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The website allows for customers to book their own date, and preview availability of the venue. While the 
customer does have the ability to book a reservation directly from the website, some customers may call-in or 

visit in person to schedule their event. In this case, the employee will be responsible for blocking the event 
dates from the website dashboard utilizing the Block accommodation module. 

1. Log-in to the website dashboard with appropriate user credentials; 
https://bellmountainestates.com/wp-admin 
 

2. Select the ‘Calendar’ icon from the dashboard main page.  

 

3. Locate and click the “Block accommodation” title, a drop-down feature will appear with the Block 
accommodation module.  
 
 
 

 

 

  
  
 

4. Select Bell Mountain Estates Venue for the Accommodation type. Click in the box for the “From” field, 
and select the appropriate date on the calendar. Then, click in the box for the “To” field, selecting the 
day the event will be over. For best practice, leave a brief comment about the reservation, including 
the name of the customers. Click “Block accommodation” when complete. 

 

 

 

 



 

5. Verify by glancing at the “Blocked accommodation” list which is located on the same page, just below 
the Block accommodation module. 
 

 

 

 

 

 

 

Procedure Complete 

 


