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Notifications

Here you will find templates for the emails that will be
automatically sent to customers to confirm their bookings and
payments.

You will see in the email templates that there are lots of words
with ‘# symbols around them — when the email is sent, each of
these will automatically be replaced with the relevant piece of
information from your booking. So for example:

#Title# will be your calendar name
#Description# will be your calendar description
#MyDomainName# will be your website name

For a full key of all the tokens, please see page 59.

symbols will result in the corresponding information

NOT being added correctly to your customer emails.
You can, however, delete these words completely if you feel they
are not necessary. If you make any mistakes or want to ‘reset’

/A\ WARNING! Editing any of the words between the ‘#’
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these templates, use the blue arrow button.
Each notification will be sent via email as follows:

Booking not confirmed

This will be sent to your customer if they complete all their
details for a booking but DO NOT make a payment with PayPal
when prompted (this is not relevant if you have selected cash
only payments — see ‘Payment settings’ on page 15). If you do
not want to send this email, just untick the box next to ‘Booking
not confirmed’ below the email template box.

Your details will be included in this email so that customers can
contact you directly to make an alternative form of payment.
If your customer does not pay for the booking through your
website, their booking details will still appear in the ‘Booking
list’ as ‘Unconfirmed’ (see page 35), which you will need to
manually update if you receive payment.

Booking confirmed

This will be sent to your customer once they have completed
the booking details AND make a payment. It provides booking
information, including an automatically generated reference
number. If this payment has been made via PayPal it will
automatically be updated as ‘Confirmed’ in your ‘Booking
List’ (see page 35). Alternatively, if you have taken a booking
over the telephone or email and updated the confirmed status
manually, this email will also be sent (see ‘Booking list’ on page
35). If you do not want to send this email, just untick the box
next to ‘Booking confirmed’ below the email template box.

Invoice

This informs your customer how much they still have left to pay
for a booking and will be sent to them shortly after the ‘Booking
confirmed’ email has been sent. If you have selected ‘Full
amount upfront’ when deciding your deposit in the ‘Payment
settings’, this invoice will always show £00.00 in the ‘Amount
due’ box. If you do not want to send this email, just untick the
box next to ‘Invoice’ below the email template box.
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When you’re happy with each notification, simply click the blue
‘Save notifications’ button. Remember, you can come back at
any time to edit these notifications.

Extras

Add extras

Specify any ‘'extras’ you would like to add to your bookings — for example, if your calendar is for a
hotel this might be breakfast, lunch or dinner.

Details

Price
Example Paid Addition 1 Edit E5.00
Example Paid Addition 2 Edit E10.00
Example Paid Addition 3 Edit E15.00

Close Add an extra

Would you like to make some extras available to your
customers? This might be breakfast, lunch or dinner...or maybe
an extra charge for parking? Here you can start building an

extras list, which you can pick and choose from when you are
creating new calendars.

Description:

B I U | Fontfamly - Fontsize - =

Path: p

To add a new extra, click on the grey ‘Add an extra’ button in
the bottom right corner of the screen and complete the details
in the form that appears — just give your extra a name, price
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and description, then press the blue ‘Save extra’ button to go
back to the extras list.

If you want to edit or delete any of your extras, you can do this
at anytime. Just click on the grey ‘Edit’ button or red‘Delete’

button next to the relevant extra.

Colour settings

Edit colour settings

This allows you to choose colours that will represent diffierent occurences on your calendar; such
as bookings that have been confirmed or are not yet confirmed, or to highlight different items on the
same day.

Booking confirmation Unavailable Multiple items

Select your booking confirmation colours by clicking on the boxes below.

Booking confirmed: . Booking not confirmed: .

Close window Next step »

This option allows you to choose the colours that will represent
different occurrences on your calendar; such as days you are
fully booked or to highlight different time slots on the same day.

There are three tabs in this option — ‘Booking confirmation’,
‘Unavailable’ and ‘Multiple items’.

Just click on the box next to each type of booking and a colour
palette will appear; here you can select the colour you’d like.
Click the blue ‘Save booking colours’ button when you’re happy
with your chosen colours. You can come back and edit these at
any time.
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Using the ‘Look ‘n’ Book
editor’

Now your ‘Global settings’ have been completed, you can move
onto using your calendar/s with the ‘Look ‘n’ Book editor’ tab.

Your calendars

The ‘Your calendars’ toolbar allows you to select, add and edit
your calendar/s and calendar folders.

Add new calendar
To create a new calendar, simply click the blue ‘Add new

calendar’ button and complete the following form:

Step 1. Calendar details

Add new calendar
Lef's add a new calendar to your Look 'n’' Book! Simply complete ALL the options below.

Add price and description Select extras and save
—

Quick calendar guide g
Calendar A: Calendar B: Calendar C:
Suitable if you have one Perfect when you have Used for one-off items with
item available to book, every multiple items available to single or multiple
dayor night for the same book every dayor night all availability, suitable for
price, €.9. Villa / cottage / DJ for the same price, e.q. selling tickets for events or
I photographer. Hotel / car rental. gigs, or for timed availability
bookings.
Find out more » Find out more »
Find out more »

——

Close window Next step »
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Calendar name:

Give your calendar a name in this box — it could be anything
from‘Portuguese Villa’ or ‘Single Room’ to‘Craig’s Gig’. This
name will appear above your calendar in both your Takeaway
Website account and on your actual website, so make sure it’s a
name that is clear to you and your visitors.

Calendar type:
From the drop down box, select the type of calendar you would
like — there are three different options for you to choose from:

Calendar A: This calendar is suitable when you have one item
available to book (every day or night) for the same price, for example:

A villa or cottage — when you just want to charge for the
accommodation as a whole, rather than by room

DJ or photographer — if you're available every day or night and
will be charging the same amount for your service

When you choose this option, Mr Site will automatically fill every
day on your calendar with the same price for your item or service.
You can also change the price on certain days, as well as block out
particular days you aren’t available; see ‘Set unavailable date’ on
page 32.

Calendar B: This calendar is suitable when you have multiple items
available to book (every day or night) all for the same price, for
example:

A hotel — if you have a number of rooms all costing the same. If
your hotel has, for example, three rooms costing £45 and three
rooms costing £50 you will need to make two separate calendars
for each room type. You then have the option of placing them in
the same folder (see ‘Select calendar folder’ on page 24), which
means they will displayed together on the same calendar

Car rental — if you have a number of cars available all costing
the same. Again, you can create multiple calendars for different
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priced cars and group them together in a folder

When you choose this option, Mr Site will automatically fill every day
on the calendar with the same number of items you have available
and their price. You can change the price on certain days, as well as
block out particular days you aren’t available; see ‘Set unavailable
date’ on page 32.

Calendar C: Rather than Mr Site automatically filling your calendar
with the same information every day, this option allows you to
customise your availability even further. It is suitable for a number of
different scenarios, for example:

If you have a one-off item to add to a calendar with single or
multiple availability (such as selling tickets for events or gigs)

If you want to specify timed availability (such as hour-long
appointments, two hour-long appointments or half days, with
different or the same prices). This can be used for such things as
room hire or personal training sessions

To make your life easy, we've also added in a recurrence option...
which means once you've set up a day or week to suit you
availability, you apply it to your whole calendar in the click on a
button.

Select calendar folder:

Here you can create folders for related calendars. So, for example,
if you have a hotel with separate calendars for your different
priced rooms (see ‘Calendar B’ on page 23), you can create a
folder to group them together.

When you do this, it also changes the way your calendars are
presented on your website — rather than have two or three
separte calendars, Mr Site will create a single calendar with a
drop down box listing all the calendars in that folder. When a
visitor selects one, it will bring up the relevant calendar and will
look like this image:
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Either select ‘No folder’, if you don’t want to place this calendar
in a folder, or ‘Add new folder’. If you are creating a new folder,
you must give it a name in the box that appears below, for
example, ‘Hotel Rafal’.

When you set up a folder you will be able to find, select and edit
it in ‘Manage calendars’ in the ‘Look ‘n’ Book editor’ tab. You
can also move calendars into a different groups — see ‘Change
the folder my calendar is in’ on page 28.

Step 2. Add a (price and) description:

Price:

This option will only appear if you have selected Calendar A or
Calendar B in Step 1. If you have selected Calendar C, you'll be
able to edit your price later (see ‘Add item’ on page 40).

Enter a price for your item/s in the first box. Now you will need
to decide if this price applies ‘Per booking’ or ‘Per person’, then

‘Per day’ or ‘Per night’.

If you select ‘Per booking’, Look ‘n’

|P‘ease':hmse T | Book will calculate your price as one
Pieass choose individual item that is not affected
per person by the amount of people who make

the booking. So, for example, if you

are a hotel that would like to charge
per room you would need to select ‘Per booking’. The same
would apply if you were hiring cars or if you are a DJ or
photographer. If however, you are a hotel that charges by the
number of people staying in one room, you will need to select
the second option; ‘Per person’.

Page 25



From the second drop down list, you

|§P'EE""e dhoose | need to decide if the ‘Per booking’ or
Please choose ‘Per person’ should be calculated by
per n{ght the amount of days the booking is

over or the amount of nights. For a

hotel or evening DJ service, you
would want to select ‘Per night’ here, but a photographer who
hires out their time during the day, would want to use the
second option; ‘Per day’.

Remember, this price will apply to EVERY date on your calendar,
but if you want to set up special rates for particular days, you
can do this later (see ‘Price editor’ on page 33).

You should also note, that if you select per day as your payment
choice, the whole day will be coloured in on your calendar

when someone makes a booking. If you select per night as your
payment choice, only the second half of the day will be coloured
in on your calendar; as shown in the image below:

June 2010 G) June 2010 G)
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
30 | A 1 2 3 4 5 30| A 1 2 3 4 5
6 7 8 9 10|11 |12 6 7 8 9 10| 1 |12

13 | 14 | 15 [ 16 | 17 | 18 | 19 13| 14 [ 15 | 16 | 17 | 18 | 19

20 21 | 22 | 23| 24| 25 | 26 20| 21 ) 22 | 23| 24| 25 | 26

27T | 28 | 29 | 30 1 %2 3 27 | 28 | 29 | 30 1 2 3

4

m

6 7 8 ) 10 4 5 6 7 8 a9 10

Per day Per night

Number of items:
This option will only appear if you have selected Calendar B in
Step 1.
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Simply enter the number of items you have available to book
for this particular calendar.

Description:

Here, add all the details about your item/s —it’s a good
opportunity to really sell your product, so be sure to include

all the important features you think visitors will need to know.
This description will appear to your visitors in the ‘Information’
tab of the calendar (see page 50). Like your Takeaway Website
‘Change Content’ option, you will be able to include images,
links and videos, as well as customise fonts and insert HTML
code.

Step 3. Select extras and save:

Add exiras

Specify any ‘extras’ you would like o add to your bookings — for example, if your calendar is for a
hotel this might be breakfast, lunch or dinner.

Details Price
Example Paid Addition 1 Edit £5.00
Example Paid Addition 2 Edit £10.00
Example Paid Addition 3 Edit E15.00
Close Add an extra

If you have set up any extras your ‘Global settings’ (see page
19) they will appear in a list here. If you would like to make
them available to this calendar, simply tick the relevant boxes.
When your visitors are booking, they will be able to choose the
extras they’d like and Mr Site will automatically add it to the
final bill.

When you are happy with your chosen calendar settings, click
the blue ‘Save this calendar’ button and Mr Site will create
your calendar. You will now see it has appeared on your screen
and you’ll also see your calendar name in the ‘Your calendars’
toolbar.
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Howdo I...

Find my calendar in the future?

Once you have created your calendar you will find it in the ‘Your
Calendars’ toolbar. If you have put it in a folder, just click the
folder name and then the relevant calendar. If you have not
put it in a folder, you will find it by clicking on ‘Calendars’.

Delete a calendar from the ‘Your calendars’ toolbar?

If you want to delete a calendar from Look ‘n’ Book, simply
click on the relevant calendar in the ‘Your calendars’ toolbar
and click the small ‘x’ button next to it, then ‘OK’ in the pop-up
screen that follows. If you have placed your calendar on a web
page or as widget, this action will also delete the calendar from
your website, too.

Update my item price and/or description?

Simply click on the relevant calendar in the ‘Your calendars’
toolbar and once your calendar has appeared, click the ‘Calendar
info’ button — here you will be able to edit as much as you like.

Know what my calendar will look like on my website?
See ‘Adding a calendar to your website’ on page 50.

Create a new folder?

There are two ways to create a new folder; either click on the
‘Create a folder button’ in the ‘Your calendars’ toolbar or you
can create a new folder during the ‘Add a new calendar’ setup.

Change the folder my calendar is in?

To put your calendar in a folder, click on the ‘Calendar info’
button and select the relevant folder from the drop down list
next to ‘Select your calendar folder’.

Using the ‘Calendar toolbar’
The ‘Calendar toolbar’ options allow you to fully manage your
calendar and bookings. You can edit your calendars, view and

organise your bookings, check availability, block out certain
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days, set special rates...and much, much more.

If you have selected Calendar A or Calendar B as your type, the
‘Calendar toolbar’ will appear slightly different than if you have
selected Calendar C.

Calendar A or Calendar B

[ Calendar toolbar - Single rooms (Calendar B)

L1
EHEN f ‘ l
EEE

Calendar view Price editor Booking list Calendar info Availability

(O] January 2011 February 2011 (O]

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
26 27 28 29 30 31 30 kil 1 2 3 4 5

2 6 4 6 7 8 9 0 M 12

12 13 14 15 13 14 15 16 17 18 | 19
16 | 17 18 | 19 20 21 E 2 21 2 23 24 25 | 26
23 24 26 | 26 27 28 29 27 28 1 2 3 4 5

30 31 1 2 3 4 5 6 7 8 9 10 1 12

Add a booking Set unavailable date

The ‘Calendar toolbar’ will display the following options:
e Calendar view

e Price editor

e Booking list

¢ Calendar info

e Availability

Calendar view
Using ‘Calendar view’, you will be able to see if you have

availability in two ways:

1) If a day/night is booked it will display your chosen booking
confirmed colour within it (see ‘Booking colours’ on page 20 to
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view and edit your calendar colours).

2) If you hover over a date with your mouse, a box will appear
and show if it is available and how many of your items are still
available (if relevant).

There are also two important buttons in at the bottom of
‘Calendar view’:

Add a booking:
Add/edita booking
LR 5
Add extras Price Booking details
Example Paid Addition 1 = Price: (1 night) £5000 | Pavment:
£5 jht)
e I e

Example Paid Addition 3 - .
Tax: £8.75
Total incl. tax: £58.75
T
oo [ ]

S —

s paot:
Comments
[F] Booking confirmed? (@)
[ Paid? @
Close window Save booking details

If you want to manually input a booking into your calendar,
for example if someone telephones or emails you to make a
booking, you can add it to your calendar by clicking on the
grey ‘Add a booking’ button. Simply complete the ‘Add/edit a
booking’ form that follows:

Date range: Either type in the chosen dates for the booking or
select them from the pop-up calendar that appears when you

click inside each of the boxes. Put your start date in the first box
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and your finish date in the second.

Add extras: Simply tick the relevant boxes next to any extras
your visitor would like. These will be added to the final cost of the
bill.

Price: This area of the form will automatically add and update
the final bill accordingly. You can also apply a discount or special
offer in the ‘Discount’ box.

Booking details: [nput your customer’s details, including the
number of people per booking.

Comments: Here you can add any extra information to this
booking, such as special requests.

Booking confirmed?: By ticking this box, you will be confirming
the booking is complete and it will update your availability
accordingly (and send out a booking confirmation email if you
have this option selected — see ‘Notifications’ on page 1/ for
more details).

Please note: Until you have ticked this box, the availability on
your calendar will not be updated.

Paid: Tick this box when your customer has paid for their
booking.

When you are finished, click the ‘Save” button. You can come

back and edit these details — see ‘Booking list" on page 35 for
more details
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Set unavailable date:

Add | edit unavailable date

You maywant to make certain dates unavailable for booking - let's say, for example, you're closed
for renovation or are closed for the weekend. This means wisitors will not be able to book your villa
or hotel rooms from your calendar.

From: |20 Jan 2011 I‘ to |2OJan 2011 !‘

Reason for unavailability: ‘ |

Place in all calendars: E1

Close window @

You may want to make certain days on your calendar
unavailable for booking, for example, if your hotel is closed for
renovation or you are away for a weekend.

To do this, click on a date on your calendar and then on the grey
‘Set unavailable date’ button. Simply complete the following
form:

Date range: Fither type in the dates you want to block out or

select the dates from the calendar that appears when you click

inside each of the boxes. Put your start date in the first box and
your finish date in the second.

Recurrence: [ ook ‘n’ Book can automatically block out the same
date every week or month should you wish. If select this option,
another box will appear. Here you must enter a date that specifies
when you want the last occurrence to happen.

Reason for unavailability: You can give a short description
or title — this could be ‘Closed for renovation’ or even just
‘Unavailable.’

Place in all calendars: If you have more than one calendar (for
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example, if you are hotel with different priced rooms) and would
like to block your chosen date out on all of them, simply tick the
‘Place in all calendars’ box.

When you are finished, click ‘Save’ to update your calendar with
the changes.

If you want to edit unavailable days at any time:

Su Mo Tu We Th Fr Sa @l Su Mo Tu We Th Fr 8Sa
26 27 28 29 30 31 30 31 1 2 3 4 5

Havagmﬂﬂz

12 13 14 | 15 ‘ ‘ 13 | 14 15 16 17 18 19

6 17 18 ﬂl 24 26 26
[ view details

23 24 26 2 345

# Edit unavailable date m

30 31 1 2 10 " 12

T Delete

ﬂ! a Eu!mg Set unavailable date

Just click on the relevant day in your calendar and a pop-up box
will appear. Click on ‘View details’ to see your existing entry or
‘Edit unavailable date’ to change any details. To delete this
unavailable day altogether, just click on ‘Delete’.

If you have set this as reccurring, a pop-up box will appear and
ask if you would like to delete the item just on that date or ALL
the reccurrences. Click on the relevant button to complete your
delete.

Price editor

With the ‘Price editor’ tab you can change the prices of specific
dates in your calendar and see a list of all the special rates
you'’ve set.

Edit current price

To set a special rate, click on the ‘Edit current price’ button
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underneath the calendar. The ‘Edit current price’ form will now
appear:

Date range: Fither type in the dates you would like to set a
special rate for or select the dates from the pop-up calendar that
appears when you click inside each of the boxes. Put your start
date in the first box and your finish date in the second.

New price: Simply type your new price in this box.

Edit price

Here you can seta special rate for any chosen date.

Date range: | 20Jan 2011 B | to ‘ 21Jan 2011 | @
Close window

Click the ‘Save’ button when you’re finished.
When you hover your mouse over those dates on your calendar,
you will now see the price has adjusted. You can add as many

special rates to your calendars as you like.

Price list

Price list

Below is a list of all of the different prices or special rates you've seton your calendar.

Date range Price

23 Feb 2011 to 25 Feb 2011 Edit price | (DEEERGT) E45

Close window

If you want to edit or view all the special rates you have applied
to your calendar, click the ‘Price list’ button. This will bring up a
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full list of all your special rates.
You have the option to ‘Delete’ or ‘Edit’ the rates here and to
locate a specific price or date, just type it into the search box

and Look ‘n’ Book will find it for you.

Click ‘Close window’ when you are finished to return to the
‘Price editor’ view.

Booking list

[z Calendar toolbar - Single rooms (Calendar B)

Ll
HEE f I l
[ 11|
Calendar view  Price editor Booking list | Calendar info Availability

With the 'Booking list you can view, search, sort, edit or delete any bookings made on your calendar.

From: |12Jan2011 |B | to |01Mar2011 |B | Search:

Details + Price # Paid + Conf

M Unavailable 19 Jan - 20 Jan
redecoration

n/a nfa
View details | | Edit

%) Booking 9 Feb - 10 Feb
Name: Harry Evans Ref: #18044

View details | | Edit

) Booking 13 Feb - 14 Feb
Name: Smith Jones Ref: #18045

View details | | Edit

£50.00 £0.00 |

£90.00 £22.50

Print Export to Excel

Click on the ‘Booking list’ tab to check the status of your
bookings or to edit, sort, search and delete them.

At the top of the ‘Booking list’, type in the dates for the period
of time you would like to check or select the dates from the
pop-up calendar that appears when you click inside each of the
boxes. Put your start date in the first box and your finish date in
the second.
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All the relevant bookings will now appear in a list below and
this will also include any days you may have blocked out as
unavailable (see ‘Set unavailable date’ on page 33):

Search: Use the search box to find any particular booking using a
reference, type, date, price, first name or surname.

Details: This shows a summary of details for the booking —
including the following infomation:

Date range: Duration of the booking.

Customer name: The name of the customer who has
made the booking.

Ref.: This is the reference number given to the customer
to confirm their booking. It will be generated and sent

via a booking confirmation email (if you have this option
selected — see ‘Notifications’ on page 17 for more details)
once a payment has been made

View booking details
Date range: 9 Feb 2011 to 10 Feb2011
Extras Price Booking details
Example Paid Addition 1 ) | Price: (1 nights) £50.00 | Firstrame: Harry
(€5 per night) . 3
Price excl. tax: £50.00 | Lastname: Evans
Example Paid Addition2 -
(€10 per night) Discount: £0.00 | Address: Tiller Road
Example Paid Addition 3 Aftor discount: £50.00 | Gity:
(£15 per night) O o London
Tax: £875 | postcode: o14 8px
Total incl. tax: esars | L e
Paid already: £0.00 | ropephone: 08444145158
Number of people: 4
Comments
|| Booking confirmed?
Close window Print booking details

o View details: Click here to see full details of the

booking, including all extras and subtotals, and print them.
o Edit: Using the ‘Edit’ button you will be able to change
the dates of the booking; along with amending any extras.
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You will be able to see the subtotal and total costs of

the booking , add or edit any customer details, view the
number of people per booking, add any special notes and
also confirm the booking by checking the tick box at the
moment of the form. Confirming the booking will then
update your calendar accordingly and send a confirmation
email to the person that has made the booking. Press

the ‘Print’ button if you would like to print these booking
details onto paper.

Delete

Do you wantto delete this?

Close window

e Delete: Simply click ‘Delete’ followed by ‘OK’ to
remove the booking from your calendar permanently.

Price: The total cost of the booking.

Paid: This option shows you how much has been paid towards
the booking.

Conf: [t is possible for you to confirm a booking by ticking the
box here. This will automatically send a confirmation email to
the person who has made the booking (if you have this option
selected — see ‘Notifications’ on page 17 for more details).

Print Export to Excel

At the bottom of the ‘Booking list’ you will also see two other
buttons — ‘Print’ will print off your booking list (as you currently
see it onscreen) and ‘Export to Excel’ will place your list into a
Microsoft Excel document.
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Calendar info

[z Calendar toolbar - Single rooms (Calendar B)

LI
EEE £ ' l
EEE 7

Calendar view Price editor Booking list Calendar info Auailability

You can edit your calendar details at any time.

AGITEE LWl Add price and description Select extras and save

Calendar name: ‘ Single moms ‘

Calendar type: Calendar B -
folder:

Next step »

‘Calendar info’ allows you to view and edit all the information
you have set-up for this particular calendar.

By clicking on the ‘Calendar info’ tab, you will see the same
options as when you first set up your calendar using the ‘Add
new calendar’ button. If you need some help editing this
information, see ‘Add new calendar’ on page 22.

%bu can edit your calendar details atanytime.

Your calendar Add price and description Select extras and sawe

Esdras are additional purchases you can add to your bookings should you wish, such as breakfast or
parking. Tick the boxes next to the extras you'd like to make available for this calendar.

Example Paid Addition 1 (£5)

Example Paid Addition 2 (£10)

EEE

Example Paid Addition 3 (£15)

Add more extras

Save calendar info
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Avadilability

[EZ Calendar toolbar - Single rooms (Calendar B)

L f
EEE A
EEN L

Calendar view Price editor Booking list Calendar info Availability

See when you are available and unavailable at a glance

Date range: | 12 Feb 2011 2] ‘ tn| 15 Feb 2011 [

Date Availability
12 Feb 2011 32
13 Feb 2011 31
14 Feb 2011 31
15 Feb 2011 32

Print

To check the availability of your item/s, just click the
‘Availability’ tab.

In the date range box, either type in the dates you would like to
check or select the dates from the pop-up calendar that appears
when you click inside each of the boxes. Put your start date in
the first box and your finish date in the second.

You will now see a list (sorted by date) that shows your

availability. You can print this list out for your reference, simply
by clicking the ‘Print’ button.
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Calendar C

The ‘Calendar Toolbar’ will display the following options:
e Calendar view

e Event list

e Calendar info

e Availability

[E Calendar toolbar - The event (Calendar C)

L L]
o ‘ l
EEE

Calendar view ltem list Calendar info Availability

® January 2011 February 2011 ®

Su Mo Tu We Th Fr Sa @ Su Mo Tu We Th Fr Sa
26 27 28 29 30 3 1 30 31 1 2 3 4 5

2 3 1 5 6 / 8 6 7 8 9 0 1 12

10 11 12 13 14 15 13 14 15 16 17 18 19

6 17 18 . 20 . 22 20 21 22 23 24 25 2%
23 24 25 26 27 28 29 27 28 1 2 3 4 5
30 31 1 2 3 4 5 6 7 ] 9 10 11 12

Add item

Calendar view

Add item

To start adding your item/s into your calendar (such as tickets
for an event or hourly slots for your beauty salon), click on the
date that you would like to make them available and then on
the ‘Add item’ button at the bottom of ‘Calendar view’. The
‘Add/edit item’ form will pop up and you will need to complete
ALL three steps within this.
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Add/edititem

Here you can add an item to your calendar. Simply complete ALL the options in stages 1,2 and 3 to
putitinto your calendar...

Add price and description Select extras and save

Date range: ‘ 14Feb 2011 B |tc‘ 14Feb2011 B |

Name of item: |
— )
Place in all B

calendars:

Close window Mext

Step 1. Item details
Date range: Start by typing in the dates you would to make
your item/s available or select the dates from the pop-up
calendar that appears when you click inside each of the
boxes. Put your start date in the first box and your finish date
in the second.

Name of item/s: Give your item/s a name in this box.

Recurrence: If you plan on having the same item/s available
all the time, you don’t have to enter the same information
into Look ‘n’ Book over and over again. Here you can just
make your item/s available at the same time every week or
every month. If select this option, another calendar box
will appear. You must enter a date that specifies when you
want the last occurrence to happen.

Place in all calendars: If you have more than one Look

‘n’ Book calendar and would like to place the item in all of
them, simply tick the ‘Place in all calendars’ box. This might
be useful if you already have a Calendar A or Calendar B
and would like to place a one-off event or service in your
calendar.
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Click the grey ‘Next step’ button when you’re done and move
onto step two.

Add/ edititem

Here you can add an item to your calendar. Simply complete ALL the oplions in stages 1, 2 and 3 to
putitinto your calendar...

ltem details Add price and description Select extras and save
Price: £| 23 Number available: | 120

Description:

= Fontfamly - Fontsize - | % S 3 W
| AW G

Path:

Close window Next

Step 2. Add price and description
Price: Give your item/s a price

Number available: Enter the number of items available to
purchase . If you want to check how many spaces are left,
click on the ‘Availability’ tab (see page 49 for more details).

Description: Here you can add details about your

item/s — this might be your location, duration or a
telephone number for further details. On your website, this
information will appear when visitors click on the date, then
on ‘View details’ and also in the ‘Info’ tab.

Click the grey ‘Next step’ button when you’re done and move
onto step three.
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Add/edititem

Here you can add an item to your calendar. Simply complete ALL the options in stages 1, 2and 3 to
putitinto your calendar...

ltem details Add price and description

Extras:

Example Paid Addition 1 (E5 per night) |:|
Example Paid Addition 2 (E10 per night]D
Example Paid Addition 3 (E15 per night]D

Close window m

Step 3. Select extras and save

If you have set up any extras in your ‘Global settings’ (see
‘Extras’ on page 19) they will appear in a list here. If you
would like to make them available to this calendar, simply
tick the relevant boxes next to each. When your visitors are
booking, they will be able to select the ones they’d like and
Look ‘n’ Book will automatically add it to the final bill.

Click the blue ‘Save’ button when you are finished and Look ‘n’
Book will automatically insert the item/s into your calendar.

If you have already added an item to your calendar, when you
click on it in ‘Calendar view’ you will also see the option to ‘Add
new item’ here, too.

Adding more than one item to the same date

Using the ‘Add item/s’ button, you can add as many different
items on the same day — so you could, for example, add in
hourly slots or multiple events on one date. Each will be defined
on your calendar with a different colour and you can choose
these by going to ‘Colour settings’ in the ‘Global settings’ (see
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page 20). If you set up more than five events on any given day,
after the fifth one the first colour will be used again...and so
forth.

(0] February 2011 March 2011 (0]
3 3 1 2 3 4 5 2r 28 1 2 3 4 5
6 7 8 9 10 M 12 6 7 8 9 10 11 12

13 HEl 15 16 17 18 19| 13 14 15 16 17 18 19

20 21 Date range - 14 Feb 2011 1 22 23 24 25 26
Item: Event three
27 28 e 8 209 30 H 1 2

120 available.
6 7

Item: Event four
ice: £23

Price:
123 available. Add item

To edit your item/s, click on the relevant date and you will see a
box appears called ‘Today:” which will list item/s available on this
particular day .

6 7 8 9 10 1 12 6 7 8 9 0 N 12

13 @l 15 16 17 18 19 13 14 15 16 17 18 19

20 21 [ view details P1 22 23 24 25 26
27 288 < Add a booking | 4] 29 30 N 1 2
6 7 # Edit item e 5 6 7 8 9

/ view / edit attendees

it Delete Add item

Click on the name of the item you want to edit and a further
number of options will become available to you:

View details: Click here to see all the details of the event,
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including all dates, prices and descriptions

Add a booking: If someone telephones or emails you

to make their booking, you can add it manually to your
calendar by clicking on this option. Simply complete the
‘Add/Edit booking’ form that follows — if you need help with
this see ‘Add a booking’ on page 30.

Edit item: Using the ‘Edit item’ button you will be able to
change the details of your item; along with amending any
prices, quantities, extras and descriptions

View/edit attendees: This option allows you to see who
has booked your item:

View details

Details # Paid # Conf.

m Name: Ralf Smith
Ref: #1168

View details | [ Edit

Close window Export to Excel Print

Search: Use the search box to find any particular booking using
a booking reference, type, date, price, first name and surname

Details: This shows a summary of details for the attendee:
» Customer name: The name of the person who made the
booking.
» Ref: This is the reference number given to the customer
to confirm their booking. It will be generated and sent
automatically via email in a confirmation email, once a
payment has been made.
» Paid: This option shows you how much has been paid
towards the booking.
» Conf.: Itis possible for you to confirm a booking here,
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just by ticking the box. This will automatically send out a
confirmation email to the person who has made the booking
(if you have this option selected — see ‘Notifications’ on
page 17 for more details).

There are also a number of actions you can take:

» View: Click here to see all the details of the booking,
including all extras and subtotals, and print them.

» Edit: Using the ‘Edit’ button you will be able to change
the dates of the booking; along with amending any extras.
You will be able to see the subtotal and total costs of the
booking, add or edit any customer details, view the number
of people per booking, add any special notes and also
confirm the booking. You can confirm the booking has be
made - this will then update your calendar accordingly and
send a confirmation email to the person that has booked.
Press the ‘Print’ button if you would like to print these
booking details onto paper.

Delete

Do you want to delete this?

Close window

» Delete: Click ‘Delete’ followed by ‘OK’ to remove the
booking from your calendar permanently.

Print Export to Excel

At the bottom of the screen you will also see two buttons —
‘Print’ will print off your attendees list (as you currently see
it on-screen) and ‘Export to Excel’ will place your list into a

Microsoft Excel document.

Delete: This option will permanently remove the item from the
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calendar. If you have set this as reccurring, a pop-up box will
appear and ask if you would like to delete the item just on that
date or ALL the reccurrences. Click on the relevant button to
complete your delete.

Item list

[# Calendar toolbar - The event (Calendar G)

Calendar view

=H B &

Item list

Calendar info

&

Availability

With the ltem list' you can view, search, sort, edit or delete any items made on your calendar.

From: |12Jan2011 |@ | to |28Feb2011 | B | Search:
Details % Price # Paid®# Conf
8 1tem 19an - 18 Jan
MName: Event one £20.00 nfa n/a
View details) | Edit
8 Ttem 21 Jan - 21 Jan
[ Bl £34.00 n/a n/a
View details | | Edit
8 Item 14 Feb - 14 Feb
Mame: Event three £23.00 nfa n/a

View details| | Edit

Print Export to Excel

You can use the ‘Item list’ tab to review all the items you have
added to your calendar — here, you can edit, sort, search and
delete them as necessary. Click on the ‘Item list’ button and
then type in the dates for the period of time you want to check
or select the dates from the pop-up calendar that appears when
you click inside each of the boxes. Put your start date in the first
box and your finish date in the second.

All the relevant items available will now appear in a list below:

Search: Use the search box to find any particular item using an
item name, date or price
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View details

Date range: 19 Jan 2011 to 19 Jan 2011 Price: £20
Eventone

Proin purus enim, egestas pellentesque vehicula vel, pharetra in purus. Duis tempor nunc quis
nibh molestie nec wulputate sapien scelerisque. Morbi eu dui leo, sitamet aliquam diam. Curabitur
elementum pretium sem at dignissim. Quisque pharetra, lectus eget fringilla elementum, tellus
odio aliquet quam, ut porta metus nunc vel urna. In risus urna, mollis ac mollis in, congue ac felis.
Curabitur fringilla blandit libero a feugiat. Maecenas interdum lectus vitae ligula imperdiet faucibus.
Utsollicitudin nisl pharetra dolor pulvinar id fringilla enim interdum. Duis sit amet porta sem.
Mvamus sitamet tellus et nisl congue tincidunt non id felis.

[ Close window |

Details: This shows a summary of details for the item — including
the following infomation:

Date range: Duration of the item.

Name: The name of the item.

» View details: Click here to see full details of the item,
including all extras available

o Edit: Using the ‘Edit’ button you will be able to
change the details of the item — see ‘Add item’ on page
40 for further instructions.

e Delete: Simply click ‘Delete’ followed by ‘OK" to
remove the booking from your calendar permanently. If
you have set this as reccurring, a pop-up box will appear
and ask if you would like to delete the item just on

that date or ALL the reccurrences. Click on the relevant
button to complete your delete.

Price: Displays the price per item.
Paid: n/a for this calendar type
Conf: n/a for this calendar type

At the bottom of the ‘Booking list” you will also see two other
buttons — ‘Print’ will print off your booking list (as you currently see it
on-screen) and ‘Export to Excel’ will place your list into a Microsoft
Excel document.
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Calendar info

‘Calendar info’ allows you to view and edit all the information
you have set-up for this particular calendar. By clicking on

the ‘Calendar info’ tab, you will see the same options on
screen as when you first set up your calendar using the ‘Add
new calendar’ button. If you need some help editing your
information, simply look at the instructions on page 22 for the
‘Add new calendar’ button.

Avadilability

[EZ: Calendar toolbar - The event (Calendar C)

L

EEE

EEE i [ /
Calendar view tem list Calendar info Availability

See when you are available and unavailable at a glance

Date range: | 12 Jan 2011 B | to| 12 Jan 2011 ]

Date Title ~  Availability %
14 Feb 2011 Event four 123

19 Jan 2011 Event one 24

14 Feb 2011 Event three 120

21 Jan 2011 Event two 34

Print

To check the availability of your item/s, just click the
‘Availability’ button.

In the date range box, either type in the dates you would like to
check or select the dates from the pop-up calendar that appears
when you click inside each of the boxes. Put your start date in
the first box and your finish date in the second.

You will now see a list (sorted by date) that shows the number

of items you have available. You can print this list out for your
reference, by clicking the ‘Print’ button.
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Adding a calendar to your website

Once you'’ve finished creating your calendar/s, you can start
adding them to your website. You can either have your
calendar/s appear as the main object on one of your website
pages or you can turn your calendar into a smaller widget and
insert it in the left hand-side of a page.

Adding your calendar as the main object

To insert a calendar as the main object on your web page
click the ‘Add your calendar’ tab in the right hand corner of
your screen. This will take you through to the ‘Add calendar to
website’ page:

Add your calendars to a web page

Simply tell us here what page you would like your calendar/s o appear on — by using this option, your calendar will appear as the main object
on your page

Select a calendar or folder to add Select the page you want to add it to

gle rooms

t The event

.9 Enable or disable bookings

' Ifyou disable bookings, the 'Add a booking'
button will not be visible to customers.

Booking Enabled | -

From the first list, called ‘Select a calendar or folder to add’,
chose the relevant calendar or folder you would like to add to
your website. If you have a calendar saved in a folder, but you
just want to add it on it’s own; click on the folder name and it
will display all the calendars saved within it. Just select the one
you’d like to add.
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You can also disable your calendar from taking bookings, using
the ‘Enable or disable bookings’ feature. This will remove the
‘Add a booking’ button from the calendar on your website.
Select from the drop down list here whether you’d like your
calendar to take bookings.

From the second list, called ‘Select the page you’d like to add
it to’, choose which web page you would like your calendar or
folder to appear on. Click the blue ‘Save and continue’ button.
To see your calendar live on your website, remember to publish
from the Main Options.

When you now go ‘Change content’ and select the page you
added your calendar to; you will notice a Look ‘n’ Book box has
appeared in the main paint box. This represents the area your
calendar will appear in on your website — you are able to carry
on editing any text and content around this as you normally
would.

PR Al © vore o i —

The event
° Janvary 2011 Febeuary 2011 °
s Mo U W ™ F sa s Mo T W ™ F s:
2 1 2 3 ‘ s
6 7 s s woom 2
‘II 1 1 1 s 16 ” . 19

If you insert a calendar on a web page, it will look very much
like how it does your Look ‘n’ Book — i.e. your visitors will see
two months of the calendar starting with the present month
and then be able to scroll along to others.
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Adding your calendar as a widget

If you want to add your calendar as a widget, it will appear as
a ‘mini’ calendar showing just one month (starting with the
present month) and then visitors will be able to scroll along to
the others.

Look 'n" Book - Select a calendar or group to add

ﬂ Look'n'Book Al Calendars ®

Select the calendar or calendar folder you would like to add as a
widget. IndivMdual calendars that have NOTbeen placed in a
folder appear last n the drop down list, whilst your folders
appear first. You can expand the folders on the right by clicking
on the name of the folder.

Enable or disable bookings

9D ¢

' If you disable bookings, the *Add a booking"
button will not be visible 1o customers.

Bookings enabled |

To do add your calendar/s as a widget click on ‘Extras’ from
the Main Options, followed by ‘Add widgets’. On the page you
want your calendar to appear on, select ‘Look ‘n’ Book’ from
the relevant drop down list. Click the ‘Next button’ and you will
then be asked which calendar or folder you would like to add as
a widget.

You can also disable your calendar from taking booking, using
the ‘Enable or disable bookings’ feature. This will remove the
‘Add a booking’ button from the calendar on your website.
Select from the drop down list here whether you’d like your
calendar to take bookings.

To see the calendar live on your website, remember to publish in
the Main Options.

How do I delete a calendar?

If you have added your calendar/s as the main object on a web
page, you must delete it in ‘Change content’. Simply click on
the Look ‘n’ Book box in the paint box and press the ‘Delete’
key on your keyboard. If you want to re-add your calendar to
another page. just use the ‘Add calendar to website’ tab in Look
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‘n’ Book again.

Please note: Deleting a calendar from your website, will not
remove it from your Look ‘n’ Book account.

If you have added your calendar/s as a widget, click on ‘Extras’
in the Main Options, followed by ‘Add widgets’. Deselect Look
‘n’ Book from the relevant pages’ drop down list. Click the ‘Next
button’, followed by ‘Save & Finish’.

Remember to publish in the Main Options after you make any
changes to your calendar/s.

How do visitors use my calendar?

How the calendar is displayed to your website visitors is very
similar to the ‘Calendar view’ of your Look ‘n’ Book.

Mr Site has already created a calendar layout and design for
you, which will adjust to whatever website design you have
chosen in ‘Choose a design’ from the Main Options. Your
visitors will see two tabs on your calendar; ‘Information’ and
‘Availability’. If you have added a calendar folder they will also
have a drop down list to select the relevant calendar:

Information: This displays the description you gave your
calendar in ‘Add a new calendar’ and any extras that might be
available to purchase. You also have the option to share your
calendar on social networking sites, such as Facebook, Twitter and
Reddit. Mr Site will automatically create the best layout for your
content to ensure it looks as professional as possible.

Availability: This shows visitors the actual calendar. This tab
functions differently depending on your calendar type:

Calendar A and Calendar B - If you hover over any particular
day on the calendar, it will show you the availability and cost.
It will also show if you have blocked out any dates. To make

a booking, visitors should click on the date they want to book

Page 53



followed by the ‘Add booking’ button — the booking form will
now appear. All they need to do is complete the form and then
press the ‘Make booking’ button. If your visitor requests any
extras by checking the tick boxes, the final bill will be adjusted
accordingly. A pop-up box will then appear, allowing your visitor
to pay their bill via PayPal (see ‘Payment settings’ in ‘Global
settings’ on page 15).

[-] January 2011

Su Mo Tu We Th Fr Sa

| 13 | 14 15
16 17 18 - 22

23 24 25 26  Eventone B >
Price: £20
30 A 1 : 21 places left.

When they get to the PayPal checkout page, your visitor can
either log in to their PayPal account (if they are signed up)

or just click ‘Continue to checkout’. Once payment has been
received, they will be sent a booking and confirmation email
(see ‘Notifications’ in Global Settings on page 17 if you’d like to
personalise or switch these emails off).

Calendar C - Visitors will be able to identify items in your
calendar by hovering over the coloured blocks — this will tell
them the availability and price of the event.

When they click on a coloured block, two options are available:
‘View details’ of the event (this is the information you added
when you used the ‘Add item’ button) or ‘Make a booking’
which will bring the booking form up. All your visitor needs to do
is complete the form and then press the ‘Make booking’ button.
If your visitor requests any extras by checking the tick boxes,
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the final bill will be adjusted accordingly. A pop-up box will then
appear, allowing your visitor to pay their bill via PayPal (see
‘Payment settings’ in ‘Global settings’ on page 15).

When they get to the PayPal checkout page, your visitor can
either log in to their PayPal account (if they are signed up)

or just click ‘Continue to checkout’. Once payment has been
received, they will be sent a booking and confirmation email
(see ‘Notifications’ in Global Settings on page 17 if you’d like to
personalise or switch these emails off).

What happens when a booking has been made?

When a booking has been made from your website, you

will receive an email to inform you that a booking has been
confirmed and paid for. This will go to the address you have
specified in the ‘My account’ area of your Takeaway Website
account (select ‘My account’ from the Main Options, followed
by the ‘Personal details’ tab).

Make sure you keep this email address updated otherwise you
will not receive them.
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Setting up your PayPal API

To ensure you can accept payments from visitors who do not
want to pay via PayPal, Mr Site must have access to your PayPal
account.

Please note: By doing this Mr Site cannot see your transactions
or access your personal details in any way. All you will be doing
is allowing Mr Site to process credit card transactions on your
behalf. Follow the instructions below to do this:

Step 1:

Log in to your PayPal account, click the ‘Profile’ tab, then click
the ‘API Access’ link:

Pa.ypa’ Log Out | Help | Security Centre

My Account

Send Money

Request Money Merchant Tools Auction Tools

Overview Add Funds Withdraw History Resolution Centre

Profile Summary

To edit your Profile information, please click on a link below,

Account Information Financial Information Selling Preferences
Email Credit cards Auctions
Postal Address Bank Accounts Value sdded Tax
Bhones and Mobile Payments Currency Balances Postage Calculations
Gift VYouchers Postage Praferences
Monthly Account Statements P i 1yl
Payment Agresments Praferances
nztant Payment Notificati
Praferances
Reputation

rustamer Sennce Macsane
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Step 2:
Click on the ‘Grant API Permission’ link:

My Account Send Money Request Money Merchant Tools Auction

Overview Add Funds Withdraw History Resolution Centre

API Set-up

Many websites use PayPal's Application Programming Interface (AP1). PayPal's APls are secure
protection, you either explicitly grant permission to your shopping cart or solution provider to
you or you get your own secure API credentials to use yourself,

Choose one of the following options. If you are not sure about your needs, check with you

solution provider,

Request API Credentials

ave been instructed by Select this option if your website
wour shopping cart or solution provider to grant calls directly, or if your shopping
them permission to make API calls on your behalf, provider requires you to use youl
credentials.
Learn more about Aaccess permissions and credentials.

Looking for a partner to integrate Website Payments Pro for you? These shopping cart service
integrated Website Payments Pro and are waiting to help you.

Step 3:
In the ‘API Partner Username’ enter:

paypal_apil.mrsite.co.uk

Then tick all four boxes below, and finally click the ‘Submit’
button:

My Account Send Money | Request Money Merchant Tools Auctig

Overview Add Funds

Withdraw History Resolution Centre

Give Third Party API Permission

Authorise a third-party to use your account by entering a Partner API account Name in the
Then select the A4PIs this third-party will be allowed to access on your behalf, See these &
complating thi or background information, see these &PI concepts and definitions.

Enter an API Partner i §
Usernamed Ipaypal_apﬂ.mmte.cu 2]

Select Your API Access| 7 Direct_Payment
ve ¥ Eppress_checkout

J 7 Sdmin_APT

F suth_Settle

¥ou may also configure a Custom AP1 Authorisation.
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Step 4:
Finally click the ‘Give Permission’ button and you’re done:

Pa, .Pﬂl Log Out | Help | Security Ce

My Account |

Send Money

Request Money Merchant Tools Auction Tools

Overview

Add Funds Withdraw History Resolution Centre

Confirm API Permission

Do you give your Business Partner, paypal_apil.mrsite.co.uk, your permission to make aPI calls for y
permission includes AP calls for

Direct_Payment
Express_Checkout
Admin_arl
Auth_Settle

Bl el
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Notifications glossary

When you edit your ‘Notifications’ in the ‘Global settings’,

you will see in the email templates that there are lots of words
with ‘#’ symbols around them — when the email is sent, each of
these will automatically be replaced with the relevant piece of
information from your booking. Please find below a full glossary
of what each piece of information is:

# token

#MyDomainName#

#ReferenceNumber#

#Title##

#Description#

#MyFirstName#

#MyLastName#

#MAddress#

Corresponding
information

Your website name (e.g.
www.yourdomainname.com)

The automatically generated
booking reference (this can
also be found in ‘Booking
list’)

Your calendar name

Your calendar description
(found in ‘Calendar info’)

Your first name (this can be
edited in ‘My account’)

Your last name (this can be
edited in ‘My account’)

The first line of your address

(this can be edited in ‘My
account’)
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#MyTown#

#MyPostcode#

#MyCountry#

#MyTel#

#MyEmail#

#MyURL#

#CustomerFirstName#

#CustomerAddress#

#CustomerTown#

#CustomerPostcode#

#CustomerTel#

Page 60

Your home town (this can be
edited in “My account’)

Your postcode (this can be
edited in ‘My account’)

Your home country (this can
be edited in ‘My account’)

Your telephone number (this
can be edited in ‘My account’)

Your email address (this can
be edited in ‘My account’)

The web address that takes
you directly to the page your
booking calendar is on

Your customer’s first name (as
per the booking form)

The first line of your
customer’s address (as per the
booking form)

The home town of your
customer (as per the booking
form)

Your customer’s postcode (as
per the booking form)

Your customer’s telephone
number (as per the booking
form)



#Customer Email#
#CustomerNumberOfPeople#

#EntryStartDate#
#EntryEndDate#

#ExtrasList#

#CustomerComments#

#AmountDue#

#Details#

'\
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Your customer’s email address
(as per the booking form)

The number of people that
have booked

The start date of the booking
The end date of the booking

Alist of any extras your guest
has requested

Any comments your customer
has left for you (as per the
booking form)

Outstanding amount left for
customer to pay

This should only be used in
an invoice as it provides a

full breakdown of payments
outstanding; including item
name, unit cost, quantity and
price.

WARNING! Editing any of the words between the
‘#’ symbols will result in the corresponding
information NOT being added correctly to your

customer emails. You can, however, delete these words
completely if you feel they are not necessary. If you make any
mistakes or want to ‘reset’ these templates, use the blue arrow

button.
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