ‘ IMin Guests Allowtagmomes]
- ST ‘U ‘ Allow Fivesomes?
Admin EMalls| ¢ 5tham@grandkey.com | Max TBDs Inherit Need Player Setting ¥
Registration | gpecial Fvents v | View guestions ‘27‘
Form
Start Holes
b Play Time / Awailability / Color
¥ Teet B
@ Teey # Override play setup from booking privileges?
B o3 # Remove all default starting times during this event?
ee
# Proshop will assign starting times for participanis?
v
s Hard close event after sign up cutoff time?
0 Tees # Allow members to view event registrant list?
¥ Tee6 Allow Member's to join the wait list?
¥ Tee7: Allow Member's to view the wait list?
¥ Tees Automatically manage the wait list?
¥ Tee9: ¥ Choose when reservations openiclose?
¥ Tee 10 ¥ Block off time for pre & post event blocks?
-
 Remove I (i Edit Calendar Event l B save as New | H save ‘ [ Save and Close %

Deleting Tee Times Calendar Events/Club Calendars

To delete the event, click Remove. This will also delete the event from any Club

Calendars that this event was assigned to.
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Event Tille

|Shotgun Tourney | Play Type vy
Event Date Shotgun v | | 18 Holes i
[11/1772017 = g
Course Norh Gz ?m%ﬂ ¥ Allow Singles?
i ¥ Allow Twosomes?
Bookin, " Max Guests
Prvieges | Member Booking @ ¥ Allow Threesomes?
— 2 7
Hold Interval [10 | Max People [100 | Min Guests Sowloursomes?
|U ‘ Allow Fivesomes?
Ad Email: Tp—— - 1
min Emails o1 atham@grandkey.com | Max TBDs Inherit Need Player Settin: v
RegIstration | gpacia| Events v | View questions |2
Form
Stant Holes N ;
Please ent e Play / Time [ Availability / Color /
: Teet: S B
@ Tee2 ¥ Override play setup from booking privileges?
B Teea ¥ Remove all default starting times during this event?
[ ee
| Proshop will assign starting times for participants?
[« g
Teed Hard close event after sign up cutoff time?
¥ Tees ¥ Allow members to view event registrant list?
¥ Tees: Allow Member's to join the wait list?
# Tee? Allow Member's to view the wait list?
¥ Tees: Automatically manage the wait list?
¥ Tee9 ¥ Choose when reservations open/close?
@ Tee 10 ) Block off time for pre & post event blocks?
i -
«{ | %Rgmﬁve I EHi‘CalendarEvem EkveasNew ‘ lEHSave | BSaveamlclose
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