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Introduction  
This user guide was written for Drakenstein Municipality and is to be used to aid its staff to maintain and manage 
their booking system. It will cover the following: 

• How to update an existing venue 
o Add images to a venues page 
o Update the information on a venues page 
o Update the information on file, which in turn will reflect on the home page. 

• How to create a new venue 
o Create a page for the new venue 
o Add the new venue to the booking system database 
o Add it’s images to the Image library 

• How to add a booking to the calendar 
o How to add a new booking  
o Edit an existing booking on the calendar 
o Best practises 

If what you want to know is not covered in this document, please contact the team from Knights ISC for additional 
training or support. Please note this will be outside the scope of this document and so will need to be quoted on or 
covered under and maintenance contract for the booking system. 

  



Booking System User Guide Written by Knights ISC  Page 3 of 14 

How to update an existing venue 
Add images to a venues page 
1. Navigate to the Dashboard page and select the second tile at the top 

 
2. Once selected it should land on the following page on a new tab: 

 

How to upload an image 
2.1. Select the upload option beneath the top navigation menu above the image list 
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2.2. The following pop-up menu should appear: 

 
2.3. Select the ‘Choose File’ button 
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2.4. The following file explorer pop-up menu should appear:  

 
2.5. Navigate to where the image is saved on your local machine and select it. Then select the ‘open’ button in 

the bottom right hand corner of the pop-up menu. 
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2.6. The image name should display in the box in the previous pop-up menu. Select the ‘OK’ button and the 
bottom right hand side 

 

Your Image has now been successfully uploaded. 

Editing an images property to include the general location 
3. Your image will now be located with in the image library, select the image  

 
3.1. Select the 3 dots next to the image name 

 
3.2. The following should pop-up 
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3.3. You will select the 3 dots in the window that would have popped-up. The following menu should appear: 

 
3.4. Select the ‘Properties’ option 
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3.5. The following form will now appear on your screen: 

 
3.6. Fill in as many fields as you are able, however the last field called ‘Hall’ is the most important and must be 

filled in to make sure the halls images can be displayed on the halls page. When completed select the ‘save’ 
button. 

 

You now have successfully updated an image’s properties 

Update the information on a venues page 
Update the information on file, which in turn will reflect on the home page. 
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How to add a booking to the calendar 
How to add a new booking  

1. Navigate to the top of the page and select the Event tab, and then select the new event option. 

 
2. The following should appear bellow the option, select the event option.
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3. The following pop-up menu should appear: 

 
4. Fill in the form that appears with the details of the booking but make sure to not include any details that are 

related to the person making the booking. Stick to the following as this calendar is visible to anyone looking 
at the site. 

a. Title: Fill in the Location/ Hall that is being booked. 
b. Location: the physical address of the hall 
c. Start Time and End Time: Fill in the start and end date and time for the booking. 
d. Description: You can leave this blank. 
e. Category: if there is an option that applies to the booking you can select it. 
f. All day event: you would select this option if the booking was for the whole day. 
g. Recurrence: should be selected for events that happen repeatedly on a predictable frequency, and 

example would be a public holiday that happens on the same day every year. 
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5. Select the save option at the bottom right-hand side once you have completed filling in the form

 

You have successfully created an event on the calendar. 

Edit an existing booking on the calendar 
1. To edit an existing booking double click the event on the calendar you wish to edit
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2. The following pop-up menu should appear: 
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3. Navigate to the top left-hand corner and select the “Edit Item” option. 

 
4. The pop-up form will change into edit mode and you can edit any of it’s fields. 

 
5. When you want to save the changes you made to the form select the save option. 
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You have now successfully updated an existing event on the calendar. 

Best practises 
• Do not enter any information about the event or any parties who have booked it. This file is a public facing 

calendar and this mean and one not logged into the site and those logged in. so it is best practise to ensure 
that none of this information in included when the event is created. 

• You will not be able to edit or create any calendar events unless you are logged into the site.  
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