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Introduction

The ReserveMyCourt PRO Module is specifically designed to assist teaching
pros, working and managing at ReserveMyCourt facilities, manage and take
private and group lessons via the ReserveMyCourt website. This feature will be
an invaluable aid in growing your business and help you to spend more time on
the court generating revenue. Like all of our services, the PRO Module is
completely free. If you have questions about these instructions, about the PRO
Module, or any other questions about reservemycourt.com please email Greg
Rupert at greg@reservemycourt.com.

Setup Your Teaching Pros

Pros must first have setup a player account, selected their facility, and entered
the appropriate Access Code. Once this is completed, the facility administrator
must designate the player as a Pro. To do, this the site administrator should
select PLAYERS, and click the last name of the player they would like to
designate as a pro. This action will bring up the screen shown below.
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From this screen, check the box next to the PRO: label and click the submit
button. This will designate the selected player as a pro and immediately make
them available for private lesson reservations and allow them to setup group

lessons.

Manage Your Pro Rules
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Players setup as pros can be reserved by other players for private lessons. So,
pros should immediately setup their schedule to be sure they are taking
reservations only for those times that they are available. To begin, the pro
should login. Pros can now see additional options along the left navigation bar
by clicking the + sign next to MY PROFILE. By clicking PRO RULES, the pro
can now see the screen shown below.
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Here the pro should enter their preferences. Pros can designate how far in
advance they want to allow players to setup private lessons. They can designate
their charge rate, although this is not currently used anywhere in the site. The
pro can also indicate how much advance notice they want for reservations. For
example, if a pro has entered 4 hours, then a player trying to setup a lesson at
8:00 am will be restricted to times that start at noon. If the facility has a
designated teaching court, then the Require an Empty Court checkbox should be
left blank. If the box is checked, the private lesson reservation will also reserve
an open court and will not be completed unless a court is available.

Manage Your Pro Schedule

By clicking PRO SCHEDULE, the pro will arrive at the screen shown below.
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On this screen the pro should set their general schedule. The pro should
indicate their start and end for weekdays and the same for Sunday. If there are
specific dates that the pro is unavailable, the date can be blocked off by simply
clicking the date on the calendar. The pro can scroll to different months by click
on the single arrow to the left and right of the word TODAY at the top of the
calendar. These off dates roll over year to year, so be sure to keep your
schedule up to date. Off dates, are highlighted on the calendar and they can be
removed by simply clicking them.

Reserving a Pro for a Private Lesson

Once a pro has setup their account, players can begin reserving private lessons.
Players will now be able to view the availability of a pro and setup a private
lesson by clicking the RESERVE MY PRO on the left navigation pane. By doing
so, the screen below will appear.
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All players designated as pros will appear in the schedule and will be selectable
from the drop down list in the reservation information section. Players can select
their pro from the drop down list and enter a reservation just like they reserve a
court. If a pro has a specific time during a day that they are unavailable, they
should reserve themselves to block the time off. When reservations are made,
both the player and the pro receive an email confirmation providing the details of
the lesson.

Setting up a Group Lesson

Pros can setup group lessons. Pros do this by clicking Reservations, so that
they can view the screen below.
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The pro should enter the reservation like any other reservation, but click the
check box next to Lesson. Click Reserve My Court and the group lesson will be
set for the selected time and court. Doing so will bring the pro to the screen
shown below.
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From this screen the pro should place additional details on the group less in the
details section and set the maximum number of students for the lesson. Once
this is done, record the changes by clicking the Submit button.

What Players will See

After a group lesson has been setup, they will show on the reservation calendar.
These group lessons will appear in yellow blocks and the reservation notes will
be preceded with “Group Lesson”. An example is shown in the screen below.
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Any player can click the group lesson link to see the details on the lesson and
signup if space is available. When a player clicks the lesson link they will see the
screen below.
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Here they can view the details of the lesson and the players already signed up. If
the player is not signed up they can do so by clicking the Sign Me Up! Button. If
they are already signed up, the button will say Cancel My Reservation and they
can do so by clicking it.

What Pros Will See

Once a pro has setup a group lesson, the pro can modify the details, the
maximum number of students, or cancel the lesson by clicking the reservation on
the main reservation calendar. The pro will then view the screen shown below.
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From here the pro can submit changes by clicking Submit, Email all the players
signed up by clicking Email Players, or cancel the lesson by clicking Cancel
Event. Pros should email any players already signed up before cancelling the
lesson. Pros should also be careful not to reduce the maximum number of
students allowed below the number of already registered.
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