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HOW TO REGISTER FOR THE 

PORTAL – NON-MEMBERS 
 

PLEASE NOTE: 
IF YOU ARE A MEMBER OF THE CLUB YOUR USERNAME AND 

PASSWORD WILL BE EMAILED TO YOU. 
YOU SHOULD THEN USE THESE TO LOGIN VIA 

www.myeastglos.co.uk 
(PLEASE SEE NEXT PAGE FOR HOW TO LOGIN TO PORTAL). 

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

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

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

 
 
 

 
 

 
 
 

http://www.myeastglos.co.uk/
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3. FILL OUT YOUR PERSONAL DETAILS. 
 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 
 
 

4. VERIFY YOUR EMAIL ADDRESS. 
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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. 
 

 
 

 
 
 

 
 

 
 

 
 

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

 
 

 
 
 
 

3. ENTER THE USERNAME AND PASSWORD THAT WAS EMAILED TO 
YOU. 
 
 

 
 
 

 
 

 
 
 

 
 

 
 

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

http://www.myeastglos.co.uk/
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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. 
 
 

 

 

 
 

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

 

 

 

 

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. 

 

 

 

 

 

 

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

 

 

 

 

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

 

 

 

 

 

 

3. SELECT THE COURT TYPE. 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

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

 

 

 

 

 

 

 

 
YOU CAN REPEAT THIS SELECTION PROCESS FOR EACH PARTICIPANT.  
 

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. YOU SHOULD ALWAYS ADD ANY PARTICIPANT(S) TO YOUR 
BOOKING. THIS CAN BE DONE AT THE TIME OF BOOKING, AS ABOVE. 
AT ANY SUBSEQUENT TIME BEFORE THE SESSION STARTS, YOU CAN 
CLICK ON THE GREEN “UPCOMING BOOKINGS” NOTIFICATION ON 
THE PORTAL HOMEPAGE TO SHOW YOUR BOOKING(S), CLICK THE 
BLUE “UPDATE” BUTTON AND FOLLOW THE SIMILAR PROCESS TO 
PARAGRGAPHS 7 AND 8 ABOVE.  
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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’. 

 

 

 

 

 

    

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. 

 

 

 

 

 

 

3. SELECT THE SPORT YOU WISH TO BOOK FOR. 

 

 

 

 

 

4. SELECT THE SESSION YOU WISH TO BOOK. 
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6. SELECT WHO IS GOING TO PARTICIPATE IN THE SESSION (EITHER 
YOURSELF OR A FAMILY MEMBER). 

 

 

 

 

 

 

 

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.  
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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’. 

 

 

 

 

   

 

 

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.   
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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. 

 

 

 

 

 

2. SELECT THE SPORT YOU WISH TO BOOK FOR. 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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”. 
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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. 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

3. YOU CAN THEN USE THIS TO PURCHASE ITEMS IN THE CLUB 
RECEPTION AND CAFÉ 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'. 

 

 

 

 

 

 

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. 
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SHARING OF COURT FEES 
 

 

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

 

2. ALL PLAYERS ADDED TO THE BOOKING WILL PAY AN EQUAL SHARE 
OF THE FEE. THE FUNDS TRANSFER AUTOMATICALLY AT THE START 
OF THE SESSION. THE BOOKER SHOULD ALWAYS ADD ANY 
PARTICIPANT(S) TO THE BOOKING. THIS CAN BE DONE AT THE TIME 
OF THE BOOKING OR AT ANY TIME BEFORE THE SESSION STARTS.  
 

THIS IS EXPLAINED IN MORE DETAIL IN THE SECTION ON HOW TO 
BOOK A COURT.  
 
3. FOR THE FEE SHARING TO BE SUCCESSFUL, A PLAYER MUST HAVE 
ADEQUATE FUNDS IN THEIR ACCOUNT. AT THE SESSION START TIME, 
IF ANY PLAYERS HAS INADEQUATE FUNDS, AN INVOICE WILL 
AUTOMATICALLY BE GENERATED ON THE DEFAULTERS ACCOUNT 
FOR SUBSEQUENT PAYMENT VIA THEIR VIRTUAL WALLET. 
 
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. 

 

 

 

 

 

 

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'. 

 

 



22 | Page 

 

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. 

 

 

 

 

 

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). 

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 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. 
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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. 

 

 

 

 

 

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. 
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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. 

 

 

 

 

 

 

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. 
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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. 
 
 

 

http://www.myeastglos.co.uk/
http://www.myeastglos.co.uk/
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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 

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

YOUR ACCOUNT 
 

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

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

6. IN DUE COURSE WE WILL HAVE NEW HARDWARE TO 
COMPLIMENT THE NEW SOFTWARE, CONFIRMING THE COURT 
VIA YOUR QR CODE 


