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Proprietary Notice  

The information contained in this document is subject to change without notice. 

eBookingOnline.net makes no warranty of any kind with regard to this document, 

including, but not limited to, the implied warranties of merchantability and fitness for a 

particular purpose. eBookingOnline.net shall not be liable for errors contained herein or 

direct, indirect, special incidental or consequential damages in connection with the 

furnishing, performance, or use of this material. 

© Copyright 2012 e-Bookingonline.net 

This document contains information, which is protected by copyright.  All rights are 
reserved.  Reproduction, adaptation, or translation without prior written permission is 
prohibited, except as allowed under the copyright laws. 
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Introduction  

¢Ƙƛǎ Ƴŀƴǳŀƭ ƛǎ ŎƻƴŎŜǊƴŜŘ ǿƛǘƘ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ƻŦ ǘƘŜ Ŝ.ƻƻƪƛƴƎhƴƭƛƴŜ ϰ /ƻǳǊǘ .ƻƻƪƛƴƎ {ȅǎǘŜƳΦ ¢ƻ 

gain access to the Administration Panel you will have received a URL in your welcome email that directs 

you to the main login screen of the administration panel, your email will also have included the default 

username (admin) and your unique password. We recommend that you change your admin password as 

part of the installation and set up. 

Please note you will not be able to use the Court Booking System until basic information is entered 

through the Administration Panel. 

Getting  Started  

The administration panel is accessed through a standard web browser, you will need to have session 

cookies and JavaScript enabled for this to function correctly. Session cookies and JavaScript are enabled 

by default on all browsers therefore this should not present any issues to the vast majority of users. 

If you cannot access the Administration Panel please check your internet connection and personal 

firewall if applicable. If you cannot connect to any other web sites check your Internet connection, if you 

can connect to well-known web sites please check your personal firewall application to allow all 

connections to ebookingonline.net. 

To access the Administration Panel enter your unique URL supplied in your registration email, you will 

then be presented with the logon screen shown below. Enter your Username (default admin) and 

Password and click on the Login button. 

 

Figure 1 Administration Logon 
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If you have lost your password you can reset it by clicking on the lost password link. 

Once logged on you will be presented with the main configuration menu. You can return to this page at 

anytime by clicking on the Main link on the left hand side navigation pane. 

 

Figure 2 Administration Main Menu 
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Setting Base Parameters  

It is import to understand that the settings on the Main configuration screen are very important. Initially 

these will have been configured for you using the information that was given during registration. These 

settings are used in displaying information about your organisation, how your members contact you, 

and setting the correct time zone for your part of the world. 

You can change the values displayed at anytime by clicking on the edit link shown in Figure 2 

Administration Main Menu to display the screen shown below. 

 

Figure 3 Modifying Basic Club Settings 
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The organisation field is used in identifying your club in emails and notifications and well as the 

displaying your club name in the header on all web pages. Please take care to get this correct as it will 

alter the look and feel of each page, if the name is clipped when viewing web pages try using a shorter 

name or with abbreviations.   

The contact information is used to direct your users to you when they run into difficulty. 

The time zone is very important. Our servers run on Greenwich Meantime (GMT 0). To ensure that your 

booking times are correct please adjust this from the drop down list. Failure to do so will cause 

inaccurate bookings. 

Change the currency symbol to suit your local currency, this is used when using costs to associate 

membership fees or court booking charges. 

Yƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ 5ƛǊŜŎǘƻǊȅΦ ¢ƘŜ 5ƛǊŜŎǘƻǊȅ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ƭƛǎǘ ƳŜƳōŜǊǎΩ ŎƻƴǘŀŎǘ 

telephone numbers to other members. Please note if enabled members will have the option to list or 

not to list their numbers in the directory by editing their personal profile. There are three options for the 

directory: 

Disabled The Directory will not be available to any member and members will not be able 

to change their preference or contact details. 

Enabled  The Directory listiƴƎ ƛǎ ƴƻǿ ŀǾŀƛƭŀōƭŜ ŀƴŘ ƳŜƳōŜǊǎΩ ƴŀƳŜǎ ǿƛƭƭ ōŜ ƭƛǎǘŜŘΣ ǘƘƛǎ 

requires the user to be logged onto the system. The member can modify their 

contact numbers and preference to be listed in the directory through their 

unique logon. 

Enabled (full access) The DirecǘƻǊȅ ƭƛǎǘƛƴƎ ƛǎ ƴƻǿ ŀǾŀƛƭŀōƭŜ ŀƴŘ ƳŜƳōŜǊǎΩ ƴŀƳŜǎ ǿƛƭƭ ōŜ ƭƛǎǘŜŘΣ ǘƘƛǎ 

requires the user to be logged onto the system. The member can modify their 

contact numbers and preference to be listed in the directory through their 

unique logon, in addition members can also modify their address information if 

given in the membership database. Note, addresses are not listed in the 

directory. 
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Finally there are some system wide options you can enable or disable in the check boxes: 

Copy Email Bookings to Admin This is useful function when you are first starting out if you wish 
to confirm that emails are being sent out or if troubleshooting 
emails. When enabled all emails will be copied to the contact 
email address shown on this web page. 

Enable Date Buttons for Std user The default method of choosing the date using a touch screen is 
to use BIG BLUE buttons that make selection easier with the 
fingers. For standard users the date selection is through the 
calendar picker. Check this box if you want ALL users to use the 
big blue buttons. 

Hide Logoff Button 
Hide Manage Account Button 

If you access the booking system from another web page where 
you are previously logged on then you may want to hide these 
two buttons to prevent any user confusion, these are buttons 
available to users once logged on to the main system. 

Allow Admins to be booked as 
players 

By default users or admins configured with a privilege level of 
more than 1 cannot be booked as players. If your admins want to 
use their same logon IDs for ADMIN functions and as players 
check this box 

Players can only book for 
themselves 

In certain environments you may only want a player to be able to 
book a court for themselves and not have the choice to select 
opponents. When used with billing all costs will be associated 
with the player making the booking. 

When all changes have been made simply click on the Save button, to cancel any changes click on the 

Main link in the navigation menu.   

To change the Admin password click on the Change Admin password link at the bottom of the page. 
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Adding additional Administrators  

Additional administrators of the system can access the admin panel and the areas that can be accessed 

can be configured on an individual need. To add or modify and existing administrator from the main 

menu click on the Manage Administrators link toward the top of the page. A list of existing 

administrators will be shown. New admins can be added or an existing one edited or deleted. To add a 

new admin click on the Add Admin button. 

 

Figure 4 Add a new Administrator 

Simply fill out the form with a name, password and email address and the areas that this user is allowed 

to access through the administration panel and click Save.  
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Adding, modifying or deleting Sports 

Your club may be a single sporting entity or may have many sports. The eBookingonline system allows 

you to set up to 5 individual sports which should be more than enough for most organisations. To create 

or modify a sport click on the sports link on the left hand navigation pane of the Administration panel, 

this will bring up the following screen.  

 

Figure 5 Managing Sports 

A list of your current sports is displayed. If you wish to modify an existing sport simply click on the  

icon or to permanently delete a sport click on the delete  icon next to the sport you wish to change. 

Please note that once a sport is deleted the bookings for that sport cannot be recovered. 
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You can change the order in which sports are displayed on the main booking system. The highest 

PRIority value will be listed first. To change or bump up the priority click on the green arrow.  

To add a new sport simply click on Add Sport button and you will be taken through the following screen. 

 

Figure 6 Adding a new sport 

First give your sport a name, this name will be displayed on the main page of your web site and will be 

used for members to select which sport they require. 

The consecutive bookings field allows you to set the maximum number of courts a member may book 

one after the other in a single booking. For example you may use shorter timeslots of 30 mins for each 
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court and allow up to 3 courts to be booked for a 90minute session. In this case enter 3 in the 

Consecutive bookings field. If you do not want this function then enter the default of 0.  

You can specify the maximum number of days in advance that a standard member can book a court, this 

does not apply to administrators (privilege level 5). Enter the number of days in the No. of days for 

Advance bookings field. 

The bookings size is basically a way for you to adjust the size of the box in each court booking as it 

appears on the main user booking screen. The shorter the time period of each booking the smaller it will 

appear on the main screen. Short court bookings may not be big enough to actually display all the 

names of those players that have booked the court. It may also be the case that if you want to display 

up to four players per booking (e.g. doubles) then the size of the box will need to be even bigger. 

Generally if you have a sport with bookings of 30mins or so and want to display 2 players then the 

default of 10 is a good starting point, for 4 players try around 21. If you find that the boxes are too large 

and you want more bookings to appear on a single page then decrease this value, if you find that 

ǇƭŀȅŜǊǎΩ ƴŀƳŜǎ ŀǊŜ ŎƭƛǇǇŜŘ ǘƘŜƴ ƛƴŎǊŜŀǎŜ ǘƘƛǎ ǾŀƭǳŜΦ 

The Max Cancellation Time is used for creating a policy on how late standard members can cancel 

courts. This time is measured in hours, if you want 30 minutes then enter 0.5. To disable this feature and 

allow members to cancel up to the last minute enter the default of 0. Please note that this function does 

not affect club administrators and by default the system does not allow standard members to modify or 

cancel courts that are in the past. 

If BILLING is enabled, that is you charge for the courts through this system, then you can stipulate how 

much of the booking fee is refunded if the member cancels after Max CancellationTime. Simple enter a 

percentŀƎŜ ƛƴ ǘƘŜ Ψ҈ ǘƻ ǊŜŦǳƴŘ ƻŦ ŀŦǘŜǊ aŀȄ /ŀƴŎŜƭƭŀǘƛƻƴΩ field. For example if a court costs $10 and you 

want to refund $4 enter 40. This will encourage your members to cancel courts freeing them up for 

other members. Once this court has been cancelled it is placed into a pool of cancelled courts made 

available for other members to book. The system also offers the members an option to be emailed if 

there are any court cancellations on a specific day. If a cancelled court is rebooked then you can specify 

how much of the remaining court fee (in our case $6) is further refunded to the original members. Again 

enter a percentage of this remaining balance in the Ψ҈ ǘƻ ǊŜŦǳƴŘ ƛŦ ǊŜōƻƻƪŜŘΩ field. Email notifications 

will be sent to each member notifying them of any refunded to their accounts. 

The Min no. of Players per booking creates a rule stipulating how many individual players must be 

entered when a booking is made. The default is a single member, but there may be sports where you 

require a minimum of 2 or more players to complete the booking. Guests, if used, are treated as a 

qualifying member. 

The check option allows members using a club PC (touch screen or normal monitor) to modify their 

bookings. Normally the club PC will be logged on as a generic user allowing courts to be booked without 
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having the inconvenience of users having to logon and off every time. If a member wishes to modify 

their booking with this option enabled (by default) they simply select or touch their booking and they 

will be prompted for their own unique PIN to make the changes. 

The second check option (Mark Attendance) allows administrators to check and report on whether a 

booking was attended. This is especially useful where membership fees are included in a subscription 

ŀƴŘ ǘƘŜ Ŏƭǳō ǿƛǎƘŜǎ ƴƻ ƳƻƴƛǘƻǊ Ψƴƻ ǎƘƻǿǎΩΦ ²ƛth this feature enabled members can confirm their 

attendance by selecting their booking and confirm with their PIN, this feature is not allowed through the 

standard logon (for obvious reasons) though Admin level users can also modify these settings on a 

booking basis. By default attendance can only be marked in a window of 30 minutes prior to the booking 

and 30 minutes after the booking. Attendance is confirmed by a Green Check in the Booking on the main 

booking system. 

Once the form is filled out click the save button, this will take you back to the main Sports page where 

your new sport will be listed. 

Sub Sports 

You can add Sub Sports as well. Sub Sports are typically used where multiple sports are played on the 

same courts, for example squash and racket ball. If you configure a sub sport then when a booking is 

made the user will be prompted for which sport they are intending to play. The sport played will be 

recorded so that reports can be generated on individual sports for usage. 

Add or modifying courts  

Once you have set up your sports you can now add courts to that sport. From then navigation pane on 

the left hand side of the administration panel click Courts this will take you to the following screen 

where you can add, modify or delete courts for all sports. 
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Figure 7 Managing Courts 

In this section you are able to add, modify or delete courts. Each court is associated with a predefined 

sport, individual start and finish times, duration of each session, start and stop times for peak use as well 

as peak and off-peak fees. 

A list of your current sports is displayed use the next or previous links to show more courts if necessary. 

If you wish to modify an existing court simply click on the  icon or to permanently delete a court click 

on the delete  icon next to the court you wish to change. Please note that once a court is deleted the 

bookings for that court cannot be recovered. 

To add a court simply click on the Add Court button at the bottom of the screen. The following screen 

will be displayed when adding or modifying a court. 
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Figure 8 Adding a Court 

The court name is very important as this will be the name displayed on the main booking page, try to 

refrain from using just numbers, a description of Court 1, or Court 3 will look a lot better. Courts are 

display in alphabetical order so you may also wish to consider what courts you want list first. 

Next select the sport from a dropdown list defined in the previous section you want to associate this 

court with. You must then enter the time for the first and last court of the day in 24 hour format, e.g. 

09:00 or 22:20. 

Next enter the duration for each booking in minutes. Please note that the first court and last court of 

the day must be in multiples of the booking time otherwise an error will be displayed. For example a 

start time of 09:00 and a last court time of 10:00 with a 40 minute duration would not match and cause 
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and error. If you plan to use the system for tracking court payments then enter the peak and off peak 

costs. 

To finish click on the Save button on the bottom of the page. If the court is successfully added you will 

be taken back to the main Courts screen where you will be able to view your recently added court. 

To modify a court click on the  icon next to the court you wish to modify. Here you can modify all of 

the court details added in the previous section, and you can also define peak and off peak times by 

clicking on Edit Peak Times, if your courts have the same time or each day you can simple fill in Monday 

and click copy & fill to copy to all other days.  This will be of use later on if you have membership types 

that can only book off peak courts. 

 

Enter peak start and finish times for each day in 24 hour format and click Save Details.   
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Managing Special Events 

Special events are events such as coaching or team training or any event where you would like the court 

booked out but do not want to book the court out to an individual. The online court booking system 

allows you to create up to 60 different special booking types and you can individually colour code each 

one so that they are easily recognisable on the main court booking system screen. Please note that only 

administrators (privilege level 4 and above) are able to make bookings for special events.  

From then navigation pane on the left hand side of the administration panel click Specials this will take 

you to the following screen where you can add, modify or delete specials for all sports. 

 

Figure 9 Managing Special Events 
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A list of your current special events is displayed use the next or previous links to show more events if 

necessary. If you wish to modify an existing entry simply click on the  icon and to permanently delete 

a special event click on the delete  icon next to the event you wish to change. Please note that once 

an event is deleted the bookings for that event cannot be recovered, it is therefore advisable to disable 

the event by modifying it. 

To add a special event simply click on the Add Event button at the bottom of the screen. The following 

screen will be displayed when adding or modifying a special event. 

 

Figure 10 Adding a Special Event 

Special events are easy to add, they simply require a name that will be displayed on the main booking 

screen, and an associated colour. You can select one of the pre-defined colours from the  icon, or 
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you can manually enter any colour using the hexadecimal colour standard  (i.e. #ffffff representing white 

and #000000 representing black) However please note that when viewing special events a white font is 

used so you will need to use darker background colours for the text to be easily visible. Also note that 

the colours do not have to be unique, all coach types for example could be one colour, ƛǘΩǎ up to you. 

The active box is useful when you no longer want to use the special event but want to retain past events 

in the database. To disable the event untick the Active box.  You can finally delete the event from the 

main screen in Figure 9 when you are ready. 

Finally you may have special events that you do not want to run reports against, for example court 

maintenance, cleaning, repairs of for booking out to special functions. If this is the case then simply 

check the Exclude from Report box.  
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Adding Membership Types  

Before adding members to your system you may want to add membership types. Membership types 

define the privileges a member has in terms of the sports they are able to book and an associated cost 

for that membership. The latter will be useful if you wish to generate automated renewal notices.  

By default there is a type named all sports that allows all sports to be booked, this type does not have a 

cost associated with it and cannot be modified. To create your own membership types select Manage 

Database from the left-hand navigation menu and then click membership types. A list of all existing 

types is shown you can either edit existing types with the edit icon  or add a new one by clicking add 

type.  

 In this example the two sports of Tennis and Squash have been configured, and the associated courts 

configured with peak and off-peak times. To add a new type enter a name and a cost. The cost is to 

record the cost of the membership and can be used in receiving membership renewals and recording 

payments to the club; this field is optional. Then select the sports and times that a member of this type 

is allowed to book. If a membership type does not permit a sport then all members associated with that 

type will not be able to book a court for that sport. Optionally you can also ,limit how many courts can 

be booked by an individual in any combination of daily or weekly rates (Monday to Sunday) and / or 

peak times. In the example below we are limiting a member to a single peak court per day and no more 

that a total of 12 in any week. If this is not required simply enter a zero or leave the field blank.  

 

Figure 11 Adding Membership Types 
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Once the new type is created the table will list all membership types and the associated ID for each type. 

This ID is assigned to a member to identify their membership type and is mentioned in detail in the 

section covering the Structure of the Database. Please note if you delete a type then any members 

associated with this type will be defaulted back to all sports. 

 

Figure 12 Membership Types detailing ID 
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Adding Member Accounts  

One of the most important tasks to complete and maintain is the member database. Initially you most 

likely will want to import the list of members from an existing system such as a spreadsheet or database. 

The Administration Panel allows you to do this through the Manage Database link on the left hand 

Navigation Pane under Import / Export. Here you will be able to add membership types, add user 

defined fields to your database and upload a Comma Separated Variable (CSV) file containing your user 

accounts and export existing database information again in a CSV file. 

To add, edit or delete existing member account details on an individual level the members link can be 

used, this will be discussed later in this document. 

If you have your existing member database stored in Excel, Access or another type of database it is most 

likely that you will be able to export the data directly into a CSV file. This is a flat ASCII file with records 

contained within each line, with fields separated with commas. This may sound confusing and daunting 

but it is very simple to edit or even create your own CSV file directly and is made even easier if you use a 

spreadsheet application such as MS Excel to edit the data. 

The following section describes in full the structure of the database and how to create your user 

database. In its most simple form you only need to create a members list that contains only the required 

fields detailed in Part I of the Database Overview & Structure. 

If you are having problems or need assistance in producing your members list then please log a support 

call at http://ebookingonlin e.net/support.html, we will be only too willing to help you through this the 

most complex part of the installation. 

Manage Database 

This section details how the database is built and customised to your own unique settings. It is possible 

to create your own fields and structure so that it meets you full requirements. The following sections 

give you an overview of the structure so that you can create your own bespoke membership database, 

or you can simple use the standard one provided that has most the data fields you would expect. 

Database Overview & Structure  

All of your data is held in a secure SQL database. This database consists of three parts. 

Part I  

To operate the standard court booking system only the standard database needs to be configured. The 

follƻǿƛƴƎ ǘŀōƭŜ ǎƘƻǿǎ ǘƘŜ ŀǾŀƛƭŀōƭŜ ŦƛŜƭŘǎ ŦƻǊ ƳŜƳōŜǊǎΩ ŘŜǘŀƛƭǎΦ 

http://ebookingonline.net/support.html
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Field Name Type Required Description 

User ID  Integer 100-9999 V User ID / Member 
No. 

First Name Characters (20) V First Name 

Last Name Characters (20) V Second Name 

Password Four digit number U PIN 

Privilege Level Integer 0 to 5 V defaults to 0 (normal) Privilege Level 

Email Address Characters (40) U Email Address 

Active Boolean (1 or 0) V defaults to active (1) Account enabled 

Receive Emails Boolean (1 or 0) V defaults to 1 (set) Member received 
emails 

Receive rich text emails Boolean (1 or 0) V defaults to 1 (set) Member receives 
emails in rich text 

Membership Type ID Integer * V defaults to 0 (all 
sports) 

Membership Type 

* the membership_type ID is obtained when listing the membership types through the Administration 

Panel. 

Notes: 

PIN / PASSWORD The PIN number is their password and once again would be used when 

logging on to the system. This must be a four digit number between 1000 

and 9999. If you are using Excel you can place the following function into 

each cell to generate a random number for each PIN. 

[=RANDBETWEEN(1000,9999)]  
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PRIVILEGE LEVEL There are 5 levels available. Level 0 is the basic level and should be used 

for all members. Level 0 users can only book, edit or cancel courts for 

themselves and only within a pre-configured number of days. Level 1 is 

reserved for touch screen logons, this user is the same as Level 0 only 

courts can be booked for any player. Level 2 is the same as Level 1 and can 

be used as an alternative for Clubs using a mouse rather than a touch 

screen display for the Club PC, the only difference is the use of a Calendar 

rather than a date picker. Level 4 users are members of staff or perhaps 

coaches that need to make multiple repeat bookings or special bookings. 

The main difference between level 4 and level 5 users is that level 4 users 

can only modify or delete their own bookings. Finally Level 5 is reserved 

for ADMINs or Staff of your club, these users can make, edit and cancel 

any booking at any time, make special event bookings such as team 

matches or coaching and block book courts.  

 Note only Priv level 0 user can actually be part of a booking. If a member 

of staff is also a playing member of the club they will need two accounts 

or the global option enabled to allow admins to book courts.  For the vast 

majority of users this field should be set to 0. 
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Part II  

The second part of the database allows additional fields for the membersΩ details. We have added a 

number of additional standard fields that will be common for most users, all of these however are 

optional for you to use. These fields are: 

Field Name Type Required 

Salutation Characters (8) U 

Address Line 1 Characters (30) U 

Address Line 2 Characters (30) U 

Address Line 3 Characters (30) U 

Address Line 4 Characters (30) U 

Postal Code Characters (20) U 

Telephone Characters (20) U 

Mobile Characters (20) U 

Date of Birth Date (dd/mm/yyyy) U 

Renewal Date Date (dd/mm/yyyy) U 

Release_phone Boolean (1 or 0) U defaults to 0 (no release) 

 

If set the release_phone ŦƛŜƭŘ ǿƛƭƭ ƭƛǎǘ ǘƘŜ ƳŜƳōŜǊΩǎ ǘŜƭŜǇƘƻƴŜ ŘŜǘŀƛƭǎ ƛƴ ǘƘŜ /ƭǳō 5ƛǊŜŎǘƻǊȅΦ 
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Part III  

The final structure of the database is the ability for you to add your own fields for members. We 

ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ ΨΩƻƴŜ ǎƛȊŜ ŘƻŜǎ ƴƻǘ Ŧƛǘ ŀƭƭΦΦΦΦΩ ŀǎ ǎǳŎƘ ȅƻǳ Ŏan add your own fields. These fields are added 

to your database using the Administration Control Panel Web Interface, this process is described below. 

There are three types of Fields that can be added: 

Text Fields These are fields that compose of a string of text (up to 50 characters) 

Check Box ¢Ƙƛǎ ƛǎ ŀ /ƘŜŎƪ .ƻȄ ǘƘŀǘ ƛǎ ŎƭƛŎƪŜŘ ǘƻ ǎŜƭŜŎǘ ƛǘΣ ƛǘ ƛǎ ŜƛǘƘŜǊ ΨƻƴΩ ƻŦ ΨƻŦŦΩ 

Drop Down This is a field where the user makes a choice from a list, this list is preconfigured when 

creating the field  

Examples 

Text Field  

 

 

Check Boxes 

 

 

Drop Boxes 

 

 

 

 

The following section will describe how to create custom fields using the Administration Panel 
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Adding Customised Fields  

If you require database fields that are not already part of the standard or extended database then you 

can add customised fields to suit your needs. First open you Administration Panel, then select Manage 

Database from the left hand menu.  

 

Figure 13 Add customised fields 

It is worth familiarizing yourself with the Membership Types Section. When the database is uploaded or 

ŘƻǿƴƭƻŀŘŜŘ ŀǎ ŀ /ƻƳƳŀ {ŜǇŀǊŀǘŜŘ ±ŀǊƛŀōƭŜ ό/{±ύ ŦƛƭŜΣ ǘƘŜƴ ǘƘŜ ΨaŜƳōŜǊǎƘƛǇ ¢ȅǇŜ CƛŜƭŘΩ ƛǎ ǇƻǇǳƭŀǘŜŘ 

with the membership ID rather than the text equivalent. This ID value is automatically assigned and 

cannot be changed.  

¢ƻ ŀŘŘ ŀ ŎǳǎǘƻƳ ŦƛŜƭŘ ǘƻ ȅƻǳǊ ŘŀǘŀōŀǎŜ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨEdit DB Fields ButtonΩ, a list will then be displayed 

of all your custom fields. 
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Figure 14 Modifying existing db fields 

You can modify or delete existing entries here, but please note when deleting a custom field not only 

will the field be removed from the database but also the associated data for each entry. In addition you 

cannot modify the type of field (i.e. checkbox, text, drop down) once it is created as this could 

potentially cause inconsistencies in your data, only the name can be changed using the edit function. 

To add a new Custom Field click on the Add Type button. 

You will then be promoted for the Field Name. This is the name that will appear next to your field when 

you view the database in the Administration Panel and the name in the header row when downloading 

the CSV file. 

Next select the type of field you require, this will be either a checkbox, text field or dropdown box. If you 

select a dropdown box then you will be prompted for the list of options that will appear in the 

dropdown box when it is clicked.  
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Lƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŜȄŀƳǇƭŜ ǿŜ ǿƛƭƭ ŎǊŜŀǘŜ ŀ ŘǊƻǇ Řƻǿƴ ōƻȄ ŦƻǊ ŀ ƴŜǿ ŦƛŜƭŘ ŎŀƭƭŜŘ ΨtǊƛƳŀǊȅ {ǇƻǊǘΩΦ ¢Ƙƛǎ ŦƛŜƭŘ 

will have five options 

Blank (or not set) 

Tennis 

Racketball 

Squash 

Table Tennis 

 

Figure 15 Creating drop down boxes 

Note the blank line to start with, if you do not want to have a blank option in the list then this itself is 

optional but if you do want a blank it is best to put this at the beginning of this list; this gives the user 

the option of not setting this field. 

²ƘŜƴ Řŀǘŀ ƛǎ ŜƴǘŜǊŜŘ ƛƴǘƻ ǘƘŜ ŘŀǘŀōŀǎŜΣ ŀƴŘ ŜȄǇƻǊǘŜŘ ŀǎ /{±ΩǎΣ ǘƘŜ ǾŀƭǳŜ ŦƻǊ ǘŜȄǘ ŦƛŜƭŘǎ ǿƛƭƭ ōŜ ǘƘŜ ǘŜȄǘ 

ŜƴǘŜǊŜŘΣ ŦƻǊ ŀ ŎƘŜŎƪōƻȄ ƛǘ ǿƛƭƭ ōŜ ΨмΩ ƛŦ ŎƘŜŎƪŜŘ ƻǘƘŜǊǿƛǎŜ ƛǘ ǿƛƭƭ ōŜ ΨлΩ ƻǊ ōƭŀƴƪ ŦƻǊ ǳƴŎƘŜŎƪŜŘ ŀƴŘ ŦƻǊ ŀ 

ŘǊƻǇŘƻǿƴ ōƻȄ ƛǘ ǿƛƭƭ ōŜ ŀ ƴǳƳōŜǊ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ ƭƛǎǘΦ Lƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ŜȄŀƳǇƭŜǎ ǘƘŜ ōƭŀƴƪ ǿƻǳƭŘ ōŜ ΨлΩΣ 

¢Ŝƴƴƛǎ ǿƻǳƭŘ ōŜ ΨмΩΣ wŀŎƪŜǘōŀƭƭ ǿƻǳƭŘ ōŜ ΨнΩ ŀƴŘ ǎƻ ƻƴΦ  

This concept is important to understand when importing data from CSV files as discussed in the 

following sections. 
























































