Photography West Reservation System Monitor Signup Tutorial

An online Reservation system is used by club members to enroll in workshops, reserve
the studio and equipment as well as signup up for monitoring.

Members using the reservation system must create an account and have a password. See
the “Create Account Tutorial” if you need to create a Reservation system user/password.

This tutorial describes how club members signup to monitor using the Photography West
Reservation system.

Summary
1. Go to the club website at photography.scwclubs.com
2. Click the “Sign Up/Monotor” tabs in the menu bar.
3. Click either the “Monitor Signup Winter” or “Monitor Signup Summer” button
depending on the time of year.
4. Login using your email address and password.
5. Now click on “Create a new user account”
6. Select the day and time slot that you want to sign up for.
7. Click “Create Reservation” to confirm or click to “Cancel”.
8.  Verify your reservation.



Detailed step by step guide for club members to signup to monitor.

1. Go to the club website at photography.scwclubs.com

2. Click on the “Sign Up/Monitor” tab
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3. Click on either the “Monitor Signup Winter” or “Monitor Signup Summer” depending
on the time of year.
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During the pandemic masks are required in the club room. The equipment is set up to
enforce social distancing.

Use the buttons below to use the online monitor signup. If you are new to monitoring use the “Signup to
Monitor Tutorial” to learn how. Members are required to monitor once a year (first time within a year of
joining) to use the club equipment, attend workshops, and enter intra-club competitions. You can still attend
the Friday meetings and club social events if you are delinquent in your monitoring.

1. No cancellations within seven days
2. For emergency cancellations contact Jan Keane by phone (number is in the members roster)
3. Questions? Email photographywestmonitors@gmail.com

Monitor Signup Winter Monitor Signup Summer Signup to Monitor Tutorial



http://photography.scwclubs.com

4. Login using your email address and password

Type in your email address and password. If you do not have a password for the
reservation system , see the tutorial “Create Account Tutorial”. Once you have an
account, you can continue. You will use the same email and password for all
reservations.
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5. Select the day and time slot you want to signup for.

Locate the day and an open slot in either the morning or afternoon. There are two
slots in each shift, one for each monitor required. Click on any open slot.

Required:

Time Slots:

To Schedule:

Confirmation

Questions:
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2 Morning Monitors (9:00am = Noon)
2 Afternoon Monitors (Noon - 3:00pm)

Below each date are 4 monitoring ime slots:

2 In blue column: 1 morning & 1 afterncon;

2 In red column: 1 morning & 1 afternoon

1) Find a date you want; empty white boxes are avallable

2) Ohick anywhere inside a morning or afternoon box

3) Select NEW If you are a new monitor

4) Review the form & chick Create Reservation or Cance

ANer you signed up we'll send you 8 confirmation emadl, You will
8l30 receive 8 reminder emall 24 Hours before your scheduled time

Cancellations must be done ot beast 7 days in advance

Send emall to photos

For a list showing only open dates & times, chck the AVAILABLE tab below
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6. Click “Create Reservation” to confirm or click cancel.

If you are a new member or unsure of the monitoring duties, click “Select is you
are a new member. You will be paired with an experienced monitor.

All the information needed for the reservation should be filled in. You just need to
confirm the reservation by clicking “Create Reservation”.

If you got here by mistake, click cancel to close without making a reservation.
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Reguired 2 Moming Monitors (9:00am =~ Noon)

2 ARternoon Monitors (Noon - 3:00pm)

Time Slots: Below each date are 4 monitoring time slots
n blue column: 1 moming & 1 afterncon
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in red column: 1 morning & 1 aftermoon

To Schedule: Find a date you want; empty white boxes are avallable
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Review the form & dick Create Reservation or Cancel

Confirmation: After you signed up we'll send you & confrmation email, You will
AlsO receive a reminder emall 24 Howrs before your scheduled nme
Cancellations must be done at least 7 days in advance.

Questions: Send emadl to

For & list showing only open dates & times, dick the AVAILABLE tab below

4 Week 10 P Ieder Month  we V7 3520199 00am o
Sun 3 Mon 34 Tee Full name Daryl Coulthart > =
—— T ¥ 1§ — = -
! New Member ? Select If you are a new monitor ¥ —_—
o
N Montoring Winter Monitor 2 v
Create Reservation  Carcel
10 am
—
11am




7. Verify your reservation.

After you click “Confirm Reservation”, the dialog box will close, and you should
see your name on the day and time slot you chose. You will receive an email with the
date time slot you chose.
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Monitor — Winter Schedule

Required: 2 Morning Monitors (9:00am — Noon)
2 Afternoon Monitors (Noon - 3:00pm)

Time Slots:  Below each date are 4 monitoring time slots:
2 in blue column: 1 morning & 1 afternoon;
2 in red column: 1 morning & 1 afternoon.

To Schedule: 1) Find a date you want; empty white boxes are available;
2) Click anywhere inside a morning or afternoon box;
3) Select NEW if you are a new monitor;
4) Review the form & click Create Reservation or Cancel.

Confirmation: After you signed up we'll send you a confirmation email. You will
also receive a reminder email 24 Hours before your scheduled time.
Cancellations must be done at least 7 days in advance.

Questions:  Send email to photographywestmonitors@gmail.com

For a list showing only open dates & times, click the AVAILABLE tab below.
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