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Q U I C K  S T A R T  G U I D E 

INTRODUCTION 

This guide describes how to get started quickly and use Reserviz in your business to accept online 

bookings from your customers. 

Before following this guide, you need to sign up. Visit www.reserviz.com, and take the three simple 

steps from the Sign Up link. 

When your subscription has been paid, you will receive welcome emails containing your username and 

password, and a link to the help files and this Quick Start Guide. 

Throughout the remainder of this Guide, you will see screenshots with notes and examples of how to 

use each feature. An accompanying similar Quick Start Guide for Customers illustrates the type of 

screens and information they will see. 

If you need further assistance, click the Help link at www.reserviz.com 
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QUICK START STEPS 

¢ƘŜ ǎŜŎǘƛƻƴ ŦƻǊ ǳǎŜǊǎ ǿƘƻ ŘƻƴΩǘ ƭƛƪŜ DǳƛŘŜǎ ς the one minute start 

For the quickest possible start, if you prefer to get started and leave this guide for reference later, 

follow these steps: 

 

 

After your subscription payment has been accepted, 

you will receive two email. The first is a Business 

Welcome email containing links to help and guides. 

The second  contains your Reserviz username and 

password. 

 

Logon using the username and password from your 

Welcome email. 

Change your password at any time by clicking on 

your name which appears at the top of the Reserviz 

menu 

 

If you chose the suggested standard settings during 

sign up, review the settings, and check they match 

your business. 

 

¸ƻǳΩǊŜ ŘƻƴŜΗ You can now accept online bookings from your customers. 

 

To set up Reserviz for a more personalised fit for your business, there are some additional optional 

steps in the following sections. 
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QUICK START OPTIONAL STEPS 

The section for users who want to spend no more than five minutes on set up 

To set up Reserviz for a more personalised fit for your business, follow these additional steps: 

1. In the Settings panel, change the names for Resources and Capabilities to fit your business 

2. Click the Capabilities link in the menu and add any new items 

3. Click the Resources link in the menu, add any new items, andchoose which resources provide 

which services. 

4. Click the Staff link in the menu to add users such as administrators or reception staff. 

You have now personalised Reserviz for your business and your customers. When customers make a 

booking with you, they will see the names of the Resources you offer, and the capabilities you provide. 

Optional step 1 ς change the name for Resources 

How? 

Logon, click the Settings link, and make your changes in this section: 

 

 

Optional step 2 ς add any new Capabilities 

How? 

Click the Capabilities Link, which may now have the name you have chosen for Capabilities in the 

previous step. The link is in the top Reserviz menu, between the Customers and Staff options, which do 

not vary: 
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You will then see the screen where you add the capabilities, or services your business provides. Click the 

New button, complete the four items, then click Save. Repeat this as many times as you wish. 

 

 

 

.ȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ōƻȄ ǿƘƛŎƘ ǎŀȅǎ ά/ŀƴ ōŜ ǊŜǎŜǊǾŜŘ ŦƻǊ ŦƛȄŜŘ ŘǳǊŀǘƛƻƴǎ ƻƴƭȅέ ŀƴŘ ŎƘƻƻǎƛƴƎ ŀ ŘǳǊŀǘƛƻƴ ƛƴ ǘƘŜ 

box below that, you can control the length of slots which can be booked. If you do this, it is a good idea 

to give a descriptive name to the capability. For example, if you sell Guitar lessons in slots of 30 or 60 

ƳƛƴǳǘŜǎΣ ȅƻǳ ǿƻǳƭŘ ŎǊŜŀǘŜ ǘǿƻ /ŀǇŀōƛƭƛǘƛŜǎΣ ŀƴŘ ƎƛǾŜ ƻƴŜ ǘƘŜ ƴŀƳŜ ƻŦ άDǳƛǘŀǊ ƭŜǎǎƻƴǎ όол ƳƛƴǎΦύέΣ ŀƴŘ 

ǘƘŜ ƻǘƘŜǊ ǘƘŜ ƴŀƳŜ άDǳƛǘŀǊ ƭŜǎǎƻƴǎ όсл ƳƛƴǎΦύέ 

A single capability was automatically set up for you during sign up. You can continue to use that 

capability, or change its name. 
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Optional step 3 ς add any new Resources 

How? 

Click the Resources Link, which may now have the name you have chosen for Resources in step 1. The 

link is in the top Reserviz menu, between the Customers and Staff options. 

A single Resource was automatically set up for you during sign up, and has the same name as your 

business. You can continue to use that Resource, or change its name. 

When you click the Resources option from the menu, the first screen you see looks similar to this: 

 

 

 

Click the ά!ŘŘ ƴŜǿέ ōǳǘǘƻƴ ǘƻ ŀŘŘ ȅƻǳǊ ƻǿƴ ǊŜǎƻǳǊŎŜǎΣ ƻǊ ŎƭƛŎƪ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ƴŀƳŜ ƻŦ 

the Resources which was created automatically for you.  
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In either case, you will be shown a screen similar to this. Chose the details you want to use, and then 

click save to create the Resource, which customers can book: 

 

 

 

Remember to check this box if you want your customers to be able to book this Resource. If you leave it 

unchecked, then you will be able to make reservations for this Resource within your business, but you 

customers will be unable to 

Also remember to choose here at least one of the capabilities you offer. If you do not choose a 

capability for a Resource, it will not appear in the lists of items which a customer can choose. 
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Optional step 4 ς add any staff users 

How? 

Click the Staff Link in the top menu. /ƭƛŎƪ ǘƘŜ ΨbŜǿΩ ōǳǘǘƻƴΣ ŜƴǘŜǊ ŘŜǘŀƛƭǎ ƻŦ ǘƘŜ ǎǘŀŦŦ ǳǎŜǊΣ ǘƘŜƴ ŎƭƛŎƪ 

Save. 

 

 

Staff users are not the same as Resources. A Resource is something which can be booked ς it may be a 

person, but it may also be a place or object. Resources do not have Reserviz usernames, only staff users 

or customers have usernames. 

Your account provides you with one administrator account, which can be used to access all features. 

Staff users are able to access most features, but cannot create other staff members, or access the 

Settings page. 

¸ƻǳΩǊŜ ŘƻƴŜΗ You can now accept online bookings from your customers with personalised Reserviz 

settings to suit your business. 
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WHAT ARE RESOURCES AND CAPABILITIES? 

Resources are what can be booked. Capabilities are what you provide 

Reserviz lets your customers book the resources you offer. Resources are the people, places or 

things which can be booked.    

Resources have Capabilities ï which are the services, skills or  features you provide in your 

business.  

You can choose which terms you use in your business to describe these things, and those are the terms 

your customers will see. 

For example, in one of our imaginary businesses at www.reserviz.com New Route Photography has 

Photographers as Resources and Assignments as Capabilities. In another imaginary business, Domus 

Catering has Chefs as Resources and Menus as Capabilities 

When your subscription was accepted, a single resource ς the things your customers can book was set 

up for you. A single capability ς the service you provide was also set. The names given to the first 

resource and first service are the same as the name of your business. You can continue to use those 

names, or change them. 

Your Reserviz subscription provides you with any number of blocks of five resources which can be 

booked.  
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DECIDE HOW YOU WANT TO USE RESERVIZ 

Choose to approve requests, or let customers make their own reservations 

During the Reserviz three step subscription sign up, you were given the choice of selecting settings then, 

or simply accepting some suggested standard settings for a quick start. You can change any of those 

settings at any time by making simple choices in the Settings panel. 

Your main choice is whether you prefer your customers to make requests for reservations which you 

then approve, or whether you let your customers make their own confirmed, direct reservations in 

available slots. 
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HOW APPROVING REQUESTS WORKS  

Your customers make requests and you approve or alter them. 

This choice is best for businesses with administration or reception staff, or for businesses that prefer 

not to show details of their availability and control who may make reservations. 

This is how it works: 
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HOW CUSTOMERS MAKING THEIR OWN RESERVATIONS WORKS  

Your customers make reservations themselves 

This choice gives you an automated reservation system, in which you are notified of new reservations, 

which customers make for themselves. 

This is how it works: 
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ADDING CUSTOMERS  

Choose to add customers yourself, or use details your customers enter themselves 

There are two ways to add customers in Reserviz. You can add the details of customers you know 

already. Or, you can ask your existing or new customers to enter their own details when they make their 

first reservation using Reserviz. 

Adding customers yourself 

To ŀŘŘ ŎǳǎǘƻƳŜǊ ŘŜǘŀƛƭǎ ȅƻǳǊǎŜƭŦΣ ŎƭƛŎƪ ǘƘŜ ά/ǳǎǘƻƳŜǊǎέ ƭƛƴƪ ƛƴ ǘƘŜ Ƴŀƛƴ wŜǎŜǊǾƛȊ ƳŜƴǳΣ ŀƴŘ ŎƻƳǇƭŜǘŜ 

ǘƘŜ ŘŜǘŀƛƭǎ ƛƴ ǘƘƛǎ ǇŀƎŜΣ ǊŜƳŜƳōŜǊƛƴƎ ǘƻ ŎƭƛŎƪ ά{ŀǾŜέΥ 

 

Customers enter their own details  

You can also choose to let customers new or existing customers enter their own details when they make 

their first reservation with you using Reserviz. Refer to the Customer Quick Start Guide for an example 

of the page which customers see. 
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A GUIDED TOUR USING SCREENSHOTS  

The Reserviz homepage 

 

Help and frequently asked questions 

Logon here 

Main menu 

Search for a business 

Make a reservation 

Business sign up 

 

Or 
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Logon 

 

Enter your username and password 

Click the Logon button 

Click to retrieve a forgotten 

password 
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Business dashboard 

 

Help and FAQ 

Search customers and FAQ 

Booking totals 

¢ƻŘŀȅΩǎ ŜǾŜƴǘǎ 

Make a new reservation 

Click to go forward in the calendar 

Main booking overview 
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Make a new reservation 

 

 

 

Choose a date and time 

 

Choose the type of reservation 

 

 

Select the customer from the 

dropdown list 

 


