[bookmark: _GoBack]HEWELL BOWLING CLUB – ONLINE RINK DIARY
Next week (week commencing 15 June) will be the last week that rinks are pre-booked for you. From 22 June onwards you will need to book your own rinks using the online system. We are not currently placing restrictions on the number of bookings per person but please be mindful of others. In particular, if you are playing in leagues, remember that those not in leagues will want to book rinks outside those times for rolling up. 
The online rink booking diary is easy to use provided you follow the instructions. Over the next few days you will all receive your user name for the system – typically your first name plus first initial of your surname all in lower case. The password for everyone will be hewell – you will have the opportunity to change the password when you login.
Finally the rink diary can only currently be used up to and including Sunday 12 July. Any bookings beyond then will be deleted. The government is due to provide new guidance on or around 4 July and this might change social distancing guidance re alternate rink usage.
When you book a rink it will show as a highlighted session. You can only edit your own bookings.
	1. To access the website please click on the following link  or copy the link to your internet browser

	http://hewell.rinkdiary.co.uk/ 

2. This will take you to the home page (see below). It will show you this week’s view and any bookings will simply show as ‘booked’. You need to sign in – Click on ‘sign in’ box at top right (in red box)  


                                         [image: ]

3. You should then see the login page (see below). Enter your user name and password  – the user name has been emailed to you by Hewell Rink Diary and will usually be your first name plus initial letter of your surname. The first time you sign in the password will be hewell. 
                                            [image: ]

4. The first time you sign in you can change your password to something memorable for you. Simply click on ‘my profile’ at the top of the page and enter and save a new password.
                                         [image: ]


5. You are now ready to book a rink. This is slightly complicated currently due to the staggered start times for each rink. Once we are back to normal each timeslot will be a straightforward 2 hour session. Down the left hand side you will see the staggered times in each timeslot for each rink.
6. To book a rink, click on a free box at the day and time you want to play. The ‘book your slot’ box will appear on your screen. It will show the date and the timeslot you have chosen and it will show your name. you must then complete the two drop down boxes and the ’name of opposition’ box. 
7. The ‘choose slot’ drop down will show the number of rinks available in that timeslot. You are not choosing a rink to book, simply the number of rinks you want to book. You will almost always be selecting ‘1’.
8. The ‘Game name’ has a self explanatory drop down list and you choose the most appropriate descriptor.
9. Finally you must complete the ‘name of opposition’ box to complete the booking – this can either be the person you are playing against or just ‘ practise’. Then click ‘request slot’
10. You will have been allocated a rink within that timeslot – it will always be the first free rink so for the time being the earliest time in that particular slot.
11. It deliberately doesn’t allow you to select the rink you wish to play on as typically players draw rinks on the day or the team captain selects rinks for a match on the day.
12. If you wish to delete a booking click on your booked slot and a ‘booked slot details’ box will appear similar to the ‘book your slot’ box. Simply click ‘delete slot’.
13. Finally the system allows you to provisionally book rinks – maybe when you are looking to arrange club competitions. Tick the provisional booking slot and if you don’t confirm the booking it will auto cancel after 24 hours.
                           [image: ]
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