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1. INTRODUCTION TO CLUBMAN 

 

This document provides an overview of some of the key features of the booking system Clubman. 

This document will be continually updated over time as new features are introduced. 

 

2. LOGGING INTO CLUBMAN 

 

When Clubman is first opened you will get the following login window. 

 

 

 

• Enter you email address and your password. 

• Press SUBMIT 

The following window will be displayed. 

 



 

 

This window shows some of the functionality that is available to members. More functionality is available via 

the ‘More’ menu item. See below. 

 

 

 

3. LODGE AVAILABILITY 

 



The lodge available allows members to see when beds are available at the lodges. 

An example of this window is shown below. 

 

 

 

4. BOOKINGS 

 

This window will show all the bookings they you are named in. This includes the bookings made 

where you are the booking member or the bookings where you are a guest in another booking made 

by another club member.  

You can choose to the lodge availability from this window and you can start another booking. 

 

4.1. NEW BOOKING 

 

To make a booking click on ‘Add New Booking’. The following window will be displayed. 

 



 
 

 

This is the create booking page. This is where members can create bookings for themselves and 

for their guests. 

 

• Arriving and Departing dates. These dates will be random and could be the dates of 

your previous booking or could be todays date. Please make sure you change these 

dates to match those of your booking. 

• Lodge. The default lodge selected is random. Please make sure you select the 

appropriate lodge before submitting your booking. 

• Booking member.  The booking member is defaulted to you. If you are making a booking 

on behalf of another member then please select that member as the booking member. 

NB: The booking member will be invoiced so it is important that this information is 

correct. 

• Check Availability button. This will show you the number of beds available in all lodges 

for your booking dates. If you click on this button you will be taken to another window 

to view the availability. You will need to use the windows navigation ‘BACK’ arrow to 

navigate back to the Create Booking window. 

• Guests. If you are adding other members to the booking, click on the ‘Guest’ field. The 

guest list is a list of all members and is sorted alphabetically using the member first 



name. As you start typing the name of the guest the list of members will be filtered by 

what you type. Gradually this will be limited to the exact member you are searching for. 

When the name appears select that member. This member is automatically added to the 

booking. 

• Non-Member guests. These people are referred to as Associates. All associates are now 

stored in the member database and can be selected as per any other member. 

Associates cannot make a booking but can be in a booking, as per the club’s booking 

rules. If you have not entered the guest into the member database click on the ‘Enrol 

New Associate’ button. This will take you to another window where the Associate details 

can be entered. See ‘Add Associate section’. NB: Doing this during a booking will 

increase the time to make a booking. You are encouraged to add guests into the 

database before starting a booking. This can be done by selecting ‘Add Guest’ from the 

‘More’ menu list at the top of the window. 

• Notes for admin and lodge managers. This is in the ‘Other’ group box at the end of the 

booking. This is optional text that allows you to enter special notes that will be used by 

the lodge managers and the Administration Manager. This is important information for 

room allocations for example. You may want to share a room or nor share a room, this is 

vital information. 

The booking window should now appear as per the example below. 

 



 

 

When you are satisfied that the booking details are correct click on the SUBMIT button. 

 

4.1.1. BOOKING ERRORS 

 

If the information you enter is incorrect you will be displayed as error message in a new 

window. See below for an example of such an error. 



 

 

You will need to click on the ‘Go Back’ button and correct the errors in the booking data. 

Sometimes this may not be possible. The example above shows no beds being available in 

my selected lodge. If you encounter such an error you will need to decide on the appropriate 

action. This may be choosing different dates, a different lodge, removing some or all guests, 

etc. 

 

4.1.2. SUCCESSFUL BOOKING 

 

If the booking is successful, then the following window will be displayed. 

 



 

 

This booking above has been made but the booking has not been paid. 

The beds required for the booking are reserved. 

This booking cannot be amended by the member. 

NB: At this stage you cannot make any other bookings. You will be considered as unfinancial 

until the booking is paid for or is automatically cancelled. 

 

4.2. INFANTS 

 

The club has specific rules for infants. Infants are defined as being 3 years or age or under. Infants can 

occupy a bed and will then attract a booking fee, at the rate of a junior member. Infants can also not 



occupy a bed and therefore a booking fee will not be applied. The below example shows an infant being 

added to a booking and by default the infant is occupying a bed and will be charged a booking fee. 

 

 

 

If you want to move the infant out of a bed and into a cot then click on the pram icon. This will move the 

infant out of the guest list where booking fees are applied. The screen shot below shows what happens 

after clicking on the pram icon. The infant is now not occupying a bed and will not attract a booking fee. 

 

 

 

The infant can be moved back into a bed by again clicking on the pram icon. 

 

4.3. CANCEL UNPAID BOOKING 

 

As the booking is not paid you can cancel the booking if have made a mistake. This will 

immediately release the beds and these beds will be available for other members. 

To cancel this unpaid booking click on the ‘Cancel Booking’ button. A confirmation section will 

appear at the bottom of the booking. 

 



This section is informing you that you have two options. 

No! – Do not cancel the booking 

‘Confirm – Cancel this booking’. This will cancel the booking immediately. 

There is no charge for this cancellation as the booking was not paid for. 

 

4.4. PAY FOR A BOOKING 

 

Clicking the “Pay Now” button and this will open a credit card payment screen. 

 

 

 

Enter your credit card details and click on the ‘Pay’ button.  

If the payment was accepted the booking will now be set as paid. 

NB: This will take a few seconds. If you wait the booking window will be refreshed as it will 

indicate the booking has been paid. 

All guests will receive a confirmation email. 



 

 

4.5. AUTOMATIC CANCELLATIONS 

 

At the top of the booking confirmation page there was an important note. 

 

 

 

If you choose to not pay for the booking and do not cancel the booking, then the booking will be 

automatically cancelled at the time specified in the note. 

If you log off Clubman and log back on before the booking is cancelled, then you will be 

reminded that there is an unpaid booking. See below. 

 



 

 

4.6. AMEND A PAID BOOKING 

 

Paid Bookings cannot be amended by members. 

However, guests can be added to a booking, see the next section. 

If you want to make any changes to a booking other than adding guests, then you must call or 

email the Administration Manager. 

Note that the only option in this scenario is to cancel the booking. The Administration Manager 

will, upon your clear and precise instructions, will cancel the booking. 

The booking fee will be refunded to the member. 

A cancellation fee may be applied, as per the club rules. Note that you will be un-financial until 

the cancellation fee is paid for. 

The refund of the booking fee and the cancellation fee are separate invoices. 

 

4.7. ADD GUESTS TO A PAID BOOKING 

 

A member may add additional guests to a paid booking. To add an additional guest to a booking 

click on the ‘Book additional guests’ button. 

This will open the create booking and you will complete this booking as per any other booking. 



 

 

These bookings are linked and this is displayed in the ‘Related Bookings’ section. 

 

NB: If you cancel the original booking related bookings are NOT automatically cancelled. 

 

5. WHOLE OF LODGE BOOKINGS 

 

To be completed 

 

6. CHARGES 

 

The Charges feature shows any fees that have been applied to you, e.g. annual membership fees, 

cancellation fees, etc.  

To be completed. 



7. TRIP LISTS 

 

To be completed. 


