ManageCourt

User Guide

Court booking for sports clubs, on your WordPress site.

Plugin version 0.1.0 - Guide updated 2026-10-20

ManageCourt User Guide - v0.1.0 1/120



Contents

1. ManageCourt User Guide
1. What you can do with it
2. How this guide is organised

3. Words used in this guide

2. Getting started
1. Requirements
2. Install and activate
3. First setup in ten minutes

4. Optional: online payments

3. Locations
1. Add or edit a location
2. The location page

3. Delete a location

4. Courts
1. Add or edit a court
2. Ordering courts

3. What players see

5. Sports and formats
1. Sports
2. Game formats

3. Surfaces and amenities

6. Booking rules
1. How inheritance works
. Slots and durations
. When players can book
. Limits per player
. Players and payment
. Cancellation
. Notifications

. Regular bookings

© 00 N O o b WN

. Staff bookings ignore the rules

ManageCourt User Guide - v0.1.0 2/120



7. Price plans
1. Choose which plan applies
. Fees (the normal price)
. Time bands (peak, off-peak, weekends)
. Surcharges (lights)
. Member prices by role
. Discounts
. Free bookings
. Booking fee
. VAT and taxes

. Test a price

- O O 0 N O o b WON

Y

. How a price is worked out

8. Payments
1. Pay at the venue

2. Online payments with WooCommerce

9. Calendar
1. Open a booking
2. Book for a player
3. Block court time

4. Weather closure

10. Bookings list
1. Search and filter
2. Booking statuses
3. Payment statuses

4. Export

11. Today
1. The figures at the top
2. Today's bookings
3. Courts booked by hour
4. Needs attention

5. Waiting for a court

12. Reports
1. Choose what to see
. The figures
. Courts booked per day

. Tables

2
3
4. Busiest times
5
6. Export bookings

ManageCourt User Guide - v0.1.0 3/120



13. Players
1. Player profiles
2. Add a player
3. Import a spreadsheet
4. Export the club list

5. Invite a club-list player to create an account

14. Waitlist alerts
1. How players set an alert
2. What happens next
3. Players manage their alerts
4. Settings

15. Emails
1. The emails
2. Sending settings
3. Edit the templates

16. The player experience
1. Choose a time

. Add players and pay

. Book every week

. Booking confirmed

. My bookings

. Notify me

. Accepting an invitation

00 N O O A W N

. Finding locations

17. Regular bookings
1. Who can make one
. Dates that aren't free
. Book a series for a player (staff)
. See a series (staff)

2
3
4
5. Book every week (players)
6. Paying

7

. Cancelling

18. Blocks and shortcodes
1. Court Booking
2. My Court Bookings
3. Court Locations
4. Location pages
5. Look and feel

19. Roles and permissions
1. Roles
2. Limit a Court Manager to some locations

3. Permissions for developers

ManageCourt User Guide - v0.1.0 4/120



20. Settings

1.

2
3
4.
5
6

Booking rules

. Emails

. General

Privacy & data

. Background jobs (emails and reminders)

. Activation, updates and removal

21. Multilingual sites

1.
2.
3.
4.

Translate locations, courts and lists
The booking pages

Emails

Translating ManageCourt itself

22. Privacy and GDPR

1.
2.
3.
4.

What is stored
Player search needs consent
Export and erase personal data

Privacy policy

23. Troubleshooting and FAQ

1.

0 N O oA W N

9.
10.
11.
12.

No times show on the booking page

. The times are an hour off

. "Pay online" doesn't appear

. A booking shows "Refund to issue"

. Emails don't arrive

. A player can't find a member to add

. The location page shows "Page not found"

. "Invitations need your My bookings page"

The CSV import shows strange characters
FAQ
Updates don't appear

"Online booking is not available at the moment"

24. For developers

1.
2.
3.
4.

Actions
Filters
REST API
Data

25. Changelog

1.
2.

0.1.0 (in development)
Guide

ManageCourt User Guide - v0.1.0

5/120



ManageCourt User Guide

Court booking for sports clubs on your own WordPress site: what ManageCourt does and how this guide

is organised.

ManageCourt lets a sports club take court bookings on its own WordPress website — tennis, padel,

badminton, pickleball, squash and more — with no per-booking commission. Players see live availability,

add the people they play with, pay at the venue or online, and manage their bookings. Staff get a day

calendar, a "Today" dashboard, reports, a players directory and full control over rules and prices.

TOday Monday, October 19

Bookings today

8

24 players - 0 checked in

Today's bookings

07:00-08:30

08:00-09:00

10:00-11:30

11:00-12:00

13:00-14:30

16:00-17:30

18:00-19:00

19:00-20:00

The "Today" screen: the day at a glance for the front desk

Padel 1
Petros Kyriakou +3

Court1
Maria Georgiou +1

Court1
Petros Kyriakou +3

Badminton A
Sophie Lee +1

Padel 1
Nikos Pavlou +3

Court 2
Petros Kyriakou +3

Court1
Chris Savva +1

Court 3
Sophie Lee +1
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10 of 75 open hours

To collect

€40.00

€0.00 collected

Confirmed  Unpaid

Confirmed Free

Confirmed  Unpaid

Confirmed  Free

Confirmed  Unpaid

Confirmed Unpaid

Confirmed Unpaid

Confirmed  Free

Riverside Club ~

Waiting for a court

1

next 7 days

Courts booked by hour
100%
75%
50%
25%
'uall Bl n. m.EE
7 9

1 13 15 17 19 21

o

Needs attention

1 played booking not paid (last 14 days)
Mon, Oct 19, 2026 - 07:00 Petros Kyriakou - Padel 1 €8.00

Waiting for a court

Chris Savva Tue, Oct 20, 2026 - 18:00-21:00 - 60 min - any court

Open calendar
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What you can do with it

For the club

Several locations, each with its own courts, opening
hours, address and amenities

Booking rules per location or court: durations, how far
ahead, notice, limits per player

Price plans: per court or per player, peak hours, lights,
member prices, discounts, free bookings, booking fee,
VAT

Online payments through WooCommerce, with
automatic refunds

A calendar to book for players, block courts, check in
and record no-shows

Players directory with CSV import and invitations

Emails in each player's language, with editable templates

Today dashboard and Reports with CSV export

How this guide is organised

For players

Live availability by sport, day and
duration, on phone or desktop

Add other players: members, the
club's player list, or guests

See the exact price and
cancellation terms before
confirming

Pay at the venue or online

"My bookings": cancel, pay, add
to calendar

"Notify me" when a court frees
up

Emails with all the details and a
calendar file

e Setting up — Getting started, Locations, Courts, Sports and formats, Booking rules, Price plans,

Payments.

¢ Running the club day to day — Today, Calendar, Bookings list, Players, Waitlist alerts, Emails,

Reports.

e What players see — The player experience and Blocks and shortcodes.

e Reference — Roles and permissions, Settings, Multilingual sites, Privacy and GDPR,

Troubleshooting and FAQ, For developers, Changelog.

TIP

Use the search box at the top (press / ) to jump straight to a topic, such as "refund", "VAT" or

"CSVII.

ManageCourt User Guide - v0.1.0
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Words used in this guide

Term

Location

Court

Member

Club-list
player

Guest
Booker
Block
Price plan

Court
Manager

ManageCourt User Guide - v0.1.0

Meaning

A club or venue with an address and opening hours. It holds one or more
courts.

Something that can be booked: a tennis court, a padel court, a badminton hall.

A player with a WordPress account on your site. Only members can make
bookings.

A player in your own player list (added by hand or imported from a spreadsheet)
who may not have an account. They can be added to bookings and invited to
create an account.

Anyone else, added to a booking by name.

The member who made the booking and pays for it.

Time when a court can't be booked (maintenance, coaching, an event).
A named set of fees, used by one or more locations or courts.

A staff role that runs bookings, optionally only at some locations.

8/120



Getting started

Requirements, installation and a step-by-step first setup, from your first location to taking the first
booking.

Requirements
Minimum
WordPress 6.8 or newer (tested up to 7.1)
PHP 8.1 or newer
Database MySQL 8.0+ or MariaDB 10.6+

WooCommerce  Optional — only needed for online payments

Theme Any. Block themes and classic themes both work; ManageCourt uses your
theme's fonts and colours.

Install and activate

1. In WordPress, go to Plugins - Add New - Upload Plugin and choose the managecourt.zip
file.
2. Click Install Now, then Activate.

3. A new ManageCourt menu appears in the admin sidebar, with the ManageCourt icon: four courts,
one of them ticked as booked. The icon takes the colours of your admin colour scheme.

ManageCourt User Guide - v0.1.0 9/120



&2 Dashboard

# Posts

Q3 Media

[N Pages
® Comments

o ManageCourt

Today
Calendar
Bookings
Players
Reports
Locations
Courts
Sports
Surfaces
Amenities
Pricing

Settings

The ManageCourt menu in the admin sidebar

Licence and updates

ManageCourt is bought at managecourt.com. The purchase email (and your customer area) has the
download and your licence key.

You can also try ManageCourt free for 3 days, without a card: start the trial from the licence screen.
When the trial ends without a purchase, ManageCourt locks (as below) until you activate a licence;
nothing you set up is lost.

ManageCourt User Guide - v0.1.0 10/ 120
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1. After you activate the plugin, ManageCourt asks for the licence key. Paste it and click Activate
License. Until the licence is activated, ManageCourt is locked: its menu shows only the licence
screen and booking pages say Online booking is not available at the moment. Nothing is deleted;
everything works again as soon as the licence is active.

2. Your licence, plan and invoices are under ManageCourt - Account. You can also move the
licence to another site there (for example from staging to your live site).

3. While the licence is active, new versions appear in Dashboard - Updates and on the Plugins
screen, like any other plugin; WordPress automatic updates work too. Your locations, bookings
and settings are kept, and any database changes run by themselves.

Each licence is for one site. Licences are monthly, annual or lifetime. A monthly or annual licence
renews automatically; if it expires (for example a renewal payment fails), ManageCourt locks the same
way until it is renewed under ManageCourt - Account. Nothing is deleted while it is locked. A lifetime
licence never expires. If updates stop appearing, see Updates don't appear.

When ManageCourt is activated it creates its database tables, adds the Court Manager role and adds a
list of common sports (tennis, padel, badminton, pickleball, squash, table tennis and more) with their
game formats, such as singles and doubles.

NOTE

Deactivating ManageCourt never deletes anything. Your data is only removed if you choose to, see
Privacy & data.

First setup in ten minutes

Follow these steps once. Each one links to the full section.

1. Check the global booking rules

Go to ManageCourt - Settings = Booking rules. These are the defaults for every location and court:
durations players can choose, how far ahead they can book, cancellation terms and more. The box
What players will see summarises them in plain words. You can override any rule later for a single
location or court. See Booking rules.

2. Add your first location

Go to ManageCourt - Locations - Add New. Give it a name (for example Riverside Club), a
description and a featured image, then fill in the address, contact details, amenities and opening hours.
Make sure Players can book at this location is on. See Locations.

ManageCourt User Guide - v0.1.0 117120



3. Add courts

Go to ManageCourt - Courts > Add New for each court. Choose its location, sport and surface, and
whether it's indoor or floodlit. See Courts.

4. Set your fees (optional)

Courts are free until you choose a price plan. Create one under ManageCourt = Pricing and choose it
as the default in Settings - Booking rules - Price plan. See Price plans.

5. Add the booking pages

Create these pages (Pages - Add New) and add the matching block:

Page Block Shortcode alternative

Book a court Court Booking [managecourt ]

My bookings My Court Bookings [managecourt view="my-bookings"]
Our locations (optional) Court Locations [managecourt view="locations"]

Then go to Settings - Emails and choose your My bookings page in "My bookings" page (linked
from emails), so the links in emails and invitations go to the right place. See Blocks and shortcodes.

Every location also gets its own page automatically (for example /locations/riverside-club/ ) Wwith
its details and the booking page for that location only.

6. Make a test booking

Open your Book a court page while logged in, pick a slot and confirm. The booking appears straight
away in ManageCourt - Calendar and on Today.

ManageCourt User Guide - v0.1.0 12/120



Riverside Sports Club Bookacourt Cart Checkout Myaccount Mybookings Ourlocations SamplePage Shop & W

Book a court

Riverside Club

12 Riverside Avenue,Aimassol

Café/bar  Floodlights = Parking = Showers

Tennis Padel Badminton m 90 min

MON  TUE THU FRI SAT SUN MON TUE WED THU FRI  SAT  SUN
21

October 19 20 22 23 24 25 26 27 28 29 30 3 1

TN £2 e
7 SN /L ESER
Any court Court 1 Court 2 Court 3
Any free court Clay - Floodlit Clay Hard - Floodlit
31freetimes 25free times 31free times 25 free times

Wednesday, October 21- 60 minutes
18:00-19:00

MORNING 07:00) FO7:308 N08:008 F08:30° FO9:008 M09 308 MI0:004 N10:50 Wednesday, October 21

11:00 11:30 2 courts are free. Choose one:
c2 Court 2 ®
AFTERNOON 12:00 12:30 13:00 13:30 14:00 14:30 15:00 15:30 Clay
16:00 16:30 . Court3

B |, rioodit o

evenng  17:00 17:30 [RERN] 18:30 19:00 19:30 20:00 20:30

20008 R2iE508 §22:00)

Can't find a time? Tell me when a court frees up

Riverside Sports Club Blog Events
About Shop
FAQs Patterns
Authors Themes

Twenty Twenty-Five Designed with WordPress

The booking page players see
7. Set up emails and reliable background jobs

Emails (confirmations, reminders, cancellations) are sent in the background. On low-traffic sites, ask
your host for a real cron job so they go out promptly — see Background jobs.
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Optional: online payments

To let players pay online, install and activate WooCommerce, set up a payment gateway (Stripe, PayPal,
Viva Wallet, JCC...), then turn on Pay online (WooCommerce) in the booking rules. See Payments.
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Locations

Add each club or venue with its address, contact details, amenities, opening hours and its own booking
rules.

A location is a club or venue. Every court belongs to one location. Locations are listed under
ManageCourt - Locations.

Locations

All (2) | Published (2)

‘ l Search locations

‘ Bulk actions v H Apply ‘ ‘Alldates v H Filter ‘ 2 items

[ Title Amenities Date ¥

D Harbour Padel Centre — Published
2026/10/19 at 11:10
am

D Riverside Club Café | bar, Floodlights, Parking, Showers Published

2026/10/19 at 11:10
am

O Title Amenities Date ¥

‘ Bulk actions v H Apply l 2 items

The locations list

Add or edit a location

Go to ManageCourt - Locations - Add New (or click a location to edit it).

e Title — the location's name, shown to players.

e Description (the editor) — a few sentences about the venue, shown on its page and in the
locations list.

e Featured image — shown on the location card and page, and as the banner at the top of the
booking page.

Below the editor, the ManageCourt box has three tabs.

Details

ManageCourt User Guide - v0.1.0 15/120
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Location details &
Details Opening hours Booking rules
@ Prlayers can book at this location
Address
STREET
12 Riverside Avenue
CITY POSTCODE COUNTRY
Limassol ‘ ‘ 3036 Cyprus
LATITUDE (OPTIONAL) LONGITUDE (OPTIONAL)
TIMEZONE
Europe/Nicosia
Leave empty to use the site timezone. (Europe/Nicosia)
Contact
PHONE EMAIL WEBSITE
+357 25 000 000 ‘ info@riverside.example https:/[riverside.example ‘
Social links
INSTAGRAM FACEBOOK OTHER LINK
Amenities
(] Accessible Café/bar [ | Changingrooms | | Coaching [ | Equipment rental Floodlights
Parking [_] Pro shop Showers [ | Wi-Fi
Location details: address, contact, amenities and social links
ManageCourt User Guide - v0.1.0 16/ 120
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Field

Players can book at this
location

Address (street, city,
postcode, country, optional
latitude and longitude)

Timezone

Contact (phone, email,
website)

Amenities

Social links

Opening hours

ManageCourt User Guide - v0.1.0

What it's for

Turn off to keep the location visible but stop new bookings
(for example during a renovation). Staff can still book from
the calendar.

Shown to players and in emails.

The local time used for this location's opening hours and
bookings. Defaults to the site's timezone. Change it only if
the location is in another time zone.

Shown on the location page.

Tick what the venue offers (parking, showers, café,
floodlights...). Manage the list under ManageCourt -
Amenities.

Facebook, Instagram and other links shown on the location
page.
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Location details

Details Opening hours
Monday @ open
Tuesday @ open
Wednesday @ open
Thursday @ open
Friday @ open
Saturday @ open
Sunday @ open

Booking rules

07:00 AM 11:00 PM ©
07:00 AM 11:00 PM O
07:00 AM 11:00 PM Q@
07:00 AM 11:00 PM O
07:00 AM 11:00 PM Q@
08:00 AM 02:00 PM ©
Remove
04:00 PM 10:00 PM ©
Remove
08:00 AM 08:00 PM ©

+ Add range

+ Add range

+ Add range

+ Add range

+ Add range

+ Add range

+ Add range

Copy Monday to every day

Weekly opening hours, with more than one range per day

Set the hours for each weekday. A day can have several ranges (for example 08:00—-14:00 and 16:00—

22:00); a day with no ranges is closed. Players can only book inside these hours. A court can have its
own hours if they differ — see Courts.

TIP

For one-off closures (holidays, tournaments, maintenance) don't change the opening hours —
block the time in the calendar instead. See Block court time.

Booking rules

ManageCourt User Guide - v0.1.0
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Rules inherited from the global settings, with overrides for this location

Every rule shows where its value comes from (From global settings). Turn on Override next to a rule to
set a different value for all courts at this location. Turn it off again to go back to the global value. The
box at the top, What players will see, summarises the result in plain words. See Booking rules for what

each rule does.

ManageCourt User Guide - v0.1.0 19/ 120
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The location page

Each published location gets its own public page automatically, with its description, address, amenities
and the booking page for its courts. Use it in your menus or link to it from the Court Locations block.

Riverside Sports Club Bookacourt Cart Checkout Myaccount Mybookings Ourlocations SamplePage Shop & W

Riverside Club

A location page: details and booking for that location

Delete a location

Move the location to the Trash like any other post. Its courts stay, but they can't be booked until you
assign them to another location. Existing bookings are kept.

ManageCourt User Guide - v0.1.0 20/120
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Courts

Add each bookable court with its location, sport, surface, status and optional own opening hours and
rules.

Courts are listed under ManageCourt = Courts. Each court belongs to one location and plays one
sport.

Counts

All (5) | Published (5)

‘ [ Search courts

‘ Bulk actions H Apply \ ‘Alldates v H Filter ‘ 5 items
O Title 3 Sports Surfaces Date ¥
(0 BadmintonA Badminton Wood Published
2026/10/19 at 11:10
am
(O Padel1 Padel Artificial grass Published
2026/10/19 at 11:10
am
[ Court3 Tennis Hard Published
2026/10/19 at 11:10
am
[ Court2 Tennis Clay Published
2026/10/19 at 11:10
am
D Court 1 Tennis Clay Published
2026/10/19 at 11:10
am
O Title Sports Surfaces Date ¥
Bulk actions v ‘ { Apply ] 5 items

The courts list

Add or edit a court

Go to ManageCourt - Courts - Add New. Enter the court's name (for example Court 7 or Padel 2), an
optional description and featured image (shown on the court's card on the booking page), then use the
ManageCourt box.

ManageCourt User Guide - v0.1.0 21/120
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Court details AV A

Details Opening hours Booking rules
LOCATION STATUS

Riverside Club ~ Active: bookable ~
SPORT SURFACE

Padel ~ Artificial grass v
@ ) Indoor
@ Ficodiights

Court details

Details

Field What it's for

Location Where the court is. Required.

Sport The sport played (decides the game formats, such as singles or doubles).
See Sports and formats.

Surface Clay, hard, artificial grass, wood... Shown to players. Manage the list under
ManageCourt - Surfaces.

Indoor / Shown to players next to the court name.

Floodlights

Status Active: bookable - Under maintenance: shown, not bookable - Hidden

from players.

Opening hours

By default a court uses its location's hours. Turn on its own hours if, for example, an indoor court opens
earlier.

Booking rules

Like a location, a court can override any rule. Court overrides win over location overrides, which win
over the global settings. Typical uses: longer durations on one court, a different price plan for a premium
court, or members-only player sources.

ManageCourt User Guide - v0.1.0 22/120
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Ordering courts

Courts appear to players in the order set by Order in the court's Page attributes box (lower numbers
first), then by name.

What players see

On the booking page each court is a card in the court bar, with its featured image (or its initials when it
has none), its surface, Indoor [ Floodlit, and how many start times are free that day. Players pick a court
— or Any court — then a free time; booked and blocked times are not shown, but blocks with a label (for
example Coaching) are listed under the times. See The player experience.
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Riverside Sports Club

Book a court

Riverside Club

12 Riverside Avenue, Limassol

Café/bar  Floodlights = Parking = Showers

Bookacourt Cart Checkout Myaccount Mybookings Ourlocations SamplePage Shop & B

Tennis Padel Badminton

von Tue (EQEBR THU PRI SAT SUN MON TUE WED THU
October 19 20 W4l 22 23 24 25 26 27 28 29

e Cc2
FZ i | : =
Any court Court 1 Court 2 Court 3
Any free court Clay - Floodlit Clay Hard - Floodlit
31freetimes 25free times 31free times 25 free times

Wednesday, October 21- 60 minutes
MORNING 07:00 07:30 08:00 08:30 09:00 09:30 10:00 10:30

11:00 11:30

AFTERNOON 12:00 12:30 13:00 13:30 14:00 14:30 15:00 15:30

16:00 16:30

EVENING 17 00y 15750 18:50° 19008 B15:508 20008 p20:50

20008 R2iE508 §22:00)

Can't find a time? Tell me when a court frees up

Riverside Sports Club

Twenty Twenty-Five

Court cards and free times on the booking page

ManageCourt User Guide - v0.1.0

m 90 min

FRI SAT  SUN
30 31 1

18:00-19:00
Wednesday, October 21

2 courts are free. Choose one:

c, Court2 o ’
Clay
Court3 o

B |, rioodit

Blog Events
About Shop
FAQs Patterns
Authors Themes

Designed with WordPress
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Sports and formats

The sports list, game formats (how many players each game needs), surfaces and amenities.

Sports

ManageCourt = Sports lists the sports your courts can play. ManageCourt adds common ones when
it's activated, each with its usual formats: tennis, padel, badminton, pickleball, squash, table tennis,
racquetball, beach tennis, beach volleyball, tegball, padbol, 5-a-side football and basketball. Add your
own with Add New Sport.
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Sports

‘ | Search sports

Add sport Bulk actions v H Apply ] 13 items
hame O Name 4 Description & Slug % Count %
[ 5-a-side football - football-5 0
The name is how it appears on your site.
Slug () Badminton - badminton 1
[ Basketball — basketball 0
The “slug” is the URL-friendly version of the name. It is
usually all lowercase and contains only letters, numbers,
and hyphens. |:| Beach tennis - beach-tennis 0
Description
[0 Beach volleyball - beach-volleyball 0
[] Padbol - padbol 0
Z O Padel - padel 1
The description is not prominent by default; however,
th how it. @
s (] Pickleball — pickleball 0
Formats
e Minimum Maximum [0 Racquetball - racquetball 0
players players
C] Squash — squash 0
’ Singles ‘ ’ 2 ‘ ’ 2 ‘
[ Table tennis — table-tennis 0
’ Doubles ‘ ’ 4 ‘ ’ 4 ‘
[J Tennis - tennis 3
e.g. Doubles { ‘ { ‘
[ Teqgball — teqgball 0
e.g. Doubles ’ ‘ ’ ‘
[ Name % Description ¥ Slug % Count &
e.g. Doubles ’ ‘ ’ ‘ ’ Bulk actions v ‘ ‘ Apply ’ 13 items

e.g. Doubles

|

How many players a booking needs, including the player
who books. Players choose the format when they book.
Leave a row empty to remove it. If no format is filled in,
the sport gets one format, "Game", for 2-4 players.

Add sport

|

The sports list

Game formats

Each sport has one or more formats that decide how many players a booking needs. For example tennis
has Singles (2 players) and Doubles (4 players); a team sport can have 5-a-side with 10.
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Name Padel

The name is how it appears on your site.

Slug

padel
The “slug” is the URL-friendly version of the name. It is usually all lowercase and
contains only letters, numbers, and hyphens.
Description
y
The description is not prominent by default; however, some themes may show it.
Formats
Name Minimum players Maximum players
Doubles 4 4
Singles 2 2

e.g. Doubles

e.g. Doubles

e.g. Doubles

e.g. Doubles

How many players a booking needs, including the player who books. Players choose
the format when they book. Leave a row empty to remove it. If no format is filled in,
the sport gets one format, "Game", for 2—-4 players.

De}ete

Formats of a sport: name and minimum / maximum players

Formats are set on the sport itself: click the sport in ManageCourt = Sports (or fill them in when you
add a new sport) and use the Formats table. A new sport starts with Singles (2) and Doubles (4) filled
in, ready to change.
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Column Meaning
Name What players see, e.g. Doubles.

Minimum players The booking can't be confirmed with fewer players (including the
booker).

Maximum The most players that can be added.
players

Leave a row empty to remove a format. If you remove them all, the sport gets one format, Game, for 2-4
players. Renaming a format is safe: existing bookings keep pointing to it.

Players choose the format when they book; staff booking from the calendar can go below the minimum
if needed.

NOTE

Every player must be named, so the club knows who is on court. Guests can be added by name
only.

Surfaces and amenities

e ManageCourt - Surfaces — clay, hard, grass, artificial grass, carpet, wood, concrete... Assign
one to each court.

e ManageCourt - Amenities — parking, showers, changing rooms, café, pro shop, floodlights...
Tick them on each location.

Both lists are ordinary WordPress taxonomies: you can rename, add or delete terms, and translate them
with WPML or Polylang.
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Booking rules

Durations, start times, how far ahead players can book, limits per player, payment methods, price plan,
alerts and cancellation — and how rules are inherited.

Booking rules decide what players can book and when. They apply to bookings players make
themselves; staff booking from the calendar can ignore most of them (see Staff bookings ignore the
rules).

How inheritance works

Rules are set at three levels:

1. Global — ManageCourt - Settings - Booking rules. The defaults for everything.
2. Location — the Booking rules tab of a location. Overrides the global value for all courts there.

3. Court — the Booking rules tab of a court. Overrides the location and the global value for that
court only.

At location and court level each rule has an Override switch and shows where its current value comes
from (From global settings, From the location, Set here). Only the rules you override are stored, so
changing a global rule later still reaches every location and court that didn't override it.

ManageCourt User Guide - v0.1.0 29/120



Settings
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Limits per player
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Alowback o-Back bokings

©

Players & payment

Payers can e added rom

o " 8 Guests (any name}

Payment methods

2 ‘ iy thepiyer uno booked . ‘
- o
-
[asretunarent

Global booking rules, with "What players will see" on the right

TIP

Read the What players will see box after a change. It describes the effective rules in plain words,
exactly as they'll apply.
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Slots and durations

Rule What it does

Durations players The lengths a player can book, e.g. 60 and 90 minutes.
can pick The player picks one above the court cards.

Start times every How often a booking can start: every 15, 30 or 60 minutes.
Buffer between Free time kept after each booking, e.g. to brush a clay
bookings court.

When players can book

Rule

Booking
window

Minimum
notice

What it does

Rolling: up to N days ahead at any time. Fixed opening: each day
at a set time (e.g. 08:00), the date N days ahead opens — useful
when popular evenings sell out and everyone should get a fair
chance.

The latest a player can book before the start (e.g. 30 minutes
before).

Default

60, 90
min

30 min

None

Default

Rolling, 7
days

30 min

Example — fixed opening: with 7 days and 08:00, on Monday at 08:00 the following Monday becomes
bookable. Until then, players who pick that date see "Booking for this date opens on Mon 15 Oct,

08:00."

ManageCourt User Guide - v0.1.0
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Limits per player

Rule

Count bookings
across

Maximum bookings

Late cancellations
count toward limits

Allow back-to-back
bookings

What it does

Whether limits count bookings at this location (all its
courts), for this sport, or at all locations.

Per day, per week, per month and upcoming at once.
Leave a box empty for no limit. Add rows to give a
WordPress role different limits (e.g. Gold members: 2 a
day).

A booking cancelled after the free-cancellation deadline
still counts.

Whether a player may book two consecutive slots.

Limits count the bookings a player made (as booker), not the ones they were added to.

Players and payment

Rule

Players can be
added from

Payment
methods

Time to pay
online

Availability
alerts

Price plan

ManageCourt User Guide - v0.1.0

What it does

Which kinds of players can be added: Members (WordPress
users who can be found in the player search), Club player list
and Guests (any name).

Pay at the venue and/or Pay online (WooCommerce). If both
are on, the player chooses. See Payments.

How long a court is held while a player pays online. Unpaid
bookings are released after this time.

Allow "Notify me" and set how many alerts each player can
have at a time. See Waitlist alerts.

Which price plan sets the fees. Free (no price plan) means no
charge.

Default

This
location

No limits

Yes

Yes

Default

All

three

Venue

15 min

On, 5

Free

32/120



Cancellation

Rule What it does Default
Players can cancel Turn off to make players contact the club. On
online

Until how many The online cancellation deadline. 24 h

hours before start

Who can cancel Only the player who booked, or any member in the The
booking. booker

Refunds Levels such as at least 24 hours before - 100%, at least 24 h >
6 hours before > 50%. No matching level means no 100%
refund.

A cancellation that doesn't get a 100% refund is a late cancellation (it can count toward limits and
shows in Reports). Refunds only matter for bookings paid online; venue payments are settled at the
desk.

Example: levels 48 h - 100% and 12 h - 50% with a 6-hour deadline:

Player cancels Result

3 days before Full refund

20 hours before 50% refund, late cancellation

8 hours before No refund, late cancellation

4 hours before Not allowed online — the player must contact the club
Notifications

Rule What it does Default

Booking emails Only the player who booked, or everyone in the booking with  Everyone

go to an email address.
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Regular bookings

Rule What it does Default

Players can make Players can book the same court and time every week or Off
regular bookings every few weeks. Staff always can.

Longest regular How far ahead a player's series may reach, counted from its 12
booking (weeks) first session (2-52). Sessions may be later than the booking
window; every other rule applies to each session.

See Regular bookings.

Staff bookings ignore the rules

When staff book from the calendar, Ignore booking rules is ticked by default: the booking window,
notice, limits, opening hours, player counts and the regular-booking rule don't apply. Double bookings
and blocked times are always refused.
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Price plans

Named price plans: per court or per player fees, guest fees, peak and weekend prices, lights, member

prices by role, discounts, free bookings, booking fee and VAT — with a "test a price" tool.

All fees come from price plans. A plan is a named set of fees — for example Standard fees, Indoor padel

or Clay courts — that you choose for the whole club, a location or a single court, just like any other

booking rule. Plans live under ManageCourt - Pricing.

The Pricing screen:

ManageCourt User Guide - v0.1.0

Pricing

Padel peak pricing

Standard foes

Surcharges

wnopozs O | | oscorm  © | | 60

nnnnnnnnnnnnn

ccccc

plans on the left, the selected plan's settings on the right
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Choose which plan applies

1. Create the plan under ManageCourt = Pricing - New price plan and save it.

2. In the plan's Used at section, tick the locations and courts that use it, or click Make this the
default for every court that has no plan of its own.

Used at

Tick a location to use this plan at all its courts: courts without a plan of their own follow their location, so you don’t need to tick them too.
Tick a single court only to give it this plan when its location uses another one. The same choice is in each location’s and court's Booking
rules.

The default plan is none (free). Make this the default

Harbour Padel Centre

uses no plan (free), from the default

Riverside Club

uses this plan

Court 1 Court 2 Court 3

uses this plan, from the location uses this plan, from the location uses this plan, from the location
Padel 1 Badminton A

uses Padel peak pricing uses this plan, from the location

Used at: Riverside Club uses this plan; Padel 1 has its own

Ticking a location applies the plan to all its courts: a court without a plan of its own follows its location,
so you don't tick the courts too. Tick a single court only to give it this plan when its location uses
another one. Each line says which plan a location or court uses and where it comes from (from the
location, from the default).

A new plan must be saved first; Used at appears as soon as it is. Ticking a place that uses another plan
of its own asks first, because it replaces that choice; unticking makes it use its location's plan or the
default again.

The same choice is the Price plan booking rule: Settings = Booking rules (the default), a location's or
a court's Booking rules tab. Both places change the same setting.

The plan list shows where each plan is used (Default - 2 locations - 1 court). A plan that is in use can't be
deleted.
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Fees (the normal price)

Setting Meaning

Charge Free court (only guests may pay), Per court (one price for the
court) or Per player.

Per Hour (pro rata) — a 90-minute booking costs 1.5 x the hourly
price — or Booking (a fixed price whatever the length).

Court fee Per-court plans: the price of the court.

Members, Club-list Per-player plans: what each member and each club-list player
players pays (per hour or per booking). 0 = free.

Guests (per guest) / What each guest pays: a fixed amount per guest, whatever the
Guest fee (per guest) length. 0 = free.

Member prices by role can change a member's price, for example a Gold membership that plays free.

Example — members free, guests pay: Per player, members €0, club-list players €0, guests €8. A
doubles booking with two members and two guests costs €16.

Example — members cheaper than the club list: Per player, per hour, members €3, club-list players
€5, guests €8. One hour with a member, a club-list player and a guest costs €16.

Example — court hire: Per court, €20 per hour. A 90-minute booking costs €30, however many play.

Time bands (peak, off-peak, weekends)

Time bands change the price depending on the day and the start time. Each band has days, a start and
end time, its own price — the court fee, or in per-player plans a price for members and for club-list
players — and (optionally) its own guest fee. The first band that matches the booking's start time is
used; outside every band the normal price applies. Use the arrows to change the order.
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Time bands

Different prices by day and start time (peak, off-peak, weekend). The first band that matches the start time is used.

NAME STARTS FROM UNTIL

A

Weekday evenings ‘ 05:00 PM o ‘ 10:00 PM ©] o
[ ]
23:59 = midnight

DAYS

Mon Tue Wed Thu Fri [ ] sat [] sun

COURT FEE (EUR) { ] Different guest fee
32.00 ‘

Add time band

A weekday-evenings band

Example: normal price €24/hour; band Weekday evenings (Mon—Fri, 17:00-22:00) at €32/hour; band
Weekend (Sat-Sun, all day) at €28/hour. A Tuesday 18:00 booking costs €32, a Tuesday 10:00 booking
€24, a Saturday 18:00 booking €28.

Surcharges (lights)

A surcharge is added for play after a set time — typically floodlights. Choose Per hour after that time
(pro rata) or Once per booking.

Example: Floodlights from 19:00, €4 per hour. An 18:30-20:00 booking pays €4 (one hour after 19:00).

Member prices by role

Give members with a particular WordPress role a different price: Free, a % off or a Fixed price. In per-
player plans each member is priced by their own role; in per-court plans, the role of the player who
books adjusts the court fee. The first matching rule is used.

Example: role Gold member - Free; role Junior - 50% off.

TIP

Roles come from WordPress (Users). A membership plugin that adds roles (for example "Gold
member") works with this automatically.

ManageCourt User Guide - v0.1.0 38/120


file:///Users/chrysafismelidis/Claude/Projects/Booking/user-guide/dist/html/images/admin-pricing-bands.jpg
file:///Users/chrysafismelidis/Claude/Projects/Booking/user-guide/dist/html/images/admin-pricing-bands.jpg

Discounts

e Early booking discount — booked at least N days ahead, X% off.

e Last-minute discount — booked N hours or less before the start, X% off (fills empty slots).

If both apply, the bigger discount is used. Discounts apply to all fees and surcharges, but not to the
booking fee.

Free bookings

Give free bookings makes a player's first N bookings each week or month free for them — their own
share only; guests they bring still pay. Optionally only for some roles (for example a membership that
includes 2 free hours a week). Bookings the player made at any location count; bookings staff made for
them don't use up the allowance.

Booking fee

A fixed amount or a percentage added to every paid booking, after discounts. It's never added to free
bookings.

VAT and taxes

Prices you enter include VAT. How VAT is shown depends on your setup:

e With WooCommerce taxes enabled — bookings use WooCommerce's tax rates for your shop's
address. Choose the Tax class for bookings in Settings - General (for example a reduced rate
for sport). Orders show the VAT separately and it appears in WooCommerce's tax reports.

e Without WooCommerce taxes — enter a VAT rate (%) in Settings - General to show "incl.
VAT" on quotes and emails, or leave it at O to hide VAT.

Example: a €8.00 booking at 19% shows "Includes VAT 19%: €1.28".

Test a price

At the bottom of every plan, Test a price prices a sample booking with the plan as you're editing it,
before you save. Choose the court, date, start time, length, how far ahead it's booked, how many free
bookings are already used, and the players (member with a role, club list or guest). The result lists every
line and which rules applied.

ManageCourt User Guide - v0.1.0 39/120



Test a price

Try a booking with this plan as edited, before saving it.

COURT

Riverside Club - Padel 1

DATE START MINUTES

19/10/2026 O 60

06:00 PM C ‘

BOOKED ... HOURS BEFORE FREE BOOKINGS ALREADY USED

24 ‘ 0
PLAYERS (THE FIRST ONE BOOKS)
PLAYER 1 ROLE

No special role

PLAYER 2

Guest ~

Add player Remove last

Testing a price: weekday evening band plus booking fee

How a price is worked out

Court fee - Weekday evenings €32.00
Booking fee €0.50
Total €32.50
incl. VAT 19% €5.19

Applied: time band “Weekday evenings”,
booking fee

. The first matching time band gives the price (otherwise the normal price).

. Each player's share — or the court fee — is calculated, with member role prices and guest fees.

. Free bookings remove the booker's own share while they have some left.

. The best discount is taken off.

1
2
3
4. Surcharges are added.
5
6. The booking fee is added.
7

. VAT is shown as included in the total.

The booker pays the whole booking; the split per player is shown on the summary, emails and staff

screens for information.

ManageCourt User Guide - v0.1.0
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Payments

Pay at the venue or online through WooCommerce: holds, order and payment pages, automatic refunds,
payment links and taxes.

ManageCourt supports two payment methods, chosen per location or court in the Payment methods
rule:

e Pay at the venue — the booking is confirmed straight away; staff mark it paid at the desk.

¢ Pay online (WooCommerce) — the player pays on WooCommerce's payment page with any
gateway you've set up.

If both are on, the player chooses when booking. Free bookings never ask for payment.

Pay at the venue

The booking shows as Unpaid until staff open it (from Today, the Calendar or the Bookings list) and
click Mark as paid. Unpaid bookings that have already been played appear under Needs attention on
Today.

Online payments with WooCommerce

Set up
1. Install and activate WooCommerce and set up a payment gateway (Stripe, PayPal, Viva Wallet,
JCC...). Check your shop's currency.

2. In ManageCourt = Settings - Booking rules (or a location / court), tick Pay online
(WooCommerce).

3. Optionally change Time to pay online (how long a court is held while paying, default 15 minutes).

ManageCourt never uses the shop cart. Each online booking gets its own WooCommerce order with one
line, Court booking: Court 1, 11 October 2026 12:00, showing the reference and players. WooCommerce
sends its usual order emails as well as ManageCourt's booking emails.

NOTE

ManageCourt creates a hidden, virtual product called Court booking for these orders. Don't
delete it; it never appears in your shop.

What the player sees

1. The player chooses Pay online now and clicks Continue to payment.

2. The court is held for them and they go to WooCommerce's payment page.
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3. After paying they see WooCommerce's order-received page with a Court booking box and a link
to My bookings.

Riverside Sports Club O

Product Qty Totals
Court booking: Court 1, October 22, 2026 10:00 am
Reference: MC-2ZLJ5T x1 €8,00
Players: admin, Ben Guest
Subtotal: €8,00

Total: €8,00 (includes €1,28 VAT)

O Cash ondelivery (no automatic refunds)

Test card (demo - no real money)

Demo payment: click “Pay” and the payment succeeds.

Your personal data will be used to process your order, support your experience throughout this

website, and for other purposes described in our privacy policy.

WooCommerce's payment page for a booking
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Riverside Sports Club Bookacourt Cart Checkout Myaccount Mybookings Ourlocations SamplePage Shop &

Order received

Thank you. Your order has been received.

Order #: Date: Total: Email: Payment:
24 October 19, 2026 €8,00 admin@localhost.com Test card (demo - no real money)

Order details

Product Total

Court booking: Court 1, October 22, 2026 10:00 am x 1

Reference: MC-2ZLJ5T €8,00
Players: admin, Ben Guest

Total: €8,00 (includes €1,28 VAT)

Court booking

Your court is booked. A confirmation email is on its way.

View my bookings

Riverside Sports Club Blog Events
About Shop
FAQs Patterns
Authors Themes

Twenty Twenty-Five Designed with WordPress

After payment
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Holds and what confirms a booking

Situation

Player pays

Player doesn't pay within
the hold time

Payment fails or the
order is cancelled

Payment arrives after the
hold ran out

Player abandons the
payment page

Refunds

What happens

Booking becomes Confirmed [ Paid; the confirmation email is
sent.

The booking is cancelled and the court is free again (no emails).

Players waiting for that time get an alert.

Same as above.

The money is refunded automatically and the booking stays
cancelled.

The booking shows Awaiting payment in My bookings with a
Complete payment button until the hold ends.

When a paid online booking is cancelled, the refund from the cancellation policy (or the % staff choose
when cancelling) is sent back automatically through the gateway.

If the gateway can't refund automatically (for example Cash on delivery, or a gateway error), the
booking is marked Refund to issue, a note is added to the order, and it appears under Needs attention
on Today. Refund it in WooCommerce yourself.

Payment links for staff bookings

When staff book for a player (for example by phone), they can tick Email the player a link to pay

online. The booking is confirmed straight away (no hold) and the player gets an email with a Pay now

button. Staff can also send the link later with Email payment link in the booking panel. If the player

pays at the desk instead, Mark as paid cancels the open order so they can't pay twice.

The order in WooCommerce

ManageCourt User Guide - v0.1.0
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Item Price Qty Total VAT

Court booking: Court 1, October 22, 2026 10:00 am €6,72 x 1 €6,72 €1,28
Reference: MC-2ZLJST

Players: admin, Ben Guest

Items Subtotal: €6,72
VAT: €1,28

Order Total: €8,00
Paid: €8,00

October 19, 2026 via Test card

(demo - no real money)

@® This order is no longer editable.

A booking order in WooCommerce: net price, VAT and payment

The booking panel in ManageCourt links to its order (Order #123), and the order shows the booking
reference and players.

Taxes

Booking prices include VAT. With WooCommerce taxes enabled, the order line is split into the net price
and WooCommerce tax lines using the rates for your shop's address and the Tax class for bookings
chosen in Settings & General, so bookings appear in WooCommerce's tax reports. Refunds return the
tax proportionally. See VAT and taxes.

TIP

Test everything with your gateway's test/sandbox mode before taking real payments: book, pay,
cancel inside and outside the free-cancellation time, and check the refunds.

If WooCommerce is deactivated

Online payment disappears from the booking page and players can only pay at the venue. Existing
bookings and orders are kept. A paid booking cancelled while WooCommerce is off is marked Refund to
issue.
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Calendar

The staff day view: see every court at a glance, book for players, open a booking to mark it paid, check
in, move or cancel it, block courts and close them for bad weather.

ManageCourt - Calendar shows one location for one day: courts down the side, time across the top.

Calendar Weather closure ‘ Block court ‘ New booking
LOCATION
_— < | Today | > 19/10/2026 8 | Monday, October 19, 2026
Riverside Club ~
. Paid [ free |:| Pay at venue (unpaid) . Checked in Blocked Free: click to book
Court 07:00 08:00 09:00 10:00 11:00 12:00 13:00 14:00 156:00 16:00 17:00 18:00 19:00

Court1 Maria ... Petros Kyri... Chris ...

Tennis - Clay Singles... Doubles - 90 ... Single...

Court 2 Coaching = Petros K...

Tennis - Clay Repeats Doubles - 90 ...

Court 3 Sophi...
Tennis - Hard Singles...
Padel 1 Petros Kyri... Nikos Pavlo...

Padel - Artificial grass Doubles - 90 ... Doubles - 90 ...

Badminton A Sophi...

Badminton - Wood Singles...

Bookings today To collect at the venue Players today

8 €40.00 24

The calendar for one day

e Use Previous day [ Today | Next day or pick a Date; switch Location at the top.

e Bookings are coloured: Paid [ free, Pay at venue (unpaid) and Checked in. Blocked time is
striped grey (Repeats marks a repeating block).

e Below the grid: Bookings today, To collect at the venue and Players today.
e Hover over a free cell (Free: click to book) and click to start a booking there.

¢ Drag a booking onto another court or time to move it.

Open a booking

Click a booking to open its panel on the right.
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Calendar
Booking MC-5MDF9K e
LOCATION
_ < Today > 19/10/2026 ] Monday, October 19, 20 Confirmed Free  Booked by staff
Riverside Club ~
When Mon, Oct 19, 2026, 08:00 - 09:00
B Paid / free |:| Pay at venue (unpaid) [l Checked in Blocked Free: click to book Court Court 1 - Riverside Club
Format Tennis - Singles
toutt aL00 OEC U200 19:00 d10b (2u0 13:00 Booked by Maria Georgiou maria@example.test

Court1 Maria ... Fatroc iyl Payment No payment needed
Tennis - Clay Singles... Doubles - 90 ...
Players

Court 2 Coaching

Maria Georgiou % Member maria@example.test €0.00
Tennis - Clay Repeats
Court 3 Nikos Pavlou Member nikos@example.test £0.00
Tennis - Hard

Total €0.00
Padel 1 Petros Kyri... Nikos Pav  incl. VAT 19% €0.00
Padel - Artificial grass Doubles - 90 ... Doubles - ¢

Activity
Badminton A Sophi... 1.19 Oct 2026, 11:10 - Booked - admin
Badminton - Wood Singles... . , ) o

2.19 Oct 2026, 11:15 — Emailed confirmation to 2 recipients -

admin
Bookings today To collect at the venue

The booking panel

The panel shows the court, time, format, the player who booked (with email), the payment method (and
the WooCommerce order, if any), every player with their share of the price, the price breakdown and
VAT, notes, and an Activity log of everything that happened (booked, emails sent, paid, refunded...).

Actions at the bottom:
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Action When What it does

Mark as paid Unpaid bookings Records payment at the venue.

Email Unpaid bookings, Emails the player a link to pay online. See

payment link WooCommerce active Payment links.

Check in From 30 minutes before Marks the booking as played (Checked in).
the start

No-show From 30 minutes before Records that nobody turned up. No-shows
the start show in Reports and on player profiles.

Move Confirmed bookings Moves it to another court or time; see Move a

booking.
Cancel Upcoming bookings Opens the cancel dialog (below).
booking

Cancel a booking

For a session of a regular booking, first choose Only this session or This and all following sessions.
The dialog suggests the refund from the cancellation policy; you can change the Refund %, add a
Reason (shown to players), and untick Email the players to cancel quietly. Paid online bookings are
refunded through the gateway; see Refunds. The court becomes free immediately and anyone waiting
gets an alert.

Move a booking

Drag the booking onto another court or time in the calendar, or open it and click Move. The move dialog
opens with the new Court, Date and Start filled in; change them if needed. The players and the length
stay the same, and only courts for the same sport are offered.
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Move booking MC-8VGCMW X

Now: Court 1, Mon, Oct 19, 2026, 18:00-19:00

COURT DATE START

Court 2 v 19/10/2026 O ‘ ‘ 06:00 PM C)

Court 2 is free on Mon, Oct 19, 2026, 18:00-19:00.

Email the players about the new time

Cancel Move booking

\ J

Moving a booking: dragged onto Court 2

As soon as you choose, ManageCourt checks the new time and says whether it's free. Bookings and
blocks are never overlapped.

e Price. If the new court or time costs differently, tick Use the new price to charge it; otherwise the
player keeps the current price. For a paid booking, a lower price refunds the difference (online
payments through the payment gateway), and a higher one leaves the rest to pay at the venue.

e Email the players about the new time sends the Booking moved email, with where it was before
and an updated calendar file. Untick it to move quietly.

e The reminder is sent again for the new time, and players waiting for the old time are told it's free.

Only confirmed bookings can be moved; a booking still waiting for online payment can be moved once
it's paid. Whether the booking rules apply to moves is an administrator's choice: Settings - General =
Apply the booking rules when staff move a booking. Off (the default), staff can move a booking to
any free time, like a staff booking.

Book for a player

Click New booking (or a free cell).
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New booking X

COURT FORMAT

‘ Court 1 ~ ‘ Singles (2) ~
DATE START DURATION

‘ 19/10/2026 ] ‘ ‘ 06:00 PM © ‘ 60 min ~

BOOKING FOR (WORDPRESS USER)

Other players - 1of 2

ADD A MEMBER

OR ADD A GUEST BY NAME

‘ ‘ Add guest

Repeat

[:I Regular booking (same court and time every week or every few weeks)

INTERNAL NOTES

" J

Booking on behalf of a player

. Choose the Court, Date, Start and Duration, then the Format.
. Search for the member the booking is for (the booker).
. Add Other players: members, club-list players or guests by name.

. Optionally add Internal notes (staff only).

a b 0N -

. Ignore booking rules is ticked by default, so you can book outside the window, opening hours or
a player's limits. Double bookings and blocks are always refused.

6. With WooCommerce active, tick Email the player a link to pay online to let them pay before they
come.
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7. Click Create booking. The player gets the usual confirmation email.

To book the same time every week, tick Regular booking under Repeat; see Regular bookings.
Sessions of a regular booking show a repeat icon on the calendar.

NOTE
Bookings are always made in a member's name, so the player can see it in My bookings and gets
the emails. For walk-ins without an account, use a club member account such as "Walk-in" or add

them to your club list.

Block court time

Click Block court to take courts out of booking: maintenance, coaching, a tournament, a holiday.

ManageCourt User Guide - v0.1.0
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Block court time X

@ ) Block the whole location

Courts

| court1

| court 2

D Court 3

D Padel 1

D Badminton A

DATE FROM TO

‘ 19/10/2026 = ‘ 09:00 AM ® ‘ ‘ 11:00 AM C)

@ ) Allday

REPEAT

‘ Does not repeat ~

REASON (STAFF ONLY) PLAYERS SEE

‘ Unavailable v

L J

‘ Maintenance v

Blocking court time
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Field Options

Courts One or more courts, or Block the whole location.

Date / From The time to block.

- To / All day

Repeat Does not repeat, Every day or Every week on chosen weekdays, with an

optional Until date.

Reason Maintenance, Coaching, Event, Holiday, Weather, Other.
(staff only)

Players see Unavailable or Booked: the time is simply not offered on the booking page. A
custom label such as Coaching: the time isn't offered either, and a note
under the times says why, e.g. Court 2 - 09:00-11:00 - Coaching.

If bookings already exist in that time, ManageCourt asks what to do: Cancel them, refund 100% and
notify the players, or Keep them and block only the free times.

Remove a block

Click the block in the calendar. The dialog shows where it applies, the time, what players see and, for a
repeating block, its dates. Click Remove block to free the time — players who are waiting for it are told.
Removing a repeating block removes it on every date; to change one, remove it and block the time
again.
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Blocked time X
Where Court 2
Time 09:00-11:00

Players see Coaching

Repeats From Mon, Oct 12, 2026, with no end date

Removing a repeating block removes it on every date. To
change it, remove it and block the time again.

Keep block Remove block

LN S

Removing a block

Weather closure

When rain or a storm stops play, click Weather closure to cancel every booking on some or all courts
for a time range at once.
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Weather closure X

B LUUIL T B LUUILZ B LUUILD [ | FdUEl T |__J) DAUIIITIWOIT A

REASON (SHOWN TO PLAYERS)

Bad weather ‘

REFUND

——

Of what each player has paid. Online payments are refunded through the
payment gateway.

Email the players about the cancellation

Also block this time so nobody can book it

Players see "Closed (weather)”. Remove the block in the calendar to reopen.

3 bookings will be cancelled

16:00-17:30 Court 2 - Petros Kyriakou not paid
18:00-19:00 Court 1 - Chris Savva not paid
19:00-20:00 Court 3 - Sophie Lee not paid
Cancel Cancel 3 bookings

L 7

Closing the outdoor courts for the rest of the day

1. Choose the Date and the time, From and Until. Bookings that overlap the range and haven't
finished are included.

2. Untick the Courts that stay open (for example indoor courts).
3. Edit the Reason (shown to players), for example Thunderstorm.

4. Set the Refund: 100% is suggested; lower it if, for example, half the game was played. It applies
to what each player has paid; online payments are refunded through the payment gateway.

5. Keep Email the players about the cancellation ticked to send each player the usual cancellation
email with your reason.
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6. Also block this time so nobody can book it adds a block shown to players as Closed (weather).
Remove it from the calendar to reopen. Untick it to make the courts bookable again straight away;
players waiting for a court are then told.

7. The list shows every booking that will be cancelled and the refund. Click Cancel N bookings.

A message then says how many bookings were cancelled and how much was refunded. The closure is
recorded with the location.

ManageCourt User Guide - v0.1.0 56/120



Bookings list

Every booking in one searchable, filterable table, with CSV export.

ManageCourt - Bookings lists all bookings, newest first.

Bookings

Q_ search reference or player =)

BOOKING

MC-EK984T
MC-TMG95A
MC-E2EVBS
MC-EWCRKT
MC-GFTNX3
MC-84GYFV
MC-Z2B6NM
MC-JL5DU8
MC-UAD8UA
MC-TQNPWR
MC-WE2CFD

MC-Z964EC

MA_veuaon

MC-QJ3M3F
MC-T3SW5C
MC-6WGSD2
MC-TMKUWE
MC-JL4A22
MC-RW2WDT
MC-W64K82
MC-NDKS9U
MC-VN5AHG
MC-B2GGT2

MC-3696UL

The bookings list

ManageCourt User Guide - v0.1.0

DATE & TIME

Mon, Sep 28, 2026 -

Mon, Sep 28, 2026

Mon, Sep 28, 2026

Mon, Sep 28, 2026

Mon, Sep 28, 2026

Mon, Sep 28, 2026

Mon, Sep 28, 2026

Tue, Sep 29, 2026

Tue, Sep 29, 2026

Tue, Sep 29, 2026

Tue, Sep 29, 2026

Tue, Sep 29, 2026

Can 90 2002

Tue, Sep 29, 2026 -

Wed, Sep 30, 2026

Wed, Sep 30, 2026

Wed, Sep 30, 2026

Wed, Sep 30, 2026

Wed, Sep 30, 2026

Wed, Sep 30, 2026

Wed, Sep 30, 2026

08:00-09:00

- 09:00-10:00

-10:00-11:00

-12:00-13:00

-17:00-18:00

-18:00-19:00

- 18:30-19:30

- 12:00-13:00

- 17:00-18:00

- 18:00-19:00

- 18:30-19:30

+19:00-20:00

10:20 nnan

20:00-21:00

- 08:00-09:00

- 09:00-10:00

-10:00-11:00

- 19:00-20:00

- 19:30-20:30

- 20:00-21:00

- 20:00-21:00

Thuy, Oct 1, 2026 - 08:00-09:00

Thu, Oct 1, 2026 - 09:00-10:00

Thu, Oct 1, 2026 - 10:00-11:00

COURT
Court 1
Riverside Club

Court 3
Riverside Club

Padel 1
Riverside Club

Badminton A
Riverside Club

Court 3
Riverside Club

Court 1
Riverside Club

Padel 1
Riverside Club

Badminton A
Riverside Club

Court 3
Riverside Club

Court 1
Riverside Club

Padel 1
Riverside Club

Badminton A
Riverside Club

Court 1

Riverside Club

Padel 1
Riverside Club

Court 1
Riverside Club

Court 3
Riverside Club

Padel 1
Riverside Club

Badminton A
Riverside Club

Court 1
Riverside Club

Court 3
Riverside Club

Padel 1
Riverside Club

Court 1
Riverside Club

Court 3
Riverside Club

Padel 1
Riverside Club

BOOKED BY

Nikos Pavlou

Nikos Paviou

Nikos Paviou

Nikos Paviou

Petros Kyriakou

Petros Kyriakou

Petros Kyriakou

Maria Georgiou

Nikos Paviou

Nikos Paviou

Nikos Paviou

Nikos Pavlou

Patran 1

Petros Kyriakou

Chris Savva

Chris Sawva

Chris Savva

Maria Georgiou

Nikos Paviou

Nikos Paviou

Nikos Paviou

Sophie Lee

Sophie Lee

Sophie Lee

PLAYERS

2

N

IS

N

N

N

IS

N

N

N

IS

N

N

[N}

IS

N

N

IS

N

N

IS

- Singles

- Singles

- Doubles

- Singles

- Singles

- Singles

- Doubles

- Singles

- Singles

- Singles

- Doubles

+ Singles

- Doubles

- Singles

- Singles

- Doubles

- Singles

- Singles

- Singles

- Doubles

- Singles

- Singles

- Doubles

Paid

Paid

Paid

Paid

Paid

Paid

Paid

Paid

Paid

Paid

Paid

Paid

Daid

Paid

Paid

Paid

Paid

Paid

Paid

Paid

Paid

Paid

Paid

Paid

PAYMENT

PAGE

Export this page (CSV)

o]

STATUS

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Phanbad in

1+ OF8 «

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

Checked in

»
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Search and filter

e Search by booking reference (e.g. Mc-7k02xD ), player name or email.

¢ Filter by date range, location, payment status (Free, Unpaid, Paid, Refunded, Partly refunded,
Refund to issue, Not charged) and booking status (Awaiting payment, Confirmed, Checked in, No-
show, Cancelled).

e Sort by date, show or hide columns, and change how many rows a page shows, from the view
options.

Click a booking to open the same panel as in the calendar, where you can mark it paid, send a payment
link, check in, record a no-show or cancel.

Booking statuses

Status Meaning

Awaiting An online booking whose court is held while the player pays.
payment

Confirmed Booked.

Checked in The players turned up (recorded by staff).

No-show Nobody turned up.

Cancelled Cancelled by the player, staff, or because an online payment wasn't

completed.
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Payment statuses

Status Meaning
Free Nothing to pay.
Unpaid To be paid at the venue, or online payment not made yet.
Paid Paid at the venue or online.
Refunded / Partly Money returned after a cancellation.
refunded
Refund to issue A refund is owed but couldn't be made automatically — refund it in
WooCommerce.
Not charged Cancelled before anything was paid.
Export

Export this page (CSV) downloads the bookings shown on the current page. For a full period, use
Export bookings (CSV) in Reports.
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Today

The front-desk screen: today's bookings, courts booked, money to collect, what needs attention and

who is waiting for a court.

ManageCourt = Today is the first screen staff see. It shows one location for the current day and

refreshes itself every minute. If you have several locations, choose one at the top; Open calendar jumps

to the full day view.

TOday Monday, October 19

Bookings today

8

24 players - 0 checked in

Today's bookings

Padel 1
07:00=08:30: o e Kyriakou +3
08:00-09:00 Court 1

YRS Maria Georgiou +1
10:00-11:30  Court?

Petros Kyriakou +3
11:00-12:00 Badminton A

Eme Sophie Lee +1
13:00-14:30 Padel 1
R Nikos Paviou +3

Court 2
180079730 s Kyriakou +3
18:00-19:00 Court1

T Chris Savva +1
19:00-20:00 ~ CoUnt3

Sophie Lee +1

Today at a location

ManageCourt User Guide - v0.1.0

Courts booked

13.3%

10 of 75 open hours

To collect

€40.00

€0.00 collected

Confirmed  Unpaid

Confirmed  Free

Confirmed  Unpaid

Confirmed  Free

Confirmed Unpaid

Confirmed  Unpaid

Confirmed  Unpaid

Confirmed Free

Riverside Club v

Waiting for a court

1

next 7 days

Courts booked by hour
100%
75%

50%

~all al
o i= B=AA
7 9

1 13 18 17 19 21

Needs attention

1 played booking not paid (last 14 days)
Mon, Oct 19, 2026 - 07:00 Petros Kyriakou - Padel 1 €8.00

Waiting for a court

Chris Savva Tue, Oct 20, 2026 - 18:00-21:00 - 60 min - any court

Open calendar
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The figures at the top

Tile What it shows
Bookings Bookings starting today (not cancelled), with the number of players and
today how many are checked in.

Courts booked Share of today's open court hours that are booked, e.g. 17.3% — 8.5 of 75
open hours. Blocked time isn't counted.

To collect What's still to be paid for today's bookings, and how much has been
collected.
Waiting for a Players with an alert for the next 7 days.
court
Today's bookings

Every booking of the day in time order, with court, the player who booked (and how many others), status
and payment. The next booking to start is highlighted. Click one to open its panel and mark it paid,
check players in, record a no-show or cancel.

Courts booked by hour

A small chart of how busy each hour of the day is. Hover over a bar for the exact figure.

Needs attention

¢ Refunds to make by hand — cancelled online bookings whose refund couldn't be made
automatically. Refund them in WooCommerce. See Refunds.

¢ Played bookings not paid (last 14 days) — bookings that have already happened and are still
unpaid. Click one to mark it paid.

When everything is in order this box says Nothing to follow up.

Waiting for a court

Who has asked to be told when a court frees up in the next 7 days: name, day, time range, duration and
court. See Waitlist alerts.
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NOTE

Today needs the View reports permission. Staff without it open ManageCourt on the calendar
instead. See Roles and permissions.

ManageCourt User Guide - v0.1.0 62/120



Reports

How busy your courts are, revenue booked and collected, cancellations, no-shows, busiest times, most
active players — for any period, with CSV export.

ManageCourt - Reports covers any period up to a year, for one location or all of them.

Reports
LOCATION PERIOD
All locations ~ Last 30 days Export bookings (CSV)
Courts booked Bookings Booked value Collected Cancellations

6.1% 134 €1,829.00 €1,789.00 (o}

136 of 2213 open hours - 7 h 0 online - 134 by staff €40.00 still unpaid after €0.00 refunded 0 late
blocked
No-shows
1 player waiting for a court
Courts booked per day
100%
75%
50%
25%
- Y T T | P 7T 7 7 | T [ 1 [ 7 pempes |
20 21 22 23 24 25 26 27 28 29 30 01 02 03 04 05 06 07 08 09 10 n 12 13 14 15 16 17 18 19
» Show as a table
Busiest times
Share of open court time booked, by weekday and starting hour.
7 8 9 10 M 12 183 14 15 16 17 18 19 20 21 22
Mon
Tue
Wed
Thu
Fri
Sat
sun
0% EEEEEENEN 100%  Closed
Courts Most active players
% Booked Booked Player Bookings made No-shows
Court Bookings / Courts booked v ing W
open h value
Nikos Paviou 34 1
Court 1- Riverside 37 375/ 444 . 8.4% €288.00
Club Petros Kyriakou 31 0
Court 3 - 35 35/441 . 7.9% €272.00 Chris Savva 25| 3
Riverside Club
Sophie Lee 25 4
Padel 1 Riverside 36 37 /444 . 8.3% €1,069.00 . .
Maria Georgiou 19 0
Club
Badminton A - 25 25/444 . 5.6% €192.00
Riverside Club
Court 2 - 1 15/ 440 . 0.3% €8.00
Riverside Club
Sports Payment methods
Tennis 73 Pay at venue 131
Padel 36 No payment needed 3
Badminton 25

Reports for the last 30 days
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Choose what to see

e Location — one location, or All locations (Court Managers limited to some locations see only

theirs).

e Period — Last 7 days, Last 30 days, This month, Last month, Next 7 days (what's booked

ahead) or Custom dates.

The figures
Tile

Courts
booked

Bookings

Booked value

Collected

Cancellations

No-shows

Meaning

Booked hours + open, bookable hours. Blocked time counts neither way and
is shown separately.

Bookings not cancelled, split into online (made by players) and by staff.

The price of the bookings in the period, not counting cancelled ones, and
how much of it is still unpaid.

Money received for those bookings minus refunds (kept late-cancellation
fees included), and refunds still pending.

How many were cancelled, and how many of those were late.

Bookings nobody turned up for, and how many players are waiting for a
court.

Figures are grouped by the day the booking takes place, in each location's local time.

Example: in October a player booked and paid €20 for 15 October, then cancelled late and was
refunded 50%. October shows €0 booked value (the booking was cancelled), €10 collected (the fee
kept) and 1 late cancellation.

Courts booked per day

A bar for each day of the period. Hover over a bar for the date, the share booked and the number of

bookings, or open Show as a table for all the numbers.

Busiest times

A grid of weekday x starting hour: the darker the cell, the larger the share of open court time that's

booked. Grey cells were closed. Use it to set peak prices (time bands), staff the desk, or plan coaching
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in quiet hours.

Tables

e Courts — bookings, booked and open hours, share booked and booked value for each court.

¢ Most active players — who made the most bookings, and their no-shows. Click a name to open
their profile.

e Sports and Payment methods — how bookings split.

Export bookings

Export bookings (CSV) downloads every booking in the period and location — including cancelled
ones, so totals reconcile — with reference, date and times, location, court, sport, booker and email,
players, status, payment status and method, total, paid and refunded amounts, currency, how it was
made and when. The file opens correctly in Excel (UTF-8) and amounts are in euros/your currency, not
cents.

NOTE

Reports need the View reports permission (administrators and Court Managers by default).
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Players

One directory of members and your club list, player profiles, adding players, importing a spreadsheet,

exporting, and inviting club-list players to create an account.

ManageCourt - Players lists everyone who can play:

e Members — people with a WordPress account on your site (they can make bookings).

e Club list — players you've added by hand or imported, who may not have an account. They can

be added to bookings and invited to sign up.

P|ayer5 Export club list | Import CSV ‘
Q search ‘ Everyone ~
Name Type Email Phone [ member no.
admin Member admin@localhost.com
Andreas Christou Club list andreas@example.test +357 99 895322 - M-104
Chris Savva Member chris@example.test
Elena Stavrou Club list elena@example.test
Front Desk Member desk@example.test
George Neophytou Club list +357 99 785399 - M-106
Katerina loannou Club list katerina@example.test +357 99 111379 - M-105
Maria Georgiou Member maria@example.test
Nikos Paviou Member nikos@example.test
Petros Kyriakou Member petros@example.test
Sophie Lee Member sophie@example.test

The players directory

Search by name, email, phone or member number, and filter Everyone | Members [ Club list.

Player profiles

Click a name to open the profile.
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Petros Kyriakou

Member Subscriber

10 31 0
Upcoming Played No-shows
0

Late

cancellations

Email petros@example.test
Member since Mon, Oct 19, 2026
Player search  Visible (their choice)

Account Edit user

STAFF NOTES

Only staff see these.

Upcoming bookings

Mon, Oct 19, 2026 - 10:00 Court 1 - Riverside Club Confirmed

Mon, Oct 19, 2026 - 11:00 Badminton A - Riverside Club
Confirmed

Mon, Oct 19, 2026 - 16:00 Court 2 - Riverside Club Confirmed

Tue, Oct 20, 2026 - 19:00 Badminton A - Riverside Club
Confirmed

Wed, Oct 21, 2026 - 12:00 Badminton A - Riverside Club
Confirmed

Mon, Oct 26, 2026 - 16:00 Court 2 - Riverside Club Confirmed

Mon, Nov 2, 2026 - 16:00 Court 2 - Riverside Club Confirmed

A player profile

e Upcoming [ Played /| No-shows [ Late cancellations at a glance.
¢ Upcoming and recent bookings — click one to open it in the calendar.
o Staff notes — only staff see these (for example "left-handed, prefers clay").

e For club-list players: name, email, phone, member number, and Appears in player search: Club
default (follows Settings - Privacy & data), Yes — the player agreed, or No. You can also delete
them; their past bookings keep their name.
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e For members: their email, since when they're a member, whether they appear in player search —
their choice or club default (staff can't change it), and a link to edit the WordPress user.

Add a player

Click Add player, enter the name and any of email, phone and member number, and tick The player
agreed to appear in player search if they did; otherwise they follow the club default.

Import a spreadsheet

Use Import CSV to add many players at once — for example your membership list exported from Excel
or Google Sheets.

1. Upload

Choose a CSV file with a header row. Separators , , ; and tabs are detected automatically. Files from
Excel in Greek (Windows-1253) or other legacy encodings work: if the file isn't UTF-8 you'll be asked to
choose its encoding.

Import players from CSV X

Use a CSV file with a header row, e.g. exported from Excel or Google Sheets. Players are matched to your existing club list by email, or by member
number when there is no email.

CSV FILE

Choose File | sample-players.csv

Cancel Next: match columns

Step 1: choose the file

Example file:

First name;Last name;Email;Mobile;Member No.
Ioanna;Charalambous;ioanna@example.com;99 123 456;M-201

Stelios;Andreou;stelios@example.com;99 654 321;M-202

2. Match the columns

ManageCourt guesses which column is which (it recognises English and Greek headers such as Ovoua,
Enwvuuo, TnAgpwvo). Check each field; choose Don't import for columns you don't need. If your file
has one Name column, map it to Full name (split automatically): the last word becomes the last name.
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Import players from CSV X
4 player rows found. Tell us which column holds what.
FIRST NAME LAST NAME

First name ~ Last name ~
FULL NAME (SPLIT AUTOMATICALLY) EMAIL

— Don't import — ~ Email v~
PHONE MEMBER NUMBER

Mobile v Member No. v
NOTES

— Don't import — ~

First name Last name Email Mobile Member No.

loanna Charalambous ioanna@example.test 99123 456 M-201

Stelios Andreou stelios@example.test 99 654 321 M-202

Elena Stavrou elena@example.test

“

Step 2: match the columns

3. Review

See how many players are new, how many are already in the club list and how many can't be
imported (with the line number and reason: no name, invalid email, or the same player twice in the file).

Import players from CSV
2 1
New players Already in the club list

PLAYERS ALREADY IN THE CLUB LIST
O Skip them (keep what's stored)

(O Update them with the file's details (empty cells are ignored)

1

Can't be imported

[ ] These players agreed to appear in player search, so members can add them to bookings

ONLY AT THESE LOCATIONS (NONE TICKED = ALL LOCATIONS)
|| Harbour Padel Centre

[:J Riverside Club

¥ Rows that can't be imported
Line 5: Invalid email (Anna K)

Step 3: review and choose options

ManageCourt User Guide - v0.1.0
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e Players are matched to your club list by email, or by member number when a row has no email.

e For players already in the list choose Skip them or Update them with the file's details. Empty
cells never erase what's stored.

e Tick These players agreed to appear in player search only if they did; otherwise they follow the
club default.

e With several locations, you can make the imported players available only at some locations.

Click Import. The summary shows how many were added, updated, skipped and not imported.

Export the club list

Export club list downloads all club-list players as a CSV (UTF-8, opens in Excel).

Invite a club-list player to create an account

Members can book online and see their history; club-list players can't. To turn a club-list player into a
member:

1. Open their profile and make sure their email is filled in.

2. Click Send invitation. They get an email with a Create my account button. The link works for 7
days and only once.

3. They choose a password on your My bookings page and are logged in straight away. Every
booking they played as a club-list player moves to their new account, and their player-search
choice carries over too (without one, they follow the members' default).
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Riverside Sports Club

You're invited

Hi Andreas Christou,

Riverside Sports Club invites you to create a player account, so you can
book courts online and see all your bookings, including the ones you have
already played.

This invitation expires on October 26, 2026.

Create my account

This email was sent by Riverside Sports Club.

The invitation email
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Create your player account

Hi Andreas! Riverside Sports Club invited
you to book courts online. Choose a
password to finish.

You'll log in with andreas@example.test.

Password

At least 8 characters.

Repeat password

~J Show password

Create my account

The sign-up form the player sees

IMPORTANT

Invitations need your My bookings page to be set in Settings - Emails, because that's where the
sign-up form appears.

If someone with that email already has an account, ManageCourt offers Link to member instead: the
club-list player and their bookings are linked to the existing member.
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Need a new invitation? Click Send a new invitation — the old link stops working.
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Waitlist alerts

Players ask to be told when a court frees up at the time they want; everyone waiting is emailed as soon
as a matching slot becomes free.

When the times a player wants are taken, they can ask ManageCourt to email them if a court frees up.

How players set an alert

Under the free times, players see Can't find a time? Tell me when a court frees up. They choose:

e Court — Any court (at this location, for the selected sport) or one court,
e Starting from and Starting before — the time range they can start in,

¢ For — how long they want to play.

Tellme when a court frees up on Mon, Oct 19

Court Starting from Starting before For
Any court v | 18:00 v| | 21:00 v 60min v

Asking to be told when a court frees up

If something matching is already free, they're told straight away which times, so they can book instead.
Players who aren't logged in see a link to log in first.

What happens next

Whenever time becomes free — a booking is cancelled, an online booking isn't paid in time, or staff
remove a block — ManageCourt checks the alerts for that day in the background. Everyone waiting for
a matching slot gets an email at the same time; the first to book wins.

The email lists the free times by court and has a Book now button that opens the booking page on that
day.

e Each player gets one email per newly freed slot, never repeats for the same opening. If the slot
is booked again and later freed again, that's news again.

e An alert ends when the player books in that time range, stops it, or the time passes.
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Players manage their alerts

Active alerts appear at the top of My bookings under Waiting for a court, with Stop alert.

Settings

In Booking rules - Availability alerts (global, per location or per court):

¢ Allow "Notify me" — turn alerts on or off.

e Alerts each player can have at a time — per location, default 5.

Alerts can only be set for dates that are already open for booking. Edit the email under Settings =
Emails - Court available (alert).

Staff see who is waiting on Today and the count in Reports.
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Emails

Which emails ManageCourt sends and when, who gets them, editing the templates with placeholders,
reminders and the club's copy.

ManageCourt sends booking emails in each recipient's WordPress language. Every email has your text
at the top, then an automatic booking details table (when, court, address, game, players, payment,
reference) and a button — Manage my bookings, Pay now or Book now. Player emails about a booking
include a calendar file ( .ics ) that adds it to their phone or computer calendar; a cancellation's

calendar file removes it.
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Riverside Sports Club

You're booked!

Hi admin,
Sophie Lee booked Court 2 at Riverside Club for Tennis (Singles).
You can cancel for free until December 21, 2026 7:00 pm.

See you on court!

When December 22, 2026, 7:00 pm - 8:00 pm
Court Court 2 - Riverside Club

Address 12 Riverside Avenue, Limassol, 3036, Cyprus
Game Tennis - Singles

Players Sophie Lee, Lucy Coach

Payment Pay at the venue: €8,00 - incl. €1,28 VAT (19%)

Reference MC-Y3W5JP

Manage my bookings

This email was sent by Riverside Sports Club

A confirmation email
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The emails
Email

Booking
confirmed

Booking
moved

Booking
cancelled

Reminder

Payment link

Regular
booking
confirmed

Regular
booking
cancelled

Invitation to
create an
account

Court available

(alert)

New booking
(to the club)

Cancelled
booking (to
the club)
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Sent when

A booking is made — or, for online payment, when
the payment arrives

Staff move a booking to another court or time (they
can untick Email the players). Shows where it was
({old_court}, {old_date}, {old_time}) and the new
details, with an updated calendar file

A booking is cancelled (staff can untick Email the
players)

A set time before the start (Settings - Emails -
Send reminders)

Staff send a link to pay online

A regular booking is made: one email listing every
date booked and the dates skipped (instead of one
confirmation per session)

A session and all following ones are cancelled: one

email listing the cancelled dates

Staff invite a club-list player

A matching court frees up

Every new booking, if Email the club is on

Every cancellation, if Email the club is on

To

Booker, or
everyone in the
booking (see
below)

Same as above

Same as above

Same as above

Booker

Same as Booking

confirmed

Same as above

That player

Players waiting for
it

Club email

Club email
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Who gets booking emails is the Booking emails go to rule: only the player who booked, or everyone in
the booking with an email address (members always have one; club-list players and guests only if an
email was given).

No emails are sent for an online booking that is never paid.

Sending settings

ManageCourt - Settings - Emails, top section:
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Settings

Booking rules Emails General Privacy & data
Sending
SENDER NAME SENDER EMAIL
| |

Leave empty to use the WordPress default. Use an
address on your domain so emails are not marked
as spam.

SEND REMINDERS

24 hours before ~

@ ) Email the club about new and cancelled bookings

“MY BOOKINGS" PAGE (LINKED FROM EMAILS)

‘ My bookings ~

The page where you added the My Court Bookings block.

Templates

Booking confirmed [ Booking cancelled ‘ [ Booking moved l | Reminder ‘ Click Preview to see this email with your latest booking.

l Payment link ‘ ‘ Invitation to create an account ‘ ‘ Court available (alert) ‘

l Regular booking confirmed H Regular booking cancelled H New booking (to the club) |

Cancelled booking (to the club)

Sent when a booking is made. Goes to the booker or all players, depending on the “Booking emails go to"
rule.

@ send this email

SUBJECT

Your court is booked: {court_name}, {date} at {start_time} ‘

HEADING

You're booked! ‘

MESSAGE

Hi {recipient_name},

{booker_name} booked {court_name} at {location_name} for {sport} ({format}).

{cancellation_terms}

See you on court!

4

Booking details (date, court, players, payment, reference) and a “Manage my bookings" button are added
below automatically.

PLACEHOLDERS

{recipient_name} {booker_name} {site_name} {location_name} {location_address}
{court_name} {sport} {format} {date} {start_time} {end_time} {players}

{amount} {payment} {reference} {cancellation_terms} {refund_amount}
{cancel_reason} {manage_url} {payment_url} {vat} {inviteurl} {invite_expires}
{times} {booking_url} {sessions} {skipped} {repeat} {old_date} {old_time}
{old_court}

Preview Send me a test
Reset to default text

The default texts are translated automatically into each recipient's language. Custom texts can be
translated with WPML o Polylang (String Translation).

Email settings and templates

ManageCourt User Guide - v0.1.0
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Setting

Sender name / Sender email

Send reminders

Email the club about new and
cancelled bookings + Club
email

"My bookings" page

Edit the templates

Meaning

Who emails come from. Use an address on your own
domain so emails aren't marked as spam.

Off, or 2, 4,12, 24 or 48 hours before the start. Bookings
made after the reminder time get no reminder (they just got
the confirmation).

A copy to the club; defaults to the site admin email.

The page with the My Court Bookings block. Email
buttons, reminders and invitations link here.

Below the settings, pick a template and edit its Subject, Heading and Message. Turn Send this email
off to stop sending it. Preview shows it with a real booking; Send me a test emails it to you; Reset to
default text brings back the original wording.

Use placeholders in curly brackets; they're replaced for each email. Unknown placeholders are left as

typed so you can spot typos.

ManageCourt User Guide - v0.1.0
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Placeholder
{recipient name}
{booker name}
{site name}

{location name} [

{location address}
{court name}
{sport} | {format}

{date} | {start_time} /

{end_time}

{players}

{amount} [ {payment}
{vat}

{reference}
{cancellation terms}

{refund amount} |

{cancel reason}
{manage_url}
{payment_url}

{invite url} /[

{invite expires}
{times} | {booking url}

{repeat} | {sessions} |/

{skipped}

{old court} /[ {old date} /

{old time}

ManageCourt User Guide - v0.1.0

Example

Maria Georgiou
Petros Kyriakou
Riverside Sports Club

Riverside Club / 12 Riverside Avenue, Limassol

Court 1

Tennis [ Doubles

11 October 2026 / 18:00 / 19:30

Maria Georgiou, Nikos Pavlou, John Smith
€24.00 / Pay at the venue: €24.00

incl. €3.83 VAT (19%)

MC-7KQ2XD

Free cancellation until 10 October, 18:00.

A refund of €24.00 will be issued. [ Reason: court
maintenance

Link to My bookings
Link to pay online (payment link email)

Sign-up link and its expiry date (invitation email)

Free times and the link to book (alert email)

every Tuesday [ the list of dates [ the dates that weren't
free (regular booking emails)

Where a moved booking was: Court 1 /11 October 2026
/ 18:00 (Booking moved email)
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Example — friendlier confirmation:
Subject: See you on court, {recipient name}! {court name}, {date} at {start_ time}

Message: {booker name} booked {court name} for {sport}. Please arrive 10 minutes

early. {cancellation terms}

On multilingual sites, edited templates can be translated with WPML or Polylang — see Multilingual
sites.

TIP

If emails don't arrive, see Troubleshooting.
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The player experience

What players see: choosing a time, adding players, paying, My bookings, cancelling, alerts and
accepting an invitation.

This section walks through your website as a player sees it. It's useful for answering players' questions
and for checking your setup.

Choose a time

On the Book a court page players see the location at the top: its name, address and amenities, over its
featured image if it has one (on a location's own page the theme already shows these, so they're left
out). Then:

1. Sport, length (for example 60 min [ 90 min) and day — the next 14 days, with arrows to scroll.

2. Court — a row of cards, one per court, with the court's featured image (or its initials when it has
none), surface, Indoor | Floodlit and how many start times are free. The row scrolls sideways when
there are more courts than fit. Any court (the default) shows every time at which at least one
court is free.

3. Time — only free start times are shown, grouped into Morning, Afternoon and Evening. Blocks
with a label are listed under them, for example Court 2 - 09:00-11:00 - Coaching or All courts -
14:00—23:00 - Closed (weather).

4. With Any court, the panel beside the times lists the courts that are free at that time, and the
player can choose one (the first is selected). Then Continue. On phones the choice and Continue
stay in a bar at the bottom of the screen.

Anyone can look; booking needs an account.
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Riverside Sports Club Bookacourt Cart Checkout Myaccount Mybookings Ourlocations SamplePage Shop & W

Book a court

Riverside Club

12 Riverside Avenue, Limassol

Café/bar  Floodlights = Parking = Showers

Tennis Padel Badminton m 90 min

Mon TuE (EMESR THU FRI SAT SUN MON TUE WED THU FRI  SAT  SUN
October 19 20 @4l 22 23 24 25 26 27 28 29 30 31 1

e Cc2
FZ i | : =
Any court Court 1 Court 2 Court 3
Any free court Clay - Floodlit Clay Hard - Floodlit
31freetimes 25free times 31free times 25 free times

Wednesday, October 21- 60 minutes

18:00-19:00

MORNING 07:00) FO7:308 N08:008 F08:30° FO9:008 M09 308 MI0:004 N10:50 Wednesday, October 21

11:00 11:30 2 courts are free. Choose one:
c2 Court 2 ®
AFTERNOON 12:00 12:30 13:00 13:30 14:00 14:30 15:00 15:30 Clay
16:00 16:30 _. Court3

B |, rioodit o

EVENING  17:00 17:30 18:30 19:00 19:30 20:00 20:30

20008 R2iE508 §22:00)

Can't find a time? Tell me when a court frees up

Riverside Sports Club Blog Events
About Shop
FAQs Patterns
Authors Themes

Twenty Twenty-Five Designed with WordPress

Choosing a court and time: Any court, 18:00, three courts free
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Riverside Sports Club Bookacourt Cart Checkout Myaccount Mybookings OQurlocations SamplePage Shop & W

Book a court

Riverside Club

12 Riverside Avenue Limassol
Café/bar = Floodlights = Parking = Showers

Tennis Padel Badminton m 90 min

MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT SUN
October (CH 20 21 22 23 24 25 26 27 28 29 30 31 1

Cc2

Any court Court1 Court2 Court 3
Any free court Clay - Floodlit Clay Hard - Floodlit

Visitors who aren't logged in see the same page and are asked to log in to book

TIP

Give your location and courts a featured image (in WordPress, on the location or court edit
screen) for the banner and the court cards. Without images the page still looks complete.

Add players and pay

Next, players choose the format (for example Singles or Doubles) and add the other players:

e Members and club-list players who can be found in the player search (who can be found) —
type two letters of a name;

e Guests — type a name and choose Add ".." as a guest (a guest fee may apply).

The summary on the right shows the court, time, every price line, the total and VAT, and the cancellation
terms. If both payment methods are allowed, players choose Pay at the venue or Pay online now.
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Riverside Sports Club Bookacourt Cart Checkout Myaccount Mybookings Ourlocations SamplePage Shop & W

Book a court

<« Change time
TENNIS - SINGLES

Who's playing? Wednesday, October 21-09:00-

Court 1-Riverside Club

admin Guest fee - Anna Guest €8.00
You

Total €8.00
Anna Guest Remove Includes VAT 19% €128
Guest

Free cancellation until Tue, Oct 20, 09:00.
Regular booking

0 Book this every Wednesday Confirm booking - €8.00

How would you like to pay?

[ Pay at the venue ]

O Payonline now

Riverside Sports Club Blog Events
About Shop
FAQs Patterns
Authors Themes

Twenty Twenty-Five Designed with WordPress

Adding players: the price updates as they go

Book every week

Where the club allows it, players can tick Book this every Tuesday (the weekday they chose) and pick
how often and how many sessions. Every date is checked and listed before booking. See Regular
bookings.
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Booking confirmed

With Pay at the venue (or a free booking) the booking is confirmed straight away and a confirmation
email is sent. With Pay online now the player continues to the payment page first — see Payments.

Riverside Sports Club Bookacourt Cart Checkout Myaccount Mybookings Ourlocations SamplePage Shop & W

Book a court

You're booked!
Court 1- Wednesday, October 21-09:00-10:00

Reference MC-D2QBEB. Please pay €8.00 at the venue.

Book another court View my bookings

Riverside Sports Club Blog Events
About Shop
FAQs Patterns
Authors Themes

Booking confirmed

My bookings

The My bookings page shows upcoming and past bookings, including ones the player was added to by

someone else.
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Riverside Sports Club

My bookings

WED

21

oCT

THU

OCT

TUE

NOvV

09:00-10:00 - Court 1
Tennis - Singles - Riverside Club
Anna Guest

Free cancellation until Tue, Oct 20,
09:00

Pay at venue - €8.00

Cancel

10:00-11:00 - Court 1

Tennis - Singles - Riverside Club

Ben Guest

Free cancellation until Wed, Oct 21, 10:00

Paid

Cancel

19:00-20:00-Court 2
Tennis - Singles - Riverside Club
One-off

Free cancellation until Mon, Nov S,
19:00

Pay at venue - €8.00

Cancel

Let other members add you to their bookings
When on, members can find you by name in the player search. Your
email is never shown.

Riverside Sports Club

Twenty Twenty-Five

My bookings

Blog
About
FAQs

Authors

Bookacourt Cart Checkout Myaccount Mybookings Ourlocations SamplePage Shop & W

Events
Shop
Patterns

Themes

Designed with WordPress

e Cancel — allowed until the cancellation deadline; the refund (for online payments) is shown
before confirming. Unpaid online bookings can always be abandoned. For a regular booking,

players choose Only this session or This and all following sessions.

e Regular booking - 3 of 10 — the session's place in a regular booking.

e Complete payment — for an online booking whose payment wasn't finished, while the court is

still held.

e Waiting for a court — active alerts, with Stop alert.

ManageCourt User Guide - v0.1.0
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e Let other members add you to their bookings — players choose whether they appear in the
player search (their email is never shown). Until they choose, the club's default applies.

Notify me

When nothing suits, Tell me when a court frees up creates an alert — see Waitlist alerts.

Accepting an invitation

A club-list player invited by the club opens the link in their email, sees their name and email, chooses a
password, and is logged in with their past bookings already in My bookings.
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Create your player account

Hi Andreas! Riverside Sports Club invited
you to book courts online. Choose a
password to finish.

You'll log in with andreas@example.test.

Password

At least 8 characters.

Repeat password

~J Show password

Create my account

Creating an account from an invitation

Finding locations

The Court Locations block lists your locations with their address, sports, amenities and a Book a court
button, filterable by sport.
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All sports Tennis Padel Badminton

|

Riverside Club
12 Riverside Avenue,
Limassol
Seven floodlit courts by
theriver: clay tennis,
panoramic padel, an
indoor badminton hall
and pickleball.
Tennis  Padel
Badminton

Café / bar - Floodlights -
Parking - Showers

Book a court

The locations directory
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Regular bookings

Book the same court and time every week or every few weeks: how staff and players create a series,
what happens to dates that aren't free, paying and cancelling sessions.

A regular booking (a series) books the same court, time, length and players every week, or every 2, 3
or 4 weeks, for a number of sessions or until a date. It suits weekly games, leagues, school groups and
coaching.

Each session is an ordinary booking: it shows in the calendar, the bookings list and reports, gets its
reminder, can be checked in, paid and cancelled on its own. Sessions show a repeat icon ¢ in the
calendar and a Regular booking - 3 of 10 tag in My bookings.

Who can make one

Who When
Staff Always, from the calendar's New booking, for any number of weeks (up to 52
sessions).

Players Only where the Regular bookings rule is on, and for at most the number of weeks it
allows.

For players, the sessions may be later than the normal booking window: with a 7-day window, a player
can still book every Tuesday for the next 8 weeks. Every other rule applies to each session: opening
hours, durations, notice and limits per player. For example, with "2 upcoming bookings at a time", a
series books 2 sessions and lists the others as skipped.

Dates that aren't free

Before anything is booked, every date is checked. Dates that are already booked, blocked or closed are
shown with the reason, crossed out, and skipped; the free dates are booked. If none is free, nothing is
booked.

Book a series for a player (staff)

In the calendar, click New booking, fill in the booking as usual, then under Repeat:

1. Tick Regular booking.
2. Choose how often: Every week, or every 2, 3 or 4 weeks.

3. Choose when it Ends: After a number of sessions or On a date (the last date it may fall on).
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4. Click Check dates. Every date is listed with its price, and the ones that aren't free show why.

5. Click Create N sessions.

r ]
New booking X
Tue, Nov 3, 2026 €8.00
FaeNov-102026 This time is already booked.
Tue, Nov 17, 2026 €8.00
Tue, Nov 24, 2026 €8.00
Tue, Dec 1, 2026 €8.00

9 sessions will be booked (€72.00 in total). 1 date is skipped.

INTERNAL NOTES

Ignore booking rules (window, limits, opening hours, player count)

Double bookings and blocked times are always refused.

|| The player pays each session online

Sessions are confirmed now; the player pays each one from My bookings.

Cancel Create 9 sessions

W J

Checking the dates of a regular booking

Changing anything in the form (court, time, players...) clears the list, so check the dates again before
creating.

With WooCommerce active, tick The player pays each session online to let the player pay each
session from My bookings; otherwise they pay at the venue.
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The player gets one summary email listing every date booked and any dates skipped, instead of one

confirmation per session.

See a series (staff)

Open any session in the calendar. The Repeats line shows Every week - session 3 of 8; click View all

sessions to list every date with its status, plus the dates that were skipped.

Booking MC-SGS45W X

Confirmed Unpaid - venue Booked by staff

When Tue, Oct 20, 2026, 19:00 - 20:00

Court Court 2 - Riverside Club

Format Tennis - Singles

Booked by Sophie Lee sophie@example.test

Payment Pay at venue

Repeats Every week - session 10f 9
Tue, Oct 20, 2026 « Confirmed
Tue, Oct 27, 2026 Confirmed
Tue, Nov 3, 2026 Confirmed
Tue, Nov 17, 2026 Confirmed
Tue, Nov 24, 2026 Confirmed
Tue, Dec 1, 2026 Confirmed

Players

Sophie Lee % Member sophie@example.test €0.00

Lucy Coach Guest €8.00

Total €8.00

incl. VAT 19% €1.28

Acrtivity

l Email payment link H Move

Cancel booking

A session of a regular booking in the booking drawer
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Book every week (players)

After choosing a time and players, players see Regular booking:

1. Tick Book this every Tuesday (the weekday of the chosen date).

2. Choose How often and the Number of sessions. The number is limited by the rule's maximum
weeks.

3. The summary lists every date, with the price of each and the dates that will be skipped.

4. Click Book N sessions.
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Riverside Sports Club Bookacourt Cart Checkout Myaccount Mybookings Ourlocations SamplePage Shop & W

Book a court

< Change time
~-<hangetime TENNIS - SINGLES

Who's playing? Saturday, October 24 - 18:00-19:00
Singles - 2 Doubles - 4 Court 3 - Riverside Club
Guest fee - Tom Guest €8.00
admin
Yoii Total €8.00
Includes VAT 19% €128
Tom Guest Remove
Guest Sat, Oct 24 €8.00
. Sat, Oct 31 €8.00
Regmar b?OKIng SatNev# This time is already booked
Book this every Saturday Sat, Nov 14 €800
How often Number of sessions Sat, Nov 21 £€8.00
Every week v [ 6 S ] Sat, Nov 28 €8.00

How would you like to pay? 1 date is not free and will be skipped.
w would you i y?

] 5 sessions €40.00

[ ® Pay atthe venue
Each session is paid separately at the venue.

O Pay online now
Each session can be cancelled onits own,
following these terms: Free cancellation until
Fri, Oct 23, 18:00.

Book 5 sessions

Riverside Sports Club g e
About Shop
FAQs Patterns
Authors Themes

Twenty Twenty-Five Designed with WordPress

Booking every week as a player
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Your regular booking is set!
Court 3- Every Saturday - 18:00-19:00
5 sessions booked:
Oct24 Oct31 Novls Nov2l Nov28

Skipped (not free): Nov 7

Book another court View my bookings

Riverside Sports Club Blog Byt
About Shop
FAQs Patterns
Authors Themes

Twenty TwentyfF\ve Deswg ned with WordPress

The regular booking confirmed

Paying

Each session has its own price and payment, worked out from your price plan for that date (so, for
example, a member's free bookings each week still apply).

e Pay at the venue: each session is paid when the player comes.

¢ Pay online: sessions are confirmed straight away (courts aren't held). In My bookings, each
session has Complete payment, which opens the WooCommerce payment page for that session
only. Staff can still Mark as paid or Email payment link for any session.

Cancelling

One session. Cancel it like any other booking: the player from My bookings (within the cancellation
deadline), staff from the booking drawer. The rest of the series is untouched.

This and all following sessions. When cancelling a session that has later sessions, the player and staff
choose:

e Only this session, or

¢ This and all following sessions.
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18:00-19:00 - Court 3
_ Tennis - Singles - Riverside Club

24 Regular booking - 1 of 5 Pay at venue - €8.00

oCT Tom Guest

Free cancellation until Fri, Oct 23,
18:00

O Only this session :
sessions

Cancel these sessions? Keep it Yes, cancel

Cancelling a session and every later one

[ - Thisandall following ]

For players, each session follows the cancellation policy: a session that is already past the deadline
stays booked, and the player is told how many could not be cancelled. Staff cancel them all, with the
refund percentage they choose applied to every paid session.

The players get one email listing the cancelled dates.

NOTE

To change the time or court of a series, cancel the remaining sessions and book a new series.
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Blocks and shortcodes

Put booking, My bookings and the locations list on any page with blocks or shortcodes, and control
which location and sports they show.

ManageCourt adds three blocks to the WordPress editor (search for "court" in the block inserter). Each
has a shortcode for page builders and classic themes.

Court Booking

The booking page: location banner, court cards, free times and the booking steps.

Block setting Shortcode attribute Meaning

Location (Players choose the location="123" Show one location only (its

location by default) ID).

Sports shown (none = all) sports="tennis, padel" Only these sports (sport
slugs).

Show prices — Hide prices if you don't want

them on this page.

Colour — An accent colour for this block
only.

[managecourt]
[managecourt location="123"]

[managecourt location="123" sports="padel"]
The location ID is the number in the address bar when you edit the location ( post.php?post=123 ).
My Court Bookings
The player's upcoming and past bookings, cancellations, payments and alerts. Put it on its own page

and choose that page in Settings - Emails - "My bookings" page.

[managecourt view="my-bookings"]
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Court Locations

A directory of your locations with address, sports, amenities and a Book a court button, filterable by
sport. Block settings: Sports shown (only locations with these sports) and Colour.

[managecourt view="locations"]

Location pages

Each location also has its own page automatically (for example
https://yourclub.com/locations/riverside-club/ ) showing its details and the booking page for its
courts. Block themes can change its layout in Appearance - Editor - Templates = Single location.

Look and feel

ManageCourt uses your theme's fonts and colours automatically, so it fits your site without styling. To
use a different accent colour on one block, set Colour in its block settings.

Riverside Sports Club Bookacourt Cart Checkout Myaccount Mybookings Ourlocations SamplePage Shop & B

Riverside Club

The booking block in the Twenty Twenty-Five theme
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Roles and permissions

What administrators and Court Managers can do, and how to limit a Court Manager to some locations.

Roles

ManageCourt adds a Court Manager role for front-desk staff and gives administrators every
ManageCourt permission.

Can... Administrator Court
Manager

See Today and Reports (including money) v v

Use the Calendar and Bookings: book for players, mark v v

paid, check in, no-show, cancel, block courts
Use Players: profiles, add, import, export, invite v v

Edit Locations, Courts, Sports, Surfaces, Amenities and v —
their booking rules

Edit Price plans and Settings (global rules, emails, VAT, v —
data)

Give someone the role in Users - Edit user - Role - Court Manager. A Court Manager has no other
access to your site's content.

Limit a Court Manager to some locations
On the Court Manager's profile (Users = Edit user), the ManageCourt section lists your locations. Tick

the ones they manage; leave all unticked for every location. Only administrators can change this.

Locations this person [J Harbour Padel Centre
manages Riverside Club

Leave all unticked to let them manage every location. They only see bookings, calendars, players' bookings and reports for the
locations ticked here.

Choosing which locations a Court Manager manages

A limited Court Manager only sees and changes bookings, calendars, Today and Reports for their
locations, and only those locations' bookings on player profiles. The players directory itself is shared.
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Permissions for developers

The permissions are WordPress capabilities, so a role editor plugin can mix them into your own roles:

Capability Allows

managecourt manage bookings Calendar, bookings, blocks

managecourt manage players Players directory, import, invitations

managecourt view reports Today and Reports

managecourt manage locations Locations, courts, sports, surfaces, amenities, their rules

managecourt manage settings Global settings and price plans
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Settings

Every option under ManageCourt = Settings, plus background jobs and what happens when you
deactivate or delete the plugin.

ManageCourt - Settings has four tabs.

Booking rules

The global rules every location and court start from. See Booking rules.

Emails

Sender, reminders, the club's copy, the My bookings page and every email template. See Emails.

General

Settings

Booking rules Emails General Privacy & data

CURRENCY (3-LETTER CODE)

EUR

WooCommerce is active, so its currency is used instead.

@ ) Apply the booking rules when staff move a booking

On: a booking can only be moved to a time players could book (opening hours, booking window, notice,
limits). Off: like staff bookings, only double bookings and blocks are refused.

BOOKING REFERENCE PREFIX

|

e.g. MC- gives references like MC-7KQ2XD

TAX CLASS FOR BOOKINGS

Standard rate ~

WooCommerce taxes are on, so bookings use its rates for your shop address (now 19%). Prices you enter
include tax.

General settings
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Setting Meaning

Currency (3-letter Used when WooCommerce isn't active. With WooCommerce, its
code) currency is used.

Apply the booking rules On: a booking can only be moved to a time a player could book

when staff move a (opening hours, booking window, notice, limits). Off (default):
booking staff can move it to any free time.

Booking reference The start of booking references, e.g. Mc- gives Mc-7kQ2xD . Up
prefix to 8 letters, numbers or dashes.

VAT rate (%) Without WooCommerce taxes: the VAT included in your prices,

shown on quotes and emails. O hides VAT.

Tax class for bookings With WooCommerce taxes on (replaces the VAT rate): which
WooCommerce tax class bookings use, for example a reduced
rate.

See VAT and taxes.
Privacy & data
Settings
Booking rules Emails General Privacy & data

Player search

When players add others to a booking, they can find members and club-list players by name (emails are never
shown). These settings apply to everyone who hasn't chosen for themselves: members can change it in My
bookings, and staff record club-list players’ choices on their record.

@ ) Members appear in player search

Off: only people who switched it on themselves (or whose consent staff recorded) can be found.

@ ) Club-list players appear in player search

Off: only people who switched it on themselves (or whose consent staff recorded) can be found.
Uninstall

@ ) Delete all data when the plugin is deleted

Removes locations, courts, bookings, players and settings permanently when you delete ManageCourt
from the Plugins screen. Deactivating never deletes anything.

Privacy & data
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Player search

When players add others to a booking, they find members and club-list players by typing their name
(emails are never shown). These two switches set who can be found if they haven't chosen for

themselves:
Setting Meaning Default
Members appear in Members who never changed Let other members add Off
player search you to their bookings in My bookings follow this.
Club-list players appear Club-list players whose record says Club default Off
in player search follow this.

To turn one on, you must tick the confirmation that these people have agreed to be found by name;
ManageCourt records who confirmed it and when (shown under the switch). Turning it off needs no
confirmation.

Player search

When players add others to a booking, they can find members and club-list players by name (emails are never
shown). These settings apply to everyone who hasn't chosen for themselves: members can change it in My
bookings, and staff record club-list players' choices on their record.

@ Members appear in player search

On: people who haven't chosen can be found by name.

[ | 1 confirm that our members have agreed to be found by name by other members when
they add players to a booking.
Required to turn this on. People who chose otherwise keep their choice.

@ ) Club-list players appear in player search

Off: only people who switched it on themselves (or whose consent staff recorded) can be found.

Uninstall

@ Delete all data when the plugin is deleted

Removes locations, courts, bookings, players and settings permanently when you delete ManageCourt
from the Plugins screen. Deactivating never deletes anything.

Turning on the members' default asks you to confirm consent
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Each person's own choice always wins: members can switch it in My bookings, and staff can set a club-
list player to Yes — the player agreed or No on their record (Players). Changing a default only affects
people who haven't chosen. See Privacy.

Uninstall

Delete all data when the plugin is deleted — off by default. When on, deleting ManageCourt from
Plugins permanently removes locations, courts, bookings, players, price plans, alerts and settings.
Deactivating never deletes anything.

WATCH OUT

Only turn this on if you really want everything gone. Export what you need first (Reports - Export
bookings, Players = Export club list).

Background jobs (emails and reminders)

ManageCourt does some work in the background so pages stay fast:

Job How often

Sending emails As soon as possible after each event
Reminders Every 15 minutes

Releasing unpaid online bookings Every 5 minutes (WooCommerce only)
Checking waitlist alerts When time becomes free

Ending past alerts Every hour

These run through Action Scheduler (the same job queue WooCommerce uses; ManageCourt includes
it). You can see them in Tools = Scheduled Actions (search for "managecourt").

WordPress only runs background jobs when someone visits the site. On quiet sites, ask your host to set
up a real cron job so emails go out on time:

*/5 * * * * wget -q -O - https://yourclub.com/wp-cron.php?doing wp cron >/dev/null 2>&!:

and add this line to wp-config.php :

define( 'DISABLE_WP_CRON', true );
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Activation, updates and removal

e Activation creates ManageCourt's tables, the Court Manager role and the default sports,
surfaces and amenities.

e Updates run any needed data changes automatically the first time the new version loads; your
settings and bookings are kept. For example, updating to the price-plans version turned existing
fees into plans with the same prices.

e Deactivation stops background jobs. Nothing is deleted.

e Deletion removes data only if Delete all data... is on (above).
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Multilingual sites

Using ManageCourt with WPML or Polylang: translating locations, courts and email templates, and
emails in each player's language.

ManageCourt works with WPML and Polylang.

Translate locations, courts and lists

e Locations and courts are translatable post types: translate their name and description like any
page. Settings such as hours, rules and fees are shared by all translations, so you only set them

once.
e Sports, surfaces and amenities are translatable taxonomies.

e Bookings always belong to the original location and court, so a court is never double-booked
across languages, and availability is the same in every language.

The booking pages

Create a translated Book a court and My bookings page in each language with the same blocks. Players
see ManageCourt's texts (buttons, steps, messages) in the page language.

Emails

Each email is sent in the recipient's language: their WordPress profile language for members, the site
language for guests. ManageCourt's built-in texts come translated with the plugin's language files.

If you edit a template, your text is registered with WPML - String Translation or Polylang = Strings
translations (group ManageCourt emails), where you can translate it.

Translating ManageCourt itself

All texts can be translated. The template file is 1languages/managecourt.pot in the plugin folder; use
Loco Translate or Poedit to create a translation for your language.
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Privacy and GDPR

What personal data ManageCourt keeps, player search consent, and how to export or erase a person's
data.

What is stored

e Bookings: date, time, court, the players' names (and emails, if given), payment status and
amounts.

e Players list: names, email, phone, member number and notes you enter or import.

e Alerts: the place, day and times a player asked to be told about, until that time passes.

o Staff notes about members.

e Activity log on each booking (who did what, when).

Player search needs consent

Members and club-list players can be found by name when others add players to a booking. By default
nobody can be found until they agree:

e Members switch Let other members add you to their bookings in My bookings. Staff can't
change a member's choice.

e Club-list players can't log in, so staff record their choice on their record (Yes — the player
agreed / No) or when importing.

e An administrator can make people who haven't chosen findable by default (Settings - Privacy
& data), separately for members and club-list players — only after confirming they have consent.
Who confirmed it and when is recorded. Everyone's own choice still wins.

Search results never show emails or phone numbers.

Export and erase personal data

ManageCourt connects to WordPress's own tools under Tools - Export Personal Data and Tools -
Erase Personal Data.

e Export includes the person's bookings, their club-list record, their player-search choice and their
alerts.

e Erase removes the person's name and email from bookings (shown as "Deleted player" instead),
clears their club-list record (name, email, phone, member number, notes, invitations), deletes
their alerts and staff notes, and removes their player-search choice. The bookings themselves
stay, so your records and reports remain correct.
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Privacy policy

ManageCourt suggests text for your privacy policy under Settings - Privacy - Policy guide. Review it
and add it to your policy page.

ManageCourt User Guide - v0.1.0 111/ 120



Troubleshooting and FAQ

Answers to common questions and fixes for common problems.

No times show on the booking page
Check, in this order:
1. The location's Players can book at this location switch is on, and the court's Status is Active.

2. The day has opening hours (location or court).

3. The date is inside the booking window — with a fixed opening time, the date may not be open
yet.

4. Minimum notice — times too close to now can't be booked.
5. The selected duration fits before closing time.

6. Nothing is blocked for the whole day (calendar).

Read What players will see in the location's Booking rules tab for a summary.

The times are an hour off

Check the location's Timezone (location - Details) and Settings - General - Timezone in
WordPress.

"Pay online" doesn't appear

WooCommerce must be active and Pay online (WooCommerce) ticked in the payment methods for
that location or court. Free bookings never ask for payment.

A booking shows "Refund to issue"

The payment gateway couldn't refund automatically (some gateways, such as Cash on delivery, can't).
Open the WooCommerce order from the booking panel and refund it there. See Refunds.

Emails don't arrive

1. Send yourself a test: Settings - Emails » (a template) - Send me a test.

2. If the test doesn't arrive, your server isn't sending email reliably. Install an SMTP plugin (e.g. WP
Mail SMTP) and use your email provider.

3. Set a Sender email on your own domain.
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4. On quiet sites, set up a real cron job — see Background jobs.

5. Check Tools = Scheduled Actions for failed "managecourt" actions.

A player can't find a member to add

A member appears in the player search if they turned on Let other members add you to their
bookings in My bookings, or if they never chose and Settings - Privacy & data - Members appear
in player search is on. Club-list players likewise follow their record or the club default. Staff can add
anyone from the calendar.

The location page shows "Page not found"

Go to Settings - Permalinks and click Save once to refresh WordPress's links.

"Invitations need your My bookings page"

Choose your My bookings page in Settings - Emails - "My bookings" page.

The CSV import shows strange characters

Choose the file's encoding in step 1 — Greek Excel files are usually Windows-1253. Or save the file
from Excel as CSV UTF-8.

FAQ

Can players book without an account? No. Anyone can see availability, but booking needs an account,
so bookings, limits and cancellations are tied to a person. Guests can be added to a booking by name.

Can staff book outside the rules? Yes — bookings from the calendar ignore the window, limits and
opening hours by default. Double bookings and blocks are always refused.

Can two people book the same court at the same time? No. ManageCourt locks each slot when a
booking is saved, so even simultaneous clicks can't create a double booking; the second player is told
the time was just taken.

Is there a commission per booking? No. Online payments go through your own WooCommerce
gateway; only the gateway's own fees apply.

What happens to my data if | delete the plugin? Nothing, unless you turned on Delete all data when
the plugin is deleted in Settings - Privacy & data.
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Updates don't appear

New versions only show in Dashboard = Updates while your licence is active on this site:

e Open ManageCourt = Account and check that the licence is activated and not expired. If you
moved the site (for example from staging to live), activate the licence on the new site there.

e WordPress checks for updates about twice a day. Dashboard - Updates - Check again checks
straight away.

e |f your server blocks outgoing connections, ask your host to allow connections to Freemius (the
licensing service ManageCourt uses).

"Online booking is not available at the moment"

Booking pages show this, and the ManageCourt menu shows only the licence screen, when
ManageCourt has no active licence on this site: it was never activated, the free trial ended, or the
licence expired (a monthly or annual licence that wasn't renewed). Renew it under ManageCourt >
Account, or open ManageCourt, enter your licence key and click Activate License; your locations,
courts and bookings are all still there. Administrators also see a link to the licence screen under the
message.
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For developers

Hooks, filters, the REST APl and where ManageCourt keeps its data.
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Actions

Action Arguments Fires when

managecourt booking created $booking id Any booking is created (including
unpaid online ones).

managecourt booking confirmed $booking id A booking is confirmed: at creation,
or when its online payment arrives.
Confirmation emails hang off this.

managecourt booking paid $booking id A payment is recorded (venue or
online).
managecourt booking cancelled $booking id, A booking is cancelled or released.
$summary $summary has refund amount ,

refund percent, is_ late,

notify , was_confirmed,

reason .
managecourt booking moved $booking id, Staff moved a booking. $summary
$summary has from, to, old total,

new_total , refund, to_pay,

notify .
managecourt series created $series_id, A regular booking was made (each
$booking ids session also fires

managecourt booking created ).

managecourt weather closure $location_id,  After a weather closure. $summary
$summary has cancelled (booking IDs),

refunded, blocks , date, from,

I

to .
managecourt closure deleted $closure A block is removed.
managecourt player joined $user id, An invited club-list player created
$player id their account.
managecourt loaded — ManageCourt has registered its
services.
managecourt upgraded $from, $to Data was upgraded to a new

schema version.
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Action Arguments Fires when

managecourt freemius_ loaded $sdk The licensing SDK (Freemius) is
ready.
Filters
Filter Use
managecourt email html ( $html, $type, $values ) — change an

email's final HTML.

managecourt rate limit ( $max, S$bucket ) — change or disable (return
0) a rate limit, e.g. bookings per hour.

managecourt location page content ( $enabled ) —return false to stop
ManageCourt adding details and the booking page
to location pages (for example when your theme
lays them out itself).

Example — add a line to every confirmation email:

add filter( 'managecourt email html', function ( $html, S$type ) {
if ( 'confirmed' === $type ) {
$html = str_ replace( '</body>', '<p style="text-align:center">Parkinc

}

return Shtml;

Example — send bookings to another system:

add_action( 'managecourt booking confirmed', function ( $booking id ) {
wp_remote post( 'https://example.com/hook', array( 'body' => array( 'booking’

Y o)

REST API

All endpoints are under /wp-json/managecourt/vl :
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e Public: /locations, /locations/{id}/courts, /availability .

e Logged-in players: /bookings (create, preview), /me/bookings , /me/bookings/{id}/cancel,

/me/alerts , /me/preferences, /players/search, /invites/{token} .

e Staff: /admin/bookings, /admin/calendar, /admin/closures, /admin/rules

I 1 I

/admin/settings , /admin/emails, /admin/price-plans, /admin/players, /admin/today ,

/admin/reports .

Requests from the browser use WordPress cookie authentication with the wp rest nonce; staff

endpoints check the ManageCourt capabilities (see Roles and permissions) and location limits. Money is
always in minor units (cents); times are ISO 8601 in the location's timezone.

Data

Where What

Post types mc_location, mc_court Locations and courts (meta keys start
with mc_ ).

Taxonomies mc_sport , mc_surface , mc_amenity Lists; sport formats in term meta
mc_formats .

Tables {prefix}mc bookings , Bookings, their players, and the slot

mc_booking players , mc_booking slots locks that prevent double bookings.

Tables mc_players, mc_closures, Club list, blocks, price plans, alerts,

mc_price plans, mc_alerts, mc_activity log activity.

Option managecourt settings Settings and global rules.

Times are stored in UTC; money in cents.
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Changelog

What changed in each version of ManageCourt and of this guide.

0.1.0 (in development)

Phase 3

e Licence and updates: activate ManageCourt with your licence key; updates arrive in Dashboard
- Updates while the licence is active. Without an active licence (never activated, trial ended or
licence expired) ManageCourt is locked (data kept). Monthly, annual and lifetime licences. 3-day
free trial, no card needed.

e Player search defaults: administrators choose whether members and club-list players who
haven't chosen can be found by name (with a consent confirmation); everyone's own choice wins.

e Booking page: blocks with a label (e.g. Coaching, Closed (weather)) are listed under the free

times.

e Price plans: per-player plans have a price for members, for club-list players and for guests (0 =
free); new Used at section on each plan to choose the locations and courts that use it, or make it
the default.

¢ New booking page: location banner, court cards (Any court or a specific court, scrolling
sideways), free times grouped by part of the day, and a choice of the free courts after picking a
time. Featured images of locations and courts are used when set.

¢ Moving bookings: drag a booking in the calendar or use Move; keep or update the price (refund
or balance), Booking moved email with an updated calendar file; setting for whether booking rules
apply.

e Weather closure: cancel every booking on chosen courts for a time range, with the refund you
choose, the players emailed and the time optionally blocked.

e Regular bookings: book the same court and time every 1-4 weeks, by staff or (if the rule allows)
players; dates that aren't free are listed and skipped; each session paid on its own; cancel one
session or this and all following; one summary email.

Phase 2

¢ Online payments with WooCommerce: pay-for-order flow (no cart), courts held while paying,
automatic refunds through the gateway, payment links for staff bookings, WooCommerce taxes.

¢ Price plans: per court or per player, guest fees, time bands, lighting surcharges, member prices
by role, early-booking and last-minute discounts, free bookings per week or month, booking fee,
VAT, and a "Test a price" tool.

e Players: one directory of members and club list, profiles, CSV import (including Greek Excel files)
and export, invitations to create an account.

e Waitlist alerts: "Tell me when a court frees up".

e Today dashboard and Reports with CSV export.
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e Sports: edit each sport's game formats on the Sports screen.
e Calendar: remove a block by clicking it.

e Court Managers can be limited to some locations from their user profile.

Phase 1

Locations, courts, sports, surfaces and amenities; opening hours; booking rules with inheritance.
e Booking flow for players; staff calendar and bookings list; blocks.

e Booking emails with templates, reminders and calendar files.

e My bookings, cancellations with refund levels.

e Blocks and shortcodes, location pages, privacy tools.

Guide

e 19 October 2026 — Getting started: the ManageCourt menu has its own icon (Install and
activate).

e 19 October 2026 — Getting started: Licence and updates (locked without a licence or when it
expires, 3-day free trial, monthly/annual/lifetime); Troubleshooting: "Online booking is not
available at the moment".

e 19 October 2026 — Freemius edition of the guide; Troubleshooting: Updates don't appear.
e 16 October 2026 — Getting started: Licence and updates.
e 8 October 2026 — Settings: Privacy & data - Player search; Players and Privacy updated.

e 8 October 2026 — Calendar and The player experience: labelled blocks are shown to players as
notes.

e 8 October 2026 — Price plans: fees per kind of player and Used at.
e 8 October 2026 — The player experience: Choose a time rewritten for the new booking page.
e 8 October 2026 — Calendar: Move a booking and Weather closure; Settings and Emails updated.

e 8 October 2026 — New section: Regular bookings; updates to Booking rules, Calendar, Emails
and The player experience.

e 8 October 2026 — First edition of the user guide.
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