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Management User Guide: Facility
Management Booking System

1.Introduction

This guide will walk you through the steps to effectively add and manage facilities on your platform.
With an intuitive design inspired by best-in-class user interfaces, managing your facilities has never
been easier.

2.Configure Facility and Facility Type

This step helps you access the central hub for managing your facilities. The dashboard provides an
overview of all facilities and tools to manage them efficiently.

2.1. Access the Facility Management Dashboard

At the top-right corner of the webpage, Go to the profile icon > Go to > SPORTS CENTRE
SDN.BHD. > Sports Center

This brings you to the facility management dashboard.

Admin Console > Projects Staff 001

% SPORTSER'

Change Password

All projects All management bodies
B, Management Bodies A o Goto >
I Projects ‘ Q Search Terms of Service
Privacy Policy
Disclaimer
8 Employees No. Created Project Code Project Name Projet 074 759 PIy
Membership Plans 1 25-Nov- PASC Sporis Cenire  5THF 4 8:52 AM
2024
Logout
a Q gﬁ’ SNOWING 110 1 0T 1 projects

2.2. Configure Facility Types

On the left-side menu, go to Settings > Facilities.

At the top of the page go to Facility Types > New Facility Type, enter the facility type name and
customizations
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This feature allows you to categorize your facilities (e.g., meeting rooms, gyms, pools) to streamline
management and user selection.

&k settngs ’ Settings > Facility Types A Q P4 sero
AloT Devices
Approvals Facilities
Automation

Auto Payments Facility Types (£) New Facility Type

Bank Details
Q, Search ‘ Show Facility types

Consumption Tax Types

Customer Payment Verifications No. Created Name

1 02-Jul-2024 Badminton =
Cut-off Time =
Facilities "

a Q 9 Showing 1to 1 of 1 facility type
POSERVA

Prev Mext
Public Holidays

Booking Limit Policy :

¢ Limit daily bookings to a set number of hours across all facilities within the facility type for
Customers With Membership Plan:

e Limit daily bookings to a different set number of hours across all facilities within the facility type
for Customers Without Membership Plan:

This means Customers cannot make further bookings through the user app once the limit is
exceeded. However ,Staff are not restricted by these booking limits when processing customer
bookings through the staff portal. If a customer exceeds the daily limit, a warning message will
appear, but staff can still proceed with the booking.

When done click Add to save it.

New Facility Type

Facility Type Name

Badminton

O Limit bookings to a total of hours per day across all facilities within this facility type for each
customer account that has subscribed to a membership plan

[ Limit bookings to a total of hours per day across all facilities within this facility type for
customer accounts that have not subscribed to any membership plan

Customers are not able to make bookings on the user app if the limit is exceeded. However, staff are not
restricted by this sefting, though a warning message will appear if the limit is exceeded. Staff can still proceed
with making bookings for customers through the staff portal.
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2.3. Add New Facilities

This feature enables you to add new facilities to the platform for user bookings.

Return to Facilities > New Facility.

L} settings . e
Settings > Facilities A Q P o seron
AloT Devices
Approvals
Facility Types
Automation
Auto Payments Facilities () New Facility
Bank Details
‘ Q Search | Show Facilities
Consumption Tax Types
Customer Payment Verifications No. Created Facility Name Facility Types Deposit Default Rate Auto-approved
Cut-off Time 3  27-Nov-  Badminton Badminton 0.00 0.00/Hour  No =
2024 Court 3
2 27-Nov-  Badminton Badminton 0.00 0.00/Hour  No =
2024 Court 2
POSERVA
1 27-Mov-  Badminton Badminton 0.00 0.00/Hour  No =
Public Holidays 2024 Court 1
Revenue Definition
) = % Showing 1 to 3 of 3 facility
Rental Types

Prev Mext
Rates, Fees and Charges

2.4. Fill in Details for Adding New Facilities

Complete the required fields for the new facility This allows you to categorize the facility based on its
intended use (e.g., meeting room, gym).

2.4.1. Select Facility Type (e.g., badminton court, gym, pool).

2.4.2. Enter Facility Details such as Name, Number, and a Description.

2.4.3. Specify the Minimum Booking Duration (e.g., 1 hour, 30 minutes).

New Facility

Facility Type

‘ Badminton

Facility Name

‘ Badminton Court 1

Facility No. / Court No. / Room No. / Label

Description

Minimum Booking Duration
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2.5. Set Facility Availability and Operating Times

e Management can define the days (e.g., Monday to Friday) and operating hours for the facility's
availability.

Availability
Monday

05-00 am (@ [to| 12-00 am @

Tuesday

06:00 am @© |to| 12:00 am &

Wednesday

06:00 am @ |to| 12:00 am @

Thursday

06:00 am @ |to| 12:00 am @

Friday

06:00 am @ [to|12:00 am @

Saturday

|[]6:[II[] am @ [|to|12:00 am @ ‘
Sunday
|[]6:[II[] am @ |tof12:00 am ® ‘

2.6. Configure Booking Policies and Operational Settings

Management can choose to :

2.6.1. Restrict Booking Start Time to specific intervals (e.g., even hours such as 8:00 AM, 10:00
AM, 6:00 PM).

2.6.2. Hide Facility from User App

e Management can hide the facility from the user-facing app, making it accessible only to staff for
bookings via the staff portal.

2.6.3. Select whether a refundable deposit is required and specify the amount and conditions.
2.6.4. Enable Auto-Cancellation for Unpaid Bookings

e Automatically cancel a user’s booking if full payment is not received within a specified time
frame.
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e The slot will be released for other users to book.
2.6.5. Prohibit Amendments to bookings after Payment

e Management can disallow changes to bookings after payment has been made, ensuring
confirmed bookings remain unchanged.

2.6.6. Enable Lighting Control

e Link the facility to a lighting control system for automated or manual control based on booking

schedules.
[ Restrict the booking start time to even hours only, for example 8:00 AM, 10:00 AM, and 6:00 PM
[[] Hide this facility for booking from the User App
Staff can still make bookings for customers in the staff portal
() Refundable Deposit Availability
Mond
RM 0.0000 oneey
‘ 06-00 am @ |to|12-00 am & ‘
Auto-cancel an user's booking and release the slot Tuesda
for others if full payment is not received y
successfully withinminutes ‘UG:DU am @ |to| 12:00 am @ ‘
oo . Wednesday
Amendment of bocking is prohibited once payment
has been made ‘UG:DU am @ [to| 12:00 am @ ‘
User is not allowed to amend bookin
g Thursday
L) Lighting Control ‘ne:nn am @ [to|12:00 am © ‘
-- Select - ~ |
Friday
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() Restrict the boecking start time to even hours only, for example 3:00 AM, 10:00 AM, and 6:00 PM

[[] Hide this facility for booking from the User App
Staff can still make bookings for customers in the staff portal

() Refundable Deposit Availability

RM 0.0000 Monday

06-00 am @ [tof 12:00 am @

hutn-canc_el an user's bo::klng and _release the slot Tuesday
for others if full payment is not received

successﬁjllywithinminutes 06:00 am @ |to| 12:00 am O

Wednesday

Amendment of booking is prohibited once payment
has been made 06:00 am @ [tof 12:00 am @

User is not allowed to amend booking Thursd
ursday

[ Lighting Control 06:00 am @ |to|12:00 am (@
- Select -

Friday

2.7. Setting up lighting control

To add lighting control

Go to Settings > VYROX Alot Devices > AUTOSERVA > New AUTOSERVA Device

Settings > VYROX AloT Devices > AUTOSERVA
[ s — 2 @ P Staff 001

SuperPASS-Door SuperPASS-Lim UltraPASS-Face UitraPASS-Vehicle Security GPT-Stranger

PrivacyCALLER PowerMONITOR AUTOSERVA PayPerUse QR

AUTOSERVA @ New AUTOSERVA Device
| Q, Search | Show Devices

No. Sub-Type MNetwork Communication Protocol Board Label Name Board Location/Board Device ID Board IP 2

lul Operation Insights

Security Monitor

{2} Customer Accounts

() Cash Book

No device is found

B General Ledger 1
Customer Advances
Customer Deposits

Customer Payments

Revenues a E Q Showing 0 to 0 of 0 devices

# Properties

R Suppliers

¢' Settings 1

AloT Devices
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Fill in details such as Sub-Type, Network Communication Protocol ,Board Label Name, Board
Location, Board IP Address / DDNS URL,TCP Port , Board Location Coordinates and Number
of Channels Supported. Click add when finish.

New AUTOSERVA Device

Sub-Type Metwork Communication Protocol

‘ Facility Lighting Controller v‘ | Normal

Board Label Mame

Board Location

Board IF Address / DDNS URL TCP Fort

Board Location Coordinates

|eg. 3.162112, 101.652890

Number of Channels Supported

2.8.: Standard & Member Booking Windows

2.8.1. Set Standard Booking Window

e Define the minimum and maximum days customers can book in advance.
e Alternatively, set a specific start and end date for bookings.
e Staff can override this restriction to make bookings on behalf of customers.

2.8.2. Set Member Booking Window

e This setting limits customers’ ability to make bookings themselves on the user app, but it does
not affect staff.
e Staff can make bookings without being restricted by the booking window.
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. 06:00 am to| 12:00 am
Standard Booking Window © | © | ‘ © ‘

Minimum: days or [Pick a date] Saturday
Maximum: daysof  Prev pecemper| 2024 o Next [12-00 am @

Member Booking Window @ | Su Mo Tu  We Th Fr Sa

- 12 3 4 5 & 7
Minimum: days o

g 9 10 1213 14

Ma"‘m”mida\‘s 9 15 16 17 18 19 20 21

22 23 24 25 26 27 28
[J conditional Booking Window | 29 39 31

If today’s date is earlier than the Elcf a ?ay ~

day of the month, then the maximum booking
window date will be the last day of the current
month, or else the next month

N2:00 am @

HJ

. 06:00 to| 12:00
Standard Booking Window & ‘ am © | 0‘ am_© ‘

Minimum: days or [Pick a date] Saturday

Maximum:| 30~ |dayso| Prev pocamner| 2024 o] Next 12:00 am @

Member Booking Window @ | Su Mo Tu  We Th Fr Sa

- 12 3 4 85 & 7
Minimum: days o

& 9 10 12 13 14

Ma"im”mida\*s o 45 16 17 18 19 20 21

22 23 24 25 26 27T 28
[J conditional Booking Window 29 30 3

If today's date is earlier than the | Picka day

day of the month, then the maximum booking
window dafe will be the last day of the current
month, or else the next month

N2:00 am @

HJ

2.9. Customize Booking Rules and Access Restrictions

2.9.1. Set Conditional Booking Window

e If today’s date is earlier than a specific date in the current month, the maximum booking
window is the last day of the current month.
e Otherwise, the window extends to the next month.

2.9.2. Allow Late Bookings

e Management can permit bookings to be made after the scheduled start time if the current time
is within a specified number of minutes past the start time.

2.9.3. Set Unit of Booking Duration ( e.g. Hourly, daily, or monthly)
2.9.4. Restrict Non-Members on Weekends and Holidays

e Management can restrict bookings on weekends (Saturday and Sunday) and public holidays to
specific membership plans.
e Non-members, walk-ins, and guests will not be allowed to make bookings during these times.
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[ conditional Booking Window

If today’'s date is earlier than the | Pick a day w

day of the month, then the maximum booking
window date will be the last day of the current
month, or else the next manth

Allow to book even if the start-time is over, and the

current fime is no more than minutes to

the stari-time
Unit of Booking Duration
® Hourly basis

) Daily basis

O Monthly basis

[T} Do not allow non-members (walk-ins and guests) to make bookings on weekends (Saturdays and

[ COACH [J PRIMA GROUP [] TENANTS

Sundays) and public holidays. Only members of the following membership plan(s) are allowed to do so:

2.10. Payment Plans

Select Payment Plans from three different payment plans:
2.10.1. Default Plan

e Payment applies for the entire day for all days (12:00 AM to 12:00 AM).
2.10.2. Customized Hourly Rate

e Set per-hour rates that override the default rate.

e Configure rates based on the type of day (e.g., Monday to Sunday, weekend, public holiday).

¢ Specify activation timing for payments (e.g., from 8:00 AM to 8:00 PM).

2.10.3. Membership-Specific Rates

 Define special payment plans exclusively for members of specific membership plans.
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[J charge RM per hour by default

For ’All days ” 12:00 am lm[ 12:00 am

Charge RM per hour overriding the default rate

For | Monday v” 06:00 am @ ‘lo‘ 12:00 am

and | Tuesday v” 06:00 pm ® ‘l{:‘ 12:00 am

and | Wednesday v” 06:00 am @ ‘lo‘ 12:00 am

and | Thursday v” 06:00 am @ ‘lo‘ 12:00 am

and | Friday v” 0600 am @ ‘l{:‘ 12:00 am

Charge RM per hour overriding the defauli rate

For | Monday v|| 06:00 am & ‘l{:‘ 12:00 am

For members of the following membership plan{s):
[] COACH

Note: I the overriding rates overlap, the lower one will be applied.

Once finish customization , click Add to save it.

3. Manage Booking Slot

This guide is designed to help management assist walk-in customers with ease and confidence. Follow
these simple steps to handle facility bookings efficiently.

3.1. Make Booking

3.1.1. Start new booking

e Select Facility Bookings > New Bookings.
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Facility Bookings > Upcoming Bookings

¥ SPORTSERVA ﬂ @ @ Staff 001

Completed Cancelled All

Upcoming Bookings

() New Booking

— an = ‘ Q@ Search Name, Phone, or Booking ID | Show Booking
o=
Booking Calendar ‘ Al v‘

3.1.2. Search and Select Booking Slot

Booking slots can be searched by date or facility.

To book, click on the desired slot. The clots availability are color-coded.

New Booking

Search by Date Search by Facility

Dec 2024 Jan 2025 Feb 2025 Mar 2025 Apr 2025 May 2025 Jun 2025 Ji

3

9 10 U 12 13 14 16 i7 18 19 20
Mon Tue Wed Thu Fri Sat Mon Tue Wed Thu Fri

121 2 3 4 5 6 7 8 9101121 2 3 4 5 6 7 8 9 10 1112
AM AM AM AM AM AM AM AM AM AM AM AM PM PM PM PM PM PM PM PM PM PM FM PM AM

Badminton Court 1
Badminton Court 2
Badminion Court 3

[ Unavailable D Pending Approval [l Pending Payment Partially Paid (Booked) [ Fully Paid (BEocked)
M Free of Charge (Booked)

Eooking System Powered by VYROX AloT

To increase booking hours , click the plus sign.
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New Booking

Badminton Court 1

Duration - Q 1 hour 0

Start Time - 15-Dec-2024 11:00 AM
End Time : 15-Dec-2024 12:00 PM

Refundable Deposit : 0.00 Change

Booking Charge - 20.00 <Change
Discount 0.00
Subtofal - 20.00
SET (0%) - 0.00
Subtofal (Including S5T) : 20.00
Rounding Adjustment - 0.00
Total (After Rounding) - RM 20.00

Book this only {Single Booking)

Add to cart and book more (Bulk Booking)

3.1.3. Single & Bulk Booking

For Single Booking

e Click Book This Only (Single Booking) .

New Booking

Badminton Court 1

Duration - Q 1 hour 0

Start Time © 15-Dec-2024 11:00 AM
End Time - 15-Dec-2024 12:00 PM

Refundable Deposit - 0.00 Change

Booking Charge - 20.00 Change
Discount - 0.00
Subtotal : 20.00
SST (0%) - 0.00
Subtotal (Including SST) : 20.00
Rounding Adjustment - 0.00

Total (After Rounding) - RM 20.00

Book this only (Single Booking)

Add fo cart and book more (Bulk Booking)
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Handle customer details:
Existing Customer:

e Search by name or select a customer based on their category.
New Customer:

e Enter the customer’s name and mobile number.

¢ (Optional) Add alternative contact info or remarks.

Click Book to complete.

New Booking

Badminton Court 1

Duration : ° 1 hour o

Start Time - 15-Dec-2024 11:00 AM
End Time - 15-Dec-2024 12:00 PM

Refundable Deposit - 0.00 Change

Booking Charge - 20.00 Change
Discount - 0.00
Subtotal : 20.00
SST (0%) - 0.00
Subtotal (Including SST) : 20.00
Rounding Adjustment - 0.00

Total (After Rounding) - RM 20.00

Search or select an existing customer or sub-user

| Enter a customer detail and click search |@ Select

Alternatively, enter customer details below to add a new record

Customer Name : | Mame

Mobile Phone No. : | = <60 + 123

Okay, a new customer account will be created

Alternative Contact No. for This Booking : | B3 +60 ~

Remark

For Bulk Bookings
Add multiple slots to the cart by clicking Add to Cart and Book More (Bulk Bookings) .

e Slots in the cart will turn red, indicating pending payment.
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New Booking

Badminton Court 1

Duration - ° 1 hour 0

Start Time © 15-Dec-2024 11:00 AM
End Time - 15-Dec-2024 12:00 PM

Refundable Deposit - 0.00 Change

Booking Charge - 20.00 Change
Discount : 0.00
Subtotal - 20.00
55T (0%) : 0.00
Subtotal (Including SST) - 20.00
Rounding Adjustment - 0.00
Total {After Rounding) - RM 20.00

Book this only (Single Booking)

Add to cart and book more (Bulk Booking)

To remove a booking:

¢ Select the slot and click Remove from Cart.

New Booking

Badminton Court 1

Duration - 1 Hour
Start Time : 15-Dec-2024 11:00 AM
End Time : 15-Dec-2024 12:00 PM
Booking Charge © RM 20.00

To confirm and proceed with payment:
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2026/04/24 19:27
¢ Click Cart icon on the left > Fill in customer details > Click Book.

New Booking

Search by Date Search by Facility

May 2025 Jun 2025

Dec 2024 Jan 2025 Feb 2025 Mar 2025 Apr 2025

1
10 1l 12 13 16 17 18 19 20 21
| Man Tue Wed Thu Fri Sat

ue Wed Thu Fri

PM PM PM

4
121 2 3 4 5 6 7 8 91011121 2 3 4 5 6 7 & 9 10 1112
PM PM PM PM PM PM PM AM

AM AM AM AM AM AM AM AM AM AM AM AM PM PM

Badminion Court 1 .
Badminton Court 2 ..
Badminton Court 3

Partially Paid (Booked)

[ Unavailable D Pending Approval il Pending Payment
M Free of Charge (Booked)

W Fully Paid (Booked)

Booking System Powered by VYROX AloT
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Facility Name :
Duration :

Start Time :

End Time :
Booking Charge :

Facility Name :

Bulk Booking @

Badminton Court 1

1 hour

15-Dec-2024 11:00 AM
15-Dec-2024 12:00 PM
RM 20.00

Badminton Court 2

2 hours
15-Dec-2024 11:00 AM

Duration
Start Time :

Refundable Deposit - 0.00 Change

60.00 Change
0.00

60.00
0.00

60.00
0.00

RM 60.00

Booking Charge :
Discount :

Subtotal :

SST (0% :

Subtotal (Including SST) :
Rounding Adjustment :
Total (After Rounding) -

Search or select an existing customer or sub-user

| Enter a customer detail and click search

(o o

Alternatively, enter customer details below to add a new record

Customer Name : | Name

Mobile Phone No. : | B 460 v 123

Okay, a new customer account will be created.

Alternative Contact Mo. for This Booking ; | B85 <60 ~

Remark :

Once all bookings are confirmed, proceed to payment options. After payment, slot is officially booked.

3.2. Change Booking Slot

Click Change > Select new booking slot > Confirm when done.
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Booking ID: YUECQ

(=],

Facility Name ;. Badminton Court 1
Duration : 1 hour
Start Time : 15-Dec-2024 11:00 AM
End Time : 15-Dec-2024 12:00 PM

Customer Account ID - PASC-26
Booked For: Name
Mobile Phone No. - +60123
Booked By . Staff 001

Refundable Deposit - 0.00

Booking Charge - 20.00
Discount : 0.00

Subtotal : 20.00

SST (0%) - 0.00

Subtotal (Including S5T) : 20.00
Rounding Adjustment : 0.00
Total (After Rounding) : RM 20.00

Pay Booking Charge

Cancel Booking

Booking System Powered by VYROX AloT
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Change to

Facility Name :
Duration :
Siart Time :
End Time :

Badminton Court 1

1 hour

14-Dec-2024 9:00 AM
14-Dec-2024 10:00 AM

X

3.3. Cancel Booking Slot After Booking

Click on Booking slot > Cancel Booking > State reason > Comfirm

https://www.vyrox.com/wiki/
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Cancel Booking

Reason

change of plans|

3.4. Change Court Booking Charge

To change the refundable deposit or booking charges,Click Change > Enter the final charges >

Enter authorization PIN > Verify to complete the process.
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New Booking X

Badminton Court 1

Duration : ° 2 hours o

Start Time : 05-Dec-2024 6:00 PM
End Time : 05-Dec-2024 8:00 PM

Refundable Deposit :

Booking Charge :
Discount :

Subtotal :

SST (0%) :

Subtotal (Including SST) :
Rounding Adjustment :

Total (After Rounding) :

0.00 Change

50.00 Change
0.00

50.00
0.00

50.00
0.00

RM 50.00

Authorization PIN

]

Verify

The Authorization PIN Code are unique to each employees and is set by going to Profile > Admin

Console > Employee > New employee

FSPORTSERVA

Employees

Membership Plans

& © & 2

Admin Console > Employees

[ Q searcn | Snow | 50 v | employees
B Management Bodies
& Projects No. Created Position ~ Name Username Mobile Phone No. Status

1 29-Nov-2024 Office VYROX Support vyroxsupport +60196883338 Active =
3 Employees

2 25-Nov-2024 Guard Guard 001 guard + Active =

Staff 001

2024-11-09 ~ 2024-12-01

(F) New Employee

Showing 1 o 2 of 2 employees

Pray
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3.5. Booking Payment

To pay the booking slot, click Pay Booking Charge.

Booking ID: YUECQ

=]

of

Facility Mame : Badminton Court 1
Duration - 1 hour
Start Time © 14-Dec-2024 9:00 AM
End Time - 14-Dec-2024 10:00 AM

Change

Customer Account ID : PASC-26
Booked For . Name
Mobile Phone No_ @ +60123
Booked By . Staff 001

Refundable Deposit : 0.00

Booking Charge - 20.00
Discount : 0.00

Subtotal 20.00

SST (0%) 0.00

Subtotal {Including SST) : 20,00
Rounding Adjustment - 0.00
Total (After Rounding) RM 20.00

Remark 11-Dec-2024 1:36 PM:
- Start time 15-Dec-2024 11:00 AM
changed to 14-Dec-2024 9:00 AM

Pay Booking Charge
Cancel Booking

Booking System Powered by VYROX AloT

Click Max for customer to pay maximum amount of charged booking

Select Payment option > Upload proof of payment > Click Confirm pay
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Making Payment for 1 Item

Invoice

FACILITY BOOKING INVOICE
Booking ID: YUEGQ

Issued Due Document No.

11-Dec-2024 11-Dec-2024 V00000063

Customer Payment | e-Wallet ~ | | Reference

v| | upload Proor of Payment |

| Touch 'n Go

fMaximum Amount: 20.00

Verify payment receive by going to Customer Payents > Pending Verification

X

Outstanding
20.00

rm 20 .00

General Ledger > Customer Payments > Pending Verification

Processing Pending Verification () Verified

¥ SPORTSERVA

+ -
i o B Pending Verification
@) |I ‘! DS
EICIE
Amount  Payment Method

No. Submitted On Customer Account ID Transaction Code Item

25.00 2500 e-Wallet

PASC-26 FB2 PAYMENT FOR FACILITY BOOKING IVO(

1 07-Dec-2024 3:03 PM

[lsl Operation Insights
Security Monitor
&} Customer Accounts a @ e ﬁ
@) Cash Book
B General Ledger 1

Customer Advances

Customer Deposits

Customer Payments &

Revenues

Qe P

Staff 001

Total Pending Verification: RM 25.00

Processor Reference No.

Showing 1 to 10f 1 transactions

Touch 'n Go

Once payment is verfified, slot will turn green indicating its officially booked.
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New Booking

Search by Date Search by Facility

Dec 2024 Jan 2025 Feb 2025 Mar 2025 Apr 2025 May 2025 Jun 2025 Ju

124

1€
We

17
Tue

16
Mon

15
Sun

14
Sat

13
Fri

12
Thu

10 1

Fri Sat sun Mon Tue Wed

121 2 3 4 5 6 7 8 91011121 2 3 4 6§ 6 7 8 89 10 11 12

AWM AM AM AM AM AM AM AM AM AM AM AM PM FM PM PM PM PM PM PM PM FPM PM PM AM

]

Badminton Court 1
Badminton Court 2

Badminton Court 3

Unavailable [ ] Pending Approval [l Pending Payment Partially Paid (Booked) Fully Paid (Booked)

B Free of Charge (Booked)

Booking System Powered by VYROX AloT

3.6. Refund & Booking Cancellation After Payment

If a booking is made with payment but the customer requests a refund and cancellation, follow these
steps:

Go to Revenue and terminate the customer invoice. This will reverse the customer invoice and free
up the booking slot.

Revenues > Total (Sales + Non-Sales) A Q@ P suron

Total (Sales + Non-Sales) | Sales

¥ SPORTSERVA
Non-Sales

Today (09-Dec-2024)

3 General Ledger
Customer Advances
Customer Deposits

Customer Payments

RSN R

or when the

Note: The timing of invoice termination, coupled with the corresponding customer payment status, can lead o three potential outcomes: Cancelled Invoices, Voided Invoices, and Reversed

Invoices. These scenarios arise when a customer rejects an invoice, requests
initiates cancellation with provided justifications.

with reasons su

o + + +
[] “Q ) Total (Sales + Non-Sales)
e
g & & ': Total Authorized Discounts Total Revenues Total SST Collected Cumulative Rounding Adjustments Cancelled Invoice Amounts (Sales + Non-Sales) Cancelled SST
@, = RM 0.00 RM 25.00 RM 0.00 RM 0.00 RM 50.00 RM 0.00
L]
llal Operation Insights
20
Security Monitor
B Customer Account [PASC-5]
10
Details
Dashboard
e L 2 ° L 2 L 2 L 2 L 2 L 2 L 2 L 2 L 2 L 3 L 3 L 3 L 3 L 2 L 2 L 3 L 3 L 2 * L 2 o
Invoices @) 12 AM 1 3 3 4 5 5 7 8 " 10 1 12p 1 3 7 8 g 10 1
Deposits
Q Sea |m | AlEmployees v | | Al Invoices v Group by Invoice v ‘ Show | 50 v | Invoicas
Advances
(RS No. lssued On IssuedBy  DocumentNo. Invoice Type Discount ~ Sales  Non.Sales SST  Rounding Invoice Amount
Statements 3 09-Dec-2024 10:36 AM Staff 001 1V00000031 Facility Booking Charge 0.00 2500 0.00 0.00 25.00
@ Cash Book 2 09-Dec-2024 10:03 AM Staff 001 Facility Booking Charge 0.00 2546 669 0.00 2568 Reversed
1 09-Dec-2024 9:22 AM Staff 001 Facility Booking Charge 0.00 2598 600 0.00 25686 Reversed

Showing 1 to 3 of 3 Invoices
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To update the cash book and reflect the refund:

Navigate to Facility Booking > Cancelled > Request Refund > Confirm Request > Refund >
Confirm Refund.

Requesting Refund for 1 Item X

Document No.  Transaction Code  Invoice Outstanding

Issued

07-Dec-2024  OR0O0000004 FB2 PAYMENT FOR FACILITY BOOKING INVOICE V00000028 2500

Booking ID: HGHE3

RM 25.00

Confirm Request

Making Refund Payment for 1 Item X

No. Issued Document No. Transaction Code Item Payment

1 09-Dec-2024 RNO0000005 FB3 CANCEL FACILITY BOOKING 25.00
Booking ID: AG5CT

rM 25 00

e-Wallet VH Touch 'n Go VH Reference Upload Proof of Payment

Remark

Confirm Refund

Once completed, the cash book will be updated to reflect the correct amount.
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