Booking Guide for Hall Master System

How to Book the Hall / Meeting Room / Kitchen

Jubilee Hall
Evanton

Visit the hall website
www.diamondjubileehall.co.uk

Click the Book Online Button

Or alternatively you can click the link here Hallmaster V2
Scheduler

A PLACE FOR EVERYONE

Step 2
Select the room you want from the drop down box:
< = ' Main Hall / Meeting Room / Kitchen
D €— —ETT
= e _— - Select the month

Select the date you will see a + symbol. Click the + beside the

A . = - . —/ day you want.

P — Once you have selected this will ask you to login or register. As
shown below.

Step 3
Register for Hallmaster Existing Users Login Portal
Make Booking Reguest - Victoria Diamond Jubilee Hal
ik i hallmaster
- = f ! Le n
L5

™
T'm nct a robot
recasTess

* We promise 1ot to send you any junk emal of share your detals with any third parties

By continuing you agree by cur End User Licence Agreament (ELLA} and Privacy Poicy.

Once you have register this will save you time next time you
make a booking.
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Step 4

e
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Step 5
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Step 6
Victoria Diamond Jubilee Hall - Hallmaster Email Verification Inbox x e B
Hallmaster T ©

Dear Hall User

A request has been made to verify the email address for your Hallmaster account with Victoria Diamond Jubilee Hall. In order to continue to
recelve booking confirmations and invoices etc from the Hallmaster system,

Please click here to verify your email.

If you have any questions, please contact Victoria Diamond Jubllee Hall

Step 7
Victoria Diamond Jubilee Hall - Booking Created = inbox e B
) Victoria Diamond Jubilee Hall w ©
=3

Dear Hall User

Your booking has been created at Victoria Diamond Jubilee Hall

The Details of this Booking can be found at hitps./v2 hallmaster.co uk/Sc 1

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

Step 8
Victoria Diamond Jubilee Hall - Booking Confirmed = iasox « e B
@ Victoria Diamond Jubilee Hall % &
®
Dear Hall User

Your booking has been confirmed at Victoria Diamond Jubilee Hall

The Detalls of this Booking can be found here: hitps //v2 halimaster.co uk/Sc! 315

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

Create your booking ( fill in each section):
e Which Room you need
e Event Name
o Number of people attending
e Date & start and finish time
e s this going to be a recurring booking
e  Customer Name

e  Activity
e Description of Event
e  Privacy

e Special Requirements

e Admin Notes

e You will need to review the Terms and Condition
& Health & Safety checklist and confirm you have
read by selecting tick boxs.

e  Email Set Up

Create your booking ( fill in each section)
e  Which Room you need
e Event Name
e Number of people attending
e Date & start and finish time
e s this going to be a recurring booking
e  Customer Name
e Activity

If you are new you will receive and e-mail asking you to
verify your e-mail address, select the link within the e-mail.

If you have already verified you will not receive this e-mail
move onto step 7.

You will receive an e-mail to say you booking request has
been created, please note: this is not confirmation of you
booking. This will be reviewed by our booking clerk you will
look over your request, if they have any questions they will
be in touch with you directly.

Once the booking has been confirmed you will receive an
e-mail to confirm this like shown.




Step 9

Make Changes to your booking
Hallmaster V2 Scheduler

Step 10

Victoria Diamond Jubilee Hall - Booking Cancelled

@ Victoria Diamond Jubilee Hall
@

Dear  Hall User

Your booking test hmg has been cancelled at Victoria Diamond Jubilee Hall

The Details of this Booking can be found here: hitps/v2 hallmaster co.

Inbox x

506261

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

How to Get In Touch

Call

Post

Website - via contact form
E-mail
Facebook

Hall Booking Portal

Should you need to make any changes to your booking you can
edit your booking within the hallmaster portal. Or
alternatively you can get in touch with us.

Should you need to cancel the event you can edit your booking
on the portal. You will receive an e-mail to confirm the
booking has been cancelled.

07762 923235

Victoria Diamond Jubilee Hall
Hermitage Street

Evanton

Ross-shire

IV16 9YG

www.diamondjubileehall.co.uk/contact-us-2

bookings@diamondjubileehall.co.uk

www.facebook.com/DJHEvanton

Hallmaster V2 Scheduler
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