
 
 

The Woods at Oakley Monday.com User Guide 

 

You will receive an email invitation that looks like this: 

 

 

 

 

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

 

 

 

 



 
 

 

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’: 

 

 

 

 

 



 
 

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

 

 

 

 

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

‘skip’: 

 

 

 



 
 

Click ‘get started’: 

 

 

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: 

 

 



 
 

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: 

 

 

 

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

you complete: 

 



 
 

 

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): 

 

 

 

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

Table’:  

 



 
 

 

 

Scroll down to the purple ‘Photos’ row: 

 

 

 

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

‘Caterer PLI Certificate’: 

 

 

 



 
 

 

 

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

 

 

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: 

 

 

And that’s it! For anything else, drop us an email at 

enquiries@thewoodsatoakley.co.uk  

mailto:enquiries@thewoodsatoakley.co.uk

