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COURSE OUTLINE

Here's what you'll find in this course:

General Overview

Create a Booking: Portal User
View/Modify a Booking

How to do payment

How to create new accommodation
How to create new Adventure Centre
How to Add Services and Equipment
How to Cancel a Booking

View Cancelled bookings

Create a Booking: Head Office




General Overview




What is a Booking in Salesforce?

A & is called as a Reservation of the type booking

What is an Adventure Centre in Salesforce

An _ is called as a Resource in Salesforce

What is an Accommodation in Salesforce

An _ is called as a Resource in Salesforce with parent as _



Create a Booking

Role: Registered Portal User




Create a New Booking

Registered User/Booking Coordinator

Assigned Tasks

D Log on to Portal

D Go to Bookings Tab




Create a New Booking

Registered User/Booking Coordinator

E Reszrvations
My Bookings v %

Click on New Booking
Button

Select the Adventure m ?v.\_-'a..n_\f_a!lfzy é

Centre
Select the Accommodation ¢ Choose an Accommedation Type
*Piease chaose from the following:
type
m Campsite Dormitory
Select the accommodation Pay Vit

m Camping Hut 1 ¢ m Test Valley




Create a New Booking

Registered User/Booking Coordinator

D Double-click to select the Camping Hut 1 é

March 2024

date &time from the ) = ol
) Sunday Monday Tuesday Wednzsday Thursday
calendar view s » z 2 »
3 4 5
i} 1 12 13 14
18 19 20 21




Create a New Booking

Registered User/Booking Coordinator

p Update booking details
D Add Service & Equipment

B Click on Save

You will receive a booking

request number

p Click on Next

~ Details

Recource @
B campingur1

~ Mo of Youths
~ Mo of Adults

w Booking Details

~ Services
w Recurring Reservation

Thank you for your booking.

if you hawe any questions or need further assistance, please don't hesitate to contact our

ng referance number is

Adwenture Centres team call 02 9325 1210 or Email: siteconrdinatorfscoutswa.com.au




How to view/modify a Booking Request

Role: Booking Coordinator




View/modify Booking Request

Registered User/Booking Coordinator

Assigned Tasks

D Log on to Portal

D Go to Bookings Tab




View/modify Booking Request

Booking Coordinator

p Go to Pending Booking

D Click on reservation name

to view details

D Click on pencil icon on
status and update status to

In Review

If a deposit is required
» Update checkbox Deposit
Required
p Update status to Pending

deposit Payment

Pending Booking Bookings Reguesting Cancellations

DETAILS

~ Reservation Information

R-0D0133

Time @

Booking Reservation Type

= @

|E Pending Booking » 9

=

https:fscoutswa.comoan

0




View/modify Booking Request

Booking Coordinator

If a deposit is not required

D Update status to Pending
Final Payment

DETAILS RELATED

~ Reservation Information

R-0D0133

e @

Booking Reservation Type

it - ,& =
' S 40.00
0
=
Pand
L) Show All Results for "Pend
1 B Pending Deoost Payment




View/modify Booking Request

Booking Coordinator

To Update services or

Equipment on Booking

» On Booking details go
Service Reservations section

Click on new

You get a screen to add new

service or reservation

Click on Save

AILS RELATED

E Service Reservations (1) ii

Service Reservation Mame

Sarvice Duantity
Cvimmang 4
New Service Reservation
Information
zrice @
‘ [pearch = a
it @
R—.
B ro001: X
= @
e
= @
& @
& @
: @
& @




View/Modify Booking

Booking Coordinator

Note:

If a Deposit Payment is required

1. The user will receive a booking confirmation email
2. 7 days before the booking date, the user will receive a Final Invoice email
3. The user will receive a booking finalised email prior to the booking date

If a Deposit payment is nhot required

1. The user will receive a booking confirmation email along with a final invoice
2. 7 days before the booking date, the user will receive a Final Invoice emalil
3. The user will receive a booking finalised email prior to the booking date

Generating a final invoice

7 days before the final booking date, a final invoice is generated and sent to the user for payment
Note: All changes to the booking amount before the final invoice is generated can be updated and sent as a part of final

invoice. For changes after final invoice. Invoice must be created manually, and its payment needs to be tracked manually.




How to complete payment booking

Role: Portal User




Complete the Payment

Portal User

DETAILS

When a booking is moved
to Pending Deposit
Payment or Pending Final
Payment you will receive an

email for completing

payment

» Click on Invoice Number

ensure the status is Unpaid

and the type is booking

» On Invoice detail page, click
on Click here for Payment



Complete the Payment

Parent

Amount Payable : $null

B Select Payment Method
Please select payment method

() Credit Card | ® Bank Account B

Account Name

SMITH, JOHN

BS5B Account Number

999-999 999999999




Update a Payment/Invoice

Role: Finance Team/Booking Coordinator




Finance Team

Log on to Salesforce

Go to Invoices Tab

Select the Unpaid Invoice

from the list

Select the Invoice

Update the status by

clicking on pencil icon

Update the transaction

reference number and Save

Update the Unpaid Invoice

nvoice

1-000061

Details Related

nvoice Number

Dus Date

Membership Fee From
Date

Memberzhip Fee To Date 2/2/2024 ra
Amount rd

GST 0.00

Type of Invoice Booking

Memiber Esha Singh

6 N

Receipt Number g

nvoice Murmber v | Type of Invoice 4 W | Status

000061 a Booking Unpaid e

-000078 Booking Unpaid

000079 Booking

Unpaid



Create New Accommodation

Role: Adventure Centre Team




Head office

D Log on to Salesforce

» Search for Resources &

Types in app launcher

» Search for Adventure
Centre where you want to
create a new

accommodation

Create New Accommodation

Customer Engagem...

[ Q. Resour|

Apps
MNo results
Items

Resource Calendar

Resources

Resources & Types

View All

p Sen

Resources

Scouts WA > Country North Region > Duidgee > Swan Valley

RESOURCES

Q Swan

RESOURCE TYPE(S)

v o Scouts WA

v 9 Country MNorth Region

W

Duidgee

Valley

W

Campsite
Aganoa Track (AT1)
Aganoa Track (AT2)

Burnt Balga Way 1 (BBW1)
Burnt Balga Way 2 (BBW2)
Camping Hut 1




Create New Accommodation

Head office

Valley
Campsite

Aganoa Track (AT1) Clane

- ©

Aganoa Track (AT2) New child |e
Burnt Balga Way 1 (BBW'

» Click on the drop down e
besides Accommodation
type select new child

B Update the details
* Set Time zone as *":"“’“‘:“

'Australia/Perth’, order @

* isACTIVE = true,

* Api Visible = False




Scenario 4

Create new Adventure Centre: Adventure Centre
Team




Create new Adventure Centre

Head office

RESOURCE TYPE(S)

. RESOURCES

:EE Customer Engagem... Cases
D Log on to Salesforce Q, search resources
[ [ Q. Resour| 9] ]
pSea rch for Resources & Types v @ Scouts WA
4 A p s
g PP il A Country North Region
in app launcher No results :
Items o Duidgee
»Sea rch for Region when you Resource Calendar adf
Resources Advenci Clone
want to create a new I_Rmums & o e Adventure Works N
Adventure View Al Aganoa Track (AT1)
* Click on the drop down
besides region and
select new child Resource Name Parent @
Enter a name Duidgee
» Update the details *Resource Type @ Timezone @
Adventure Center v Select an option
» Select resource type as
Adventure Centre Order @ Is Active @
. v
* SetTime zone as
'AUStra“a/perth' ' Api Visible @ Description @
. isActive = true Add a description (optional)
1
* Api Visible = false




How to Add Services & Equipment




How to Add Services & Equipment

Head office

. Information e
| *Service Type @ Q] s Active @

[ Search Service Types...

.. :::  Customer Engagem... Cases completeth feld
Create New ACthlty or —_— "Service Name [ ] | Price. @ [

] [ Default Quantity o [ ]
Equipment Q, Service o

4 Apps

B

Go to App launcher ﬂ Service Console

Items

Service Contracts

Se | ect Se I’VI ces Service Types

Services e

View All
Click on New B I 1 nnANTN=e [ cenee ” save & New ]ﬁ

Services

All v *

Impert | Printable View

Select Service Type Activity

g items - Sorted by Service Name - Filtered by All services - Updated a few seconds ago

. [ Service Name T v | Service Type ~ | Price v | Default Quantity v | Is Active ~

O r Eq Ul p m e nt 1 [J Boating Equipment $50.00 20 % ©
2 [ Bowling Activity $30.00 5 )

3 [0 bungee jumping Equipment 25 ®

4 [J CrateClimb Activity $13.50 10 ©

. s [ Frisbee Goli Activity $5.00 20 2]

| Sa Ct ve =T rue 6 [J shooting Activity $20.00 8 -
7 [ skating Equipment 15 ©

8 [0 swimming Activity $10.00 4 )

9 O w Activity )

Update price

Click on Save



How to Add Services & Equipment

Head office

e

:EE Customer Engagem... Cases
Make Equipment or [
. . Q_ Resour ol
Services Available for [ s |
4 Apps p Sen
bOO k' ng Mo results
Items

Resource Calendar
p Search for Resources & |R.,,{mrces 9

Types in app launcher

View All

Search & Select where you

RESOURCES ~ RESOURCE TYPE(S) RELATED

want to add a new service

Q cm
2 a Opening times (2)@ New
or Equipment —
v g Country North Region START DATE END DATE DAYS OPENS AT CLOSES AT UNAVAILABILITY
v Duidgee A
9722024 9/2/2025 Monday Tuesday; ThursdayFridaySaturday;Sunday 0:00 2400 |
Camper van -Van 1-015 Isuzu | Series. - -

FSD 11172022 1/1/2025 Monday:Tuesday Thursday;Friday;Saturday;Sunday 1201 23:50 Inherited from: Organization Scouts WA .

In related Tab, R

‘Aganoa Track (AT1)

‘Aganoa Track (AT2)

Bumt Balga Way 1 (BBW1)

T DGR TEy u Available services (6) o
Go to Available services

Test Valley SERVICE TYPE INHERITED FROM START DATE END DATE QUANTITY
skating Equipment Camping Hut 1 9/2/2024 171072024 10 |
Boating Equipment Camping Hut 1 9/2/2024 1/9/2024 15 |
Cl iCk On ﬂeW Crate Climb Activity Camping Hut 1 8/2/2024 4/10/2024 0 P
Bowling Activity Camping Hut 1 8/2/2024 9/8/2024 20 P |
Frisbee Golf Activity Swan Valley 30/1/2024 31/5/2024 Unlimited |
View all

#




Head office

D Update the details

» Search for the service
which needs to be
made available for

booking

+ Update start date &

end date

p Click save

How to Add Services & Equipment

New service availability

*Cervice

*Start Date

Quantity @

*End Date




How to Cancel a Booking




Cancel a Booking

Portal User

» Log on to Portal

p Go to Bookings Tab

p Under My Bookings, click on
the Booking Number

» In booking details, click on

Cancel Booking

Assigned Tasks

Resarvation

My Bookings + &

-

Reservation

R-000183

DETAILS

» Reservation Information

R-000183

Jennith

Submitted




View Cancelled Bookings: Booking Coordinator




Booking Coordinator

D * Log on to Portal

D + Go to Bookings Tab

View Cancelled Booking

Assigned Tasks More A
A

Bookings

_ases/Requests/Eng...

Contact Us

Events and Calendar

Expression of Interest

{ Formation Assets
Invoices

Members

My Family Details
Reports

Section and their Me...

Submit Volunteer EOl ¥



View Cancelled Booking

Booking Coordinator

okin Bookings Requesting Cancellations g

E Bookings Requesting Cancellations v

p . Go to Booking ST
= v | Local Start Datetime “ | Local End Dt

Cancellation Requests — Dc:_-_;-_.c:::

section

“ | Created By

» + Select the booking DETAILS  RELATED

B « On booking details Click v Reservation Information

on pencil icon besides
R-000133 i

status Reservation Type @ status @
Booking Reservation Type Cancellation Requested

Resource @

Swan Valley v

2w the Terms & Conditions @ Booking Amount
https:/lscoutswa.com.au/ 40.00
Total Attendees Deposit Required
0 e
Base Price @ Deposit Amount
20,00

Balance amount

20.00



Create a Booking Head Office




Create new Booking

Head office

o

wee
22¢  Customer Engagem... Resources ~

Resources

Customer Engagem... Resources Recently Viewed v ¥

D Log on to Salesforce

Resources i Accounts 9items | LIST VIEWS
Al + — 3]
Go to Resources Tab Comtacts 1 —
50+ items » Sorted by Record Type - Filtere| =ame
Cases : Formation Assets

* Select all List view [] AssetiD

1
bSearch for the

~ Recently Viewed (Pinned list)

Opportunities ~ I

Fa

gEeeooea

D Reports
g 3 ]
accommodation you want to ——
4 [ 12345 e
boo k 5 D Reservations
Resources I | - -
1 New Change Owner Import Printable View
Al v | [ meer | l
items « Sorted by Record Type - Filtered by All resources « Updated a few seconds ago Q. Camping
Asset ID ~ | Resource Name ~ | Categol ~ | Caretaker ~ | Physical Address e ATTive Record Type T ~
gory ys YP!

[ 12345 Camping Hut 1 Camping Equipment Yasin Sheik 58 Yule Ave, Middle Swan WA 6056, Australia + Accommodation E]



Create new Booking

Head office

DGO to Calendar tab

pSeIect Month & Week as

desired

»Double click on the required

slot
* Update the details
Note:

To create any booking a Contact

mmandatory

If the contact is not available, you

will have to create a new contact,

Please reach out to member

services for creating a contact

Details

Relpted Calendar

Bookings Maintenance

Camping Hut 1

l Today l lw‘narzay

Sunday

@ March 2024

Monday Tuesday Wednesday

Thursday Friday

March 1

Saturday

Booking Reservation Type w @ validate
o Double booking checking is disabled because you have the Allow Double Booking permission assigned.
Start (local time) @ End (local time)
Date Time Date Time
[ 1 Mar 2024 = l [ 12:00 am @l 2 Mar 2024 = l [ 12:00 am © l
“ Details
Resource Contact
[E Camping Hut 1 > l l Search Contacts... Ql
~ No of Youths
Male Female
~ No of Adults
Male Female
“ Booking Details
Total Attendees Status )
[ Submitted - l

This field is calculofed upon save
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