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1 Using the Tee Sheet

This chapter details the basic Tee Sheet operations. Many of these task will be done by the whole staff
of a daily basis. A few of these tasks may only be done by someone with the appropriate security rights.

All the following operations take place in the Tee Sheet Screen. It is a simple procedure to open the Tee
Sheet Screen. To do it:

-SELECT the 'Golf Ball' button from the main Eighteen window or SELECT Tee Sheet from the
File menu 

-This opens the Tee Sheet
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1.1 Booking Reservations

sZen Eighteen provides the easiest tee sheet to use in the golf industry. You can quickly and efficiently
book tee times for walk-in's, call-in's, or for members in the database. 

Booking a Tee Time Reservation
Booking a Second Reservation for a Tee Time
Booking Reservations on the Back 9

Booking a Tee Time Reservation Top

To book a Tee Time:

-HIGHLIGHT the desired time on the Tee Sheet
-SELECT the 'New' button 
-This opens the Create Reservation Screen 

 

-ENTER the appropriate information
-To complete the booking, SELECT a 'Number' button (for number of golfers) 

The only information required to book a Tee Time is a name in the Group Name field, and the number of
golfers desired.  The names of all the golfers may also be added, however this is optional. The number of
holes and whether the golfers  will be walking or riding will automatically be set the whatever the defaults
have been set to by the administrator. Change these if necessary. Round types may be changed as
well, for an individual golfer or for the whole group. To change the round type for one golfer:

-SELECT the RT button next to the golfers name
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-This opens the Select Round Type Screen 

-HIGHLIGHT the desired Round Type
-SELECT the 'Ok' button

To change the Round Type for the whole group:
-SELECT the Round Type button from the bottom right of the Screen

-This opens the Select Round Type Screen
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-HIGHLIGHT the desired Round Type
-SELECT the 'Ok' button

If no round type is selected, the golfers will be set to whatever the default round type is. The default
round type is generally set to the Public round type..

Remember that these changes must be made before choosing a 'Number' button to create the
reservation.

Booking a Second Group for a Tee Time Top

To fill the Tee Sheet more completely, sZen allows smaller groups to be booked onto existing
reservations. Keeping these groups separate on the tee sheet makes it easy for split moves or cancels
later. To book a second group onto an existing reservation: 

-HIGHLIGHT the Existing Group and SELECT the 'New' button

-This opens the Create Reservation Screen
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The Screen will indicate that only a certain of golfers is allowed. For example, if 5 golfers total are
allowed per group, and a new group wants to book a Tee Time on an existing reservation with a group
of 3, then the system will only allow a group of 2 to be booked on that time.

To book the Tee Time, continue with the reservation as normal by entering the Group Name and
selecting a 'Number' button.

Booking Reservations on the Back 9 Top

To book a Reservation on the back 9, either:

-SELECT the 'Course' button 
-This opens the Course Selector Screen

-HIGHLIGHT the Course Reverse View
-SELECT the 'Ok' button

The back 9 will be displayed in the main Tee Sheet Grid.

-OR-
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-SELECT  the 'Backs' button on the right side of the screen

The back 9 will be displayed in the secondary Tee Sheet Grid (on the right side of the screen).  

With either method that is chosen the process of booking a Reservation is essentially the same as
booking a Reservation on the front 9. SELECT the 'New' button and follow the steps for booking a
Reservation as detailed above. If the Secondary Tee Sheet Grid is the method being used, make sure to
SELECT the smaller 'New' button on the right side of the screen. 
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1.2 Booking Reservations for Members

Booking a Tee Time Reservation for a Member
To book a Tee Time:

-HIGHLIGHT the desired time on the Tee Sheet
-SELECT the 'New' button 
-This opens the Create Reservation Screen 

SELECT the 'M' (Member) button next the the Group Name field

-This brings up the Select Authorized Account User Screen
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-Locate and SELECT the Member
-SELECT the 'Ok' button

There are a few ways to locate the Member. One way is to SELECT the first few letters of the last name
with the green 'Letter' buttons on the right hand side of the screen. Another way is to type the last name
into the text field in the middle of the left hand side of the screen. Both of these methods only narrow
down the search, they will not locate the exact person desired. Once the search is narrowed, use either
the scroll bar, or the blue 'Up/Down Arrow' buttons to locate the exact person desired. If the Member has
a designated Personal Code, it may be entered into the Personal Code Lookup field at the top left of the
screen. This is perhaps the quickest of the ways to locate a Member.

Selecting the 'Ok' button enters the Member into the Create Reservation Window. To continue:
-EITHER-

-SELECT a 'Number' button to choose the number of golfers and complete the booking
-OR-

-SELECT the 'M' (Member) Button next to the Guest 2 field
-Continue this for as many players as desired
-Then SELECT a 'Number' button to choose the number of players and complete the booking
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1.3 Adding a Member While Booking a Tee Time

Adding a New Member from the Create Reservation Screen'
Guarding Against Duplicate Entries

Add a New Member from the Create Reservation Screen Top

To add a new Member in the above manner:

-HIGHLIGHT the desired time
-SELECT the 'New' button 
-This opens the Create Reservation Screen 

-SELECT the 'Add Golfer' button
-This opens the Add to Database Screen

-ENTER the appropriate information (First and Last named required)
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-SELECT the 'New Member' button
-This adds the New Member to the database and also to the Create Reservation Screen

Continue Booking the Reservation normally.

Guarding Against Duplicate Entries Top

The Add to Database Screen is designed to help guard against creating duplicate accounts when golfers
are already in the database. Notice when a last name is entered into the Last Name field, Members with
that last name who are already in the database appear after the <ENTER> or <TAB> keys are
pressed. Check to make sure the Member being entered has not already been created.
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1.4 Add a Golfer to an Existing Reservation

Often players want to add another person to their reservation. With sZen Eighteen this is an easy
process. Just click on a few buttons, and an additional player can easily be added to an existing group. 

Adding Another Golfer
Removing a Golfer

Adding Another Golfer Top

To add a golfer:
 

-HIGHLIGHT the desired Reservation on the Tee Sheet
-SELECT the 'View' button above the tee sheet grid

 
-This opens the Golfer Detail Screen with the Group Name already highlighted in the top field 

-SELECT the '+1' button to add an additional player

-This opens a Confirmation Screen
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-SELECT the 'Yes' button to confirm 

Another golfer will be added to the reservation.

Removing a Golfer Top 
To remove a golfer:

-HIGHLIGHT the desired Reservation on the Tee Sheet
-SELECT the 'View' button above the tee sheet grid

 
-This opens the Golfer Detail Screen with the Group Name already highlighted in the top field 

-HIGHLIGHT the golfer to be removed from the reservation
-SELECT the '-1' button to add an additional golfer

-This opens a Confirmation Screen
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-SELECT the 'Yes' button to confirm 

The highlighted golfer will be removed from the reservation.
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1.5 Lagre Group Reservations

Booking a Reservation for a Large Group 
There will be times when groups larger than 5 or 6 golfers will want to book a Tee Time. Obviously it is
not possible to have them all tee off at the same time, so Eighteen has an easy was of booking a large
group reservation without repetitive data entry. Just a few simple steps and the process is done leaving
time to book more reservations per day!

To book a reservation for a large group:

-HIGHLIGHT the desired time 
-SELECT the 'New' button
-This opens the Create Reservation Screen 

 
-ENTER a name into the Group Name field

-OR- 
-SELECT the 'M' (Member) button next the the Group Name field to 
choose a Member name from the system
-ENTER the desired number of golfers into the Group Reservation Box
-SELECT the 'Group Reservation' button

This closes the Create Reservation Screen and adds the Reservations to the Tee Sheet as shown in the
following image:
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Notice: The system books the Reservations in groups of 4. Also notice that if the number of golfers does
not divide evenly by 4, the system will create a Reservation with less than 4 golfers. In the above
example, a Reservation for 3 golfers was created.
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1.6 Recurring Reservations

Creating a Recurring Reservation
Booking a Recurring Reservation for a Member

Creating a Recurring Reservation
The sZen Tee Sheet allows reservations to be made for multiple days at the same time for 1-4 golfers. A
recurring reservation may not be created for more than 4 golfers. To create a recurring reservation:

-SELECT the desired time using the Right Button on the mouse (right click)
-This brings up a menu

-SELECT Create Recurring Reservation

-This brings up the Select Date Range and Days to Include Screen
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-ENTER the desired date range, and the days of the w eek for the desired reservation

-SELECT the 'Go' button

-This brings up a screen to enter in the group name

-ENTER the group name

-SELECT the 'Ok' button

-This brings up a screen to enter the number of golfers

-ENTER the desired number of golfers, up to 4

-SELECT the 'Ok' button

-This brings a screen to enter the number of holes to play
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-ENTER the desired number of holes to play

-SELECT the 'Ok' button

This creates the Reservation and moves the Tee Sheet to the last reservation for the selected date range.

 

Booking a Recurring Reservation for a Member
Booking a Recurring Reservation for a Member is very much the same as booking one for a Public user
with a few differences. To do it:

-SELECT the desired Tee Time using the Right Button on the mouse (right click)
-This brings up a menu

-SELECT Create Recurring Reservation for Someone in the Database

-This brings up the Select Date Range and Days to Include Screen
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-ENTER the desired date range, and the days of the w eek for the desired Reservation

-SELECT the 'Go' button

-This brings up the Select Authorized Account User Screen

-SELECT the desired Member

-SELECT the 'Ok' button

From this point on, all the steps are the same as above. Continue to create the Reservation as previously specif ied.
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1.7 Squeezing a Tee Time

Tee Times are set up in regular increments. The most common increments are 7 minutes and 8 minutes
intervals. For example, if the first tee time of the day was 7 minutes, then the second tee time of the day
would be 8 minutes. Then the remaining tee times for the day would alternate between 7 and 8 minutes
until the end of the day.
Sometimes it may be desired to let a group tee off between two tee times. It is possible, and very easy
to do this with Eighteen.

Squeeze a Tee Time
Deleting an Unneeded Squeezed Tee Time
Setting the Squeeze Increment

Squeeze a Tee Time
To squeeze a Tee Time:

-HIGHLIGHT the tee time just before the time desired to squeeze in
-SELECT the 'Squeeze' button

This will squeeze in a new tee time after the highlighted tee time

The Squeeze Increment is determined in the Golf Preferences Screen. How to set the Squeeze
Increment is detailed below.

Deleting an Unneeded Squeezed Tee Time
If a Tee Time has been squeezed in accidentally, or is unneeded for some reason, it can be deleted. To
delete an unneeded Tee Time:

-SELECT 'Golf' from the menu bar and then 'Delete Tee Time'
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-A warning screen will appear

-SELECT the 'Yes' button 

The selected Tee Time w ill be removed from the Tee Sheet.

Setting the Squeeze Increment
To set the Squeeze Increment:

-SELECT File from the main menu and choose Administrator from the drop down
-This opens the Administrator Screen
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-SELECT Tees and choose Golf Preferences from the drop down
-This opens the Golf Preferences Screen

-ENTER the desired number of minutes into the text f ield next to the w ords

 Squeeze Increment. The most common is 4 minutes

-SELECT the 'Save' button to save the changes

The new  Squeeze Increment w ill be applied to all future Squeezed Tee Times.
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1.8 Ringing Up Golfers

There are a few ways to ring up golfers. They can be rung up individually, as a group, or multiple groups
can be rung up at the same time. The nice thing is that all of these ways can be performed directly from
the Tee Sheet. The Tee Sheet Sales Screen is very similar to the Retail Screen, with a few differences.
For greater detail on using the Retail Screen see the Retail Manual. Contact sZen Corp if this manual
has not yet been provided.

Ringing Up Golfers Individually
Golfers can be rung up directly from the Tee Sheet individually. To do this:

-SELECT the Reservation to be rung up
-SELECT the 'View' button

-This opens the Golfer Detail Screen with the Group Name already highlighted in the top field 

-HIGHLIGHT the golfer to be rung up
-SELECT the 'Ring Up' button

-This opens the Tee Sheet Sales Screen and enters the appropriate fees into the grid
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-At this point, additional items may be rung up, such as golf balls or club rentals
-SELECT a payment type from the lower left of the screen and take payment
-This will bring up a Payment Screen
-ENTER the appropriate information
-SELECT the 'Receipt' button to finish the transaction

 
This will close out the Retail Screen. The Golfer Detail Screen will again be visible, and the paid golfer
will appear in green. 

Ringing Up More Than One Golfer, but Not the Whole Group
In a group of golfers, there may be one person who wishes to pay for one or two other members of the
group, but not the whole group. To do this:

-SELECT the Reservation to be rung up
-SELECT the 'View' button to open the 'Golfer Detail Screen'

-HIGHLIGHT one of the golfers
-SELECT the 'Pay Now' button
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-The selected golfer will be highlighted in a green yellow color
-REPEAT this until all desired golfers are selected
-SELECT the 'Ring Up' button once all desired golfers are highlighted

-This will open the Tee Sheet Sales Screen with the appropriate fees
for the selected golfers entered into the sales grid

Continue to process the transaction normally.

Ringing Up a Group of Golfers
Often there will be one member of a group that wishes to pay for the whole group. This is possibly the
easiest way to ring up golfers in Eighteen. To do this:

-SELECT the Reservation to be rung up
-SELECT the 'View' button to open the 'Golfer Detail Screen'

-SELECT the 'All Pay Now' button

-This will open the Tee Sheet Sales Screen with the appropriate fees 
for all of the golfers entered into the sales grid

Continue to process the transaction normally.

Ringing Up Multiple Reservations
There may be times, such as tournaments, where it may be desired to ring up multiple groups at a time.
To do this:

-RIGHT CLICK on one of the Reservations on the Tee Sheet to be rung up
-This brings up a menu
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-SELECT the 'Multi-Pay' option
-This brings up a Multiple Tee Time Check-In and Pay Screen

-SELECT all the desired groups to ring up (place a check mark in the box next to them)
-SELECT the 'Ok' button
-This will open the Tee Sheet Sales Screen with the appropriate fees
entered in for all the groups selected

Continue to process the transaction normally.
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1.9 Moving a Reservation

Sometimes golfers may call and want to reschedule their existing Tee Time to another time. Rather than
deleting the existing Tee Time, and then re-creating it for the new time, a simple maneuver can be
performed to move the existing Tee Time to the new time. This can be done within the current day, or to
any day where Tee Times have been built.

Moving a Reservation With One Group  
Moving a Reservation With More Than One Group

Moving a Reservation With One Group
There will be times when a scheduled reservations will need to be moved to a different time. Rather than
delete the existing Reservation and create a new one, the 'Move' button can be used. 
To do this:

-HIGHLIGHT the Reservation to be moved
-SELECT the 'Move' button again

-The 'Move' button will remain depressed and a Confirm Screen will open

-SELECT the 'Yes' button
-HIGHLIGHT the time to move the Reservation to
-SELECT the 'Move' button again

The Reservations will be moved to the highlighted time and the 'Move' button will return to normal

Moving a Reservation With More Than One Group
There are two ways to move a Reservation with more than one group on it. The groups can be split apart
and one can be moved and the other can stay, or they can both be moved at the same time.

Moving As One
To move all groups on one Reservation:
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-HIGHLIGHT the Reservation with the groups to be moved
-SELECT the 'Move' button

-A Confirmation Screen will appear

-SELECT the 'No' button
-This will open up another Confirmation Screen

-SELECT the 'Yes' button
-HIGHLIGHT the time to move the Reservation to
-SELECT the 'Move' button again
-Both groups will be moved to the new time

Performing a Split Move
To split two groups apart and just move one:

-HIGHLIGHT the Reservation with the groups to be moved
-SELECT the 'Move' button
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-A Confirmation Screen will appear

-SELECT the 'Yes' button
-This will open the Split Move Screen

-SELECT the group to be moved
-This closes out the Split Move Screen
-HIGHLIGHT the time to move the group to
-SELECT the 'Move' button again

 
The selected Reservation will be moved to the highlighted Tee Time.
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1.10 Copying a Reservation

A Reservation may be copied from one time to another on the Tee Sheet. This is useful if someone calls
in and wants to book a Tee Time with all the same information on several different times. For example, a
golfer calls in and wants to book Tee Times for Monday at 3:30 pm, Tuesday at 1:20 pm, and Friday at
9:00 am. Rather than having to enter in the same information 3 times, the original Reservation may be
copied and then pasted on the other desired times.

Copy the Reservation
To perform the copy:

-HIGHLIGHT the Reservation to be copied
-SELECT the 'Copy' button

-This opens a Message Screen

-SELECT the 'OK' button

As the message indicated, the Reservation has been copied

Paste the Reservation
To paste the Reservation on the desired time:

-HIGHLIGHT the time to paste the Reservation to
-SELECT the 'Copy' button
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-A Confirmation Screen will appear

-SELECT the 'Yes' button

-Another Confirmation Screen will appear

-SELECT the 'Yes' or 'No' button depending on preference

The Reservation will then be pasted on the highlighted time.
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1.11 Canceling a Reservation

Things come up and life get's in the way. Sometimes Tee Time Reservations need to be canceled. There
are several ways to cancel Reservations. A single Reservation can be canceled, a Reservation with more
than one group on it may be canceled all together or a split cancellation can be performed, or multiple
Reservations can be canceled all at once.

Canceling a Single Reservation
To cancel a single Reservation:

-HIGHLIGHT the Reservation to be canceled
-SELECT the 'Cancel' button

-This will open a Confirm Screen

-SELECT the 'Yes' button

The Reservation will be erased from the Tee Sheet

Canceling Reservations With More Than One Group
There are two ways to cancel a Reservation with more than one group on it. The groups can be split
apart and one can be canceled and the others can be kept, or they can all be canceled at the same
time.

Canceling All Groups 
To cancel all groups on a Reservation:

-HIGHLIGHT the Reservation with the groups to be canceled
-SELECT the 'Cancel' button
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-A Confirm Screen will appear

-SELECT the 'No' button
-This will open up another Confirmation Screen

-SELECT the 'Yes' button

All Reservations from the selected Tee Time will be erased from the Tee Sheet.

Performing a Split Cancellation
To split off one group and cancel it:

-HIGHLIGHT the Reservation with the group to be canceled
-SELECT the 'Cancel' button

-A Confirm Screen will appear
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-SELECT the 'Yes' button
-This opens the Split Cancel Screen

-SELECT the group to be canceled

The selected group will be erased from the Tee Sheet.

Canceling Multiple Reservations
Sometimes multiple Reservations will need to be canceled. Rather than canceling them one at a time,
there is an easy way to cancel them all at once. This is called a Multi-Cancel.  To do this:

-RIGHT CLICK on one of the Reservations on the Tee Sheet to be canceled
-This brings up a menu
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-SELECT the 'Multi-Cancel' option
-This opens the Multiple Tee Time Cancel Screen

-SELECT all the desired groups to canceled (place a check mark in the box next to them)
-SELECT the 'Ok' button

All Reservations will be erased from the Tee Sheet.
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1.12 Administrative Blocks

Placing an Administrative Block on a Tee Time completely blocks off that tee time from any sort of
scheduling. It cannot be used as either a start time or a turn time. This feature is useful for blocking off
Tee Times for a many reasons, such as preparing for a tournament or course maintenance. Admin
blocks can only be placed on or taken off of tee times by the Tee Sheet administrator.

Placing Admin Blocks on Tee Time
Admin Blocks may be placed on a single Tee Time on on multiple Tee Times. Either way the process is
the same. To do it:

-RIGHT CLICK on the desired Tee Time
-This brings up a menu

-SELECT 'Place Admin Block in this Tee Time'
-This opens up the Create Tee Sheet Blocks Screen
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-ENTER a title for the block if  desired

-ENTER the number of Tee Times to block by either entering a number into 

the text f ield, or selecting a 'Number' button (1-16)

SELECT the 'Ok' button

The Administrative Blocks w ill be placed on the Tee Sheet.

Removing a Single Admin Block
Administrative Blocks can be removed one at a time, or all at once. To remove a single Admin Block:

-RIGHT CLICK the Tee Time with the Admin Block to be removed
-This brings up a menu

-SELECT 'Remove Admin Blocks'

The Admin Block for that Tee Time w ill be removed from the Tee Sheet.

Removing All Admin Blocks at Once
To do this:

-RIGHT CLICK on the Tee Sheet
-This brings up a menu
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-SELECT 'Clear All Admin Blocks'

-This opens a Confirmation Screen

-SELECT the 'Yes' button

All Administrative Blocks w ill be removed from the Tee Sheet.
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1.13 No-Start Blocks

No Start Blocks are essentially the same thing as Administrative blocks, the difference being that they
can be used as a turn time.

Placing No-Start Blocks on Tee Time
Admin Blocks may be placed on a single Tee Time on on multiple Tee Times. Either way the process is
the same. To do it:

-RIGHT CLICK on the desired Tee Time
-This brings up a menu

-SELECT 'Place "No Start" block on this Tee Time'
-This opens up the Create Tee Sheet Blocks Screen

-ENTER a title for the block if desired
-ENTER the number of Tee Times to block by either entering a number into 
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the text field, or selecting a 'Number' button (1-16)
SELECT the 'Ok' button

The No Start Blocks will be placed on the Tee Sheet.

Removing a Single No Start Block
No Start Blocks can be removed one at a time, or all at once. To remove a single Admin Block:

-RIGHT CLICK the Tee Time with the No Start Block to be removed
-This brings up a menu

-SELECT 'Remove No Start Blocks'

The No Start Block for that Tee Time will be removed from the Tee Sheet.

Removing All No Start Blocks at Once
To do this:

-RIGHT CLICK on the Tee Sheet
-This brings up a menu
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-SELECT 'Clear All No Start Blocks'
-This opens a Confirmation Screen

-SELECT the 'Yes' button

All No Start Blocks will be removed from the Tee Sheet.
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1.14 Tee Sheet Notes

The Tee Sheet Notes are located on the right side of the Tee Sheet Screen. These are notes that can be
used to communicate important information to all staff. They are also 'global', so they will be seen on
any workstation on the network. 

Editing the Tee Sheet Notes
To Edit the Tee Sheet Notes:

-SELECT the 'Edit' button

-This opens the Tee Sheet Notes Screen
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-ENTER the desired information
-SELECT the 'Exit' button when finished

The notes will appear in the Tee Sheet Notes Screen.

Here there is a place to enter notes for staff, and also there are places to enter in the weather for the day
along the right side of the screen. Notes for previous or upcoming days may be entered as well by using
the arrow buttons to navigate to another day, or by using the calendar button next to the date.
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1.15 Wait List

When a golfer calls to schedule a Reservation, but their desired time range is completely booked, they
can be placed on the Wait List. The golfer will provide contact information, and their desired time range,
and this information will be stored in the Wait List. Then when an opening presents itself, the golfer can
be booked from the wait list directly to the Tee Sheet.

Add a Golfer to the Wait List
To add a golfer to the Wait List:

-SELECT the 'Wait' button on the right side of the screen

-This reveals the Wait List Screen

-SELECT the 'Add Golfer' button

-This opens the Add Player to Wait List Screen
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-ENTER in the appropriate information
-SELECT the 'Ok' button

The golfer will be added to the Wait List.

Booking a Reservation from the Wait List
To move a Reservation from the Wait List to the Tee Sheet:

-HIGHLIGHT the desired Tee Time
-HIGHLIGHT the desired golfer in the Wait List
-SELECT the 'Book' button

-This opens a Confirm Screen

-SELECT the 'Yes' button

The selected golfer will be moved from the Wait List to the selected time on the Tee Sheet. 

Removing a Golfer from the Wait List
To remove a golfer from the Wait List:

-HIGHLIGHT the desired golfer in the Wait List
-SELECT the 'Cancel' button
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-This opens a Confirmation Screen

-SELECT the 'Yes' button

The golfer will be removed from the Wait List.
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