
 

 

The lists screen serves a dual purpose. It contains lists of Occasion Types and Dietary Types or 

requirements that can be applied to bookings. This screen allows you to Add, Edit or Remove entries 

in either list. Both entry types can be added when making a booking on-site too, so this screen is as 

much about managing and often consolidating those entries added with individual bookings as it is 

about creating entries.  

To add a new item to one of the lists, just click its ‘Add’ button. You’ll see an input screen like this; 

 

 

 

Naturally the Dietary Type version shows ‘Dietary’ instead of ‘Occasion’. Simply type in the 

description and click ‘OK’. The new item will be added to the relevant list and once you click ‘Save’ 

on the main Booking Settings screen will be available to staff making new bookings. Below is a 

typical example of this screen when populated; 



 

 

 

The Edit and Remove buttons on each side are similarly self-explanatory. Over time, entries will 

doubtless be made when bookings are recorded that perhaps aren’t spelled correctly, or which 

duplicate existing entries. The Edit and Remove buttons will allow you to correct or delete any 

entries that fit that sort of criteria. 

 


