
 

 

 

 

 

 

 

 

 

 

 

 

Welcome to the Administrator guide of Open Resa. 

It will allow you to quickly take over the configuration 

of your reservation system according to the specificities 

and operating rules of your club. 
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SOFWARE LAUNCH 

Open your browser and connect to your club's personalized address: 

https://openresa.com/club/clubname 

 

SEARCH FOR YOUR CLUB 

LŦ ȅƻǳ ŘƻƴΩt know the login address of your club, go to https://openresa.com/en and type in 

the search field the name of your club, its city or postal code. 

 

The list of clubs around you is displayed, click on your club to be redirected to the login page. 
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LOGIN ON THE HOMEPAGE 

 

 

On your club's homepage, in the "Login" block, enter the username and password provided 

when you registered your club and then validate by clicking on the "Login" button. 
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To avoid an error, you can view your password by clicking on the "eye" button. 

 

You will then be redirected to the calendars or the page defined by default, except at the 

first login where you will first have to change your password. 

 

FORGOT YOUR PASSWORD ? 

If you forget your password, click on the "Forgot your password?" button. 

 

A new dialog box opens to allow you to enter your e-mail address, then validate by clicking 

on the "Send" button. 

 

Then follow the instructions in the email you will receive.  



 

 

4 

LOGOUT 

Log out either on the homepage by clicking on the "Logout" button, 

 

Either on each page by clicking on your name at the top right, which will open a menu 

associated with your Account, then click on the "Logout" button. 
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In any case, a message will ask you for confirmation, then click on the "Yes, Logout!" button. 

 

If you change your mind, you can still stay connected by clicking on the "Cancel" button. 

 

 « STAY CONNECTED » OPTION 

Keep your session active at all times by ticking the "Stay connected" option (by default, the 

box is checked) and then validate by clicking on the "Login" button. 

 

You will not need to enter your username and password on each visit until you have logged 

out manually. 

 

 

  

NOTE: this option should be avoided on a public computer or network for security reasons! 
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UPPER  BANNER 

Once the connection is established, the calendar page is displayed (default page to be 

defined in WEBSITE & COMMUNICATION>Redirects). Always present at the top of the site's 

pages, a colored banner allows you to navigate between all the features. 

The names of the different calendars are displayed at the top left of the banner in different 

tabs. 

  
Navigate in the days by the arrows on the left (next day or previous day) or by directly 

choosing a date in the calendar that opens by clicking on the date selector. 

                

Your photo and name are displayed at the top right of the banner and by clicking on your 

name, you open the menu of your personal account. 

                    

The current date is displayed by 

default. 
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Zoom, choose the refresh period of your screen, display or hide the finished slots. 

 

 

 

 

Access the different options by clicking on the pictograms in the upper banner. 

 

 
: back to the Homepage 

 

 
: access to the Calendars 

 

 
: access to internal Messaging 

 

 
: access to the Administrator Menu, pictogram only 
available for administrators and animators 

  

NOTE : if the zoom value is less than 50%, the names will no longer appear on the reserved 

slots! 
 



 

 

8 

ADMINISTRATOR MENU 

Set up your reservation system to adapt it to your club's operating rules. 

 

 

The ADMINISTRATOR menu is divided into 4 main sections: 

¶ Dashboard: view, analyze, obtain statistics on your club's activity, by predefined 

period or customized dates, in real time or delayed. Refine your analysis with filters 

and sorting. Upload your lists and statistics in different formats (Excel, PNG, JPEG,...). 
 

¶ Users : create your members, perform group actions on a selection of them, define 

roles for different club managers and create subscriptions with specific booking 

rights. 

  

¶ Website & Communication : configure and customize your homepage, easily 

integrate forms or calendars into your website, if your club has one. 
 

¶ Settings : set up your account, configure your calendars, activate the public 

terminal mode, give access to online payment, control access to your equipment and 

control its lighting and heating. 
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In addition : 

¶ Updates : access the OpenResa Blog, which regularly presents new features. You 

have a search bar to access the information you are interested in by typing a 

keyword. 

 

¶ Need help : contact us via a pre-filled form with your contact details or by 

telephone at the numbers indicated. 

  

To use the form, write your message in the box provided, tick the anti-spam box and 

perform the ǇǊƻǇƻǎŜŘ ǘŜǎǘ ŀƴŘ ǘƘŜƴ ǿƘŜƴ ƛǘΩs validated, click on the "Send" button. The 

support will then contact you as soon as possible.  
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OVERVIEW OF THE SECTIONS 

Open the Administrator Menu by clicking on the "Star wheel" icon. 

 

By clicking on one of the 4 items, a new menu opens in a sidebar on the left of the screen 

and the page corresponding to the first module is displayed. All these modules remain 

accessible in one click. 

 

 

 

 

Click on one of the modules on the sidebar to access the corresponding page.   

NOTE : you can hide/show the module column by clicking on the "3 lines" pictogram. 
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DASHBOARD SECTION 

 

 

This section contains all the modules of logs and various statistics. 

          

NOTE : this menu is not developed in this guide. 
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USERS SECTION 

              

 

WEBSITE & COMMUNICATION SECTION 
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SETTINGS SECTION 
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CONVENTIONS 

 

 

KEYBOARD SHORTCUTS 

Next sheet                                                                  Previous sheet  

 

Next tab                                                                      Previous tab  

 

 

SWITCH BUTTON 

Active button                         Inactive button   

 

 

TABLETS 

Selected tablet                                                          Unselected tablet  

 

 

PADLOCK 

Open = public                                                            Closed = private 

       

  

  

  

NOTE : ŘƻƴΩǘ forget to save all your changes by clicking on the "Save" button. 
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TO START 

 The main steps to follow to set up the online booking are as follows:  

 

 

ü Set up your account in SETTINGS>Account parameters and in SETTINGS> Club name 

& web adress. 
 

ü Customize your home page in WEBSITE & COMMUNICATION>Homepage, in 

WEBSITE & COMMUNICATION>Web pages, in WEBSITE & 

COMMUNICATION>Photos albums and in WEBSITE & 

COMMUNICATION>Customize. 

 

ü Create calendars associated with your courts open for booking in 

SETTINGS>Calendar configuration, SETTINGS>Display préférences, 

SETTINGS>Groups of calendars, SETTINGS>Automatic cancellation of incomplete 

bookings and refine the booking permissions in SETTINGS>Advanced planning and 

in SETTINGS>System time closures. 

 

ü Create subscriptions in USERS>PERMISSIONS> Subscriptions and define different 

profiles for managers in USERS>PERMISSIONS> Profiles & roles . 

 

ü Create users in USERS>IMPORT/EXPORT> Express creation or in 

USERS>IMPORT/EXPORT>Import a file, allow online registration in USERS>Online 

registration then manage your users in USERS>User management, in 

USERS>IMPORT/EXPORT>Export a file , in USERS>Groups and in USERS> possibly 

using filters in USERS>Filters and by performing grouped actions in USERS>Grouped 

actions.  

 

ü Create a library of labels for your recurrent bookings (example: Adult lessons, 

Tournament, ...) or for users (example: Internal Tournament Match) in 

SETTINGS>Predefined labels. 

 

ü View, reserve or cancel slots (recurring or non-recurring) directly on the calendars in 

Erreur ! Source du renvoi introuvable. . 

ü Send messages in USERS>Group or in WEBSITE & COMMUNICATION>Message after 

login and customize the notifications sent by email to users in WEBSITE & 

COMMUNICATION>Message in notifications . 

NOTE : perform a "CTRL + click" on a blue text to directly access the section to which it 

refers ( CTRL: CTRL key on the keyboard). 
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ü Send messages in USERS>Group or in WEBSITE & COMMUNICATION>Message after 

login and customize the notifications sent by email to users in WEBSITE & 

COMMUNICATION>Message in notifications . 

 

ü Set your defaults in Erreur ! Source du renvoi introuvable. and customize 

redirections when users log on or log off in WEBSITE & COMMUNICATION>Redirect. 

 

ü Intégrez sur le site Web de votre club un formulaire de connexion dans WEBSITE & 

COMMUNICATION> et vos plannings dans WEBSITE & COMMUNICATION>Public . 

 

ü Give visibility to your partners in PARTNERS/SPONSORS. 

 

ü Enable SEO in Google WEBSITE & COMMUNICATION>Google & Bing SEO. 

 

ü Regularly monitor the activities in your club in SETTINGS >Activit and get detailed 

statistics in WEBSITE & COMMUNICATION>Google Analytics. 

 

ü If your club has a computer or a kiosk accessible to the users, allow them to book 

directly in SETTINGS >KIOSK MODE>Configure. Make sure that reservations are 

honoured by requiring them to validate their presence in SETTINGS >KIOSK 

MODE>Kiosk presence-checking. 

 

ü Activate an online payment solution (PayPal, PayBox) to sell reservation and/or 

invitation tickets to your users in SETTINGS >ONLINE PAYMENT, open your tennis 

courts to outdoor rentals for the public at large in SETTINGS >ANYBUDDY. 

 

ü Control access to your facilities and control your equipment in SETTINGS 

>ANYBUDDY 

Open your courts for outdoor rental to licensed and unlicensed players in less frequented 

slots: users geolocate on the Anybuddy application and find a club that offers a court for 

rental on a certain day and at a certain time. 

They pay on the Anybuddy platform which transfers the money to your club within 24/48 

hours, deducted from a 20% commission. 

The players and your club are insured. 

If you don't have a permanent office, Anybuddy provides you with a secure box for badge or 

key that users will be able to open thanks to a code that they will have received. 
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Activate the Anybuddy module by clicking on the corresponding button, Anybuddy will 

contact you. 

Fill in your club's contact information: Name, address, manager's contact information and 

bank details.  
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Describe your club and its equipments (optional). 
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Choose courts by activating the corresponding button, upload an image and describe your 

court.  

 

Choose slots by typing in the start and end times and activating or not activating the days 

open for booking.  

 

Set a rental price and a slot duration by typing the number directly or by clicking on the 

arrows. 

If you wish to set different rates for a court according to days or hours, click on the "Add a 

price" button and repeat the procedure. 

Finally, validate your choices by clicking on the button " Save ".  
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ü SETTINGS>ACCESS CONTROL & ENERGY MANAGEMENT. 
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SETTINGS>ACCOUNT PARAMETERS 

Fill in your club account informations in 3 tabs. 

1. Open Resa/ OpenResa subscription tab 

Renew or change your offer by clicking on the corresponding button. 

  

Download your invoice by clicking on the "Invoice" button. 

Choose your offer according to the number of your users by clicking on the corresponding 

line and then choose the duration by clicking on the corresponding line. 
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In the new window, choose your payment method, PayPal, check or bank transfer by clicking 

on the corresponding button. 

 

First change the billing address by clicking on the green "Edit" button. 

 

Click on the "Save" button at the end of your changes or go back by clicking on the "Cancel" 

button. 
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When you register your club, you will receive a credit of 10 SMS messages. If you want to 

use more, click on the "Buy SMS " button. 

        

In the new window, click on the displayed value and select a number of SMS messages to 

buy from the drop-down list. 

Confirm your choice by clicking on the "Continue" button and you will be redirected to a 

page to proceed to payment via PayPal, or go back by clicking on the "Cancel" button. 

The number of remaining SMS messages will then be incremented according to the number 

of purchased SMS messages. 
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2. Contact information and details tab 

Fill in all the details of your club before clicking on the "Save" button. 

 

 

3. Geolocation of the club tab 

Indicate the precise geographical position of your club by moving the arrow before clicking 

on the "save" button. 
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SETTINGS> CLUB NAME & WEB ADRESS 

 Define the name of your club, its personalized web address and the name of your mobile 

application. 

 

Add your logo by clicking on the "Change logo" button and upload it in the format of the 

accepted images (JPEG, GIF, PNG, maximum weight 16 MB) by placing it directly in the 

corresponding area or click on the "Choose file" button among the images saved in your 

computer.  

 

Delete your logo by clicking on the red "Remove" button. 

Finally, save your information by clicking on the "Save" button.  
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WEBSITE & COMMUNICATION>HOMEPAGE 

The homepage consists of an upper banner with menu, image, name and logo, and a number 

of blocks (widgets) to customize, organized in two columns and arranged as you wish. Only 

the "Login" block cannot be modified or deleted but only moved. 

HOMEPAGE COMPOSITION 

 

 

 

 

 

 

 Detail of the upper menu:  

 

You can add photo albums and links to web pages.  

MENU 

PICTURE 

LOGO 

BLOCKS 

NAME 

Scroll bar to view the 

footer 
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CUSTOMIZATION OF YOUR HOMEPAGE 

 Define your blocs, add your Logo and picture. 

 

 Add a block by clicking on the "Add a block" button and then choosing the type of block 

from the drop-down menu that opens. 

 
You have at your disposal 12 different types of blocks to integrate on your homepage, in 

addition to the "Login" block which is always present. 
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Level of confidentiality : 

 In each block, choose the level of confidentiality of its content (default public) .  

 

Click on the "Padlock" pictogram at the top of each block to access the confidentiality menu 

and tick the corresponding box, Public or Private. 

 

By choosing to make your block private, you can also restrict access to certain profiles and 

subscriptions by clicking on the corresponding lines and selecting them from the drop-down 

lists.  

             

Don't forget to click on the "Save" button to validate your choices. 
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1. Custom Block 

Give a title (optional), compose your message using traditional text formatting tools, insert 

an image, file, table, hyperlink, emoticon, etc... Choose an icon from the drop-down list.  

  
Finally click on the "Save" button or go back by clicking on the "Cancel" button. 

Examples of visuals of blocks of custom content on the homepage: 
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2. Facebook block 

Integrate your Facebook page on your homepage. 

 

 

Give a title (optional) and indicate the address of your page. 

 

Choose the tabs and options to display by ticking the corresponding boxes. 

Tabs : 

 By disabling the 3 tabs, only the "Like" button will be displayed. 

 

  

NOTE : you can only integrate one page and not a group or a user account. 
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Log tab : displays the latest publications of your page 

 

Events tab : displays upcoming events on your page 

 

Messages tab : allows visitors to send you a message through your page (via Messenger) 
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Options : 

You have the choice to display or not the photos of your page's fans and users' friends, to 

hide or not the cover photo of your page and to reduce the height of the header. 

 

 

 

 

 

Finally, click on the "Save" button. 

 

Example of a visual of an FB block on the homepage: 

 

 

  

NOTE : users must be logged into their Facebook account to be able to interact with your 

page. 

 

NOTE : you must allow tracking in your browser to display your Facebook block. 
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3. Newsfeed Block (RSS) 

Follow the news in real time on your home page. 

 

Choose among those proposed the RSS feed to integrate by clicking in the corresponding box 

and then selecting it from the drop-down list. 
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Select your number of news items to display in the drop-down list that opens by clicking on 

the corresponding box. 

 

You can also define a custom feed by specifying the URL address of your RSS feed and giving 

it a title (optional). 

 

Also set the number of news items to be displayed. 

Finally, click on the "Save" button. 
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Example of a visual of an RSS block on the homepage:  

 

By clicking on a line in the news, the user will be redirected to the full article. Similarly, by 

clicking on the "See more" button, it will be redirected to the full page from which the RSS 

feed is extracted. 

 

 

4. Google Adsense block 

AdSense is Google's advertising agency, which allows you to earn money simply and free of 

charge by placing advertising on your site.  
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5. Page Menu block 

Display the list of your personalized web pages to make them more visible and therefore 

more accessible. 

You must have previously created pages in WEBSITE & COMMUNICATION>Web pages. 

 The list is also accessible through the top banner of your homepage by clicking on the 

"more" button. 

 

 

 

Simply click on the "Save" button. 
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Example of a visual of a menu of pages block on the homepage: 

 

By clicking on the name of one of the pages, the user will be redirected to the page in 

question.  
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6. Local weather block 

 

Indicate the precise weather forecast for your city over 7 days, by entering its name in the 

corresponding box. 

 
You can choose to hide the 7-day forecasts by ticking the corresponding box. 

 

The weather is based on the geolocation of your club, accessible by clicking on the 

corresponding blue button, tab "geolocation of the club" in SETTINGS>Account parameters. 

 

Simply click on the "Save" button. 
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Example of a visual of a weather block on the homepage: 
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7. Photos block 

Display a photo gallery on your homepage. 

You must have previously created one or more photo albums in WEBSITE & 

COMMUNICATION>Photos . 

 

Choose the content of your gallery by clicking in the "Photo album" box and selecting from 

the drop-down list either a particular album or the "all pictures" option that groups photos 

from all albums. Set the number of photos to be displayed by clicking in the corresponding 

box and selecting it from the drop-down list. 

  

Also choose the order in which the photos are displayed by ticking the corresponding option, 

either "latest added" or "random". 

Finally, click on the "Save" button. 
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Example of a visual of a photo block on the home page:  

 

By clicking on the "See more" button, the user opens the photo album page and can choose 

to view an album. 
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8. Map Block 

Give a title (optional), type in your club's address and move the map to adjust the centering 

to the desired location under the small red cross. The cross is already placed according to 

the address you specified when you registered your club but you may need to place it more 

finely. 

 

Adjust the zoom using the "+" or "-" buttons and choose the type of display: plan or satellite. 

Finally, click on the "Save" button. 
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Example of a visual of an access map block on the homepage: 

 

Your club is located by the "red drop".  
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9. Publics calendars block 

Integrate your calendars on your homepage so that your members can view them without 

having to log in.  

These calendars are available for consultation only. If a user clicks on an available slot, a 

message will prompt them to log in or register online if this option is enabled. 

Give a title (optional) and select a configuration to display by clicking on the corresponding 

line in the drop-down list before clicking on the "save" button. 

      

 To modify it or define a new configuration (which will appear in the drop-down list), click on 

the blue "Manage Configuration" button. You then access the WEBSITE & 

COMMUNICATION>Public calendars menu. 

Define a new configuration by clicking on the corresponding button. 
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 In the "Settings" tab, give a name to your configuration. 

 

Select the calendars to be displayed by clicking on the corresponding box and choosing them 

from the drop-down list. 

 

Set the default zoom value and set the number of days to be displayed on the calendar in 

the drop-down lists. 
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The rotation interval allows you to loop through all the calendars if their number is too high 

to appear simultaneously in the block. The minimum value of the period is set at 5 seconds. 

Change the value by clicking on the arrows or by typing it directly. 

To keep their anonymity (your calendars posted on your website are public), untick the box 

"Show names of members" . 

In the "HTML Integration" tab, preview the display of your calendars on the homepage by 

clicking on the green "Preview a configuration" button. 

 

Finally, click on the "Save" button. 

 

Example of a visual of a planning block on the homepage: 

 

The user has the possibility to navigate in the reservation tables horizontally and vertically if 

not all calendars are visible.  



 

 

47 

10. Find a partner block 

 

Display partner search ads created by your members. 

 Click on the number of ads to display in the drop-down list that opens when you click in the 

corresponding box. 

                   

Hide the photos on the ads by ticking the corresponding box. 

Choose the order in which the ads are displayed, either the last ones added or randomly by 

ticking the corresponding box. 

Finally, click on the "Save" button. 

Example of a visual of a find a partner block on the homepage : 

 

The user may scroll through the ads with the arrows. 
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11. Twitter block 

View the news feed for your Twitter account. 

Give a title (optional) and then indicate the name of your account (without putting the @). 

      

Choose the type of display to be integrated by clicking on the corresponding box and 

selecting it from the drop-down list. 

 

Tweets views: to view your club's news feed 
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Follow button: to allow users to subscribe to your account 

 

By clicking on the blue button, the user will have access to the following screen. 

 

Tweet button: to allow users to send you a tweet 

 

By clicking on the blue button, the user will have access to the following screen. 
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Hashtag button: to allow users to perform a search 

 

By clicking on the blue button, the user will have access to the following screen. 

 

 

 

Finally, click on the "Save" button.  

Example of a visual Twitter block on the homepage :  

 

  

NOTE : for the 3 buttons, the user is prompted to log in if he or she is not already logged in. 
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12. Online registration block 

 
LǘΩs always present (you can't delete it) but it can be hidden or not. If you donΩt allow online 

registration, it will not be visible. If you allow them, you can also temporarily hide it if you 

enable the "Hide this block" option. 

 The blue button "Online registration management" allows you to access their configuration 

in the menu USERS>Online registration Settings button (top right).  

               

Customize the button text, its color (choose it from the drop-down list by clicking on it) and a 

teaser message by clicking in the corresponding areas. Finally, click on the "Save" button.  

Example of a visual of a online registration block on the homepage : 

  Button  
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Management of your blocks: after the creation of all your blocks, view these blocks on 2 

columns in the order in which they will appear on the home page. 

 

 Move a block by dragging and dropping it,  

                          

modify a block, 

 

 or delete a block 

 

 by clicking on the corresponding pictograms. 
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Change the banner by clicking on the "Banner" button and then on one of the proposed 

pictures or download a customized picture in the specified formats and sizes, tick the type of 

display, possibly add a URL address that will open by clicking on the image and click on the 

"Save" button. 

 

 

Add your logo by clicking on the "Logo" button and then uploading your image file in the 

specified format. On some browsers, you can directly drag and drop your image file.  

 

 

Delete your logo by clicking on the "Remove logo" button. 

The logo will appear at the top left of the homepage and below the calendars. 

or  
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WEBSITE & COMMUNICATION>WEB PAGES 

 Define a certain number of web pages accessible from the homepage. 

 

Create a page by clicking on the "New webpage" button. 

A side window opens on the right where you will define your page by giving it a name and 

assigning it an icon chosen from the drop-down list. 
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You can define 2 types of pages: 

- either by directly indicating the web address of your page if the "Hyperlink"  box is checked 

(default) 

 

 

- either by defining your page, if the "Hyperlink" box is unchecked, by a message in the 

dedicated area using the classic text formatting tools. 

 

In both cases, save your page by clicking on the "Save" button. 
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Manage your pages by viewing their list. 

 

Edit a page, 

 

or delete a page 

 

by clicking on the corresponding pictograms. 

The number of views of each of your pages is indicated by the "eye" pictogram.  

The "link"  pictogram indicates that you have defined a hypertext link for this page. 
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WEBSITE & COMMUNICATION>PHOTOS ALBUMS 

Create photo albums that are accessible from the home page. 

Click on the "+" button to create a photo album, give it a name and click on the "Save" 

button.  

 

 

 Then add your photos to this album by clicking on its name in the album list.  

 

Drop your photos directly into the area provided or click on the "Add photos" button and 

select them from a directory. 

 

 You have 3 tabs at your disposal to choose the order in which your photos are displayed. 
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Photos have a "Like" button to allow users to indicate that they like a photo (independent of 

Facebook). 

 

You can select a photo by clicking on it to modify it by clicking on the "pencil" pictogram or 

delete it by clicking on the "trash" pictogram. 

 

By clicking on a photo, users will be able to enlarge it and activate the slideshow mode. Your 

photos will be highlighted as they are displayed on a black background. 

 

  






































































































































































































































































































































