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Step  Creating a Project

	 To create a new Project, navigate to "Bookings > Projects > All > + New Course"
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Step  Project Details
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	 From here fill in all fields 
with a red asterisk next to it:
	 For the "Register Type" select 

"HAFP Booking Site"
	 For "Booking Requirement", 

click "Select Weeks". For 
more information on this, 
hover over the 'i' tooltip next 
to the field



Step  Block Details
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	 Click "+ Create New" on the top-right to create a new Block



Step  Block Details
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	 For “Delivery 
Address”, select 
the venue where 
you are hosting 
your HAF Sessions



Step  Creating Sessions
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	 Fill in the necessary 
fields

	 Repeat the above 
steps until you have 
all your sessions 
listed

	 Click "+ Add Session" 
on the bottom right-
hand side to create a 
new Session



Step  Duplicating the Block

Contents

	 Once your first week is completed, go to the "Blocks" tab and click the green Duplicate icon



Step CIRCLE-6 Going Live
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CHEVRON-CIRCLE-RIGHT	 Top Tip: Once 
you tick 'Show 
on Bookings 
Site' you can 
add Marketing 
Images and Web 
Site Descriptions 
to tell Parents 
what sessions 
you are offering

	 When you are ready to go live, click on the "Booking Site" tab 
of the Project and tick "Show on Bookings Site" then save



Step CIRCLE-7 Need Help?
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Contact Us:
Phone: 0330 088 4595

Email: support@coordinate.cloud

Visit our 
Help Centre

support.coordinate.cloud

Chat with Support 
via the Need Help? Icon 

in the application
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