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Creating a Individual Booking 
 

1. From the main ESP desktop select the booking diary 

 

 

 

 

 

 

2. From the drop-down box that appears select where your chosen activity is going to 

take place 

3. From the screen that appears, double click the time the activity begins 

 

 

 

 

 

  

 

 

 

 

 

 

4. This will then bring up an activity box, select which one is applicable 
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5. This will now bring up the individual bookings tab. Start typing their name and this 

will automatically select them as a visitor with visitor pricing. 

 

 

 

 

 

 

 

 

 

 

 

 

6. If they are a member you can enter this by either: 

a. Selecting the line and then tapping the card 

b. Or entering their address code i.e. SMITJ01 (John Smith). 

c. Selecting the line, press F1 and search through the member list. 
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7. Accept the record by pressing accept again 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. If they are not already in your system, please see our SOP to creating an individual 

record. 

9. From the booking screen we can now see that our customer has been booked in. 

10. Select exit to save. 


