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QUICK START GUIDE

INTRODUCTION

This guide describes how to get started quickly and use Reserviz in your bisiaesspt online
bookings fromyour customers.

Before followinghis guide you need to sign up/isitwww.reserviz.comandtake 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 thieelp files and this Quick Start Guide.

Throughout the remainder of this @de, 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 informatn they will see.

If you need further assistance, click the Help linkvatv.reserviz.com
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For the quickest possible start, if you prefer to get started and leave this guide for reference later,

follow thesesteps:

Step 1

Collect your welcome
email

Step 2

Logon at
www.reserviz.com

Step 3

Check your settings match
your business

After your subscription payment has been accef
you will receive two email. The first is a Busi
Welcome email containing links to help and gui
The second contains your Reserviz usernami
password.

Logon using the username grassword from you
Welcome email.

Change your password at any time by clicking
your name which appears at the top of the Rese
menu

If you chose the suggested standard settings di
sign up, review the settings, and check they n
your busines

. 2 dzQ NBYouRrean/hBwHaccept 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.

S
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QUICK START OPTIONAEPS

The section forusers 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. Inthe &ttings panel, change the names for Resoumred Capabilities to fgyour business

2. Click he Capabilitiedink in the menu and add any new items

3. Click theResourcetink in the menyadd any new itemsandtoose which esources provide
which services.

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

Youhave now personalised Reserviz for your business and your custoviieesn customers make a
booking with you, they will see the names of the Resources you offer, and the capabilities you provide.

Optional step 1¢ change the name for Resources

How?
Logonclick the Settings link, and make your changes in this section:

Descriptions used in your business to describe Resources - the people, places or thing hicl/can be booked

Term used to describe Resources (plural) |Chefs \ / ‘ For example: Stylist, Studio or Equipment

Term used to describe Resources (singular)

[Menus '\ | For example: Instruments, Services or Skills

)
|Menu/ \

Term used to describe Capabilities (plural)

Term used to describe Capabilities {singular)

Optional step 2¢ add any new Capabilities

How?

Qick the Capabilities Link, which may now have the name you have chosen for Capabilities in the
previous step. The link is in the topd$erviz 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. Repeatdkimany times as you wish.

Menus

Capabilities

Boardroorm lunch

Boardroom lunch

Caonference buffet

Name
Can be reserved for fixed durations only
Fixed duration slot length { minutes)
Description

Starters
— Soup
- Smoked salmon

Main course
- Vegetarian roast
- Curry
— HMediterranean salad

Dessert
— Fruit compote
— Cheesecake

@WM
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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 adescriptive name to the capability. For example, if you sell Guitar lessons in slots of 30 or 60
YAydziSas &2dz g2dA# R ONBFGS (62 /I LIO6AEAGASAT YR
GKS 2G0KSNJ GKS yIYS aDdAGF N f Saazya ocn YAyaooé

A singlecapability 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¢ add any new Resources

How?

Click the Resources Link, which may now have the name you have chosen for Resaieges. 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:

Chefs

Chef

Helen Atherton

P
~T
y v

Helen Atherton
i |
Colour code [
Telephone
Maobile phone

Customer can reserve

Description

Freya Saunders

Ci
W)
™
2
N

4
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B
®
o
S
B
(Vp))
Q(
R

Clickthed ! RR ySg¢ o0dzid2y (G2 F RR ®PRA
the Resources which was created automaticgdlyyou
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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:

Chefs

Chef

Name

Present colour code

New colour code

#FFFFCE

Telephone

Mobile phone

Email
Customer can reserve
Description

nt your customers to be aldbedd this Resource. If you leave it
make reservations for this Resource within your business, but you

Remember to check this box if you
unchecked, then you will be able
customers will be unable to

Also remember to choose here at least one of the capabilities you offer. If you do nudecho
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¢ add any staff users

How?

Click the Staff Link inthe topmernuf A O] GKS WbSgQ o0dzidiz2y> Sy dSN) RS
Save.

Staff

| Staff details

Luke Wilson

First name

Last name

User name

Job title

Department

Telephone

Mobile phone

Email

Password PUUMS3HG

Confirm password PUUMSIHG

CONN

Staff users are not thsame as Resources. A Resois@mething which can be bookedt may be a
person, but it may alsbe a place or object. Resources do not have Resasgrnames, 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 aecess th
Settings page.

., 2 dzQ NBYourcan/nBwHaccept online bookings from your customers with personalised Reserviz
settings to suit your business.
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WHAT ARE RESOURQHS GAPABILITIES?

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

Reserviz lets your customers book the resources you afégburces are the people, places or
things which can be booked.

Resources haveapabilites 7 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 businessesvaiv.reserviz.conNew Route Photographyas
Photographers as Resources and Assignments as Capabilities. In another imaginary business, Domus
Catering has Chefs as Resources and Menus as Capabilities

When you subscription was accepted, a single resourtke things your customers can book was set
up for you. A single capabilitythe service you provide was also set. The names given to the first
resource and first service are the same as the name of younéssi 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 WANDTUSE RESERVIZ

Choose to approve requests, oet 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
settingsat any time by making simple choices in the Settings panel.

Your main choice is whether you prefer your customers to nmageestsfor reservations which you
then approve, or whether you let your customers make their own confirrdedgct reservationsn
available slots.

The approve requests choice allows you
to review every request for a reservation,
before approving it.

You approve every

request for a reservation This choice gives you most control and is
best for businesses with administration or
reception staff, or for businesses who prefer
not to show details of their availability,

Or

The customers reserve choice allows
your customers to see yvour availability, and
rake their own confirmed reservations, vou
Your customers make do not need to approve every request,

their own reservations

This choice saves yvou the most time, and
gives you an autormated reservation system,
in which vou are notified of new
reservations, which customers malke for
therselves,
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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 shav details of their availability and control who may make reservations.

This is how it works:

Your customer

Step 1

The customer requests a
reservation

Zustormers answer two simple questions:
"“when would vou like your reservation? and
“i'hat type of reservation would you like?"

Step 4

The customer receives a
confimation email

The customer receives an automatic ermail
confirmning the details of their reservation,

10

Your business

Step 2

The requestis shown on
the business waiting list

The customer's request is highlighted on the
business dashboard. The business receives an
autornated ermail to let therm know about it,

Step 3

The business approves or
alters the request

If the request can be accomodated, it is approved
with a single click. If not, the request can be
altered to fit availability, and then approved.
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HOW CUSTOMERS MABTHEIR OWN RESERVANBIWORKS

Your customers make reservations themselves

This choice gives you an automatedae&tion system, in which you are notified of new reservations,
which customers make for themselves.

This is how it works:

Your customer

Custormers choose which person, place or thing they waould like to

Step 1 reserve,

The customer chooses
what they want to reserve

The custormer chooses an available slot, and the type of reservation
Step 2 they would like.

The customer selects a
reservation slot

The customer receives a confirmation email, The business also

Step 3 receives an autormated email to let them know a new reservation has
been made.

The reservation is

confirmed autﬂmatically The reservation is highlighted as a new event on the business
dashboard.

11
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ADDING CUSTOMERS

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

Thereare 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

Tol RR Odza02YSNJ RSUlIAfa e2dNBEStFX Of AOl U0UKS a/ dza i
(KS RSGFHAfA Ay G(KA& LI3IST NBYSYoOSNARY3 (2 Of A0
Customers
| Customer
Peter Fraser
Izak Anderzzon
Uno Bengtsson
Langley Carmus Title Mr Address:
Bruce Denars
First name Peter
Claudia Erberhart
Petar Frasar Last name Frazer
Agnes Hemiksen Telephone - work City or Town
Adriana Lorenzo
Owen Nixon Telephone - home Postal code
Kihoo Coba Mobile phone Country Selecta country... b
Orlene Ruest
) ) Email peteri@nowhere.com Preferred Chef Freya Saunders v
Patience Sabourin
Foszilda Saolis User name Peter Frazer Preferred Menu Boardroom lunch -
Julia wall
Password peter fraser Date of birth 06/11/2008
@
confirm password peter fraser Found us by

(= == =

Qustomers enter their own details

You can also choose to let customers new or existing customées 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.

12
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The Reserviz homepage

Reserviz is free for customers
making reservations.

Business owners can sign up today
in three simple steps, with no
software to install, and no long term
contracts. Choose one of the buttons
on the right to try Reserviz.

About Reserviz

No software to install

Reserviz is 5 software service,
which means you do not have to
install any new software to use it.
&ll you need is a computer with an

Boost your business

Reach more custamers, and make
it easy for therm to book with you,
Reserviz can help you do that for
only £1 a day for a standard

&S

Are you a sector leader?
Be the first in your industry to
use Reserviz and you could get
a free subscription for a
year.

News

(“signup here i

Business users log

Featured user

Matural Hair and Beauty
"Staff planning is easier, and we
can see at a glance which stylists
and services are booked. A real
time saver for a busy salon.”

internet connection. subscription, more...
Sign up now, contact us to check R

R N . Fraser Stroak, Director,

Use it anywhere Set up to fit your business the terms, and vou could get -
. - - " . . Natural Hair and Beauty
If you are a business owner, you Each subscriber can easily set up your first year subscription with
and your staff can use Reserviz Reserviz to suit their business. us for no cost.
frarm any location which has an Choose the terms used,
internet connection: perfect for appointment lengths, reminders
rermote warkers, mobile tearns, ar and maore.
simply checking new reservations
from home. Find out how Reserviz works here,
Home About us Contact us Help FAQ use Terms and conditions Site Map

@ 2002 Quarile Soffware Ltd.

<

) About us | Contact s < Help and frequently asked question
O RESERV'Z Welcum < p q y q
MY RESERVIZ MAKE A RESERVATION ABOUT ME SPECIAL OFFERS MESSAGES Logon here

. Find your favourite business Main menu

Reserviz
. ) (_ Seareh /w )

::::r::llets :'UU :(nal-(ge online SearCh for a bUSIneSS
reservations with vour favourite
businesses, at anytime, wherever O
e \ Use it free now! & [ Make a reservation

Business sign up

13
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Logon

© RESERVIZ

FPlease log on to use Reserviz

User Mame: |helen.atherton

Log on

Bermember me and log me on automatically

Forgotten password?

@ Copyright Guartile Softvare Ltd, 2008

Enter your username and password
Click the Logon button

Click to retrieve a forgotten
password

14
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Businessdashboard

G RESERVIZ  wacens woiensnarer sogor e e - 4—— | Help and FAQ

(_search )

DASHBORRD RESERVATIONS WAITING LIST CUSTOMERS CHEFS MENUS STAFF PROMOTIONS

Dashboard for Domus Catering Search customers and FAQ

| 7 22 Events today View all .
i %l Booking totals

= 1471172008 12148107 Reservation altered A reseruation for B T e A
1471172008 12,0 A reservation for Rosilda Solis at 24/11/2006 10100 vas alte!
Chets RCETErs R R 14f11/2008 12:47:37 Reservation altered & reservation for Ouen Nixon at 23/11/2008 12130 was slkere ~ « - A 2 A 4
< I &

[ vase arewreservaion— RO

P— Make a new reservation

] Click to go forward in the calendar

05w

[E3

> <——— | Main booking overview
08w

090w

Helen | WFreya | fiHelen |WFreya | fiHelen ftherton) therton) Atherton)

100w Unavaial I(Sunavawla Unavaia I(Sunava\\a Unavaial Unavailable tieten | [lunavailetle tHelen Rosida Solis (Helen
athertor; fatnders flatherton fisaunderd fithertan]

M

Agnes Herriksen
(Freya Saunders)

12m

Izak Anderssan Langley Camus
(Helen Athertan)

Ouen Nixon (Helen Bruce Deners
)

Atherton;
13m0 J

14m Cloudia Erberhart Peter Fraser (Helen
(Freya Saunders) Atherton)

150 Bruce benars
{Freya Saunders)

16m

17m Khoo ocba (Helen
Atherton)

18m

[ 190 |
[ 200 |
[210 |
[ 220 |

23w
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Make a new reservation

Choose a date and time

A

Choose the type afeservation

A

A

Select the customer from the
dropdown list

16




