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1 Login 
 
To login click the Client Login button at www.In-Zone.co.uk 
 
Enter your Company name, User name and password and click login. 
 
If you have forgotten your login details click the link for forgotten login details and 
on the next screen enter your account email address. Click the ‘Email Me’ button 
and, assuming the email address is correct, your login details will be emailed to the 
address entered. 
 
If you need support please visit the website www.In-Zone.co.uk or email 
support@in-zone.co.uk 
 
[Back to TOC] 
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2 Event Management 

2.1 Adding Events 
 
Before creating events first setup Event Types, Event Locations and Event 
Facilities. (See sections above) 
 
At the Home Page menu Click the ‘Event Admin’ button then the ‘Add Event’ 
button to display the Add New Event screen shown below: 
 
Event Title Screen 

 
Title – Enter a title description  
 
Description – A long description 
 
Location – select a location for the event (if any) 
 
Facility – select a facility for the event (if any) 
 
Event Type – select an event type for the event (if any) 
 
More Info Link* –specify an address to link to for more information. 
 
(*This feature is not available by default. If you require more information please email support@in-
zone.co.uk)  
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Recurrence Screen 

 
 
Use the Recurrence Screen to setup: 

Event Start & End times (Event Duration) 
Set the recurrence pattern. (One-off, Daily, Weekly) 
Set the range of recurrence. (repeat the event until this date) 

 
One-Off Events 
Set the Start & End times (Event Duration) 
 
For one-off events select a recurrence pattern of One-Off  and set the Range of 
recurrence (Start) to the date of the event.   
 
Daily Events 
Set the Start & End times (Event Duration) 
 
For a Daily events select a recurrence pattern of Daily and set the Range of 
recurrence (Start) to the date that the first event starts. Set the End date to ‘No end 
date’ or ‘End by’ a specific date. 
 
  



 

 
 
EVENT ADMIN – MANAGING EVENTS 

 
 

Last Revision Tuesday, 08 December 2009  © Copyright Absolute Micro Communications 2009 

Page 7 of 27 

AdminUserGuide-ManagingEvents.docx 

Weekly Events 
Set the Start & End times (Event Duration) 
 
For Weekly events select a recurrence pattern of Weekly and set the Range of 
recurrence (Start) to the date that the first event starts. Set the End date to ‘No end 
date’ or ‘End by’ a specific date. 
 
Weekly example  If you want a weekly event to starting from the 5th February to 
31st May, set the start date to 5th Feb and the end Date to 31st May.  Then select 
the day of the week you want the event to occur e.g. every Tuesday. 
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Booking Details Screen 

 
 
Booking Period – Bookings accepted X days in advance of the event 
Last Booking – Bookings accepted X hours prior to the event start time 
Cancellation Period – Cancellations accepted X hours prior to the event start time 
Max Attendees – Limit bookings to a maximum of X 
Places Style – The display format of available bookings  
Membership Required –Restrict booking to members only   
Add as Member – Automatically add booking contact details to Member Zone.  
Full Address – Full address details is requested on the booking page.  
Date Of Birth – Date of birth is requested on the booking page  
Price – the price of the event.  
 
(Note: Payment Zone is required to take on-line credit / debit / PayPal payments. If you do not have 
Payment Zone please see your system administrator or email support@in-zone.co.uk > 
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Confirm Details Screen 

 
 
Check the details and amend by clicking any of the stage links. Click confirm to 
add the event to the system. 
 
Publish Event (during the add new event process) 

 
 
Publishing your Event will make it visible on the Internet. 
Click ‘Yes’ to immediately publish the event or ‘No’ to publish it later. 
 



 

 
 
EVENT ADMIN – MANAGING EVENTS 

 
 

Last Revision Tuesday, 08 December 2009  © Copyright Absolute Micro Communications 2009 

Page 10 of 27 

AdminUserGuide-ManagingEvents.docx 

View Event  

 
Having successful created your new event you will see the View Event screen 
(above) from which you can: 
 

• Publish  / Unpublish  your Event  
• Edit the event details 
• Copy the event settings to a new similar Event 
• Accept Payment (requires Payment-Zone) See On-Line Payment 
• Accept Vouchers (requires Voucher-Zone) See Voucher Payment 
• Accept Member Pricing / Discounts. See Member Pricing Section.  
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2.2 Managing Event Types 
 
Events can be group by any combination of Event Type, Event Location and the 
Facility. (See later sections for managing Event Locations and Facility Types). 
 
So for example a squash coaching event being held at the Manchester Squash 
Centre on Glass Back Court 1, would be of: 

 
Event Type ‘squash coaching’,   
Location ‘Manchester’ and  
Facility ‘Glass Back Court 1’. 

 
Before setting up events in this way you must setup your Event Types, Event 
Locations and Facility Types as follows:  
 
Click ‘Event Admin’ then click ‘Event Types’ and the system will show all Event 
Types currently setup in the system. 
 
 

 
To add a New Event Type click the ‘Add New’ button. 
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Complete the Title and Description fields and click Save. 
 
To amend an existing Event Type click the Edit link. 
 

 
 
Update the Title and  Description fields and click the Update or Cancel links to 
save or undo your changes. 
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3 Managing Event Locations 
 
Events can be group by any combination of Event Type, Event Location and the 
Facility. (See sections for managing Event Types and Facility Types). 
 
So for example a squash coaching event being held at the Manchester Squash 
Centre on Glass Back Court 1, would be of: 

 
Event Type ‘squash coaching’,   
Location ‘Manchester’ and  
Facility ‘Glass Back Court 1’. 

 
Before setting up events in this way you must setup your Event Types, Event 
Locations and Facility Types. 
 

3.1 Listing Event Locations 
 
Click ‘Event Admin’ then click ‘Event Locations’ and the system will show all Event 
Locations currently setup in the system. 
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3.2 Adding Locations 
 
Click the ‘Add New Location’ button and the various fields. 
 

 
 
Click the ‘Add Location’ button to save your changes. 
 

3.3 Amending Locations 
 
At the List Locations page simply Click  to Amend the details and then Click the 
‘Update Details’ button to save your changes. 
 



 

 
 
EVENT ADMIN – MANAGING EVENTS 

 
 

Last Revision Tuesday, 08 December 2009  © Copyright Absolute Micro Communications 2009 

Page 15 of 27 

AdminUserGuide-ManagingEvents.docx 

4 Managing Event Facilities 
 
Events can be group by any combination of Event Type, Event Location and the 
Facility. (See sections for managing Event Types and Event Locations). 
 
So for example a squash coaching event being held at the Manchester Squash 
Centre on Glass Back Court 1, would be of: 

 
Event Type ‘squash coaching’,   
Location ‘Manchester’ and  
Facility ‘Glass Back Court 1’. 

 
Before setting up events in this way you must setup your Event Types, Event 
Locations and Facility Types as follows:  
 
Click ‘Facility Admin’ then click ‘View Facilities’ and the system will show all the 
Facilities currently setup in the system. 
 

4.1 Adding Facilities 
 
Not currently available. To add new facilities please email support@in-zone.co.uk 
with details. 
 

4.2 Viewing Facilities 
 
To see the current list of facility Types click the ‘Facility Admin’ button and then 
the ‘View Facilities’ button.  
 

 
 
The above screen shows the various facility groups available to you. Click Edit to 
rename the Group or click  to view all facilities within the group. 
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Click Edit to rename the Facility or click  to view how the facility is configured: 
 

 
 
Facilities are available for booking by preset time intervals between start and end 
dates and times. Use the above screen to set 
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Start Date – from when will the facility be available to book 
 
End Date – when will the facility stop being available to book 
 
Start Time – the time from which to accept bookings for this facility 
 
End Time – the end time at which to stop accepting booking for this facility.  
 
Booking Interval – how long (in minutes) will each booking last. 
 
Advance Booking - Bookings can be accepted ‘x’ number of days in advance of 
the booking date. Specify how far in advance by setting the number of days. Zero 
for none 
 
Cancellation Period – Bookings cannot be cancelled when you are within x hours 
of the booking. Specify how many hours or zero for anytime before the booking. 
 
Facility Fee – specify how much it will cost to book the facility 
 
Click Save to ‘Update’ or ‘Cancel’ to discard your changes. 
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5 Accepting Payment by Credit / Debit & PayPal 
 
From the ‘View Event’ screen click ‘On-Line Payment’: 

 
To accept payment for newly created Events click the ‘Add New On-Line Payment’ 
button: 

 
 
Select the Payment service provider (Merchant Gateway) 
Enter the amount to collect for this payment plan. 
Set the Start and End dates for this payment plan. 
 
Click Confirm to save. 
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6 Voucher Setup 

6.1 How Vouchers Work 
 
Once the customer has purchased the voucher they can then use it by entering the 
unique voucher reference code as payment.  Assuming the voucher is valid it will 
be accepted as payment.  If the voucher is spent or is not valid for payment then 
they will be asked to make payment by credit /debit card.  

 
Example use – Buy one get one Free 
Vouchers can be used to offer BOGOF or buy 12 for the price of 10.   
When the voucher is purchased a voucher reference is issued which are then used 
as payment as an alternative to online payment. 
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6.2 Voucher Setup 
 
From the ‘View Event’ screen click ‘On-Line Payment’: 
 
After setting up an event and at the View Event Screen click Event Voucher: 

 
Event Type – Vouchers can be valid for all or one Event Type. 
Facility type – Vouchers can be valid for all or one Facility Type. 
Facility - Vouchers can be valid for one or all Facilities by Type. 
At Location – Vouchers can be valid at all or one Location(s). 
No of Bookings – How many times the voucher can be used. 
Valid From – the start date from which to accept the voucher. 
Valid To - the end date after which the voucher will not be accepted. 

 
Click Save to complete setting up your Voucher. 
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7 Discounted Pricing to Members 

 
Members pricing is to be used in conjunction with Member-Zone and Payment-
Zone.  It allows you to set a different pricing and payment structures enabling you 
to discount purchases made by members while at the same time offering full price 
to non-members. Pre-load In-Zone with your members and membership types. 
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Having successful created your new event you will see the View Event screen 
(above) Click Member Pricing: 
 

 
 
Setup or find your Event. 
Setup and add a Payment Plan to your event (See Online Payment) 
 
Click the Price to Members button. (If member pricing already exists a list of member prices 
will be displayed (see above), if not simply click on the ‘Add Pricing’ button). 

 
 
Set the Start and End dates. 
Enter the ‘Price’ to charge the membership type.  
Set the Membership type. 
Tick the ‘Activate’ box to make the price available.  
Click the ‘Update’ button to save the member pricing. 
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If there is no price set for a membership type then the price that has been set on 
the event will be applied and charged.   

 
Example 
 
E.g. an event price is set at £60  
 

• A discounted ‘Price to Member’ is setup at £30 for the membership type of 
‘Monthly Subscription’. 

 
• No ‘Price to Member’ is set for ‘Pay as you go’ members. 

 
‘Pay as you go’ members will be charged £60 while ‘Monthly Subscribers’ will pay 
only £30. 
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8 Searching for Events 

8.1 Search Events by Filter 
 
From ‘Event Admin’ click ‘Find Event’ 
 
Note: search for events by the month in which they first occurred.  

 
Select your search criteria and click Refresh 
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8.2 Finding Events - by event type 
 
From ‘Event Admin’ click ‘Event Types’  
 

 
Click  next to the event Type to see all events of that Type: 
 

 
 
 
Note: Click the column title to sort the list by column. 
 
Click  to view full details of the event. 
 
Click ‘Create Link’ to transfer to the Preview and Links page.  
(See Preview and Links section for more details). 
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9 Finding Vouchers 
 
From ‘Event Admin’ click ‘Event Vouchers’ 

 
To see a list of the vouchers that have been purchased click on the  .   
To view bookings that have been made by an individual customer, again click on 
the  .  This will take you to a screen which will list all the bookings made using 
the selected voucher. 
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10 How to Include Events in your website  
 
From ‘Event Admin’ click ‘Preview and Links’ 
 
Note: the Preview and Links section enables alternative ‘views’ of events to 
be defined, captured and embedded within your host website or HTML email. 
 
 
Define the ‘View’ – i.e. the list of events to display to the user 

 
 

• Set Day of the week (Or Show All) 
• Set Location 
• Set Event Type 
• Set Facility 

 
Click the ‘View Booking Page’ link to check the ‘View’ of events is as required. 
 
To include the ‘View’ within your website copy the href link into your website and 
amend as required.   
 


