
Padel Member User Guide
• Getting Started with Mycourts

• Logging On, Confirming Booking Sheet Consent, Privacy and Email Settings
• The Menu Options 1 – Booking Sheets, Member Directory, News & Events
• The Menu Options 2 – Installing the Mycourts App, Your Bookings, Cancelled Court Alerts, 

Booking Rules and User Manuals
• The Menu Options 3 – Buying Credit, Transferring Credit, Account History

• Booking Padel Courts
• Booking a Padel Court
• Amending a Booking
• Cancelling a Booking
• Playing Date Notification
• Day After Playing Date Notification of Additional Guest Fees

• Appendix 1 – Club Padel Court Booking Policy

This user guide is designed to assist you as you do the tasks on Mycourts.
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If you joined via a manual application process, you will 
receive an email when your application is successful with 
your Mycourts user name and be asked to use the link to set 
your password.  Once done you can access the BLTC website

Once on the BLTC Webpage, click on the MEMBERS AREA

Review your privacy settings as required

Review your email settings if you want to be able to receive general Club 
email updates

Getting Started with Mycourts – Logging On, Installing the Mycourts App, Checking Privacy and Email Settings

If you successfully joined via Online application you 
will receive an email with your Mycourts account user 
name and will have set up your password as part of 
the application process so just click on Byfleet Lawn 
Tennis Club in the footnote of this email to access the 
BLTC website

Application via Club

BLTC – Byfleet Lawn Tennis 
Club

https://byfleetltc.co.uk

Online Application
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You must tick the Booking Sheets 
acceptance box to give consent for 
your name to be shown on the 
booking sheets so that you can book 
courts and be included on other 
members bookings.  So be sure to 
tick it.  You should also ensure your 
details are shown in the member’s 
directory particularly if you want to 
play in events with other members.



Check the Padel Court Booking Sheets to 
book courts and book onto Padel events.  
Note Padel events will only show when 
viewing the padel courts (and tennis 
events will only show when viewing the 
tennis court booking sheets).

Find contact details for other members  Note it is important 
your Privacy Settings allow your contact details to appear here 
particularly if you want to book courts, be selected on other 
members bookings, enter tournaments, play for teams etc.

Find announcements and newsletters 
published by the Club.  Most will have 
been emailed to you if your email 
settings allow. 3
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Your membership subscription details

Summary of bookings you made or 
are included on.  You can click on to 
amend playing partners or cancel the 
booking.
See later section for guide to booking 
courts. 

Detailed user guides
Including this guide

Getting Started with Mycourts – The Menu Options 2

You can set up alerts to be 
emailed to you when a court 
is cancelled and becomes 
available to be booked 
again
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Download the app to your 
mobile device to open the 
BLTC Mycourts web page or 
access bltc.mycourts.co.uk 
directly on your browser



Change your Mycourts password or Kiosk PIN (Kiosk is the 
device in the foyer by the main entrance to the Club, not needed 
or often used these days).

You can transfer credit 
from your Mycourts
account to another 
member’s account e.g. 
to reimburse the 
member for court 
booking or lighting 
charges or anything 
else you agree to e.g
match fees.

Your account history shows the movements on your account.  
Note when you amend or cancel something that changes the 
charges, the original charges are reversed out and replaced with 
any new charge if applicable.  Your account will not show the 
original and reversed entries.

You can top-up your 
Mycourts account on-
line via STRIPE.  
Minimum top-up amount 
£20 for tennis only 
members, £40 for all 
padel members

Getting Started with Mycourts – The Menu Options 3
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Booking A Padel Court on Booking Date

NOTES
• You can book up to 14 days in advance from 07:15
• You can book up to 90 mins a day
• You cannot book both padel courts with the same 

start time
• You cannot book tennis and padel courts with the 

same start time
• Lighting is included in your padel booking charge
• You must have sufficient funds on your Mycourts

account to pay for the court booking charges but 
can go overdrawn for any guest fees.  Once 
overdrawn you cannot book further courts or be 
included on another member’s booking until your 
account has been topped up

Add padel member(s) or Padel Guest(s) to your booking.  You can leave “no 
opponent” and amend these details at any time up to the booking slot start time.

Book Now

Only the booking member will 
receive a confirmation email when 
making the original booking (no 
update email is sent for any 
subsequent amendments to 
partner/opponents)

You will be 
charged for 
the court and 
any Padel 
Guests 
specified

“Booking Sheet” Details

“Your Bookings” Details
“Booking Sheet” 

1. Highlight slots to book

2. Click Book Now

Playing member’s view          Booking member’s view  
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Amending A Padel Court Booking (Allowed Up-to the Booking Start Time)

Select the booking you want to 
amend your Playing partner/ 
Opponent from Your Bookings or the 
Booking Sheet

Amend your Playing 
partner/Opponent(s) as required 

Note.
After submitting the amendment, 
Mycourts recalculates the charges and 
if different reverses out the previous 
charge and replaces it with the new 
charge.  You will only see the new 
charge on your account, not the 
original or reversal.

Each member included on the 
booking can see the booking in their 
“Your Bookings”.  There is a link to 
transfer funds of ¼ of the padel 
court charges excluding any guest 
fees to the booking member.  Note 
this is the default request and not 
mandatory as the booking member 
and players can make their own 
arrangements over the charges.

“Booking Sheet” Details

“Your Bookings” Details

“Booking Sheet”

“Your Bookings”

Press Submit
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Cancelling A Padel Court Booking (Allowed Up-to the Booking Start Time)

Cancel
one or more 
booking slots

NOTES
• You cannot cancel a booking slot after its start time.
• If you cancel a booking 24 or more hours in advance you 

will receive a full refund of the court charge and any 
guest fees

• If you cancel a booking less than 24 hours in advance the 
court charge and any guest fees will be reversed out on 
your account and replaced with a late cancellation fee

• If the court is subsequently re-booked you will receive a 
reversal of any late cancellation fee paid

You can access the booking to cancel from the booking 
sheet by clicking on your name, which will take you to the 
booking in Your Bookings or just access directly by 
selecting the booking in Your Bookings

Click CANCEL on the 
booking in Your Bookings

Default is to cancel all booking slots so if you don’t want to 
cancel all the booking slots in your booking,  unselect the 
slot(s) you want to keep, then click Cancel Bookings

If you cancel one or more of 
your booking slots you will 
receive a confirmation email 
for each slot cancelled.

Your new account balance will 
reflect the reversal of court 
charges and any guest fees 
paid and any replacement late 
cancellation fee applicable.
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If at the start time of your booking, the booking has “no 
opponent” in any of the three Playing partner/Opponent 
slots, Mycourts will assume these to be guests and 
automatically charge you a guest fee around 10:15 the day 
after your playing date.  You will receive an email confirming 
the revised total charge for your court booking and guest 
fees. Your account therefore may become overdrawn and if it 
does you will need to top up your credit before you can book 
further courts or be included on another member’s booking..  

Note – for courts booked after 06:45 on the playing date, no email reminder is 
sent to the playing members on the booking.

Where the court was booked before 06:45 on the Playing Date
Each padel member on the booking receives an email reminder of the booking 
and is invited to share ¼ the padel court charges (excluding guest fees).  Note 
the member is not obliged to pay and the booking member and members are 
free to decide what if anything each should pay. 

Day After Playing Date Notification of 
Additional Guest Fees (if applicable)

Playing Date Notification

Note – the booking member is responsible for ensuring their booking playing 
partner/opponents are correct before the start time of each booking slot.  The Club 
will not reimburse members who have forgotten to record members before the start 
time. 9

Email to the booking 
member

Email to each 
member on the 
booking 

In the example above, the booking member had only registered one other playing 
member and no padel guests by the start time of the booking slot, so the system 
assumes that the other two Playing partner/Opponent(s) were guests and charges 
the booking member an additional two guest fees for each of the two 30 minute
booking slots on top of the court booking charges already paid. 
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