
How to add a booking to your party. 

 

1.  Go to the Party Orders tab: 

 

2.  Select the guest who wants to book a party with you or create a guest if you need to add them. 

   

                                                                

 

 

 

 

 

 



3.  Select “add bookings” 

                                                                 

4.  Complete information and select date/time 

                                                 

 

 

 

 

 

 

 



Note:  if another party is already scheduled for that day/time it will appear.  To add a party select “set 

party date” 

                                               

 

 

 

 

5.  Select show party link on my website if desired, then add booking.  The party date/time now appear. 

                                                                  



6.  If you need to edit/cancel, click on the date/time. 

                                                        

7.  Edit or click cancel booking to remove.    

                                    

 

 

 



8.  A confirmation appears: 

                                          

 

9.  Click proceed (cancel this event).  The booking is removed.                         

                                                  


