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To access your bookings, you will need to set up a Coventry myaccount and then click the link 

below: 

https://myaccount.coventry.gov.uk/service/Coventry_HAF 

Access to the bookings is set up against the grant applicant’s myaccount. If others in the 

organisation need access, grant applicants should email haf@coventry.gov.uk. 

https://myaccount.coventry.gov.uk/ssauth/register?return_url=https%3A%2F%2Fmyaccount.coventry.gov.uk%2Fen&lang=en
https://myaccount.coventry.gov.uk/service/Coventry_HAF
mailto:haf@coventry.gov.uk


 

1. Reviewing club details 
 

1.1. Click Provider admin 

 

1.2. Select Update club details  

 

1.3.  Select the club you wish to review or update 
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1.4. Review the clubs details 

 

1.5. If you are happy with the club details, select the next club to review, 
Previous to go back or Cancel to return to the home page. If you make any 
amends, click Submit and drop a courtesy e-mail haf@coventry.gov.uk to let 
them know what’s changed so that the team are up to date.  

 

mailto:haf@coventry.gov.uk


 

2. Reviewing session details 
 

2.1. Click Provider admin 

 

2.2. Select Update session details  

 

2.3.  Select the club with the sessions you wish to update  
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2.4.  Click on the pen and paper icon next to the session you wish to review or 
update  

 

2.5. If you are happy with the session details, click Cancel Edit to review the next 
session.  If you wish to make any changes, click Update Record and drop a 
courtesy e-mail to haf@coventry.gov.uk to let them know what’s changed 
so that the team are up to date.  

 

 

mailto:haf@coventry.gov.uk


 

3. Supported bookings – Booking children from the same family  
 

3.1. Click Supported bookings 

 

3.2. Select your Type of Organisation 
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3.3. Select Yes 

 
3.4. Select a Provider to be able to see all the sessions on offer. This will also tell 

you how much capacity remains in a session or even if it is fully booked. If 
the sessions that the parent/guardian would like to book are full, you should 
at this stage inform them. 

 

3.5. Enter the parent’s details, using the postcode to search for their address and 
click Next 

 



 

3.6. Enter the details for a second emergency contact and click Next 

 

3.7. Click Add Child to add the a booking for the first child in the family 
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3.8. Read out the summary privacy notice and ask for their consent for the use 
of their data in this way. 

 

3.9. Fill in the child’s details and click Check details.  If the parent doesn’t have 
the HAF code, please state unavailable. 

 



 

3.10. If you see this message, you can be confident the booking will be 
confirmed.  Click Next 

 

3.11. If you see this message, please double check the details and click 
Check Details again.  If you still recieve this message, please advise the 
parent that the details will be checked by the HAF team before the booking 
is confrmed and click Next 

 

3.12. Select the session by typing in the name of the club – you can see the 
number of credits a child has to book at the top. The maximum is 16 in 
summer and 4 in winter and Easter 
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3.13. Select the session that is being booked. You can repeat 3.12 to book 
other sessions, for all clubs and providers available, until all the childs credits 
have been used up. The number of credits a session costs is listed at the end 
of each session. 

 
3.14. Click on check bookings to verify that the sessions can be booked for 

the child. You will receive an error message if there are any problems. 

 
3.15. Enter any additional needs that the child may have. When all are 

entered, click Next. 

  



 

3.16. Ask the parent these questions related to the use of the data in the 
form and click Add Child  

 

3.17. If you have more children to add, click Add Child again and repeat the 
above steps (from 3.7 onwards). Once all children have been added, click 
Submit  
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4. Supported bookings – booking children from 

different families  
 

4.1. Click Supported bookings 

 

4.2. Select your Type of Organisation 

 

4.3. Select No 

 



 

4.4. Select a Provider to be able to see all the sessions on offer. This will also tell 
you how much capacity remains in a session or even if it is fully booked. If 
the sessions that the parent/guardian would like to book are full, you should 
at this stage inform them. 

 

4.5. Click Add Child to add the a booking for the first child  
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4.6. Read out the summary privacy notice and ask for their consent for the use 
of their data in this way. 

 
4.7. Fill in the child’s details and click Check details.  If the parent doesn’t have 

the HAF code, please state unavailable. 

 



 

4.8. If you see this message, you can be confident the bookng will be confirmed.  
Click Next 

 
4.9. If you see this message, please double check the details and click Check 

Details again.  If you still recieve this message, please advise the parent that 
the details will be checked by the HAF team before the booking is confrmed 
and click Next 

 

4.10. Select the session by typing in the name of the club – you can see the 
number of credits a child has to book at the top. The maximum is 16 in 
summer and 4 in winter and Easter 
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4.11. Select the session that is being booked. You can repeat 4.10 to book 
other sessions, for all clubs and providers available, until all the child’s 
credits have been used up. The number of credits a session costs is listed at 
the end of each session. 

 
4.12. Click on check bookings to verify that the sessions can be booked for 

the child. You will receive an error message if there are any problems. 

 
4.13. Enter any additional needs that the child may have. When all are 

entered, click Next. 

  



 

4.14. Enter the parent’s details, using the postcode to search for their 
address and click Next 

 



 

  
 19 

4.15. Enter the details for a second emergency contact and click Next 

 

4.16. Ask the parent these questions related to the use of the data in the 
form and click Add Child  

 



 

4.17. If you have more children to add, click Add Child again and repeat the 
above steps (from 4.5 onwards). Once all children have been added, click 
Submit  
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5. Viewing bookings 
 

5.1. Click Provider admin 

 

5.2.  Select View or Cancel bookings 

 

5.3.  Select the club and the session for which you wish to view the bookings and 
the bookings will load underneath. 

 

 



 

6. Cancelling bookings 
 

6.1. Follow steps 3.1 - 3.3.  Click the pen and paper icon of the booking you wish 
to cancel 

 

6.2.  Select ‘Yes, please cancel this booking’, note a reason for the cancellation 
and click Update record. 

 

6.3.  Click Submit to process the cancellation and the child will no longer appear 
in your list of bookings.  You can advise the parent the booking is cancelled 
(NB: They will not receive a cancellation email but will be able to see the 
booking has been removed when logging in to their bookings account) 
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7. Download Bookings 
 

7.1. Click Provider admin 

 

7.2.  Select Download bookings  

 
7.3.  Select the club and the session for which you wish to download attendance. 

There are a few options for downloading the spreadsheet. You can choose 
to download every booking you have, every booking for each club, or each 
individual session. For each of these options, you can choose to download 
basic information (Download Register) or all the details (Download Full 
Details) 

 
 



 

8. Logging attendance – 1 day sessions 
 

8.1. Click Provider admin 

 

8.2.  Select Register attendance  

 
 

8.3.  Select the club and the session for which you wish to log attendance and 
the bookings will load underneath along with a list of check boxes 
underneath.  Put a tick in the check box for every child that has attended  
and click ‘Submit’. 
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9. Logging attendance – 1 week of sessions 
 

9.1. Click Provider admin 

 

9.2.  Select Register attendance  

 
9.3.  Select the club and the session for which you wish to log. 

 



 

9.4. Click on Download register for session 

 

9.5. Open the downloaded register. 

 

9.6. In column H, add the number of days each child attended this session. Once 
done save the document. 
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9.7. Return to the attendance page on the booking system and select the button 
labelled Go to Teams channel 

 

9.8. In the Teams channel click into the folder labelled attendnce and upload the 
register 

 



 

 


