EAST GLOS CLUB
PORTAL
SERGUIDE

www.myeastglos.co.uk

We‘lcome

£ I8
Welcome to your new East Glos Top 3 things to do: 1) Add credit WELCOME to the club's
booking portal! We hope you to your virtual wallet 2) Customer Portal - click here to
find this system easy to use, "Favourite” your preferred SIGN IN or REGISTER os o new
please contact Reception if you court or social session 3) Add
' need ony help. l this page to your smartphone
b Y or tablet home screen for easy

* ]
What do you want to do today?

® &

BECOME A MEMBER BOOK A COACHING CAFE MENU PADEL PAY & PLAY CONTACT US VISIT OUR WEBSITE
COURSE
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HOW TO REGISTER FOR THE
PORTAL — NON-MEMBERS

PLEASE NOTE:
IFYOUAREAMEMBEROFTHE CLUBYOURUSERNAMEAND
PASSWORDWILLBE EMAILED TO YOU.
YOUSHOULDTHEN USETHESETO LOGINVIA
www.myeastglos.co.uk
(PLEASE SEENEXTPAGEFORHOWTOLOGINTOPORTAL).

1. GO TO www.myeastglos.co.uk WHERE YOU WILL SEE THIS SCREEN.

EAST GLOS CLuB

nnnnn

What do you want to do today?

® 6

BECOME A MEMBER BOOK A COACHING CAFE MENU PADEL PAY & PLAY CONTACT US VISIT OUR WEBSITE
COURSE

2. IF YOU ARE NOT YET REGISTERED ON THE PORTAL, CLICK
'REGISTER' IN THE TOP RIGHT CORNER OF THE PAGE.

Sign In Register
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3. FILLOUT YOUR PERSONAL DETAILS.

€AST GLOS CLUB

'Rég'iéter to use the Portal

tails bel egis
N -
Numb
Birth
Emall Add
Confirm Emall -
nteral ame
ter a Password
1
firm Pas d
P um:

4. VERIFY YOUR EMAIL ADDRESS.

Almost there...

Please check your junk/spam folder if you can't find the verification emai

your verification email within 15 minutes.

o

Please get in touch with us if you have not recelv

©

Your Username

Your Verification Code

4 | Page



HOW TO LOGIN TO THE PORTAL

AS A MEMBER OF THE CLUB, YOUR USERNAME AND PASSWORD
WILL BE EMAILED TO YOU

1. GO TO www.myeastglos.co.uk WHERE YOU WILL SEE THIS SCREEN.

Welcome

2. CLICK ON 'CLICK HERE TO SIGN IN/REGISTER' ON THE BLUE BOX IN
THE MIDDLE OF THE PAGE.

WELCOME to the club’s
Customer Portal - click here to
SIGN IN or REGISTER as a new

user

3. ENTER THE USERNAME AND PASSWORD THAT WAS EMAILED TO

YOU. e" €EAST GLOS CLUB

TENNIS « SQUASH « PADEL - RACKETBALL

ter your usernome and possword and click on the SIGN IN button

Your Password

4. CLICK SIGN IN - YOU WILL NOW BE ON THE HOMEPAGE OF YOUR
PORTAL
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HOW TO CHANGE YOUR
PASSWORD

1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS
ABOVE.

2. CLICK ON THE 'MANAGE MY ACCOUNT" ICON.

MANAGE MY ACCOUNT

3. WITHIN 'MANAGE MY ACCOUNT' CLICK ON THE 'CHANGE
PASSWORD' ICON.

Maharge My Account

UPDATE MY DETAILS MY BOOKINGS MY VIRTUAL WALLET MY TRANSACTIONS CHANGE MY USERNAME

M

4. CHANGE YOUR PASSWORD AND CLICK 'CHANGE PASSWORD' TO
SAVE.
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HOW TO CHECK THE CLUB
CALENDAR

1. YOU CAN VIEW THE CLUB CALENDAR BY CLICKING THE ‘CLUB
CALENDAR’ ON YOUR HOMEPAGE.

CLUB CALENDAR

2. YOU CAN THEN VIEW THE CLUB CALENDAR ON A DAILY OR
WEEKLY BASIS BY CLICKING THE BELOW.

Back to HOME

Club Calendar 7 > v

3. HERE IS AN EXAMPLE OF THE CALENDAR ON BOTH A DAILY BASIS
AND WEEKLY BASIS.

Egilia":talendar 1> o
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HOW TO BOOK A COURT

1. LOGIN TO YOUR PORTAL HOMEPAGE.

2. SELECT THE 'BOOK A COURT' ICON FOR THE SPORT YOU WOULD
LIKE TO BOOK A COURT FOR.

BOOK A TENNIS COURT BOOK A PADEL COURT BOOK A SQUASH COURT BOOK A PICKLEBALL/
KIDS ZONE COURT

What do you want to do today?

3. SELECT THE COURT TYPE.

® 6 6

CLAY COURTS (5-12) ASTRO COURTS (13-17) HARD COURTS (28-31)

4. SELECT THE DATE YOU WISH TO BOOK THE COURT FROM THE
'‘DISPLAY FOR ....." DROPDOWN.

Baock to HOME - BACK to Select Court Tupe

Clay Courts (5-12) - Today

Displaying for Wed 15 Jan 2025 = All Day * ALL Court = ALL times = @ Join All Waiting Lists ./

‘wed 15 Jan 2025
Thu 1& Jon 2025
Fri17 Jan 2025

Please ren

5Sat 18 Jan 2025
5un 19 Jan 2025

Man 20 Jan 2025 5 11:30am (3 11:30am
Tue 21 Jan 2025 Adult Motch Floyers £0.60

IiiiiiIIIIIIIIIIIIIIIIi IiiiiiIIIIIIIIIIIIIIIi
£0.60 £0.60
12:30pm s l12:30pm 7
£0.60 £0.60
IiiIIIIIIIIIIIIIIIIIi iiiIIIIIIIIIIIIIIIIi
£0.60 £0.60

Court & Court 7

‘wed 22 Jan 2025

Thu 23 Jan 2025
Fri 24 Jon 2025

Sat 25 Jan 2025
Sun 26 Jan 2025

Mon 27 Jan 2025
Tue 28 Jan 2025
Wed 29 Jan 2025
Thu 30 Jan 2025
Fri 31 Jan 2025
Sat 1Feb 2025
Sun 2 Feb 2025
Man 3 Feb 2025
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5. SELECT THE COURTS AND TIME YOU WISH TO BOOK. EACH SLOT IS

30 MINUTES SO IF YOU WANT 60 MINUTES YOU MUST SELECT TWO
CONSECUTIVE BOXES.

Clay Courts (5-12) - Today

Displaying for Wed 15 Jan 2025 ~ All Day ~ ALL Court ~ ALL times = @ Join All Waiting Lists ¢

The timeslot has bee

5 12 30pm 12 30pm

1 30pm 1 30pm 1 3opm

2:30pm s | 230pm s 2 2
£0.60 £0.60 £0.60

3pm s f3pm 4 E: 7
£0.60 £0.60 £0.60
Review Booking Cancel Bocking

RESEAV

6. CLICK REVIEW BOOKING ON THE BOTTOM LEFT OF THE SCREEN.

Review Booking Cancel Booking

7.YOU CAN NOW REVIEW YOUR BOOKING -TO ADD PARTNERS YOU
MUST CLICK THE 'CLICK HERE TO ADD SOMEONE TO THIS BOOKING'
BUTTON.

Back to HOME = BACK to Select Court Tupe

Clay Courts (5-12) - Today

Your Reservation Detalls
Please review the details of your booking and use the link below to add any playing partner details

RESERVATION

PARTNERS
East Glos Club - Couwrt 5 from 12:30 to 13:00
East Gles Club - Court 5 from 13:00 to 13:30

Click here 1o add someone to this booking
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8. SEARCH FOR YOUR PARTNER BY TYPING THEIR NAME IN THE
'SELECT YOUR PLAYING PARTNER' BOX.

ONCE YOU'VE FOUND YOUR PARTNER, CLICK ON THEIR NAME TO
ADD THEM TO THE BOOKING.

ect e

Clay Courts [51 2] - Today

Select Your Playing Partner

upe in the name of your playing partner and click on the FIND PARTNER button

Mame of Partner

9. IF YOUR BOOKING IS CHARGEABLE, YOU WILL NOW BE ASKED TO
MAKE PAYMENT VIA EITHER YOUR VIRTUAL WALLET OR
CREDIT/DEBIT CARD.

IF YOUR BOOKING IS NOT CHARGEABLE, YOU WILL NOW BE ABLE TO
REVIEW YOUR BOOKING AS IT IS NOW COMPLETED.

IF YOU WANT TO CHECK THE COURTS YOU HAVE BOOKED, YOU CAN
DO SO ANYTIME VIA THE 'MY BOOKINGS' ICON ON THE PORTAL
HOMEPAGE.

10 | Page



HOW TO CANCEL A COURT

1. TO VIEW YOUR BOOKED COURTS, YOU CAN CLICK THE GREEN TAB

ON YOUR HOMEPAGE TO VIEW ‘UPCOMING BOOKINGS’ OR CLICK
THE ‘MY BOOKINGS’ ICON VIA ‘MANAGE MY ACCOUNT".

-

You have 1 upcoming booking

—

> -‘-" - 4

2. ON YOUR BOOKINGS, SELECT THE ONE YOU WISH TO CANCEL AND
CLICK THE ‘CANCEL’ BUTTON IN BLUE.

3. YOU WILL THEN BE PROMPTED TO CONFIRM YOUR CANCELLATION
AND THEN WILL BE NOTIFIED WHEN SUCCESSFUL IN GREEN.

YOU WILL ALSO RECEIVE AN EMAIL CONFIRMING YOUR
CANCELLATION.

PLEASE NOTE - IF YOU ARE NAMED AS A PLAYER ON A COURT
BOOKING YOU WILL NOT BE ABLE TO CANCEL THE COURT, ONLY THE
BOOKER CAN CANCEL THE COURT.

ALL COURT CANCELLATION POLICIES FOR REFUNDS STILL APPLY AND
CAN BE FOUND BY CLICKING THE MEMBER INFORMATION ICON ON
THE PORTAL.
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HOW TO BOOK A SOCIAL
SESSION

1. LOGIN TO YOUR PORTAL HOMEPAGE.

2. SELECT THE “SOCIAL PLAY” ICON.

SOCIAL PLAY

3. SELECT THE SPORT YOU WISH TO BOOK FOR.

OO OO

TENNIS SQUASH RACKETBALL PADEL TABLE TENNIS

4. SELECT THE SESSION YOU WISH TO BOOK.

JUMIOR SOCIAL TENMNIS ADULT SOCIAL TENNIS
_Adult Social Tennis

Thu 16 Jan

Social Tennis Thursday 9.30am - NO

BOOKING REQUIRED
3 9:30am - 90 mins
* East Glos Club

Thu 16 Jan 52
Social Tennis Thursday 6pm - BOOK IN —
ADVANCE
® 6pm - BO mins

& East Glos Club

Thu 16 Jan

Social Tennis Thursday 7.20pm - NO

BOOKING REQUIRED
D 7.20pm - 40 mins
# Eost Glos Club
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6. SELECT WHO IS GOING TO PARTICIPATE IN THE SESSION (EITHER
YOURSELF OR A FAMILY MEMBER).

Your Booklng ‘i-]etails for Social Tennis Thursday 6pm - BOOK IN ADVANCE

Please select who is attending
@ Steve Wigg

Your Booking Details

7. CLICK NEXT IN THE BOTTOM LEFT AND WHEN YOUR BOOKING IS
FINALISED, YOU WILL RECEIVE THIS NOTIFICATION. YOU WILL THEN
BE ABLE TO VIEW YOUR BOOKINGS IN THE “MY BOOKINGS” TAB.

YOU WILL ALSO RECEIVE AN EMAIL CONFIRMING YOUR BOOKING.

Your Booking Has Been Processed Successfully

You have booked the following:
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HOW TO CANCEL A SOCIAL
SESSION

1. TO VIEW YOUR BOOKED SOCIAL SESSIONS, YOU CAN CLICK THE
GREEN TAB ON YOUR HOMEPAGE TO VIEW ‘UPCOMING BOOKINGS’
OR CLICK THE ‘MY BOOKINGS’ ICON VIA ‘MANAGE MY ACCOUNT".

4

You have 1 upcoming booking

2. SCROLL DOWN TO THE BOOKING YOU WOULD LIKE TO CANCEL
AND CLICK THE ‘CANCEL’ BUTTON IN BLUE.

Your Bookings

You have 1 upcoming booking

DATE/TIME TYRE DETAILS PARTICIPANTY(S)
Thu 23 Jan Social Tennis Social Tennis Thursday 6pm - BOOK IN ADVANCE Philippa Hawkins -Wwhite
6pm to 7:20pm Social Tennis

‘ You are not on any waiting lists

3. YOU WILL THEN BE ASKED TO CLICK ‘CONFIRM” AND ONCE THE
BOOKING HAS BEEN SUCCESSFULLY CANCELLED YOU WILL BE
NOTIFIED IN GREEN.

YOU WILL ALSO BE SENT AN EMAIL TO CONFIRM THAT YOUR
BOOKING HAS BEEN CANCELLED.

Confirm Cancellation

You are cancelling Social Tennis Thursday épm - BOOK IN ADVANCE on 23 Januar ry 2025,

Click below to confirm you want to cancel your place.

BGCk

Your booking has been successfully cancelled
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HOW TO BOOK A COACHING

COURSE

A. IF YOU ARE A MEMBER LOGIN TO YOUR PORTAL HOMEPAGE.

B. IF YOU ARE NOT A MEMBER YOU NEED TO REGISTER TO THE
PORTAL AS ABOVE.

1. SELECT THE “BOOK A COACHING COURSE” ICON.

BOOK A COACHING
COURSE

2. SELECT THE SPORT YOU WISH TO BOOK FOR.

TENNIS SQUASH RACKETBALL PADEL PICKLEBALL

3. SELECT THE COURSE YOU WISH TO BOOK AND SELECT 'BOOK".

ADULT PADEL COACHING JUNIOR PADEL
COACHING

Wed 22 Jan 6

Padel XDTESS places available

BOOK
D 10om - 60 mins -

# Eost Glos Club

& simon Corbish

Thu 23 Jan 6
serve, Return and Volley I

BOOK
D 10om - 60 mins -

# Eost Glos Club

& simon Corbish

Thu 23 Jan 6

Getting Hooked on Padel I
D 1lom - 60 mins
#* EostGlos Club

& simon Corbish
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4. SELECT THE COURSE YOU WISH TO BOOK, SELECT WHO WILL BE
ATTENDING, THEN CLICK NEXT TO CHECK YOUR SESSIONS, THEN
NEXT AGAIN TO VIEW YOUR BASKET.

Your Buoklng ijetdils for Padel Xpress

These are the sessions you are hookingon - Your Booking Details

Wed 22 Jan ot 10:00 Total Cost

40.00
Wed 29 Jan at 10:00

Wed 5 Feb at 10:00

Wed 12 Feb at 10:00

Your Booking Details for Padel Xpress
Please select who is attending Your Booking Details

40.00

5. ONCE YOUR HAVE ADDED THE COURSE TO YOUR BASKET, YOUR
PLACE WILL BE HELD FOR 15 MINUTES WHILST YOUR MAKE
PAYMENT.

to HO!

Your Easket

Place booked for Philippa Hawkins-White on Padel Xpress starting on Wed 22 Jan at East Glos Club £40.00

TOTAL DUE £40.00

6. YOU WILL THEN BE ABLE TO VIEW YOUR BOOKING BY CLICKING
INTO “MANAGE MY ACCOUNT” ON YOUR HOMEPAGE AND THEN
GOING INTO “MY BOOKINGS”.

—>

MANAGE MY ACCOUNT MY BOOKINGS
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HOW TO ADD FUNDS TO
YOUR VIRTUAL WALLET

1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS
ABOVE.

2. CLICK ON THE “MY VIRTUAL WALLET” ICON ON YOUR HOMEPAGE.

MY VIRTUAL WALLET

3. SELECT 'CLICK HERE TO ADD FUNDS TO YOUR VIRTUAL WALLET".

4. SELECT THE AMOUNT YOU WISH TO ADD TO YOUR VIRTUAL
WALLET REVIEW YOUR BASKET.

5. WHEN YOU'RE HAPPY, CLICK '‘PROCEED TO CHECKOUT'

HERE YOU WILL BE PROMPTED TO MAKE PAYMENT VIA
CREDIT/DEBIT CARD AND THE FUNDS WILL BE ADDED TO YOUR
VIRTUAL WALLET.
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HOW TO PURCHASE ITEMS IN
THE CLUB WITH YOUR
VIRTUAL WALLET

1.TO ACCESS YOUR QR CODE TO MAKE PAYMENTS IN THE CLUB
WITH YOUR VIRTUAL WALLET, CLICK THE ‘MY VIRTUAL WALLET’
ICON ON YOUR HOMEPAGE.

2. THEN CLICK THE ‘QR CODE’ BUTTON TO YOUR VIEW CODE.
Your Virtual Wallet

Your current halance is £0

Click here to TRANSFER funds TO another member

3. YOU CAN THEN USE THIS TO PURCHASE ITEMS IN THE CLUB
RECEPTION AND CAFE BY SCANNING THE QR CODE AT THE TILL.
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HOW TO PAY AN INVOICE

1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS
ABOVE.

2. CLICK ON THE BOX THAT SAYS 'YOU HAVE AN OUTSTANDING
INVOICE'.

You have an outstanding

invoice of £5.00

4. CLICK ON INVOICE (RED WRITING) TO OPEN IT.

Unpa‘id Invoices

You have 1 unpaid invoice

5. SELECT HOW YOU WISH TO PAY. IF YOU HAVE FUNDS ON YOUR
VIRTUAL WALLET, IT WILLAUTOMATICALLY BE DEDUCTED FROM

THERE. IF NOT, YOU WILL BE PROMPTED TO MAKE PAYMENT VIA
CREDIT OR DEBIT CARD.
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HOW TO SHARE COURT FEES

BOOKER

1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS
ABOVE AND GO THROUGH THE PROCESS OF MAKING A BOOKING.

2. ONCE YOU HAVE ADDED ALL PLAYERS ONTO THE BOOKING YOU
WILL SEE A 'TICK BOX' TO ASK IF YOU WISH TO SHARE FEES. THIS
MUST BE TICKED FOR FEE SHARING TO WORK.

Clay Courts (5-12) - Today

Your Reservation Details

Review the details of your booking and use the link below to add any plauing partner details

East Glos Club - Court 5 from 15:00 to 15:30 Ruth Powell

Click here to add someone else to this booking

c:nt to share costs with my playing partner

3. YOU SHOULD NOW COMPLETE YOUR BOOKING. AN INVOICE HAS
AUTOMATICALLY BEEN RAISED TO ALL PLAYERS LISTED ON THE
BOOKING AND THE FUNDS WILL BE TAKEN FROM EACH PLAYERS
ACCOUNTS AUTOMATICALLY.

PLEASE NOTE THAT YOU CAN CHANGE THE PARTICIPANTS ON THE
BOOKING RIGHT UP UNTIL THE BOOKING IS DUE TO START.
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HOW TO TRANSFER FUNDS
TO ANOTHER MEMBER

1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS
ABOVE.

2. CLICK ON THE ‘MY VIRTUAL WALLET’ ICON.

MY VIRTUAL WALLET

3. SELECT 'CLICK HERE TO TRANSFER FUNDS TO ANOTHER MEMBER'.

Click here to TRANSFER funds TO another member

4. ENTER THE AMOUNT OF MONEY YOU WISH TO TRANSFER AND
THEN SELECT THE MEMBER YOU WISH TO TRANSFER FUNDS TO.

5. REVIEW TRANSFER (PLEASE ENSURE THE MEMBERS DETAILS ARE
CORRECT).

WHEN YOU'RE HAPPY, PLEASE CONFIRM YOUR TRANSFER BY
CLICKING 'TRANSFER FUNDS'.
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HOW TO REQUEST FUNDS
FROM ANOTHER MEMBER

1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS
ABOVE.

2. CLICK ON THE ‘MY VIRTUAL WALLET’ ICON.

MY VIRTUAL WALLET

3. SELECT 'CLICK HERE TO REQUEST FUNDS TO FROM MEMBER'.

Click here to REQUEST funds FROM another member

4. ENTER THE AMOUNT OF MONEY YOU WISH TO REQUEST, ENTER
THE MEMBER DETAILS AND ADD A REFERENCE.

Enter the amount and the name of the member you want to request funds from

Please also enter a reference which will appear on the payment requests page for the recipient of the request

Amount to Request (Maximum £20)

Name of Persan Request Reference

5. REVIEW TRANSFER (PLEASE ENSURE THE MEMBERS DETAILS ARE
CORRECT).

WHEN YOU'RE HAPPY, PLEASE CONFIRM YOUR REQUEST BY
CLICKING REQUEST FUNDS'.
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HOW TO ADD FAVOURTIES

WHAT IS A FAVOURITE?
A FAVOURITE IS ASHORTCUT TO A PAGE ON THE PORTAL THAT YOU
REGUARLY VISIT AND WANT TO CREATE A SHORTCUT FOR. THIS
COULD BE A PARTICULAR COURT(S) OR A SESSION(S)

1. IF YOU WANT TO SAVE SOMETHING TO YOUR FAVOURITES LOOK
OUT FOR THE HEART ICON.

o Cours- Tnday &

Displaying for Sat 10 Dec 2022 ~ All Day ~ ALL Clay Courts ¥ ALL times ~
Clay Court 1 Clay Court 2 Clay Court 3 Clay Court 4

12noon Clay Court1 @ 12Nn0O0ON Clay Court 2 ll 12n00ON Clay Court 3 @ 12n00ON Clay Court 4
AVAILABLE AVAILABLE AVAILABLE AVAILABLE

2. TO SAVE A PAGE TO YOUR FAVOURTIES, FIRSTLY CLICK ON THE
HEART ICON, THEN NAME YOUR FAVOURITE - FOR EXAMPLE - CLAY
COURTS.

Add Favourite

This will save the current search to your favourites to enable you to quickly come back to it

next time. Enter a name for your search below and click the SAVE button

Name of Favourite

CLAY COURTY

3. THIS PAGE IS NOW SAVED TO YOUR FAVOURITES.

YOU CAN ACCESS YOUR FAVOURITES VIA THE 'MY FAVOURITES TILE
ON THE PORTAL HOMEPAGE.

MY FAVOURITES
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HOW TO ADD YOURSELF TO A
COURT(S) WAITING LIST

1. LOGIN TO YOUR PORTAL HOMEPAGE.

2. SELECT THE 'BOOK A COURT' ICON FOR THE SPORT YOU WOULD
LIKE TO BOOK A COURT FOR.

BOOK A TENNIS COURT

3. SELECT THE COURT, DATE AND TIME THAT YOU WOULD LIKE TO
JOIN THE WAITING LIST FOR, AND THEN CLICK JOIN WAITING LIST.

Resource Booking

You have selected Court 5 from 8:30am to 9am on Tue 25 Feb 2025
This timeslot is BOOKED

A waiting list is available

Join Waiting List Back to Booking Sheet

4. |F A SPACE BECOMES AVAILABLE YOU WILL BE NOTIFIED
ALLOWING YOU TO BOOK.

5. BE AWARE THAT THIS NOTIFICATION WILL BE SENT TO EVERYONE
ON THE WAITING LIST AND THE SPACE WILL BE BOOKED ON A FIRST
COME FIRST SERVED BASIS.
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HOW TO UPDATE PERSONAL

DETAILS

1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS
ABOVE.

2. SELECT THE 'MANAGE MY ACCOUNT' ICON.

MANAGE MY ACCOUNT

3. SELECT THE 'UPDATE PERSONAL DETAILS' ICON.

UPDATE MY DETAILS

4. CLICK ON THE BLUE WRITING TO UPDATE ANY DETAILS.

IF YOU HAVE FAMILY MEMBERS LINKED TO YOUR ACCOUNT, YOU
CAN ALSO UPDATE THEIR PERSONAL DETAILS HERE.
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HOW TO SAVE
www.myeastglos.co.uk
TO YOUR HOME SCREEN

APPLE DEVICES

1. LAUNCH WWW.MYEASTGLOS.CO.UK ON SAFARI.

2. CLICK ON THE SQUARE WITH UPWARDS ARROW AT THE BOTTOM
OF THE PAGE.

3. SCROLL UNTIL YOU SEE OPTIONS LIST AND SELECT 'ADD TO HOME
SCREEN".

4. CLICK 'ADD' IN THE TOP RIGHT CORNER.

5. SAFARI WILL AUTOMATICALLY CLOSE AND YOU WILL BE TAKEN TO
WHERE THE ICON IS LOCATED ON YOUR IPAD OR IPHONE'S HOME
SCREEN.

ANDROID DEVICES
1. LAUNCH WWW.MYEASTGLOS.CO.UK ON THE CHROME APP.

2. OPEN THE WEBSITE OR WEBPAGE YOU WANT TO PIN TO YOUR
HOMESCREEN.

3. TAP THE MENU ICON (3 DOTS IN UPPER RIGHT-HAND CORNER)
AND TAP ADD TO HOMESCREEN.

4. YOU'LL BE ABLE TO ENTER A NAME FOR THE SHORTCUT AND THEN
IT WILL BE ADDED TO YOUR HOME SCREEN.
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HOW TO CONFIRM YOUR
COURT

. LOGIN TO YOUR PORTAL

. GO TO “MY BOOKINGS” AT THE TOP OF THE PORTAL HOME
PAGE, OR VIA MANAGE MY ACCOUNT

. YOU WILL SEE A TICK BOX NEXT TO ANY COURT BOOKINGS ON
YOUR ACCOUNT

. TICK TO CONFIRM YOUR COURT WHICH YOU CAN DO UP TO 3
HOURS BEFORE YOUR BOOKING

. IFYOU DO NOT CONFIRM THE COURT THE BOOKING WILL BE
LOST 10 MINUTES AFTER THE START OF THE SESSION

. IN DUE COURSE WE WILL HAVE NEW HARDWARE TO

COMPLIMENT THE NEW SOFTWARE, CONFIRMING THE COURT
VIA YOUR QR CODE
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	YOU WILL ALSO RECEIVE AN EMAIL CONFIRMING YOUR BOOKING.
	HOW TO CANCEL A SOCIAL SESSION
	1. TO VIEW YOUR BOOKED SOCIAL SESSIONS, YOU CAN CLICK THE GREEN TAB ON YOUR HOMEPAGE TO VIEW ‘UPCOMING BOOKINGS’ OR CLICK THE ‘MY BOOKINGS’ ICON VIA ‘MANAGE MY ACCOUNT’.
	2. SCROLL DOWN TO THE BOOKING YOU WOULD LIKE TO CANCEL AND CLICK THE ‘CANCEL’ BUTTON IN BLUE.
	3. YOU WILL THEN BE ASKED TO CLICK ‘CONFIRM’ AND ONCE THE BOOKING HAS BEEN SUCCESSFULLY CANCELLED YOU WILL BE NOTIFIED IN GREEN.
	YOU WILL ALSO BE SENT AN EMAIL TO CONFIRM THAT YOUR BOOKING HAS BEEN CANCELLED.
	HOW TO BOOK A COACHING COURSE
	A. IF YOU ARE A MEMBER LOGIN TO YOUR PORTAL HOMEPAGE.
	B. IF YOU ARE NOT A MEMBER YOU NEED TO REGISTER TO THE PORTAL AS ABOVE.
	1. SELECT THE “BOOK A COACHING COURSE” ICON.
	2. SELECT THE SPORT YOU WISH TO BOOK FOR.
	3. SELECT THE COURSE YOU WISH TO BOOK AND SELECT 'BOOK'.
	4. SELECT THE COURSE YOU WISH TO BOOK, SELECT WHO WILL BE ATTENDING, THEN CLICK NEXT TO CHECK YOUR SESSIONS, THEN NEXT AGAIN TO VIEW YOUR BASKET.
	5. ONCE YOUR HAVE ADDED THE COURSE TO YOUR BASKET, YOUR PLACE WILL BE HELD FOR 15 MINUTES WHILST YOUR MAKE PAYMENT.
	6. YOU WILL THEN BE ABLE TO VIEW YOUR BOOKING BY CLICKING INTO “MANAGE MY ACCOUNT” ON YOUR HOMEPAGE AND THEN GOING INTO “MY BOOKINGS”.
	HOW TO ADD FUNDS TO YOUR VIRTUAL WALLET
	1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS ABOVE.
	2. CLICK ON THE “MY VIRTUAL WALLET” ICON ON YOUR HOMEPAGE.
	3. SELECT 'CLICK HERE TO ADD FUNDS TO YOUR VIRTUAL WALLET'.
	4. SELECT THE AMOUNT YOU WISH TO ADD TO YOUR VIRTUAL WALLET REVIEW YOUR BASKET.
	5. WHEN YOU'RE HAPPY, CLICK 'PROCEED TO CHECKOUT'
	HERE YOU WILL BE PROMPTED TO MAKE PAYMENT VIA CREDIT/DEBIT CARD AND THE FUNDS WILL BE ADDED TO YOUR VIRTUAL WALLET.
	HOW TO PURCHASE ITEMS IN THE CLUB WITH YOUR VIRTUAL WALLET
	1.TO ACCESS YOUR QR CODE TO MAKE PAYMENTS IN THE CLUB WITH YOUR VIRTUAL WALLET, CLICK THE ‘MY VIRTUAL WALLET’ ICON ON YOUR HOMEPAGE.
	2. THEN CLICK THE ‘QR CODE’ BUTTON TO YOUR VIEW CODE.
	3. YOU CAN THEN USE THIS TO PURCHASE ITEMS IN THE CLUB RECEPTION AND CAFÉ BY SCANNING THE QR CODE AT THE TILL.
	HOW TO PAY AN INVOICE
	1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS ABOVE. (1)
	2. CLICK ON THE BOX THAT SAYS 'YOU HAVE AN OUTSTANDING INVOICE'.
	4. CLICK ON INVOICE (RED WRITING) TO OPEN IT.
	5. SELECT HOW YOU WISH TO PAY. IF YOU HAVE FUNDS ON YOUR VIRTUAL WALLET, IT WILL AUTOMATICALLY BE DEDUCTED FROM THERE. IF NOT, YOU WILL BE PROMPTED TO MAKE PAYMENT VIA CREDIT OR DEBIT CARD.
	HOW TO SHARE COURT FEES
	BOOKER
	1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS ABOVE AND GO THROUGH THE PROCESS OF MAKING A BOOKING.
	2. ONCE YOU HAVE ADDED ALL PLAYERS ONTO THE BOOKING YOU WILL SEE A 'TICK BOX' TO ASK IF YOU WISH TO SHARE FEES. THIS MUST BE TICKED FOR FEE SHARING TO WORK.
	3. YOU SHOULD NOW COMPLETE YOUR BOOKING. AN INVOICE HAS AUTOMATICALLY BEEN RAISED TO ALL PLAYERS LISTED ON THE BOOKING AND THE FUNDS WILL BE TAKEN FROM EACH PLAYERS ACCOUNTS AUTOMATICALLY.
	PLEASE NOTE THAT YOU CAN CHANGE THE PARTICIPANTS ON THE BOOKING RIGHT UP UNTIL THE BOOKING IS DUE TO START.
	HOW TO TRANSFER FUNDS TO ANOTHER MEMBER
	1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS ABOVE. (2)
	2. CLICK ON THE ‘MY VIRTUAL WALLET’ ICON.
	3. SELECT 'CLICK HERE TO TRANSFER FUNDS TO ANOTHER MEMBER'.
	4. ENTER THE AMOUNT OF MONEY YOU WISH TO TRANSFER AND THEN SELECT THE MEMBER YOU WISH TO TRANSFER FUNDS TO.
	5. REVIEW TRANSFER (PLEASE ENSURE THE MEMBERS DETAILS ARE CORRECT).
	WHEN YOU'RE HAPPY, PLEASE CONFIRM YOUR TRANSFER BY CLICKING 'TRANSFER FUNDS'.
	HOW TO REQUEST FUNDS FROM ANOTHER MEMBER
	1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS ABOVE. (3)
	2. CLICK ON THE ‘MY VIRTUAL WALLET’ ICON. (1)
	3. SELECT 'CLICK HERE TO REQUEST FUNDS TO FROM MEMBER'.
	4. ENTER THE AMOUNT OF MONEY YOU WISH TO REQUEST, ENTER THE MEMBER DETAILS AND ADD A REFERENCE.
	5. REVIEW TRANSFER (PLEASE ENSURE THE MEMBERS DETAILS ARE CORRECT). (1)
	WHEN YOU'RE HAPPY, PLEASE CONFIRM YOUR REQUEST BY CLICKING REQUEST FUNDS'.
	HOW TO ADD FAVOURTIES
	WHAT IS A FAVOURITE?
	A FAVOURITE IS A SHORTCUT TO A PAGE ON THE PORTAL THAT YOU REGUARLY VISIT AND WANT TO CREATE A SHORTCUT FOR. THIS COULD BE A PARTICULAR COURT(S) OR A SESSION(S)
	1. IF YOU WANT TO SAVE SOMETHING TO YOUR FAVOURITES LOOK OUT FOR THE HEART ICON.
	2. TO SAVE A PAGE TO YOUR FAVOURTIES, FIRSTLY CLICK ON THE HEART ICON, THEN NAME YOUR FAVOURITE - FOR EXAMPLE - CLAY COURTS.
	3. THIS PAGE IS NOW SAVED TO YOUR FAVOURITES.
	YOU CAN ACCESS YOUR FAVOURITES VIA THE 'MY FAVOURITES TILE ON THE PORTAL HOMEPAGE.
	HOW TO ADD YOURSELF TO A COURT(S) WAITING LIST
	1. LOGIN TO YOUR PORTAL HOMEPAGE. (2)
	2. SELECT THE 'BOOK A COURT' ICON FOR THE SPORT YOU WOULD LIKE TO BOOK A COURT FOR. (1)
	3. SELECT THE COURT, DATE AND TIME THAT YOU WOULD LIKE TO JOIN THE WAITING LIST FOR, AND THEN CLICK JOIN WAITING LIST.
	4. IF A SPACE BECOMES AVAILABLE YOU WILL BE NOTIFIED ALLOWING YOU TO BOOK.
	5. BE AWARE THAT THIS NOTIFICATION WILL BE SENT TO EVERYONE ON THE WAITING LIST AND THE SPACE WILL BE BOOKED ON A FIRST COME FIRST SERVED BASIS.
	HOW TO UPDATE PERSONAL DETAILS
	1. LOGIN TO YOUR PORTAL HOMEPAGE USING THE INSTRUCTIONS ABOVE. (4)
	2. SELECT THE 'MANAGE MY ACCOUNT' ICON.
	3. SELECT THE 'UPDATE PERSONAL DETAILS' ICON.
	4. CLICK ON THE BLUE WRITING TO UPDATE ANY DETAILS.
	IF YOU HAVE FAMILY MEMBERS LINKED TO YOUR ACCOUNT, YOU CAN ALSO UPDATE THEIR PERSONAL DETAILS HERE.
	HOW TO SAVE
	www.myeastglos.co.uk
	TO YOUR HOME SCREEN
	APPLE DEVICES
	1. LAUNCH WWW.MYEASTGLOS.CO.UK ON SAFARI.
	2. CLICK ON THE SQUARE WITH UPWARDS ARROW AT THE BOTTOM OF THE PAGE.
	3. SCROLL UNTIL YOU SEE OPTIONS LIST AND SELECT 'ADD TO HOME
	SCREEN'.
	4. CLICK 'ADD' IN THE TOP RIGHT CORNER.
	5. SAFARI WILL AUTOMATICALLY CLOSE AND YOU WILL BE TAKEN TO WHERE THE ICON IS LOCATED ON YOUR IPAD OR IPHONE'S HOME SCREEN.
	ANDROID DEVICES
	1. LAUNCH WWW.MYEASTGLOS.CO.UK ON THE CHROME APP.
	2. OPEN THE WEBSITE OR WEBPAGE YOU WANT TO PIN TO YOUR HOMESCREEN.
	3. TAP THE MENU ICON (3 DOTS IN UPPER RIGHT-HAND CORNER) AND TAP ADD TO HOMESCREEN.
	4. YOU'LL BE ABLE TO ENTER A NAME FOR THE SHORTCUT AND THEN IT WILL BE ADDED TO YOUR HOME SCREEN.
	HOW TO CONFIRM YOUR COURT
	1. LOGIN TO YOUR PORTAL
	2. GO TO “MY BOOKINGS” AT THE TOP OF THE PORTAL HOME PAGE, OR VIA MANAGE MY ACCOUNT

