THE
OODS AT AKLEY

The Woods at Oakley Monday.com User Guide

You will receive an email invitation that looks like this:

/.. monday..

Rachel Richardson invited you to collaborate on
"Rachel and Chris Test" in monday.com

monday.com is the Work OS that powers teams to run projects and workflows with confidence.

——__Jll  Accept Invitaion

Click ‘Accept Invitation’ and create a username and password:

#/.monday..

Join Thewoodsatoakley's Account

Complete your details

Full name

Enter your full name

Password

Enter at least 8 characters

By proceeding, you agree to the Terms of Service and Privacy Policy

Continue >
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Don’t worry too much about answering the below questions, they’re not
relevant! Feel free to click on the one that best describes you or just choose
‘other’:

. monday...

What best describes your current role?

Business owner Team leader Team member Freelancer

Directar C-Level VP
< Back
+..monday....

What department are you in?
PMO Product management Construction
Design and Creative Marketing Education Finance
Sales and CRM Legal Operations. HR and Recruiting

Monprofits Im Software development Other

4. mondayen

What are you pldnning todo
with monday.com?
Help us tailor the best experience for you.

Collaborate with my team Manage my own tasks
Manage my team Track my team's work progress

Create a project My manager asked me to join

I'm censidering monday.com for my team 1 don't know yet

Other
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Click ‘This is my first time using Monday.com’:

¢/.monday..n

Have you used monday.com before?

Let us know your experience so we can tailor your setup for the
Thewoodsatoakley workspace

I've used monday.com before

This is my first time using monday.com

¢ BaCk

You don’t have to upload a picture but you can if you like! Otherwise, click
‘skip’:

+..monday.com

Upload a profile picture

Pictures make it easier to collaborate.

P, Upload image

Skip Done
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Click ‘get started’:

b

Welcome to monday.com

Use this space to design any process, workflow, or solution
and drive real impact for your team. You're a guest in this
account with limited permissions.

...

This is your Monday.com board!

Your names will appear at the top. You will see a ‘Wooding Details’ widget
and ‘Bell Tent Hire’ widget. Don’t worry about these — once you’ve completed
your questionnaires, we add these to your board:

#'. mondaycom &) Guest v Q8 2 D e a ? 9 @
3 Home .
Rachel and Chris Test v 4 Sidekick % Integrate @ Automate () | Invite/4 > e
My work
57 Client Qverview -~ Main table +
[ Al Boards v
New couples name  ~ + Addwidget = Q Search () Person Y/ Filter ~ M, Export v ~
Q Search
[2 Rachel and Chris Test Wooding Details ¥ % Bell Tent Hire ¥V
+ +
° ' CR

You're a Guest here

Get monday.com’s full power (%)
=@ Contact support

Create your account
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Scroll down and you’ll see a ‘Something Borrowed’ widget, which is where
your completed questionnaire will go (we will add this).

On the right you can see your payment schedule and below that there is
‘Additional Notes’. We add in notes on your wedding here and you can too!
Use it to share anything helpful for us to know:

#'. mondaycom  [EJ Guest v
(3 Home
=@ My work
[ AllBoards ~
Q search

02 Rachel and Chris Test

+ +
ol M |
You're a Guest here

Get monday.com'’s full power
Create your account

Rachel and Chris Test v

57 Client Qverview -~ Main table +

v + Addwidget ~ Q Search (& Person

"a
Y

Something Borrowed ¥

4 Sidekick

Y Fitter

[a T =)

2y Integrate

S e a ? Q0

£ Automate

Payment Scheduling

o

O nvite/4 ©

M Export v ~

+ Deposit Payment - Exxxx. Due On dd/mm/yy

s Second Stage Payment - £xx.xx. Due On dd/mm/yy

« Third Stage Payment - £xx.xx. Due On dd/mm/yy

» Damage Deposit Payment - £500.00. Due on dd/mm/yy

+ Any Additional Accomodation or Event Management Payments.
Due on dd/mm/yy

Additional Notes

Woeekday Wooding
Woods at Oakley Stretch Canvas
5 x Bell Tents Saturday Night

e
Q Contact support

Scroll down again and you’ll see your ‘To Do List’, which you can tick off as
you complete:

#'. mondaycom @ Guest v
() Home
) My work
[ Al Boards v
Q search

02 Rachel and Chris Test

+ +
“ , .
You're a Guest here

Get monday.com's full power
Create your account

Rachel and Chris Test ~

5% Client Qverview - Main table +

v + Addwidget = Q, Search @) Person

To Do List
Sign Terms and Conditions
Pay Deposit
Pay Second Instalment
Pay Third Instalment and Damage Deposit
Book and Pay for Bell Tents

Book and Pay for Any Extra Nissen Hut Nights

4 Sidekick

Y Fitter ~

a e

Xy Integrate

[ 3]

) Automate

Q ? @

®

o) Invite / 4 = &

M Export v ~

"
b

E Contact support
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Scroll down again and you’ll see your ‘Files Gallery’. This is where you can
upload your documents for us to see, including your supplier’s Public Liability
Insurance certificates or your alcohol provider’s TENS license (if they’re
selling alcohol):

#'. mondaycom @& Guest v =) S o oQ 9w @
(3 Home .
Rachel and Chris Test v 4 Sidekick ¥ Integrate @ Automate (D | Inwvite/4 ©
2 Mywork
% Client Overview -  Maintable 4
[ AllBoards v

v + Addwidget = Q Search (@ Person Y/ Filter v I, Export v A~

2 Rachel and Chris Test Files Gallery ¥

a EIE

"2
ey

-
1
1
1
[Spp——

No files were found.

°‘I|l

You're a Guest here

Get monday.com's full power Please upload files to any item's files column, gallery or updates so they will be displayed here.
Create your account E Contact support

To upload files to your ‘Files Gallery’, scroll up to the top and click ‘Main
Table’:

#'. mondaycom & Guest v 0 a S ela ? Q @
( Home .
Rachel and Chris Test v 4 Sidekick X} Integrate ¢ Automate (D Invite /4 | &
My work
5 Client Overview Main table - 4
2 AllBoards v

v Q Search (@ Person Y/ Fitter ~ 1| Sort & Hide (= Groupby  --- ~

Q Search

Z v Wooding Details No Couples names
02 Rachel and Chris Test

I Couples name Person Files Status Email Phone numbe
files
Couples name Person Files Status Email Phone numbe
files
=2 o0 I v Something Borrowed
You're a Guest here I Couples name Person Files Status Email Phone numbe

Get monday.com'’s full power
Create your account Contact support
0
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Scroll down to the purple ‘Photos’ row:

# . mondaycom & Guest v 0 e 5 o
@ Home .
Rachel and Chris Test v 4 Sidekick X} Integrate ¢ Automate
My work
5 Client Overview Main table -+ 4+
2 Al Boards v
v Q Search @© Person Y/ Filter v 1| Sort @ Hide (= Groupby
0z Rachel and Chris Test
Couples name Person Files Status
files
v Something Borrowed
I Couples name Person Files Status
files
v Photos
I Couples name Person Files Status
+ +
9 ' o .
You're a Guest here
files

Get monday.com'’s full power
Create your account

Q ? @

®

o) Invite /4 | & «ee

Email Phone numbe
Email Phone numbe
Email Phone numbe

ontact support

In ‘Couples name’, add the name of the document you’re uploading, such as

‘Caterer PLI Certificate’:

#'. mondaycom | @ Guest v a o o o
() Home .
Rachel and Chris Test - [*% Alsuggestions ¥ Integrate ) Automate
My work .
s Client Overview Maintable --- Build Vibe view +
I All Boards &2 o
Q Search @® Person Y7 Fiter ~ 1| Sort @ Hide [= Group by
Q Search
02 Rachel and Chris Test
Couples name Person Files Status
files
v Something Borrowed
I Couples name Person Files Status
+ Add couples name
files
ot v Photos
You're a Guest here Couples name Person Files Status
Get monday.com'’s full power Caterer PLI Certificate ®
Create your account
+ Ad uples name

Q ? 9

o

[®)] Invite /4 | 6 +es

Email Phone numbe
Email Phone numibe
Email Phone numbe

4 Ask Sidekick
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In the ‘Files’ column, you can upload your file from your computer:

#'. mondaycom @ @ Guest v
G Home
My work
Q All Boards ~

Q Search

2 Rachel and Chris Test

- +
v ’ (R
You're a Guest here

Get monday.com's full power
Create your account

Rachel and Chris Test v

57 Client Overview Main table -

Q, Search @ Person Y/ Filter ~ 1| Sort

Couples name

I Couples name

+ Add couples name

v Photos 1Couples name
Couples name
Caterer PLI Certificate

+ Add couples name

% Alsuggestions

Build Vibe view © +

Person

Person

Person

@ Hide

Files

Files

files

Files

T
files

¥y Integrate

[= Group by

5 e a ? 2 @

&) Automate (D Invite [ 4 | &2
Status Email Phone numbe
Status Email Phone numibe
tatus Email Phone numbse

4 Ask Sidekick

At the top, click back to ‘Client Overview’, scroll down to ‘Files Gallery’ and
you will see your document there! You can add as many as you want:

#'. mondaycom | @ Guest v

@ H f
° Rachel and Chris Test ~
My work
s Client Overview - Main table

[ Al Boards ~

Q, Search

2 Racheland Chris Test

- +
&) ’ .
You're a Guest here

Get monday.com's full power
Create your account

New couples name  ~ [ERESEEPNIETWNRISS

I Alsuggestions

Build Vibe view  ©

Q search (@ Person

Y Filter «

2% Integrate

5 e a ? 2 @

¢ Automate (O Invite / 4 | &

M Export ~ ~

ii Files Gallery Vv

Q Search for files

Showing 1out of 1file

PLI 2025-2026.pdf

[ Files column

@ Apr 29, 2026

oo
oo

[+

{4 AskSidekick ;

And that’s it! For anything else, drop us an email at
enquiries@thewoodsatoakley.co.uk
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