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The purpose of this document is to provide a simFIe cglick.s’rar’r—up guide
to making and managing bookings onh our new on-line booking tool which
is called Hallmaster.

This is a commercial tool which the WCA has a licence for which works
using the normal web browsing tools.

During the booking process you will receive emails from hallmaster. Please note that
sometimes these emails go to SPAM. Please check your SPAM and tick the 'not SPAN
button. You may have to do this a few times before the email provider (eg outlook.com)

stops doing this! This is completely out of ours and Hallmaster's control

If you have any questions or comments please get in contact via email
4 A (assis’r@winscombega.org.gk)

Mike Turner (WCA Trustee)

L hallmaster




How to Start j

v/_fmu

There are 3 ways to make a booking:

1. Through the WCA website

. s winscombeca.org.uk
Click Here for help with this

2. Through an invite from the WCA Hallmaster Admin team
Click Here for help with this

3. Throggh the login page of Hallmaster (if you have an account
alrea

https://v2.hallmaster.co.uk/Account/Login

* Note with the 15t and 2"d options you don't need to have an account set
up
« Click here if you just want to see the Invoicing section



https://winscombeca.org.uk/welcome-to-the-winscombe-community-association/room-bookings
https://v2.hallmaster.co.uk/Account/Login

Making a booking from WCA website

http://www.winscombeca.org.uk

* Go to the WCA room
booking website using the
link above

To make a booking please use the booking system below. B lease contact:

tion or if you have any querie

Rachel Hayward - WCAbookingsecretary@gmail.com - 07746 726080 (before 8pm)

Winscombe Community Centre

e Click on the view room
availability

 Use the diary to select the

9 Room Hire - WINSCOMB

> C O

x

Rooms

—

day you want to book
« Make sure you are looking

pr

Monday
05/08/2019

Haydon Hal

at the right room

* Click on the '+' fo request a
booking

A\
111 hallmaster

Ivhw tional B ur Hall or Ven

Parish Council
(22:00-22:15)

Amesbury Reom

Hallmast:

@ https://v2.hallmaster.co.uk

dafone Hallmaster V2 Log in

Y Room Hire - WINSC...

Winscombe Community Centre Weekly Diary

Winscombe
Community Singers
et R

Juste
109:30- 1030
JUSTS Weight loss &
Management
(18200 19:00)

Ladies Table Tennis
(1030 - 12:30)
Infinite Heart Yoga
(19:45- 21:00)

Mawson Room

Kitchen

x Hallmaster V2 Create Booking x +

M Dashboard

Bl Clevedon Weather...

Thursday market

M axeitentors email

e (Friday)
{07:00 - 12:00) hite R
Bri Qc\uhﬂ'hursday)
(1330 -16:

wei h!wan.zh!rs
(1730-19:30)

iiting (Friday
sl

> + +
Thursday Marker

Meeting Space
(07:30 -12:00)

Thursday Market
offee
10730 -12:000

fridh
Sridge don

Saturday
10/08/2019

Sunday

private Event
{10:00 - 13:00)

Private Event
(10:00 - 13:00)

Private Event
(10:00 - 13:00)

Other

bookmarks

Ness ve:



https://winscombeca.org.uk/welcome-to-the-winscombe-community-association/room-bookings
http://www.winscombeca.org.uk/

: : W
Login or creating an account Hj

WM

¢ If you ar'e a new user' Q Hallmaster V2 Login or Register X =F
please flll |n The for'm cC O #@ v2.hallmaster.co.uk/Scheduler/Login?startDate=15/02/2023&roomld=6088&referringPageController=WeeklyDiary O

including a password then .
press the ‘continue’ |
 You will then be taken to
the booking form
« At the top of the page T

there is a reminder fo
verify your email address.

* Look at your email inbox (or
possibl¥ Span folder). It
comes from
‘noreply@hallmaster.co.uk’

* Click on the link in the
email to verify email
address

If you have already an
account enter you email
address and password
then press ‘login’

L hallmaster




Your Invite Email CA

° Please COnTaCT The Boo ki ng . 5 Customer Account Details - Message (HTML)
ile essa
Secretary or Hallmaster
* = i 2 Reply & >
A d m l n Team SO T h ey Can ~l\ Junk~ Delete Archive  Reply REAFIJIIy Forward E-@Mure' s 1::::;1:\‘_ % Reply & Delete . ?VE P Actions - Ul:lr::d FEI:'W Tran'slate E :::::‘i ARZEU
hel p Delete Respond Quick Steps ] Maove Tags r] Editing Spee
Tue 21/08/2018 19:45

€ Help Q Tell me what you want to do

I[_ Ignore x I—I |—_(—| ﬂl_—é L_él [F2 Meeting P Completed - m... I:-‘) To Manager Q‘ L Rules » |_ ; |> 5§ A Find A':' q

=

oom

-3
=] M~
o

S a

. o — Hallmaster <noreply@hallmaster.co.uk>
¢ The flr‘s.r 1.h|n9 Tha.r CustomerAccountDetaills

To  mm.turner@btinternet.com

. .
happens IS you r‘ecelve an oclick here to download pictures. To help protect your privacy, Cutlook prevented automatic download of some pictures in this message. ~
.
email from:
no r‘ep ly@ hal ' maSTer. * Co * u k count has been set up for you for Winscombe Community Centre

D
An ac
. . . . P
° CI ' C k O n .I. h e I I n k w h l C h W l | I To access your account please visit here to set up your password: https://v2.hallmaster.co.uk/Account/CreatePassword/a975b547-8853-4eb0-a303-544e0bb35d39

Ta ke O u 1_0 1_ h e i n iT ial | o i n Once set up you can login using your email address and new password and you can access your booking(s), Invoices and Payments

Y g v
page In your web browsing
SO Twa re O r| A p p Winscombe Community Centre

° NOTC The SOfTWGI"C Wor‘ks B2 | Vius oo, sy avast com
on all the E‘Ia’rfor'ms (eg PC
tablet & phone)

Remember to check SPAM Folder

A\
g ha"\maStevr WCA Quick Setup Guide V4 Page: 6

International Booking



Login on and Setting your Password

® Use your‘ ema” addr'ess for' 0 Room Hire - WINSCOME X allmaster V2 Create
your user hame L e e

om - F E ‘You've been s;"lec | (_)--\.-c.:la"c.l-we::;:s-T:IEBEL ELTROM Re:
 Enter a password
i [allmaster

 Re-enter the password
* Press Save

1 qhallmaster
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Your First Login

After setting the password
you are sent to the
Hallmaster login page

Enter your email address
(user name)

Enter your password you
have just created

Press the login button

nternational Booking & Invoice Management for your Hall or Venue

%7 Room Hire - WINSCOME X ) | - Hallmaster V2 Log in * A
& C 1 | & Secure | hitps//v2.hallmaster.co.uk/Account/Login

‘ i Apps 4 Movescount.com - P You've been signed 0 vodafone == STIEBEL ELTRON Reg |- Hallmaster V2 Log in

i hallmaster

Remember me?

€ | forgot my password | want to register for a
free trial of Hallmaster

WCA Quick Setup Guide V4

o | B

Other bookmarks

Page: 8



, W
First Page / Dashboard Hj

WM

. If ¥ou want to have a read A T
of the customer user guide ~_ :..s o : _
click on the icon

 If you want to look at past
current or create future
bookings click on the
booking tab or button

« If you want to look at your
past and current invoices
click on the invoice tab or
button (note the amount
currently owed)

L hallmaster

Dart eather... » Other bookmarks
-\ﬁmsmed - View Weekly Diary



The User Guide

Hallmaster tab  New explorer tab

L Af'rer' CI iCking The user‘ 7 Room Hire - WINSCOME X (| Hallréter\ﬁ Home Pag X ) i nvoic.‘ng&mA- fi Invoicing & Payment Trac X \\ | SE - .
guide icon the customer A e P sy ey ym—— S
user guide will open in an
‘explorer’ tab

* Click on the Hallmaster tab P
to return to the front page iii hallmaster

Customer User Guide

Welcome!

The Hallmaster Online Booking System is currently being used by this Hall or Venue and this brief guide will show you
how to make the most of it as a customer.

To make a booking request, from the weekly calendar or scheduler, click on the + symbol on the date and room you
wish to book. If you are making a booking request for the first time, you will be asked to enter your contact details and
a password so that you can track your booking status, any changes that are made, plus view any invoices and
payments linked to that booking, much in the same way you would with an online shopping website.

<4< Previous Yesr << Previous Month = Previous Week Mext Week Mext Month »> Mext Yaar x>

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
ZBOZNS ZH092013 3VONZ01S Q203 0212013 0312013 Q402013

+ + + + +

I Tigers Peivata (1930 Pevishonat Booking (1215

= Hallmaster-Public-...pdf | Show all | x

g ha"master WCA Quick Setup Guide V4 Page: 10

International Booking & Invoice Management for your Hall or Venue




Start to make a booking (”

* Press the Booking tab
* A new page will open up \_

* This page will show all your
bookings (see later)

e Press the Create New
Booking button

* Alternatively you can click on
the view bookings button to
get to the diary page (opens
in a new window)

See Page 16

 Current bookings can be view
here using the drop down
selections at top of page

I

' Bookings X +

[a} & v2.hallmaster.co.uk/Admin/Bookings?created=true aQa = % » 0O @ :

OB
Q

=y
=

® T amale

L hallmaster




. W
Hall Selection (”

/
{

« Select which hall you want to
book (see list)
* Multiple halls can be booked at . e x4
the same time. ~ |
< @ v2.hallmaster.co.uk/Scheduler/CreateBooking?startDate=15/02/2023&roomld=11330
* Please ensure you book the
kitchen if you intend fo use it
as a paying user
* Note some of the facilities ’
can't be booked currently. SR
« Affer selecting the hall(s) —
you want, more info will open . :
up Rooms which are available
* Haydon Hall
* Note |f you want to knOW The e  Mawson Room
current cost of hall booking, +  Amesbury Room
including kitchen use, please . Kitchen
refer to the WCA website . Annex
http://www.winscombeca.org.uk/room-hire.html * Note itis possible to book the Carpark or Field for
an event. Please contact the Booking secretary for
A\ further information

L hallmaster


http://www.winscombeca.org.uk/room-hire.html

Wj

Adding More Information CA

JL.J“LA

e Give the event a name

e Enter the date and start and
finish time

e

« If you try and book when there ' . AV""”‘"‘CZ';QE:V”‘GS
is alr'eady a booking it won't let Buent Name *  Fitness and Wellbeing °
Start Date / Time . Hobby Grou
you \ e . IndiviZIuaI B:oking
* You can add a recurring — — * Learning
meeting by ticking the box L R Resing
(See Page 12 for info) pecuring . Other 0
* Enter the activity from the
drop down menu (see list) \
« Add use of kitchen as °
requur'ed ; Hne) e

Line lterm Quantity Cost Add To: @

A description can be added

1 qhallmaster




Adding More Information - contd |

Drinke &am £7 per item

A description can be added elemeee e Quantiy cost

*  You can select, if you want the booking to be
shown as private (ie no one can see who and what
is booked, other than the administrators).
Normally we would prefer 'Public- contact details
hidden’ to be selected

Description Eormat

* The number of participants need to be added (we
appreciate this is likely to be a guesstimate)

* Special requirement can be left blank or the

number of tables required for example
MNumber of People Attending 0 °
« T&C and safeguarding boxes to be ticked (The\ 5

hyperlink goes to the policies) speesl Requiremens

File  Message Help

mw ~ =5 - © % — &2 MarkUnread [E~ fa. £ Find

K] v

WK

a&
<
N
1)
o
3

 Press save

g Q | gree to the Hall Terms & Conditions Winscombe Community Centre Booking Request Sent
+  You should now receive an email from PR Y Bre—
agree to the WCA Safeguarding Policy i i < > eply eply orwar
nor‘eply@ hG”mGSTCr‘.CO.Uk = B ) ) @ Xz’\n;?i:?;fg;;@i:\ﬂtgiz\:e noreply@helimaster co ok Wed 15/02/2023 18:00

* If there is something missing it will show up in red

a
—_— m Dear Mike Turner I

Your booking request Hallmaster Test at Winscombe Community Centre has been sent.

Please note that this will need to be checked for availability before confirmation by the Venue Administrators in order to complete

. o booking.
6
You can view your booking details here: https://v2.hallmaster.co.uk/Scheduler/ViewBooking/5213254
) ° You can access your Hallmaster account her: https://v2.hallmaster.co.uk/Account/Clogin
2 pne e s 10 ® Yours sincerely
A‘ End Date /Time o 1507202 30 ¢
B Winscombe Community Centre Administrator

111 [allmaster

International Bookin: ment for your Hall or Venue



mailto:noreply@hallmaster.co.uk

Recurring Bookings - Part 1

* Add the start and finish
date and time of the first e, .
booki ng g et Rem e 2uiine

* Tick the recurring booking

box —
 Select what type of \ T

r'ecur'r'mg and which days

etc

i hallmaster

ﬂj
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Recurring Bookings - Part 2

« After the type of recurring add
the number of repeats. o
« Note: Regular users can book up
to a year in advance

Eg for 1 year of monthly bookings
enter 12

curring Booking

Eg for 1 year of weekly enter 52

 Check the dates which now
appear and remove the one you
don't want (eg school holidays
or bank holiday) - use the
‘dustbin’ to remove dates

« Continue filling in form as from
‘adding more information'

Line item Group Line Item Quantity E-:.—‘_:" - Add To: @

L hallmaster

International Booking
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W
And That Is Tt A

WM

0 MiE = ) x

[
=3

* Your requested booking will ~=eeves

« C (Y | @ Secure | hitps;//v2hallmaster.co.uk/Admin/Bookings?created =True fr| B

S h ow I n yo u r‘ Own bo O kl ng i Apps 4 Movescountcom - P [B You've beensigned « () vodafone == STIEBEL ELTRON Re Hallmaster V2 Log in
list o

 Once the booking has been
checked by the Booking
secretary they will change
the status to ‘confirme
and you will receive an
email R

« Over to the right (not
shown) there are two icons e o/ cmns_a] somton
which take you to a view of
the booking and invoice - if
one has been generated
Use the slide bar to see
this

L hallmaster
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Email confirmation CA

e This email should arrive in

0"

File  Message Help

your‘ inbox \ W~ = B & € — 5 Makunread BB fE - 5 O find  5%v  Q_ Zoom | --- 5
—>

* The next email you should

get is a confirmation email/

Winscombe Community Centre Booking Request Sent

<
@ Winscombe Community Centre <noreply@hallmaster.co.uk>  Reply | O Replyal

To mikemandy.1985@outlook.com

o

File

My -

Message Help

5 M- < € — | & MakuUnead O~ [~ £ Find

K]

Winscombe Community Centre - Booking Confirmed

@ Winscombe Community Centre <noreply@hallmaster.co.uk>

<) Reply

To mikemandy.1985@outlook.com

Dear Mike Turner

Your booking Hallmaster Test has been confirmed at Winscombe Community Centre

The Details of this Booking can be found here: https://v2.hallmaster.co.uk/Scheduler/ViewBooking/5213254

—> Forward

Wed 15/02/2023 18:00

lust click the link above, then use the buttons at the bottom of the page to easily add your event to FaceBook, Twitter, Google+ and

more!

This email is your confirmation of the booking.

/a\

International Bc

) & Invoice Management for your Hall or Venue

a
Dear Mike Turner
Your booking request Hallmaster Test at Winscombe Community Centre has been sent.
b O\ Zoom Please note that this will need to be checked for availability before confirmation by the Venue Administrators in order to complete
a= v your booking.
You can view your booking details here: https://v2.hallmaster.co.uk/Scheduler/ViewBooking/5213254
You can access your Hallmaster account her: https://v2.hallmaster.co.uk/Account/Clogin
<€) Reply Al | —> Forward
Wed 15/02/2023 18:23 Yours sincerely
- Winscombe Community Centre Administrator
v
WCA Quick Setup Guide V4 Page: 18



Viewing your new booking

o T Vi I l i I i I i Hallmaster Bookings X +
. . 9 2 .
either View Schéduler or ¢ = © © & emimesercoddiannioing:
. 0 A = _
View Wee iar g
Bookings
Y lick in the '+ g |
| k booki . o v
4
0 make a hew DooKINng i - .
* Go back to Faqe 8 e .
al \
ain Buicing ~  Mawson Room Details:-
Also know as 'The Book Room'
Capacity:
+ 30Peopie (Theatre Sty A
s People (BanquetMesting Sty)
- Lo vesr +®
Size:
gt 6 metres (20 fee) Monday Tuesday ‘Wednesday Thursday Friday Saturday Sunday
AR 13/02/2023 14/02/2023 15/02/2023 16/02/2023 17/02/2023 18/02/2023 19/02/2023
Equipment available: o = - I -
Qe Lo Probus - (10:00 - 12:00) Bridge Social -(13:15 - Ladies' Table Tennis - Thursday Market - Private Event - (10:00 - Saturday Market - Private Event - (09:00 -
o Step Aerobics - (18:45 - 16:15) (10:30- 12:30) (07:30 - 12:00) 2 (07:30 - 14:00) 13:00)
Haydon Hall - Main Building 20:15) Moose International - Wednesday Art Group - Mens Table Tennis - Bridge club - (18:15 -
(1830 - 22:30) (14:00- 16:30) (19:30 - 21:30) 2215)
+ + + + +
bridge lesson - (09:30 - Private Event - (19:15 - Luncheon Club - (09:30 Thursday Art Group - Private Event - (14:15 - Saturday Market -
" 12:30) 21:15) -14:00) (10:00 - 12:00) 16:30) {07:30- 14:00)
& - m Amesbury Room - Main Building
+ +2
+ + + + +
Private Event - (23:00 - warm Space Coffes Saturday Market -
23:59) Morning - (08:30 - (07:30 - 14:00)
Mawson Room - Main Building 12:00)
+ +11 +12
+ + + + +
Pilates with Catherine - Pilates/Strength/Mabil.. Pilates with Rebecca - Bingo - (18:30 - 21:30) Canine Click - (19:00 -
(09:15 - 11:30) Class - (09:15 - 10:45) (10:30 - 12:00) 20:00)
Main Annexe Pilates and Barre with Private Event - (13:00 -
Rebecta - (17:45 - 16:00)
20:15)
418 B
n + + + + +
Z Probus - (10:00 - 12:00) Bridge Social - (13:15 - Luncheon Club - (09:30 Thursday Market - Bridge club - (18:15 - Saturday Market - ivate Event - (09:00 -
16:15, :00) :15)

3 =14 (07:30 - 12:00) 2 07p®-14:00) :00] .
Kitchen - Main Building Mo katemacional I We y D I a ry
(18:30 - 22:30)

111 [allmaster

International Booking anagement for your Hall or Venue




And finally

The Invoicing Bit

i hallmaster




How to get to your Invoices (“

| O A
W M

firemew  https://v2.hallmaster.co.uk/Account/Login

* Login as normal EEEEE o —
* Invoices are normally s I e i P M 5 s, e it Wi Wi
generated during the last |-~
week or first week of the heces ®

month by the Booking
Secretary

 If you want to look at your
past and current invoices
click on the invoice button
(note the amount currently
owed)

« Or you can click on the
invoice tab

L hallmaster
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https://v2.hallmaster.co.uk/Account/Login

How to look at your Invoices

VA
« Use the drop down menu to
see invoices from different =
lengths of time el
[

« Your list of invoices can be
seen in the list

« If green invoice is full paid

« If amber invoice is partial e . . o ajmmn s m
PC“ R I > CHEEEE
« If red it needs paying

* BY using the action buttons
you can view invoice /

payment or down load invoice Actions
Please note updating invoice —>
system is a manual Task so it can
take a while for the system to s wm 4
update and the ‘'red’ to go =4/
green

By paying bY 'Paypal’ this occurs
automatically




B Habrwie Vewioss x| [ r———
o Ve Woson g

> i» JAdmind s———
€ 9 C O & mps2nsimestecost/Adming i Ve 19541 Wome Toos | woA2ois.raspar x

R -] O vose = 8 augn @ @ DRy

SR - B = =Y ®e | B 2a&

View invoice

R * You Can View

Q = Name  An Fmcice check .
Ioice Number  WCA 2019185 nvo l Ce
Oate  ovvsg

Biling contact M Turmer

S * You can download a

Blling address 0000

invoice pdf

Winscombe Community Centre
11 Sandford Road ,Winscombe ,North Somerset ,BS25 1JA

| Booker Invoice No. WCA_2019-185

Date 050812019

Total €525

Event Details An invoice check, Catering . Sandpt - For Practice Only - THIS IS NOT A REAL ROOM, Start: 23:00 30:07/2019,
End: 23:15 10082019

‘Booking Contact Mike Turner, miketumer. 1959@gmail.com.

708 300772010 A invacs check =

< hgust Booking Date Booking Name Rooms(syFaciity Prica
5ot 002019 A e check # Tue 0BDR/Z019. An woke check e # 5210082019 An icice check )
‘Sandpit - For Practice Only -
[ ] 3010772019 23:00 - 300772019 23:15 An invoice check THIS IS NOT A REAL
Hire Charge ROOM
Tue 30772015 Hat Hre 023 hous Sandpi - For Bractice Only T 15 NOY A REAL R00M € 0 03082019 23:00 - 0310872019 23:15 An invoice check ‘Sandpit - For Practice Only - 0
THIS IS NOT A REAL
S30V0B2010 Hall Hire 0,25 hows) Sandpa - For raciica Only - T IS NOT A REAL 300K €0 oM
s ot : via Payba
- For Practice Only -
S100872019 Hall Wi 1025 houes) Sandiit - For ractce Only - T 1S NOT A REAL 300W n 06/08/2015 23,00 - 081082019 23.15 An invoice chack O I NOTARRAL o
Tota Cost w0
Additional {Line) items 10108/2019 23:00 - 10/08/2019 23:18 An invoice check n-w;nr’;r:mdu only- 0
ROOM
Line Rem Group Line e Quanty cant
Kt Usage - hease complete  kichan i recuird se of Ktchen, Drnas & Food Brep Only ' 525 | e ‘

Use of Kitchen, Drinks & Food Prep Only 1.00 525

€« 2 Cc 0 e y 108165 & B e )
= + Mowscounteom-.. [ Youvebemigned. () vedsfore 5= STEBELECWONRe. ff MelmasierV2login [B] WeflyDutySewit. @ 12Cieud Payrol Other bookmarks.

iatmeser
@ Dashboard
8 sockings
B Inwoiding

winscombe Community Centre +

Invoice Payments

Imvoice Reference WEA_20182

Currant invoscs total £000

Current amount owed fom

Current amount paig fro

All Payments

o header and

Payment Date Q| Amaunt Q| Payment Type Q Comment Q

180172019 100 Cheque

D

hallmaster
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Things to note A

« Invoices are normally generated during the last week or first week of the
month by the booking Secretary

« When they are created an invoice you should receive an email. o T s

* Please check your SPAM/Trash/Junk Folder as emails are going into.
these folders and there is nothing we or Hallmaster can do about this - |

« Remember by the first week of the month you can check if you have an
invoice to pay using the system

* You pay by PayPal - this automatically updates the payment system
« If your payment is red and you haven't paid please do so.

« If you think you have paid don't worry the system will catch up but check
agc?;n ina mo?\l’rhs Timep‘rhen make conYracT winh the treasurer ;

* Please remember we are a voluntary organisation and chasing outstanding
invoices wasted volunteers time

* Please remember:

If possible please could¥ou pay by BACS. The invoice number must be quoted as the reference.
or send payment to the Treasurer. Please make cheques payable to Winscombe Community
Associafion with the invoice number clearly written on the rear of the cheque.

L hallmaster




And finally

Good Luck

Mike Turner

L hallrmaster




W
FAQ - 1

How do I initially access the system?

*  You will receive an invite from a 'nor‘e1|3_ly@.halImas,’rer.cp.uk_’ email address, prior to which you will %e‘r an email from Mike Turner confirming this is about to occur so
to reassure you that it's not a scam. The 'noreply’ email will contain a link which will take you to the Hallmaster webpa/ge asking you fo set™up your own personal
password_allowmgsyou to access you own account. Once this has been carried out you can’login to the website (https://v2.hallmaster.co.uk/Account/Login) using
your email address and freshly set up password.

What help is available?

«  We have created a simple WCA user guide which gives you a quick start in creating a password and bookings. Also once online there is a more detailed user guide
produced by Hallmaster which can beused. In addition to this there is help on each of the pages you visit'while making a booking. Please do not contact Hallmaster
directly as they are unable to answer any questions about the WCA booking system

How can I see my and other hall bookings?

« By logging into your account you can see all the bookings,YOW have made and the invoices which have been issued. There is also a calendar which shows you what is
availableif you want to make a booking. This calendar™will also be shown on the WCA website.

Do I need to book if I have a regular slot?

« Regular users are asked to book recurring bookings a year ahead. This is to ensure that syour‘_ slot is not inadvertently booked by someone else. Non-regular users
can only use the system to book up to 6 months ahead, so pr‘ovndm% the regular booking is maintained (say by updating the system each quarter to keepa full year
of bookings), there should not be an issue. All bookings also need Yo be confirmed, normally by the booking secretary, which will provide a secondary check.

 Please note however that it is your responsibility as a_user to keep your booking updated. You will receive email verification of bookings made and you can also
look on the system to see a record of what is booked. It is easy to set up recurring bookings on the system, but please ensure you then cancel any dates that you
don't want (eg holiday periods for termly classes etc).

Can I book multiple rooms?
« Yes, the system allows for bookings to be made for multiple rooms simultaneously, for example booking the Kitchen and Amesbury room.

»

A

L hallrmaster



https://v2.hallmaster.co.uk/Account/Login

FAQ - 2 n

\JJ-_L_J

What is the minimum rental time period and can I book part hours?

* The minimum rental period is 1 hour. However if you r‘equu"e set- -up or clearing up please ensure you book a further 15 minutes at each end of the booking for this.
Room bookings can be made in 15 minute intervals (eg 2 # hrs or 3  hrs) and will be invoiced as such.

Does it change how I get invoiced and payment?
* Yesand no. The system is quite flexible but to simplify things the Trustees are wanting to introduce some standard processes.

 Invoicing will generally be done monthly in arears (eg the start of the month for bookings of the previous month). One -off users are asked to pay before hall
usage. Regular users are asked to pay within a month of the invoice being issued.

*  You are asked to give one months’ notice if you cancel a booking and the WCA reserve the right to charge for the booking if less notice is given.
Is the Hallmaster system GDPR compliant?

* Yes the Hallmaster system is fully compliant.

Is there a manual back-up?

« The booking secretary can be contacted in the normal way and they will make the booking on your behalf. However the WCA Trustees have agree that from Jan
2023 a £2 charge will be made for this service - to cover costs But, it really will make it easier if as many users as possible book directly online.

So what are the benefits using Hallmaster?

« There are many benefits for Hall users and the WCA, some of which are given below:

« A simple system which allows Hall users to be in control of their Hall bookings

* Clear visibility for users as to what invoices have been issued and what has been paid

« Significant reductions in booking administration (Bookings, booking enquiries, invoicing and auditing)
« Visibility of current and future hall(s) availability for everyone.

Allows for more than one person to access the administration side of the system enabling bookings to be managed while one of the administrators maybe away (eg
on holiday)

« A room booking can be made or cancelled while sitting on a beach anywhere in the world.

i hallmaster
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So what are the downsides?

« The WCA have had 1o take out a licence to use Hallmaster. However since we are currently managing 5 bookable facilities with 30+ users available for 52 weeks
of The’r ear ar}rd |fn¥?\|cmg 3;:‘,27,000 a year we believe that this is now essential. Hopefully as hall availability will be visible, more bookings will be made which will
cover the cost of the system

. 1]‘:'; thg\geks_ the onus of managing bookings and re-occurring bookings onto the user although this could be seen as a benefit as the users are in more control of
eir bookings

« The system requires the use of the internet.
« We've had to simplify our rental cost structure which has changed the cost to some of the users but even with the old system cost would have been rationalised

Who has access to online details of users?

*  Only the WCA Hallmaster Administrators have access fo details of the users (names, contact details, bookings and invoicing) however passwords cannot be seen.
The system has been set up with 5 administrators: WCA Booking Secretary, WCA Hallmaster Administrator, WCA Treasurer, WCA Chalrgerson and WCA
Secretary. This ensures that full cover can be given while othefs are on holiday and the system can be fully integrated with our own website.

What if T forget my password?

« Passwords can be reset at the login page

Will this FAQ documents be updated?

+ VYes, if ngﬁons are asked about the system on similar subjects it is the intention that this document will be updated and a new version circulated and also placed

a

?ﬂ ‘r?,eJr ¢ FAN(eQbsu're. In addition to questions about the system occasionally the software will get new functionality. As this happens we will also add these *to
e list o 5
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