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Ground Booking Bills (CRM) 

(Quick user Guide) 

 

 

3. THE PROCESS 
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Step 1: Login using your user name and password to 

the system 

 

 



4. STEP 2: GROUNDS BOOKING BILLS 

 

 

1. Under Reservation option 

2. Under Application option 

3. Select Add 

 



 

1. Put the tick before Grounds 

2. Click the next 

 

Enter the application details and check the availability 

 

 

 

 

 

 

 

 

 

 



Availability is displayed like following 

 

This will shows current reservation and availability in color coded labels. In green color it shows 

available slots and in Red it shows booked slots. It also shows pending slots in Yellow color. 

 

 

Then enter the applicant’s details. 

 

 

 

 

 



General:  

1. Mandatory Fields are shown with asteriks (*) mark. Please make sure to Fill those fields 

2. Make sure click “Next or Save” and “Exit” Buttons after adding data. 

 

 

Add other details. 

 

Attach the applications. 

 

 

Then add a tick and save. 

 

 

 

 

 



5. STEP 3: AUTHORIZE 

 

 

1. Search by Date 

2. Click to authorize the booking 

 

Edit booking 
 

 

 

 

 

 

 



🔄 Navigation 

• Go to Reservation > Ground Booking 

• Search by Booking ID or Applicant Name 

• Click “Edit” next to the relevant entry 

🛠️ Editable Fields 

• Booking Date 

• Time Slot 

• Event Type 

• Equipment Required 

• Supporting Documents 

• Remarks 

⚠️ Note: Booking ID and Ground Name are locked after submission. 

✅ Actions 

• Click “Update” to save changes 

• System logs all edits for audit purposes 

 

 

 

 

 

 

 

 

 

 



  Cancel Booking 
 

 

 

🔄 Navigation 

• Go to Reservation > Ground Booking 

• Locate the booking using filters 

• Tick the select column and “Cancel”. 

 

 

 

 

 

 

 



📋 Cancellation Form 

 

Field Name 

 

Description 

Booking ID Auto-filled 

Reason for Cancellation Required explanation 

Cancelled By Auto-filled with user name 

Date of Cancellation Auto-filled 

Refund Status Initiated / Not Applicable 

✅ Actions 

• Click “Confirm Cancellation” 

• Status changes to Cancelled 

 

 


