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Overview

Making Dining Reservations on behalf of members can easily be done within the Dining Admin
Dashboard. Whether a member needs assistance, or if an event is restricted to Admin Booking
Only, you will likely be using the Dining Admin Dashboard for adding, editing, or deleting

reservations often.

Use Case(s)

As an Admin, | would like to add/edit/delete a reservation on behalf of a member.
As an Admin, | would like to review a member’s reservation information or view

comments on a reservation.

Accessing the Tool

To get started, access the Dining Admin Dashboard.

Dining Admin Dashboard*

iz Need Help?)
Administration Configuration Booking

Making Reservations For, Emily Latham

SeieeliNnng bocabon | Date D Repoie R
| Grand Key Club ¥ || 111212017 | | Admin Dashboard ¥ | (uraare ]

Printer Friendly Version | Manage Blocked Out Times | Manage Wait List

The Grille Wine Cellar IMain Dining Room Events
‘Wednesday, November 01 Thu rsday, November 02 »» Friday, November 03
= Jump to Today
Daily Notes (Visible fo Members)  Sign up now for Thanksgiving Staff Only Notes  |elick TayEmiT, Y

cuick T EniT [

Total Headcount for Room: 3 Tofal Headcount for All Rooms: 9
Lunch: 0

Dinner: 3

LUNCH : 11:00am - 2:30pm

11:00 AM | The Grille 8 11z Party of 12
11:30 AM | The Grille BB e party of 12
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Please Note: The locations of your Dining Admin Dashboard may vary depending on your

website navigation, however, this is typically located under the Dining Dropdown on the private
side of the website.

Dining Calendar Overview

The Admin Dining Calendar mirrors the Member Dining Calendar, except you will have

more options and varied styling.

Select Dining Location Date Report Title:

| Grand Key Club * |[ 111212017 |1 | Admin Dashboard ¥ | [ [uroate.
Bl Rl el LS e
Printer Friendly Version | Manage Blocked Qut Times | Manage Wait List
The Grille Wine Cellar Main Dining Room Events
Wednesday, Movember 01 Thursday, November 02 »» Friday, November 03
b Jump to Today
Daily Notes (Visible to Members)  Sign up now for Thanksgiving Staff Only Notes  |cLickTo.enimy Ly

[Total Headcount for Room: 3 Total Headcount for All Rooms: 9
JLunch- 0

[Dinner: 3

LUNCH : 11:00am - 2:30pm

11:00 AM | The Grille

* Max Party of 12

11:30 AM | The Grile

B8 12k Party of 12

The calendar will default to today’s date, but you may use the datepicker to alter the

dates.
Select Dining Location | Date eport Title
[Grand Key Club v} 111212017 ] JAdmin Dashboard ¥ |[& [ugaate
I
Printer Friendly Version | Manage Blocked Out 'ﬁmé-\manage Wait List
The Grille Wine Cellar Main Dining Room Events
FVEdnesday, November 01 Thursday, November 02 »» Friday, November 03
— = Jump to Today ‘\
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Above the calendar, you can view the total headcount for each room broken down by

schedule like lunch or dinner.

Total Headcount for Room: 3
Lunch: 0
Dinner: 3

11:00 AM | The Grile

LUNCH : 11:00am - 2:30pm

I Total Headcount for All Rooms: 9 I

88 Vo Party of 12

11:30 AM | The Grille

88 iz party of 12

Booking a Reservation

To being booking, click on any open time slot.

LUNCH : 11:00am - 2:30pm

11:00 AM | The Grile

8 M Party or 12

11:30 AM | The Grille

B8 Max Pary of 12

12:00 PM | The Grile

88 ax party of 12

12:30 PM | The Grile

84 vax Party of 12

1:00 PM | The Grille

8 wax party o 12

1:30 PM | The Grille

B8 naay Party of 12

2:00 PM | The Grile

¥

#8 ax Party or 12

2:30 PM | The Grille

38 12 party of 12

This will launch the booking window.

Book Reservation

Dele 1170272017 |
Time |200pm -

Adults | 1 Aguit i

¥ send Noifications

Dining

bl | The Grille -
Children |.Nnne )

|| Reserve As A Person

¥ paron 1 [ Type Patron Name -
Comments Admin Notes Debug

Write a comment

% Discard Changes | [ Malke Reservation |
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At the top of the booking window, you may change the date, time, and dining room if

needed.

Book Reservation

Date 11/02/2017

Time | 2:00 PM

Dining
Room

| The Grille hd

Determine the party size by using the adult drop down and the children dropdown.

Book Reservation

#| Patron 1 3 adules

4 Adults
#| patron 2

5 Adults

Date 11/02/2017
Time | 2:00 PM Tt
I Adults | 1 Adult ;%
1 Adult
¥ Send |
2 Adults

Dining
Room |

[Chih:lren | 1 Child {"J

Reserve As A Person

| The Grille -

Once you set the party size, the patron section below will update accordingly.

Adults | 3 Adults

¥ 2end Motifications

Children I1 Child Fogk

Reserve As A Person

) Patron 1 | Type Patron Name

#| Patron 2 | Type Patron Name (il
) Patron 3 | Type Patron Name [
| Patron 4 | Type Patron Name [i8]
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Add the member whom you are booking on behalf of in the first patron slot by typing
their first name, then a comma, and then their last name. Click on the member’s name

to add the member to the reservation.

#| Patron 1 | jathamA, E En

. Latham A, Emily
| patron 2 |latham 237171 3(0) e
W

¥ Patron 3

| Pairon 4

Please Note: The member added to the Patron 1 field will be the owner of the particular reservation.

Continue adding known patron’s, or you may leave the slots as ‘Patron’ which will convert
to TBD’s.

You can easily add Guests to reservations by clicking on the Patron dropdown and
choosing New Guest.

| Pairon 3 | - |

;—‘@rqn, Mr. Duane
¥ pPatron 4 | 13310

Abatemarco, Jessica
1193(0)

Abhbott, Mr. Rusty
001 00{0)

Comment b
Abbott, Miss Sara —
Write a con 90100(1) =

Filter: | Buddies ')

Guests

e Mew Guest Guest TBA | TBD
-
W)
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A pop warning will launch, click OK.

www.grandkeyclub.com says:

Would you like to add a new guest?

\\-\L m Cancel

Add the Guest’s information and then click Add Guest. This will allow you, or the member,
to easily select the Guest in the future for reservations.

Add New Guest o =]
First Name Phone #

[1ake | | 555-555-5555

Last Name Email

Glenn | |jg|enn@emai|.cam

Guest Type Guest OF

Select/Type Guest Type ILI Master List ILI

¥ Enable Guest Quick Add?

o 9 Add Guest

Once the Guest information is added, click on the Guest’s name in the dropdown to add
the guest to the reservation.

| Pairon 1 | LathamA, Emily (=)
#| Pairon 2 | Type Patron Name ]
- L X ]
i patron 3 | Glenn, Jake| =) n

Glenn, Jake
| pairon 4

Comment bug
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To the left of each patron’s name there will be a checkbox which is tied to event
notifications. It is best to leave this checked so patrons will receive email notifications

on their reservation.

¥ Send Notifications

# {Patron 1 | LathamA , Emily -

At the bottom of the booking window, you can add two types of comments: member
comments and Admin Notes.

Member comments are visible to members, and is typically just filled out by members.

Comments Admin MNotes Debug

Meed 1 high chair.

If you would like to make Admin Notes that will be visible to Admins about the
reservation, please use the Admin Notes section.

Comments Admin Motes 1 Debug

It's Jake's birthday - please give card.
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To make the reservation, click Make Reservation.

Book

Reservation

Date |11/02/2017
Time | 2:00PMm -
Adults | 3 Adults =

¥/ Send Notifications

Dining %
Hadin | The Grille )
Children | 1 Child s

! Reserve As A Person

#

/| Patron 1 | LathamA, Emily =

| Pairon 2 | Type Patron Name b

¥

—_— .
! Patron 3 | Glenn, Jake | i'

| Patron 4 |lype Patron Name .
Comments Admin Notes Debug

It's Jake's birthday - please give card.

L

‘ .
¥ Discard Changes :I ¥ Make Reservatio

Bt

Changing a Reservation Status

Once the reservation is on the calendar, you can easily change the reservation status to
help manage seatings.

To the far right of the reservation there will be a dropdown that you may use to signify
when the patron(s) arrive, when they are seated, and when they leave.

Meed

LathamA m 3 adults, 1 children

LathamA , Emily (latham235513)

1 high chair.

ts Jaxe's birthday - pleass give card.

Glenn, Jake (Guesf)

created: 11/2/2017 1:00 PM U 'ﬁ

'-m__‘_a

| Booked

Checked In

The Grille

Seated

Wait List
5:00pm - 8:30pm
The Grille Do

by of 12

!0{12
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Canceling/Edit Reservations

You can easily cancel a reservation directly on the Admin Dining Calendar. There will be a

trashcan associated with each reservation. Simply click the trashcan to delete the

reservation.

created: 117222017 100 PM ey (Checked In ¥

Yo

You may also edit the reservation by clicking on the reservation.

2:00 PM | The Grile

Meed 1 high chair.

ts Jaka's birthday - pleass give card.

Lathama

LathamA , Emily (lstham235813)

Glenn, Jake (Guest)

From here, you can either make edits to the reservation or you may cancel the

reservation.

View Reservation

Date 11/02/2017
Time | 2:00 PM

Adults | 3 Adults

#| Send Notifications

Dining

foan | The Grille b

Children | 1 Child ]|

Reserve As A Person

¢! Patron 1 | LathamA , Emily

Pairon 2 | To Be Determined

¢| Patron 3 | Glenn, Jake

Palron 4 | To Be Determined

Comments Admin Notes |

Cther | Debug

Need 1 high chair.

i

".Q Cancel Reservation | # Discard Changes ag Update Reservation
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FAQs

Q: As an Admin, if | make a reservation on behalf of a member, will they still receive

email notifications?

A: Yes! So long as the notification checkbox is left enabled, the member will receive a
confirmation email once the reservation is made. The member will also receive any further

communications such as if the event is edited or canceled.

Best Practices

e Be sure to not make reservations, edits, or cancel a reservation before speaking with the
member.
e Navigate to the day of the reservation on the calendar before making reservations so you

may review the schedule before adding additional reservations.
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