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Setting up Links for Active Carrot

Prior to setting up what you are going to sell through Active Carrot you must complete the
following through Links.

Set up a Web Till

To set up a Web Till go to Admin> Site> Other Site Parameters/Set up Locations> Tills

1. Add a new till

( h'
B, Till Setup S5

Till Code [ - Code:  [WEEB

g ‘ Add | Clear

CAFE 2

CATERING
CENTRE MANAGER
CENTRE MAMAGER
CRECHE

D

EVENT

FINAMCE

LOC 2 ADMIM

LOC 2 CAFETILL1

Lmm s mareT

v [OK X Cancel

A

2. Set it up for which store you will be selling stock from through Active Carrot

~| Create Til |

Store: |Dema Loc 1 Stare LI

Tilt:

Update | Clear |

3. Addit to the Web Applications Till Id

“Web Applications Till Id

If you have more than one location, you will need to complete this for each site.
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Set up anOnline Access Point

At the moment the way Session bookings work in Active Carrot, it adds an attendance,
therefore you must choose where you want to ‘attend’ online Session bookings.

To set up an Access Point go to Admin> Admin> Access Points.

-
. Access Points POS

=) E -] |

Dremio Location 1

Access Point I

LOCT BASKETBALL
LOCT Hw

LOC 1 IND COMP
LaC1 OUT COmMP
LOC 1 W2
LOC T ADMIN
LOC 1 CRECHE
LOC 1 5QUASH
LOCT STAGE1
LOC15TAGE 2
LOC 4 ADMIN

Name:  [WEB

Add ] Clear |

v OK

X Cancel |

Once you have set up an Access Point you need to go to Admin> Site> Other Site
Parameters/Set up Locations> Active Carrot and select a Online Access Point.

[ Detalz T Stock Stores T Tillz T Templates T.ﬁ.ppoint's ! EaldsT temberships Wigh Pazzes Clazz Types
i i - ity | SMS M

Sessions T Access F'u:nnlsT Clazs\Web TActwe [:anutT Security

—Active Carrot Settings

[+ Enable e-blast

Active Carrat Site |d:

Active Carrot Key:

Staff Code:

[¥ Enable &ctive Canot

Active Carrot and e-blast are web zolutions that allow your members to join and pay online, az well az online
cammunication through emails, SMS and MMS. Please contact your Links representative For more information

4

|
—

Select Access Point

Online Access Paint:

/
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Set up a Staff Member

When reporting on actions performed through Active Carrot, some reports show a Staff
Member that performed an action, for example, a new Membership sale. Therefore you
need to have an ‘Online Staff Member’ set up for Active Carroft.

To set up a new staff member, please refer to the Admin User Guide.

Once you have set up a new staff member go to Admin> Site> Other Site Parameters/Set up
Locations> Active Carrot and use the search field to search for your online Staff Member.

B9 Setup Locations @

Location: |Dem0 Location 1 J

Description: |Demo Location 1

|/ Details T StockStoresT Tillz T Templates T.&ppoint'sf[ﬁardsT MembershipsT Wizt Pagzes T Clazs Types
Sessions T Arncess F'u:uinlsT Clazz\weh TActive Ea[mtT Security T SMS

Active Carrot Settings

Active Carrot and e-blazt are web solutions that allow your members ta join and pay onling, as well as anling
communication through emails, SMS and MMS, Please contact your Links representative for more information

v Enable e-blast [¥ Enable Active Camot

Active Canot Site [d: |4

Active Carrat Kew | i

‘Stafonde: £102 JST.&FFMEMBEH,DNLINE }

Select Access Point

Online Access Paint: |WEB ﬂ

-Cm- =T *
= i)

Save Delete Clear Clone Cloze
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Memberships in Links

Entering your Membership descriptions

If you wish to, you can have a short description of the membership that displays online. To
enter this information you will need to add this fo the comments field of the Membership Type
setup (in the membership details).

B Membership Setup ﬁ
Membership
Cade: || J Mext Code | Set Statuz |
Descriptian: | Membership Details > | - |10 A
- . .
B3 Setup Membership Details @
Dretails Contract Price FPayment Schedule | Suspension l Join Fees l Available DatedTime  Comments
Comments
Thiz memberzhip allows pou access to all areas of our faciliby. You can -
attend 3z many times az you like, and attend group fithess clazses, use the
poal and the cardio room. |

Publishing your Memberships

Before your customers can purchase memberships online, you will need to specify which of
your Membership Types can actually be purchased online.

To do this go to Admin>Memberships/VP> Publish Mem Types to Web

[Memberships..""l.lfp] Retention Direct Debi

Mermbership »
Visit Passes r
Publish MemTypes to Web

Publish Visit Passes to Web
Activities

You may want to consider the names of your membership types as these may be internal,
but now that you are selling online, you will need to be aware that it needs to be something
that makes sense to your customers.

For those you want to sell online, click on ‘Publish’, then click on OK
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Tl ™
5. Publish Membership Types toc Web [ =R ﬂ
Code Description Publizh -
1196 Platinum kzhip - Trewhealth Clients $66 [
k1017 Platinurn Off Peal $83.00 ¥
w1377 Platinum Fetention Memberzhip [
1039 Prem Couple Day - Mon Account Holder [
k1038 Prem Couple Full - Mon Account Holder [
k1024 Premier Couple Day $152.00 I
k1025 Premier Couple Full $185.00 I
k1189 Promo bMemberzhip - 5 isits For $20.00 I
k1100 Facquet Spart Adult [
1101 Facquet Sport Concession [
k1102 Racquet Sport Junior [
k1156 Racquet Sports Adult B Month Membership I
k1158 Racquet Sports Child B Months I
1157 Racquet Sports Conceszsion B Maonths I |E|
1136 Fetek Monthly Premier Ful [ =
1132 Social Badminton [
k1155 Social Sports Membership 12 Months [
k1154 SDClaI Spurts Membershlp E Months I 8
v 0K X Cancel
W #

Please note once you have setup membership types for online purchase you will need to visit
the club portal through the manager login and press the Clear Cache button. This must be
setup one day prior to you want to make online sales as a minimum.

Membership URL Groupings

You can have membership types grouped based upon a product group in Links. By using
grouping you are able to specify ferms and conditions for each membership group and use
a separafe URL per membership group.

To set this up in Links go to Admin> Products/Services> Groupings.
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03 Product Grouping Setup - <New Entry=> -
Grouping:  |UPFRONT J

Description: ‘U PFRONT

Product/Group ‘ D escription
41000 Full Access 12 Months

Add

“cn-
-

*

Clear

Delete

Close

Save Clone

Visit Passes in Links

Entering your Visit Passes descriptions

If you wish to, you can have a short description of the Visit Pass that displays online. To enter
this information you will need to add this to the comments field of the Visit Pass Type setup (in
the Visit Pass details).

-

= — — Bt
B9 VisitPass Master Setup - - ﬁ

YizitPaszs

505
Code:  [vP1003 .| Mestrode

D escription: |2D Wisit Swim - Adult

anatiuns] Hepurting] Kewwords Eummentsl Yisit Pazz | Grouping

"alid for 20 visitz. E <pires in 12 months -

Publishing your Visit Passes

Before your customers can purchase Visit Passes online, you will need to specify which of
your Visit Pass Types can actually be purchased online.

To do this go to Admin>Memberships/VP> Publish Visit Passes to Web
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Membership »
Visit Passes r
Publish MemTypes to Web

Publish Visit Passes to Web
Activities

You may want to consider the names of your Visit Pass types as these may be internal, but
now that you are selling online, you will need to be aware that it needs to be something that
makes sense to your customers.

For those you want to sell online, click on ‘Publish’, then click on OK

r ™
B Publish Visit PassTypes to Web [E=EEE ™
Code Diezcription
p [ TivPI002 20 Yisik Swim - Adult
O MP1106 20%izit Swim Pass - Concession
| [wP1107 20Wigit Swirn Pass - Child
[ Select Al Delete Selected | v OK X Cancel
L iy

Please note once you have setup Visit Pass types for online purchase you will need to visit the
club portal through the manager login and press the Clear Cache button. This must be
sefup one day prior to you want to make online sales as a minimum.
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Products and Services in Links

When setting up Products and Services in Links to be sold online, you need to set up
Grouping in Links. Grouping is used fo link fogether Products and Services which will then
define the buttons within the Active Carrot Product Sales.

The items that make up the group must first be created. You may need to turn grouping on
first in Admin>POS>Setup> Products tab

Ey Setup Point of Sale e

l Eategnries] FPayment Optiong Heceipts] La_l,ll:u_l,ls] Youchers

Default GST: (10 A

( [* Usze Product Grouping , fzrmrand i |St_|,l|e

[*® IUze Product Comments

K.emwaord 2: |E|:|I|:|ur

k9
[* Usze Product Eewwords Kepword 2 |Size

To set up Grouping, go to Admin> Products/Services> Groupings

1. Enterin a Grouping Name and Description

2. Select the Products using the 3 dots that will be under that button in Product Sales.
Note you can select multiple products at a time.

3. Once you have selected all the Products you wish to be under this specific Grouping
which will appear on Online Product Sales, press Save

4. Repeat as needed
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5 Preduct Grouping Setup - <New Entry

Grouping:  [GOGGLES L]
Description: |GDGGLES

Product /Group | D escription

F104844 Speedo Gogales Adult Cyclone

P107E74 Speedo Goggles Adult Futura Biofuze

P107433 Speedo Gogales Adult Futura Biofuze Blk

P107EEY Speedo Goggles Adult Futura lee Plus

F107403 Speedo Goggles Adult Jet

P107530 Speedo Gogales AdultJet

P107E45 Speedo Goggles Adult Kick

P104468 Speedo Gogales Adulk Lazer

P107256 Speedo Goggles Adult b ariner

F107522 Speedo Goggles Adult b ariner

P107654 Speedo Gogales Adult Mariner

P107330 Speedo Goggles Adult b ariner Mirrar

P107603 Speedo Gogales Adulk Opal

P107420 Speedo Goggles Adulk Pacific Flexifit

F107ERE Speedo Goggles Adult Pacific Storm

P107702 Speedo Gogales Adult Wanguisher

P107E0E Speedo Goggles Adul W angquizher Mirmor

P103436 Speedo Gogales Aquablade

P105E74 Speedo Goggles Aquasocket

F1073E8 Speedo Goggles Agquasocket

P104225 Speedo Goggles Aquasocket Miror

P107160 Speedo Goggles Aguasocket Mirror Blk/Prk

P102944 Speedo Gogales Bormber
==
b=
Save

m

Add
7| @ %[ m
UI
Delete Clear Clone Cloze

Once you have completed the Grouping of the products/services you want to sell online,
you need to select which products/services you wish to sell.

To do this, go to Admin> Products/Services> Online Product Sales

1. Select a Store

2. If you wish to use a separate store for online stock see ‘Stores in Links' further in this

document
3. Select the ‘Select Products’ button

B Online Product Sales
{® Product Locatior: ‘DemoLocatmnW
o .
Service Stare: |DemDLoc1Stole

|F’roduct |Description
= 7| @] %0
- .','
Save Delste Clear Clane Cloge
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4. Select the products/services you want to sell online. Note you can select multiple
products/services at a time.

™
B Search u
Code Diezcription T
1107 2 P Up
P
P
P
P Diown
P
P
P
P
P
F Show Al
—Search by
oAl Location: IDemo Lacation 1 LI [T Al Products / Services Search
& Product Store: IDemo Loc 1 Store LI
= Serwice ‘ Code: I
 MemType £ Starting Select Al
D escription: & o . Igoggle
Wizt Pass 2 CORERg
[ Inc. Inactive ‘ Supplier: |<A" Suppliers> j Seget
Calurnng | ‘ Cozt & |equa|s ;' |
‘ Style: I Colour: I Size: I Cancel
L. A
' A
. Online Product Sales e s
Product Type
@® Product Loeation: IDemo Lacation 1 ;I Gelect Product[s]é
© Service Stare: IDemD Loc 1 Store ;I
Product D escription -
p |F104844  |Speedo Goggles Adult Cyclone
P107674  |Speedo Gogales Adult Futura Biofuse
P107433 |Speedo Goagales Adult Futura Biofuse Blk
P107EEY  |Speedo Goggles Adult Futura lze Plus
F107403  |Speedo Goggles Adult Jet
P107530  |Speedo Goggles Adult Jet e
FP107E45  |Speedo Goggles Adult Kick
F104468  |Speedo Goggles Adult Lazer
P107256  |Speedo Goggles Adult Mariner
F107522 | Speedo Gogales Adult Mariner
F107654 | Speedo Gogales Adult Mariner
F107390 | Speedo Goggles Adult Mariner Mirror
F107609 | Speedo Goggles Adult Opal
F107420  |Speedo Goaales Adult Pacific Flexifit
P107ESE  |Speedo Gogales Adult Pacific Storm
P107702  |Speedo Gogales Adult Y anguisher
FP107E0E  |Speedo Goggles Adult ' anguisher Mirrar
DA0240 (=] Ao [ . bl |_I
E= * :
=) | @ *
Save g Delete Clear Clone Cloze

5. Once you are happy with the Products and Services you have selected, press save.

NOTE: If you have access points such as a furnstile and are going to sell casual entries online,

you will need to contact Links Support to have barcode printing activated.
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If you are selling merchandise online, you may wish to set up another store to sell this out of,

allowing you to control online stock and also giving you the ability to have products set up at
a different price to what you would sell it at the Centre.

To set up an additional store for Active Carrot sales, please follow these instructions:

1. Go to Admin> SiteMenu> OtherSiteParameters/SetuplLocation
2. Select the Stock Stores tab

[ Sesgions T AccessF’ointsT Class\'eb T ActiveEanotT Security T S5

D etails Stock SlmesT Tillz T Templates TAppoint's.-’CardsT Memberships T Wisit Passes T Class Types [ ]

Stock Stores
Demo Loc 1 Store

Stock Store Mame: |E|NLINE STORE|

Add

Set Store as Default

Address: |AUGHTIE DRIVE

Subub:  [ALBERT PARK
State:  [WIC Postcode: |3208

3. Make sure that the field on the right hand side is titled Add Store
4. Entfer astore name i.e. Online Store
5. Click on the Add button

Once you have added the store, you are now able to go into the Products you are going to
sell online and add these to be sold at that store (with a different price if you wish)

Location:  [Diema Location 1 JEa | SetStalus | ACTIVE
Pricing ] Hapomng] Stock] Frerequisites I
Pricing Add to Store (_ ﬁ\
G5T: [10 3% || Store Fiice,$|  OwOnHand| Oy PerPack | Packs OnHand | tore: | OMLINE STORE -
Dema Lac 1 Store 1a.00 0 1 1}
Avg Cost [ex GET) $|0.00 Advertised Price (inc GSTY $ |16.00/
Oty On Hand.
[ Stop Ovenide Oty Per Pack: 1
[~ Require User Login on Sale Packs On Hand
[ Reguire Customer/Casual Add Clear
[¥ Always print receipt

If you are going to sell stock through an ‘Online’ store through Active Carrot, you will need to

add the ‘Web' fill that you have previously set up at the beginning of this document to this
Store.
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To set what Sessions can be booked to online, you will need to go into each session and
select ‘Web Visibility’ Publish to Web box.

Pa ™y
[ Sessions M
Find Existing Session Lacation: |Demo Lacation 1 j

General lScheduIe ] Accounting] Memb. F Types] Clazz Types]

Dretails
Instructor:  [KADASHIAN, KIM =]
Emergency: | j
Categony: |Bod_|r| Pump j Edit

Descrption:  (BODY PUMP

Capacity: |10 [~ Can over book zession.

102
( ‘e Vigbility: [ >
Kiosk Visibility: [~ E=clude From Kiozk Display
=== 7
= 7 @ *|
Save Delete Clear Clone Cloge
A ¥y

This can also be done in bulk through Admin> Sessions> Bulk Sessions Update

™y
5 Bulk Sessions Update [ﬁ

Category: |<<AII>> Location: |Demo Location 1 ﬂ
Type: [ccaly> Set
[® %alidate Instructar Clashes
Instructar: |<<AII>> Set
Create Mew Instructar
FlDon | Cear | | - F \
p tembership Show [Excl. =
Categony Tupe Day |Time Instuctor Cazual$ | Conc.$ 4 Other 4 wWeb iosk:‘
» 30MIM ABS Tue [10:20:00 &M |[SLEIGH, JULIA 20.00 0.00 0.00 480§ [ ]
Aquatic Exercize AQUATIC EXERCISE |Mon  [8:15:00AM |92 11.50 9.30 0.00 480§ O [ 1
Aquatic Exercize AQUATIC EXERCISE |Mon  [9:30:00AM |92 11.50 9.30 0.00 480§ O [ 1
Aquatic Exercise AQUATIC EXERCISE |Mon  [1:15:00PM |96 11.50 9.30 0.00 480§ O [ 1
Aquatic Exercise AQUATICEXERCISE |Twe [EB:15:00AM |95 11.50 9.30 0.00 480 ) O N
Aquatic Exercise AQUATICEXERCISE |Twe [9:30:00AM |92 11.50 9.30 0.00 480 ) |O N
Aquatic Exercise AQUATIC EXERCISE |wed |[8:15:00AM |91 11.50 9.30 0.00 480 ) O N
Aquatic Exercige AQUATIC EXERCISE |'wed [2:30:00AM |91 11.50 9.20 0.00 480 ) O] [ ]
Aquatic Exercige AQUATICEXERCISE |Thu  [B15:00AM |97 11.50 9.20 0.00 480 ) O] [ |
Aquatic Exercise AQUATIC EXERCISE |Thu  [8:15:00AM |94 11.50 9.30 0.00 480 ) |CJ [ ]
Aquatic Exercise AQUATIC EXERCISE |Thu  [3:30:00AM |94 11.50 9.30 0.00 4.80 ) |CJ [ |
Aquatic Exercise AQUATIC EXERCISE |Tue  |6:30:00PM  |HURLEY, JEMMA 11.50 9.30 0.00 4.80 ) |OJ [ ]
-
4 | | J b
Create Mew Seszion | Hiztary |
Comments: a
. Shaff |1 [DEMO LINKS
-c»- : *
Expart L .'I | . ) ﬂ
Save Delete Clear Clone Close
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Facilityin Links

Pricing

When sefting your pricing in Facility setup, there is the option for three pricing opftions:

e Casual
¢  Members***
e Client

***This does not mean everyone that holds a Membership gets the Member pricing. The
Membership Types considered a Member for Facility bookings is who you set to have
Member pricing in the Memberships screen in Settings. This is covered in the next part of this
document.

Admin> Facility> Setup Facilities> Modify Facility

[ Add/Madify Facility Dialog

Facility Code:  [BADMINTOM CRT 1 [Maw. 20 Chars]
Deseription: |Badmint0n m Prime Uzage: |Badminton ﬂ 4
Duration: |15 min Group Update Charges ‘
Charge/ 18 mins: |75 Charge/ 15 mins: [0 Charge/ 15 minz: |5
Charge/Hour: |30 Charge/Hour: |0 Charge/Hour: |20
Code:  [510088 ] Code:  [510068 ] Code:  [510080 ]
Deseription:  |Casual - Badminton Description:  |Casual - Badminton Description:  [Booking - Badminton Area

<

wy—

o) — €O

=)

Charges 15 minz: |?‘_5 Charge/ 16 mins: |0 Charge/ 15 mins: |5
ChargeHour  [30 ChargeHour [0 ChageHour  [20
Code: IW J Code: ’W J Code: ’W J
Description:  |Casual - Badmintan Description:  [Casual - Badmintan Description:  [Booking - Badmintan Area

r Can this facility have a staff member

v Setup charge overnides that can be applied
bocked with it?

T ey v [ Is this facility & configuration of it's parent?

r Send confirmation letters with this facilities

~ bookings?
Setup Override Charges
Code: J
Description: |
Charge/Hour: $ |0.00 B Tere Eere
b A
15| Page
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Facility and Membership Settings

There is now added functionality under the Facility Setup to cater for usage online in Active
Carrot and usage by Members and Casuals.

We suggest you make the changes to the Parent Facility as these can be pushed to the
Children Facilities. Once you have done this, you can make applicable changes to the
Parent Facility.

Go toAdmin> Facility> Setup Facilities> Settings

Seftings
EY. Facility and Membership Settings [
Facility: |Tenmstou|ls
Batings: I Memberchip
‘Web Bookings Grouping
f* Mot used in'web Bookings Faciity Group: | Tennis -

" Can be booked
‘web Description:

Hon-Member Cancellation

] (et I @Rty P inimum time prior to booking allowed to cancel

Max. days ahead user can book: 1 HH 1 MM: |0

Mirimum Booking Time [min ). |30

Mazimum Booking Time [min]. |60

Prime Lsage: Tennis > | Clear

Save Clase

Web Bookings
Designates use online by Active Carrot and the label that displays on the web.
Grouping

This defines the section that the Facility is assigned to display online with Active Carrot and is
used to complete the structure for Activity Use Limits. See the example scenarios for how o
set this up.

Cancellation

Users can enter the minimum fime prior to the booking starting that a Customer can cancel a
Facility booking through Active Carrof.

Non Member
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A Non Member is defined as anyone who doesn’t hold a valid Membership against the
Facility in the Membership Settings screen, a Responsible Person, Student, Visit Pass Holder or

Casual.

Here you set the parameters by which Non Members/Casuals can book this Facility.

Peak

Off Peak

Max Days ahead a

user can book

Minimum booking

fime

Maximum booking

fime

Prime Usage

Membership

Select if bookings can be made in peak times (Peak times are set
up in Facility set up)

Select if bookings can be made in off peak times (Off Peak times
are sef up in Facility set up)

Enter how many days ahead that a booking can be made by a
Non Member

Enter the least amount of fime a Non Member can book for in any
one booking

Enter the most amount of fime a Non Member can book for in any
one booking

This is the Prime Usage that will be used for Non Member bookings
(for more information on Prime Usage, please refer to the Facility
User Guide)

There is the ability now to designate booking availability by Membership Type for each
Facility. As above for the Non Members this includes:

¢ Whether they get the Member rate when they book in Peak fimes

o Whether they get the Member rate when they book in Off Peak times
¢ How many days ahead they can make a booking

e The minimum and maximum times in minutes they can book for

o The ability to use a different prime usage for each Membership Type

[ Facility and Membership Settings

Facility: |Tennis Courts

Settings

FilDown | Clear | Delete 7 r | =~

Select Types
[ [M141E |Bronze Tennis |LBL_DD O ] E |30 |60 [Tennis |
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Once you have set these up, the rules can be pushed to the Facilities Children

T R PR |

o 1 1 R

-Tennizs [ Add Facility

“Ternis O Modify Facility
i Tenniz [ -
é----TennisE Copy Facility
- Tennig Delete Facility

i Tenniz O
i Tennis Push These Times To Children

- Tennis O Copy Availability Times
Copy Facility Assets

Copy Product and Service
Copy Memberships

Facility Activity Use Limits

Push Web, Membership and other settings to Children

Each Facility is assigned an Activity which links them together for limits on use by Non
Members and by Membership Type. The limits are then set through the ‘Facility Activity Use
Limits’ screen.

The limits are set by designating limits by day, week, month or/and year and assigning that to
Membership Types or Casual. You can have multiple limits per Activity for multiple
Membership Types. For more information on how to set these up, please refer fo the example
scenarios.

Admin> Facility> Facility Settings> Activity Use Limits

-

59 Facility Activity Use Limits —

S

Activity Uze Limits

Description: |Bronze Tenniz Daily

Achivity |'|' ennis

Pricing: lm
Hours: l‘li Finutes: ID—
Per period: | Day -
Memberships: Code | Description
M1416 Bronze Tennis

Clear ‘ Delete ‘

The zettingz for the shortest period take precedence. eg. 60 minz per day
applies befare a per week or per month setting,

¥ 0K X Cancel

Description
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Activity Select an Activity for the limit

Pricing Select if this limit is for Casual or Member pricing

Hours Select the limit of how many hours they can book for

Minutes Select the limit of how many minutes they can book for

Per Period Select if the limit is Daily, Weekly, Monthly or Yearly
Memberships If setting up Member limits, select which Membership Types this

limit applies to

F -

B3 Facility Settings =NECN X
Faciiy Selings | Activity Use Limits |
Facility Activity Use Limits
Theze paranneters contral the total time a custorer can book. a particular & ctivity for within the defined
period and receive the member rate, or the same for casuals. The shorter duration takes precedence.
Filter by Activity: | Tennis ﬂ
D ezcription | Fricing | bl &t Tirne: | Feriod
Mon Member Tenniz Cazual 24 hrz Day
Bronze Tennis Daiy Member 1hr Day
Gald Tennis Daily Member 2hrs Day
Silver Tenniz D aily Member 1hr Day
Silver Tenniz Manthly Member 15 hre Manth
Eronze Tennis Monthly Member 10 ke Manth
Gald Tennis Weekly Member 10 ke Week
&dd Delete ‘
v 0K ‘ X Cancel ‘

If they exceed the Member limit, it will charge the Non Member/Casual rate. Once they
have exceeded the Member and Non Member/Casual limifs, it will restrict the Customer from
exceeding the limits when booking through the Active Carrot Customer Portal.

Please see below for 3 scenarios for setting up your Facility for Active Carrot bookings.
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Scenario One

Member and Casual Pricing are the same

If your current member and casual pricing are going to be the same, you need to complete
the following settings. For example, lane hire and court hire are the same price for everyone
for casual hire of the space. The only price difference is for clients which this does not affect.

Members and Non Members/Casuals will have the same parameters set up and therefore
the rules will be the same for both.

Settings

Go to Admin> Facility> Setup Facilities> Settings

[ Facility and Membership Settings @

Facility:  |Basketball Hall

Settings T Membership

‘Web Bookings Grauping

% Mot used in ‘web Bookings Facility Group:

" Can be booked

‘web Description:

Non-Member Cancellation
[ Peak [ Off Peak
Max days shead user can book: |0

Minirumn time: prior ko booking allowed to cancel

HH: |0 MM: |0

Minimum Booking Time [mir, ) a

Maximumn Baoking Time [min]: |0

Prime Usage: Clear

Save Close

Web Bookings
“Web Bookings

f* Mot uzed ineb Bookingz

i~ Can be booked
Web Description:

Enter a web descripfion that will appear when making a booking through Active Carrof.
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Grouping

— Grouping

Facility Group:  |{=EE =1 |

You will need to select a Facility Group. This is used to complete the structure for Activity Use
Limits and must be completed. If you have already setup Facility Groups, you can use the

drop down to select the applicable group. Otherwise, select the three dots and complete
the following.

i B’
B Facility Web Groups E=REEE
Marme: || _l

Description: I

Ativity ; | | |:|ear|
~C .-
= ANVAN TR |

Save Delete Clear Clone Cloze

1. Enter a name

2. Enter a description

3. Select an activity. If you have not already set up Facility Activities you will need to
complete this through Table Maintenance. For more information on Table
Maintenance, please refer to the Admin User Guide.

[53 Groups Setup - <New Entry> | = & 2| Grouping
Facility Group: I j . I
Name.  [BASKETBALL =

Dresciiption: IBasketbaII

Activity : I

-
1 e l
[3 Facility Activities 4 —

Description I Comment

=| (7 e it concel
Personal Trainers Personal Trainers —

Save Delete Squash

T

Maximurn Baooking Time [min} |0

b T | 3

Prime Usage: I

Table Maintenance ¥ OK | X Cancel |
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-

9. Groups Setup - <Mew Entry = | B |t

Mame:  [BASKETBALL J

Descripion: |Basket|:ua||

Activity : |Easket|:ua||

Clear
= (7| @ %[
- )

Save Delete Clear Clane Cloze

L

Cancellation
Cancellation

kirirnum time prior to booking allowed to cancel

HH: |1 bkd: |00

Enter the minimum fime prior to the booking starting that a Customer can cancel a Facility
booking through Active Carrof.

Non Member

Mar-t ember

[v Peak v Off Peak
Max. dayz ahead uzer can book: |3

inimum Booking Time [min]: |20

b axirmum Booking Time [min] |80

Frime Uzage: | B azketball j Clear

Enter the parameters for Non Member/Casual bookings. In this example:

e They can book during Peak and Off Peak times

e They can book 3 days ahead

e They can book for a minimum of 30 minutes in any one booking
e They can book for a maximum of 60 minutes in any one booking
o The prime usage for these bookings is Basketball
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Membership
Admin> Facility> Setup Facilities> Settings

In this sifuation you would need to select all the Memberships you sell and set the parameters
to the same as the Non Members settings as no Memberships get different pricing or
parameters.

As you can see in the Facility Setup, the Member price and Casual pricing is the same,
therefore we need to add all Memberships to the Membership Settings to say that they get
the same parameters as Non Members/Casuals.

[ Add/Modify Facility Dialog =5
Faciity Code:  |BASKETBALL HALL  [Maw 20 Chars)
Description: |Easketball Hall Prirne Usage:
Durgtior: |15 mifrs Group Update Charges ‘
Charge/ 15 mins:  [7.5 Charge/ 15 mins:  [7.5 Charge/ 15 mins:  [625

t Charge/Hour: |20 ’ ' Charge/Hour: |30 i Charge/Hour: |25
Code:  [510078 [] Lode:— {210078 ] Code:  [510078 ]

Diescription: |E=go!<ing - Basketbal Description: [Booking - Basketbal Diexcription: |Booking - Basketbal
Charges 15 minz |7.5 Charge 15 minz:  17.5 Charge/ 18 mins:  |6.25

‘ Charge/Hour. |30 } 'Chalgex’Hour: 30 ’ Charge/Hour: |25
Code . Jo10078 = Code:  |510078 = Code:  [510078 ]

Description:  [Booking - Basketball Description:  [Booking - Basketbal Description:  [Booking - Basketbal

v Can this facility have a staff member v Setup charge overides that can be applied

booked with it? to this facillies bookings [ Iz thiz facility a configuration of it's parent?

Send confirmation letters with this facilities

W i !
[ Use Related Staif bookings?

Code: ,7 J

Description: |
Charge/Hour: § |0.00 Save Clone Cancel

Setup Ovemde Charges ‘

[ Facility and Membership Settings Iﬁ

Facility: |Baskstba\l Hall

Setings Il Membership
Gelect Types FilDown | Clear | Delete = r | |
Filldown | Cade Descripti Peak OffPesk  |Daps Ahead -
1410000 ship E]
[} M1016 LBL DD ] [ E]
] 1131 Concession - B Months LBL_UFROMT vl ] 3 30 B0 Baskethall
] M1132 Social Badminton LBL_UFROMT vl ] 3 30 B0 Baskethall
] K1195 E Manth Membership LBL_UFROMT vl ] 3 30 B0 Baskethall
L] M1411 Health Club DD LEL_DD [v] v 3 a0 0 Basketball
O k1414 Gold Tennis LBL_DD v =] 3 30 B0 Basketbal
O 11415 Silver Tennis LBL_DD v =] 3 30 B0 Basketbal
O M1416 Bronze Tennis LBL_DD vl =] 3 30 [=0] Basketbal
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Push Settings to Children
Admin> Facility> Setup Facilities

Once you have completed the Parent Facility, you can push the settings to the Children.

| =N (=4 1) 3 Y

Add Facility
Madify Facility
Copy Facility
Delete Facility

Push These Times To Children

Copy Availability Times

Copy Facility Assets

Copy Product and Service

Copy Memberships

Push Web, Membership and other settings to Children

Facility Settings — Activity Use Limits
Admin> Facility> Facility Settings

These parameters control the total time a customer can book a particular Activity for within
the defined period and receive the Member rate or same for Casuals. In this scenario that
Non Members/Casuals can make as many bookings as they like in a day, you need to select
the following:

' ™
B3 Facility Activity Use Limits 3

Activity Use Limits

Description: |B askethall

Ackivity : |Basketball J

Pricing: | Casual j
Hours: |24 tirutes:
Perpeiod -
tdemberships: Code | Dezcription

The zettings for the shortest period take precedence. g, B0 ming per day
applies before a per week or per month setting.

Pleasze ensure the Casual limit will cowver the total time for Member and Casual
pricing.

¥ 0K X Cancel
L —W

Which will display like this when Basketball is selected from the drop down menu
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' ™
B Facility Settings oo B

Facily Setiings | Activity Use Limits |
— Facility Achvity Use Limits

These parameters control the total time a customer can book a particular Activity for within the defined
period and receive the member rate, or the same for casuals. The shorter duration takes precedence.

Filter by Actisvity:

Description | Fricing | tax Time | Feriod |

B azketball Casual 24 hrz Day

Add Edit | Delete |

¥ 0K | X Cancel |

25| Page

%3 LinksPlus




=3 Links

MODULAR SOLUTIONS

Scenario Two

Different Membership Types receive different booking Parameters and Rules

If you have different layers of memberships that receive different pricing and parameters,
you need to complete the following settings. For example, you have 3 different Tennis
Memberships that entitle them to different parameters and use depending on their
Membership Type. For example:

e Gold Tennis Membership
e Silver Tennis Membership
e Bronze Tennis Membership

Seftings

Admin> Facility> Setup Facilities> Settings

EY. Facility and Membership Settings [
Facility: |Tenmstou|ls
Batings: I Memberchip
‘Web Bookings Grouping
+ Mot used in eb Bookings Facilty Group:
ty Group: A

" Can be booked

‘web Description:

Hon-Member Cancellation
[ Peak [~ Off Peak
Max. daps shead uzer can book a

Minimum time prior ko booking allowed to cancel

HH: o [ S ]

Minimum Booking Time [min.]: (0

M azimum Booking Time [min, | a

Prime Lsage: Clear

Save Clase

Web Bookings

Yweb Bookings

i+ Mot uzed in‘web Bookingz

i~ Can be booked
Wweb D escription;

Enter a web description that will appear when making a booking through Active Carrot.
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Grouping

— Grouping

Facility Group:

You will need to select a Facility Group. This is used to complete the structure for Activity Use
Limits and must be completed. If you have already setup Facility Groups, you can use the
drop down to select the applicable group. Otherwise, select the 3 dots and complete the

following.

-
B9 Facility Web Groups

M ame:
Dezcription:

Activity :

]

=~CE- +*
=| 0] @] *| B
Save Delete Clear Clare Close
S -
4. Enter a Name
5. Enter a description
6. Select an Activity. If you have not already set up Facility Activities you will need to
complete this through Table Maintenance. For more information on Table
Maintenance, please refer to the Admin User Guide.
Settings T tdembership
5. Groups Setup [=® = |
i ‘wieb Bookings
i+ Notused in'web Bookings Mame: | TEMNIS J ﬁ |:
" Can be booked Description: ITennis
W’ebDascliption:l bt I D om
— MoryMambr o | = Facilty Activities ™ o 28 =]
e — —
[~ Peak -ive Description | Comment
Max days shead user can boak: ID_ =3 E‘:rs:ner:ia!}rainers Personal Trainers
Minirumn Booking Time [mirn. ): ID_ %
b a=irnum Boaking Time [min. ): IU_
Prime Usage: I LI C\earl ‘ _ l !
T able M aintenance | v OK | X Cancel |
E———— |
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'l '
B3 Groups Setup E@g
M arne: ITENNIS _I

Dezcrnption: ITennis

Activity ITennis Clear
.=
- @ . *s [I
Save Delete Clear Clane Cloze

L

Cancellation

— Cancellation

kirirnum time prior to booking allowed to cancel

HH: |1 b b IEIE|

Enter the minimum fime prior to the booking starting that a Customer can cancel a Facility
booking through Active Carrof.

Non Member

— Mot ember

[T Peak v 0Off Peak
Max. dayz ahead uzer can boak: I‘I

Minimum Booking Tirme [min.]: IEEI

b aximurn Booking Time [min.]: IEEI

Clear |

Frime Uzage:

Enter the parameters for Non Member/Casual bookings. In this example:

o They can book during Off Peak fimes only

e They can book 1 day ahead

e They can book for a minimum of 30 minutes in any one booking
e They can book for a maximum of 60 minutfes in any one booking
e The prime usage for these bookings is Tennis
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Membership
Admin> Facility> Setup Facilities> Settings

In this scenario as you are giving different parameters to different Membership Types, you
must complete this section for each different scenario.

B3 Facility and Membership Settings @
Facility: ‘Tenms Couwt 1
Seftings || Hembership
Select Types FilDown | Clear | Delete r g | =

Description Max. Time

Gold Tennis

OffPeak  |Days Ahead |Min. Time Prime Uzage

7 a0

[m] [M1416 |Bronze Tennis |LBL_DD a i) 13 |30 |60 [Tenris |

In the above example, the following applies when a booking is made by a Member that
holds the one of the above Membership Types:

Gold Tennis Membership

o  Get Member pricing during Peak and Off Peak times
e Can book seven days in advance
e Can book for at minimum of half an hour and a maximum of two hours

Silver Tennis Membership

o Get Member pricing during Peak and Off Peak times
e Can book three days in advance
e Can book for at minimum of half an hour and a maximum of one hour

Bronze Tennis Membership

e Get Member pricing only during Off Peak times
e Can book three days in advance
e Can book for at minimum of half an hour and a maximum of one hour

All other Membership Types are considered a Non Member/Casual and will be charged Non
Member/Casual Pricing and reflect the parameters of a Non Member/Casual booking.

Push Settings to Children

Once you have completed the Parent Facility, you can push the setftings to the children.

e

Add Facility
Modify Facility

Copy Facility
Delete Facility

Push These Times To Children
Copy Availability Times

Copy Facility Assets

Copy Product and Service
Copy Memberships

Facilly To Selected Push Web, Membership and other settings to Children
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Facility Settings — Activity Use Limits
Admin> Facility> Facility Setup

These parameters control the total time a customer can book a particular Activity for within
the defined period and receive the member rate or same for casuals.

For example:
Gold Tennis Membership

Is allowed 2 hours of bookings per day at Member pricing and they have a limit of 10 hours a
week at Member pricing, therefore you would complete the following:

1. Enterin 2 hours per day at Member pricing

o N
B9 Facility Activity Use Limits (S

Achivity Use Limits

Description: |I3n|d Tenmis D aiy

Achivity : |Tenni$

F'ric:ing: |Membe[ j
Hours: |2 Minutes: |0 I
Per period: | Day - |
Memberships: Code | Dezcription
1414 Gold Tenniz
Select | Clear | Delete ‘

The zettings for the thortest period take precedence. eq. B0 mine per day
applie: before a per week or per month zetting.

¥ Ok X Cancel

L A

2. Then you need to specify that they can have a maximum 10 hours a week at
Member Pricing
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(& Facility Activity Use Limits [

—Activity Use Limits

Degcription; IGoId Tennis Weekly
Activity : ITennis |

Pricing: | Member |

Hours: I‘ID Minutes: I
Per period; IWeek vl

i M emberships: Code | Description |
k1474 Gaold Tennis

-

' Select Clear Delets

The gettings for the shaortest period take precedence. eq. B0 mins per day
applies before a per week or per manth setting.

v 0K X Cancel

3. This would show you the following under the Activity Use Limits

i ™y
B Facility Settings [E=EE ™
Facility Settings T Achtivity Use Limits ]
— Facility Activity Use Limits
These parameters contral the total ime & custarmer can book & particular Activity far within the defined
peniod and receive the member rate, o the zame for casualz. The shorter duration takes precedence,
Filter by Activie | Tenniz ;I
Drescription | Fricing | bax Time | Period |
Gaold Tenniz D aily Member 2 hrs Day
Gald Tenniz Weskly Member 10hrs ‘Week
Add Delete |
¥ 0K | . Cancel |
L A
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Silver Tennis Membership

Is allowed a one hour booking per day at Member pricing and they have a limit of 15 hours a
month at Member pricing, therefore you would complete the following:

1. Enterin one hour per day at Member pricing

("8 Fadility Activity Use Limitsll — ——— i)

—Activity U ze Limnit

Drescription: ISiIvel Tennis D aily
Activity : ITenniS _I
Pricitg: lm
Hours: I‘I— Mirwtes: I—

Per period: | gy -
Memberships: Code I Degcription
M1415 Silver Tenniz

Clear Delete i
The gettings for the shortest period take precedence. eg. BO ming per day
applies befare a per week ar per month setting. i
¥ 0K | X Cancel |
b= ¥y

2. Then you need to specify that they can have a maximum 15 hours a month at
Member pricing

('S, Faiity Activity Use LimitsliliD —— )

— Activity Usze Limitz

Drescription: ISiIver Tenniz Monthly

Achivity © ITennis _l
Pricing: lm
Hours: I‘IE— Minutes: I—
Fer period: lm

M emberzhips: Code | Dezcription |
k1415 Silver Tenniz
| i Select Clear | Delete | |

The zettings for the shortest period take precedence. eq. B0 mins per day
applies before a per week or per month setting,

¥ Ok X Cancel
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3. This would show you the following under the Facility Activity Use Limits

r ™
B3 Facility Settings E=REER

Faciy Seliings | Activity Use Limits |

— Facility &ctivity Usze Limnits
These parameters control the total time a customer can book a particular Activity for within the defined
period and receive the mermber rate, or the zame for casualz. The shaorter duration takes precedence.

Filter by Activity: | Tenniz ;I

Drescriptian | Pricing | kax Time | Period |
Gold Tenniz Daily i ember 2 hrs Day

Silver Tenniz D aily tember 1hr Day

Silver Tenniz Monthiy tember 15 hrs Manth

Gald Tenniz Weekly tember 10 hrs Wwieek

E dit | Delete |

v 0K | X Cancel |

Bronze Tennis Membership

Is allowed a one hour booking per day at Member Pricing and they have a limit of 10 hours a
month at Member pricing, therefore you would complete the following:

1. Enterin one hour per day at Member pricing

' ™
B Facility Activity Use Limits =

— Achivity Uze Linit

Description: Ianze Tenniz D aily
Activity ITennis _I
Pricing: lm
Howrs: I‘Ii Minutes: I—

Perperiod:  |Day -
Memberships: Code | D ezcription |
M1416 Bronze Tennis

Select Clear Delete

The zeftings for the shortest penod take precedence. eg. BD mins per day
applies before a per week or per month setting.

¥ 0K X Cancel
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2. Then you need to specify that they can have a maximum 10 hours a month at
Member pricing

' ™
I Faility Activity Use Limits 5

Aptivity Usze Limits

Description: |Bronze Tenniz Monthiy
Activity |Tennis J
Pricing: m
Huours: ,1[‘7 Iirubes: ,—
Per period: ’m

Memberships: Code | D escription
M141E Bronze Tennis
Select ‘ Clear ‘ Delete ‘

The zettings for the shortest period take precedence. eq. B0 minz per day
applies before a per week or per month setting.

v OK X Cancel

3. This would show you the following under the Facility Activity Use Limits

B, Facility Settings =RREN X
Facility Settingz T Activity Use Limits 1
Facility Activity Uze Limits
Thesze parameters control the total time a cugtomer can book a particular Activity for within the defined
perind and receive the member rate, or the zame for cazuals. The shorter duration takes precedence.
Filter by Activity: | Tannis ﬂ
D escription | Fricing | Max Time | Periad
Gold Tennig D aily M ember 2 hrz Dy
Silver Tenniz Daily M ember 1hr Dy
Bronze Tenniz D aily b ember 1hr Day
Bronze Tenniz bonthly b ernber 10 ks tamth
Silver Tenniz Monthiy M ember 15 hrz tonth
Gold Tennis Weekly hember 10 krz Wieek
Add ‘ E dit ‘
¥ K | X Cancel

Now that you have completed the Activity Use Limits for Gold, Silver and Bronze
Memberships, you need to enter the Non Member/Casual limifs.

Non Member/Casuals can make as many bookings as they like a day, therefore you would
need to enter the following
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r Al
Facility Activity Use Limits
[ Facility Activity Use Limi - M

— Activity Use Limits

D escription: IN on Member Tennis

Activity : ITenniS |
Fricing: ICasuaI vl

Hors: |24 Minutes: I

Per period: {8 -
Memberships: Code | Desgcription
| |
Select Clear Delete |

The zattings for the shortest period take precedence. eg. B0 ming per day
applies before a per week or per month setting.

Pleaze ensure the Casual limit will caver the tatal time for Member and Casual
pricing.

v 0K | X Cancel |

Which will display like this when Tennis is selected from the drop down menu

i ™
B Facility Settings EEREER

Faciy Setiings |  Activity Use Limits |

— Facility Activity Use Limits
Theze parameters control the total time a customer can book, a particular Activity far within the defined
penod and receive the member rate, or the zame for casualz. The thorter duration takes precedence.

Filter by Activity: | Tenniz ;I

Description | Pricing | tlam Time | Period |
Man Member Tenniz Cazual 24 hrs Day

Bronze Tenniz Daily tember 1hr Day

Gold Tenniz Daily tember 2 hrs Day

Silver Tenniz Daily tember 1hr Day

Silver Tenniz Monthiy tember 15 hrs tdonth
Bronze Tennis konthly tember 10 hrs tdonth

Gold Tennis Weekly tember 10 hrs Wieek

E dit | Delete |

v 0K | X Cancel |
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Scenario Three

A Facility can be booked with a Staff Member

If you have a membership that allows a staff member to be booked with if, you need to
complete the following settings. An example of this is you have a Personal Training
membership that gives the Member one free Personal Training session a week. The Member
pricing when setting up the Facility would be $0.

Seftings

Admin> Facility> Setup Facilities> Settings

EY. Facility and Membership Settings [

Facility: |PEH SONAL TRAINERS

Sellings: 1 Membership
‘Web Bookings Grouping
L =
‘web Description:
Non-Member Cancellation

[ Peak [~ Off Peak
Max. daps shead uzer can book a

Minimum time prior ko booking allowed to cancel

HH: o [ S ]

Minimum Booking Time [min.]: (0

M azimum Booking Time [min, | a

Prime Lsage: Clear

Sawe Clase

Web Bookings

“Web Bookings

i+ Mot uzed inweb Bookings

i~ Can be booked
“Web Description:

Enter a web description that will appear when making a booking through Active Carrot.
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Grouping

— Grouping

Facility Group:  |[{Z1E: - |

You will need to select a Facility Group. This is used to complete the structure for Activity Use
Limits and must be completed. If you have already setup Facility Groups, you can use the
drop down to select the applicable group. Otherwise, select the 3 dots and complete the
following.

r ™y
&3 Facility Web Graups [ES R
Mame; || _l
Dezcription: I

Aactivity I | Elearl

-
= 7| @ *| B
Save Delete Clear Clone Close

L y

7. Entera Name

Enter a description

9. Select an Activity. If you have not already set up Facility Activities you will need to
complete this through Table Maintenance. For more information on Table
Maintenance, please refer to the Admin User Guide.

®
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B3 Facility and Membership Settings

" Can be booked

‘web Description:

Faciiy: |PERSONAL TRAINERS
Settings T Membership
([=[E] = |
r~wieb Booking: {3 Groups Setup -
@+ Not used in‘Web Bookings

i~ Non-Member

Max. days shead user can book:
Minimum Booking Time [mir. )

Masimum Baoking Time (min. |

. '8
Activity: | = Eacility Activities [
I Description | Comment
v Peak v O Basketbal
ey (e Personal Trainers Personal Trairers
7 Squash
Tennis
&0
&0 « " | +
Prime Usage: IF‘elsonaITraimng ;I Clear
Table Maintenance ¥ OK X Cancel

Name:  [TRAINERS =

Drescription: IF‘elsonaITrainer

Save Close

-

[ Groups Setup

Name:  [TRAINERS _|

Dezcription: IPersnnaITrainer

Activity : IF'ersunaI Trainers

= 7| @ *
= @ Cloze
Save Delete Clear Clone
W
Cancellation
— Cancellation

FirirnLim time prior ta boaking allowed to cancel

Enter the minimum fime prior to the booking starting that a Customer can cancel a Facility

booking.
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Non Member

Mon-Member
[v Peak v 0Off Peak
Max. days ahead user can book: |7

Minirurn Booking Time [min): |B0

b axirmum Booking Time [min; |60

Frime Uzage: |F'ersu:una| Training j Clear

Enter the parameters for Non Member/Casual bookings:

e They can book during Peak and Off Peak times

e They can book 7 days ahead

e They can book for a minimum of 60 minutes in any one booking
e They can book for a maximum of 60 minutes in any one booking
¢ The prime usage for these bookings is Personal Training

Membership
Admin> Facility> Setup Facilities> Settings

In this scenario as you are giving different parameters to different Membership Types, you
must complete this section for each different scenario.

5 Facility and Membership Settings @
Facility: |PEHSDNAL TRAINERS
Settings T Membership
Select Types FilDown | Clear | Delets 2 ~ [ =l
Filldowin | Code Desciiption PayType Pesk OifFeak  |Daps Ahead |Min. Time Max. Time Prime Uzage -
Personal Training x1 Membership LEL DD 7 B0 &0 Training

In the above example, the Personal Training x1 membership has the same booking
parameters as a Non Member/Casual booking.

Personal Training x1 Membership

e Get Member pricing during Peak and Off Peak fimes
e Canbook 7 days in advance
e Can book for one hour at a time

All other Membership Types are considered Non Members/Casual and will be charged
Casual Pricing and reflect the parameters of a Non Member/Casual booking.
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Push Settings to Children

Once you have completed the Parent Facility, you can push the settings to the children.

=} FERSONAL TRAINEFS Rnnkina Parinds: | S SV
_ Add Facility
LIsA Modify Facility
e MATT -
E----MIEH.-’-‘-.EL;‘E-. Copy Facility
- MICK, Delete Facility
e TR L
- 5TADIIMS Push These Times To Children

Copy Availability Times
Copy Facility Assets
Copy Product and Service
Copy Memberships

Push Web, Membership and other settings to Children

Facility Settings - Activity Use Limits
Admin> Facility> Facility Setup

These parameters control the total time a Customer can book a particular Activity for within
the defined period and receive the Member rate or same for Casuals. For example:
Personal Training x1 Membership

Is allowed an hour booking a week at Member pricing which is $0 in this case as they get one
free Personal Training session a week, therefore you would complete the following:

4. Enferin one hour per day at Member pricing

rd ™
B Facility Activity Use Limits [

Activity Uze Limits

Description: |1x Ferzonal Training Membership

Activity : |F‘ersonal Trainers
Pricing: | Member -

Hours: |1 Minutes:
Per perind:  |week -

Memberships: Cods | Description |
1417 Persanal Training =1 Membership
Select | Clear | Delete |

The zettings for the shortest period take precedence. eq. B0 mins per day
applies befare a per week or per manth setting.

v OK X Cancel
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5. After this is entered, you need to enter the Non Member/Casual rules. A Non
Member/Casual can make as many bookings as they like, however they will be

charged at Non Member/Casual Pricing

rd ™
B3, Facility Activity Use Limits S

—Activity Use Limits

D escription: IEasuaI Perzonal Training

Activity : IPersonaITrainers |
Fricing: Icagua| vl

Hours: |24 Minutes: I |

Per perind:  |FE -
|
Membershipz: Code | Description
Select Clear Delete
] The zettings for the shortest period take precedence. eg. B0 ming per day

applies before a per week or per month setting,

Pleaze ensure the Cazual limit will cover the tatal time for Merber and Casual
pricing.

v OK | X Cancel |

6. This would show you the following under the Activity Use Limits

-

(59 Facility Settings

= | B - |

Facility Settings T Activitpy Uze Limits ]

— Facility &ctivity Uze Limitz

Thesze parameters control the tatal time a cuztomer can book a particular Activity for within the defined
period and receive the member rate, or the same for casual:. The shorter duration takes precedence.

Filter by Activity: | Personal Trainers ;I

Description | Pricing | b aw Time | Period |
Cazual Personal Training Cazual Day

1w Perzonal Training Membership tember Week

E dit | Delete |

ok | X Cancel |
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Assigning Staff to a Facility

If you are using Scenario three, you will have to add a Staff Member to a Facility so they are
booked as well as the Facility.

Ensure that you have selected for the Facility to be able to be booked with a Staff Member
first of all.

Admin> Facility> Setup Facilities> Modify Facility

Ensure you fick both 'Can this Facility have a staff member booked with it2’ and ‘Use Related
Staff’.

I —"

v Can thiz facility have a staff member
booked with it?

v Use Felated Staff

Code: I— _I

Descriptior: |

Charge/Hour: § IEI.EIEI

L

Admin> Facility> Add Staff to Facilities

In the below example, | have added Lisa Johnson staff member to the Facility ‘LISA’ so when
a booking is made Lisa Johnson is also booked out and can't be double booked.

r ™
5. Add Staff to Facilities = L=
""" D CARPARKS + | Facilty I IPersonaI Trairers j
l [JDEMOLOCS DEMO LOC 1/PERSOMAL TRAINERS/LISAS
B[] FOYER AREA Staff Name | StaffCade |
B[] FUNCTION RO [ JOHNSON LISA 100
B[] HEALTH AND W/ [T KADASHIAN KIM 2
E-[]PERSONAL TRA [ PRESTON ANDREW 4

FLCISTADIUMS  ©

] 1 ¢
ST [~ Select Al
— Assign Additional Staff Cost r— Prime Usage
Service Code: I J Overmide Price/Hour $: I Personal Training
¥ 0K | X Cancel
L ey
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Ability to Book with Staff Member (Personal Trainer/Coach)

A Facility can be aligned with one Staff Member or multiple Staff Members which can be
aftached alongside a Facility at the time of booking.

First, you must say in the Facility set up screen that a Staff Member can be booked with the
Facility.

Admin> Facility> Facility> Setup Facilities> Modify Facility

Ensure you fick both 'Can this Facility have a staff member booked with it2’ and ‘Use Related
Staff’.

5 Add/Medify Facility Dialog Iﬁ
Facility Code: — [pT {Maw. 20 Chars]
Description:  [Persanal Training Prime Usage: | Personal Training j 4
Duration: |15 ming Group U pdate Charges
Charge/ 15 ming: |20 Charge! 15 minz: |0 Charge/ 18 ming: |20
ChargesHour: |80 Charge/Houwr: |0 Charge/Hour: |80
Code:  [510109 | Code  [510109 = Code:  [570708 =
Description:  [Baaking - Stadium - Raam Description:  [Baoking - Stadium - Foom Description:  [Bocking - Stadium - Room
Charged 15 ming: |20 Charge/ 15 mins: |0 Charge/ 15 ming: |20
Charge/Hour: |80 Charge/Hour: |0 Charge/Hour: |80
Code:  [510703 =] Code:  [510103 = Code [310709 ]
Desciiption:  |Booking - Stadium - Foom Deseription:  |Bocking - Stadium - Room Description:  [Bocking - Stadium - Room
' Can this facility have a staff member \ Setup charge overnides that can be applied p o - o P 2
I~ btk with it2 b0 this Facilfiss bookings [ |z thiz facility a configuration of it's parent?
Send confirmation letters with this facilities
ihgs?
[V Uss Related Staff bookings*
Setup Overide Charges
Code: J
Description:
\ ChargeHour: & |0.00 Y, Save Clare Cancel
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The Staff Members are then assigned to a Facility through the 'Add Staff to Facilities’ screen
Go to Admin> Facility> Add Staff to Facility
i [ Add Staff to Facilities = e |

|| Centre Facilities - Facility

-[]DEMOLOCT DEMO LOC 1/HEALTH AMD WELLMESS ROOMS Pers...
B[] AQUATIC CENTR DEMO LOC 1/HEALTH AND WELLMESS ROOMS Pers... Staff Mame Staff Code |
] BIRTHD&Y PARTI DEMO LOC 1/HEALTH AMD WELLMESS ROOMS Pers... | JOHNSON LISA 100
D CARPARES ~ | |DEMOLOCT/HEALTH aND WELLNESS ROOMS Pers.. KADASH\AN KIM 2

E EDE\TEUHLEHC;A PRESTOM AMDREW 4

-] FUNCTION ROOM
= [THEALTH AND WE —
. B[] Fitness Rooms
Personal Trainir

i [] Pilates dnd o
1 TTPERSONAL TRAIN T
4 i G

| Personal Trainers j

[v Selectal

Aszign Additional Staff Costs Prime Usage

Service Code: J Overide Price/Hour §: | j -

v OK | X Cancel |

Staff can be assigned in three different ways

1. Asingle Staff Member is attached to a single Facility
e E.g.Personal Trainer

2. Multiple Staff Members are attached to a single Facility
e E.g. Fitness Assessment Room

3. Multiple Staff Members are aftached to multiple Facilities
e E.g.Tennis Coaching across multiple courts

Additional charges and Prime Usage for each staff member can be assigned to each Facility
when a Staff Member is booked.

An example of this is when a Tennis Court is booked without a Coach it is $40 an hour.
However, when it is booked with a Coach, it is $190 an hour.

When selecting Staff Members to add to a Facility, you need to ensure that they are in a Staff
Role. For further information on Staff Roles, please refer to the Admin User Guide.

Note: Availability of the Facility is when you can make a booking, not when a Staff Member is
available.

When making a booking, you need to select ‘Create Booking with a Staff Member’
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IS
(3 Visual Facility Bookings

4| October 2012 IO [LEl0) LDE1| DEMO LOC 2| DEMO LDE3| DEMD LOC 4| | =
Mon Tue 'Wed Thu Fri Sat Sun
amo1 2 3 4 5 B | | | | | = = =
1?4 185 % :IIS ::; }g 123 | | | | | [ 7 day view Booking Details | New Booking | Wacancies |
el e e B TR e Tennis Court 1 ﬂ ﬁl I~ 2 Grids &
= <= T I A R
4 5 6 7 8 5 10 [Times Tennis =l
T Today: 941042013 05:45 4M
v 06:00 At
ANUATIC CENTRE = D615 AM
05: 30 At
[E: 45 At
07:00 At
0715 A
07:30 At
007:45 A
PERSONAL TRAIMEF 03:00 2M
E-STADIUMS 0315 AM =
: 08:30 A
08:45 At
Show Court 0300 AM
0515 At
Squazh Courts 0530 2M
Stadirn Inflatables 09245 M
#]- Table Tenris Hall | = 1000 &M
= Tennis Courts 1015 AM
- Tennis Court 1 10:30 &M
- Tennis Court 2 10:45 &M
- Tennis Court 3 11:00 &M
- Tennis Court 4 1115 A
- Tenris Court & 11:30 AM
- Tenniz Court & 11:45 AM .
Tennis Court 7 1200 PM Quick booking
- Tennis Court 8 ::3133 E: Create booking
gggmg tgg ; 101233 Em (l Create booking w/ staff member )
[-DEMO LOC 4 = ST EM | ﬂ
a LU} r 130 Dkd 1 -
ﬂ ﬂ Locations | | Search | | Print/E mail Canfirmation Letter | Export To Excel | Booking Search | Attendances | Close | '

L

If multiple Staff Members are attached, you will be required to select the appropriate Staff
Member from the list.

-
[3 Select Facility Related Staff Member

ID | Staff Code | Staff Name |
2 2 KIM KADASHIAN
3 100 LIS JOHNSON
84 4 AMDREW PRESTON
O i Search Show Al
" Staff Code % Starting 2 =
" Staff Mame i Containing
Select LCancel

The staff member is booked as circled below along with any extra charges and appropriate

Prime Usage.
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T B
B Facility nmkinw—ﬁi

46 | Page

Date Booked: ‘Wed 9/10/2013 Booking ID Ref #
- Multiple Bookings
" CasualUse Baooking Marne: |  EndDate: l— _DI
& Cush
~ E:.::n?mer Customer |d: I _I Mew | iew | € Period: I
Documents | e Booking Type: | -]
Method: 7 lrvoice Account (¢ Cash On Arival _ .
+ Confimed Wiew D etails |
 Tentative Instructions: Setup Lett Leth Email =
nstructions: etup Letter | etter I | View Changs Log | Peak Period_
Cnfirmation to: I Off Peak Period
: Pre/Post
I Mo. Periods | § Per Period | Charge [§] [Service
I 1200 P [m] : 1000 | 4000
|
| |
| |
|
|
HEN! | |
Total owing on thiz booking line iz $190.00 l_ l_ Apply Add Booking Delete Booking Edit
R IRest Pre/Post Line Line Booking
| |
i -
||| Date | Amt | Service Mame 4 Per Hour Charge [$]
i Tennis Courts 1.00 1.00 150.00 15000 Jf
I
I View Detals | add |
1 * - P idd . .
| Croa | Assets | Staii N\ flee was oveldden — adgService | AddProduct | Selected Booking Total & | 130.00
Il F—
I jéa:qfrqhds%n;qbeﬁsrlame | TianlD | PaymentDate | Amount, § Group Booking Total:$|  180.00
| o . .
I Total Paid:§ 0.00
Il ina:
I 2 Cutstanding:$|  190.00
|l
Payments Schedule > Book it and Pay Baaok It | Close
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Classes in Links

Classes and Class Mobile

Links has two specific products designed to assist your Customers to make bookings online. If
you only want to allow your Customers to preview classes that are available Class Mobile
provides a tool where Customers can make enquiries about availability.

Alternatively, Active Carrot Classes gives your Customers the ability to make Class bookings
online.

Classes Settings
Admin> Site> Other Site Parameters/Set up Locations>ClassWeb tab

Some of the existing ClassWeb settings found in Links have been extended to now apply to
Active Carrot Classes and Class Mobile. Highlighted in the image below are the existing
ClassWeb settings which are now applicable to Classes and Class Mobile within Active
Carrot.

General Options tab

( Detailz T StuckStoresT Tillz T Templates T.-’-‘-.ppuint'sﬂ:ardsT MembershipsT Wizt Pazzes T Clazz Types
Sessions T AccemF‘ointsT Classweb T Active CarrotT Security T SMS

General Options ] Terms & Conditions I Descriptions ]

Dizplay Options Booking Options
Till: (TR - Minutes to hold booking: |15
) Changing this will . '
Daps shead to search: |60 ot affect any Class (Enokmgs clozed: IE_)
[ Show Teachers Types which have
) an overndden value. Prozpect Pragram for \Web Enguines:
[~ ShowYacancies | J

Show Avwerage dge

v Show Dayin Class List Addressing

T Show Classld ) [ Use all Postcodes for addressing
[ Default Location

(E Include Next Period ) ™ New Regisiation . ¥
[~ Include Captcha Cantral Dan't allow new account creation untik 0}

[ Dizplay Group Code with HPs
[~ First Emerg Contact Mandatuw) Llzes Tl

. [ Only zhow levels student holds level history far
[~ Dizplay Second Emerg Contact

v Update Cust Acct Details from Online Profile biiaul Llzes Tpz J

J|H

o Till =it is no longer required to specify a fill within this screen for bookings made online
via Active Carrotf. Any fransactions relating to Classes payments made online can be
found against the Web Applications Till as specified within the Tills tab.

o Days ahead to search - here you can define how many days in advance Customers
can search for Class availability using Active Carrof.

¢ Show Teachers - If this is not selected the teachers assigned to each class will not be
displayed on the web
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Show Vacancies - You can select whether you wish the number of spots available in
a class to display or not

Show Average Age - You can select whether you wish the average age of students in
classes to display or not

Show Class id - Primarily used for testing, however you can display the class id online if
you wish

Include Next Period - select this option if you wish for Customers to be charged a pro
rata & the next direct debit period amount upfront at the time of booking.PLEASE
NOTE THIS IS NOT AVAILABLE IN THE FIRST RELEASE OF ACTIVE CARROT CLASSES.

First Emerg Contact Mandatory - select this option if you want to restrict Customers
from making bookings without providing a primary emergency contact for the
Students.

Display Second Emerg Contact - select this opftion if you wish to display a second
entry field for capturing a secondary emergency contact. Having this option
selected, does not make the entry of a second emergency contact mandatory
during the booking process.

Bookings closed - Depending on how you allow customers to book for classes online,
you can control when a class is closed for bookings. For example, you may want to
close off bookings within say 2 hours so that if it is 3pm on the day customers can’t
book for a 4pm class to start today, they would start next week for that class.

New Registration - this gives the user the ability o stop ‘New Registrations’ until a set
date. This mean, at re-enrolment fime your current Customers can have first choice of
classes before new Families can book into a class. If you do not want new Families to
enrol online we suggest setting this date well into the future; i.e. 01/01/2099.

Class Filtering Options

Only Show levels student holds level history for -When enabled, Active Carrot will only
show classes that the student holds a level history for. Level history is obtained when
the student is booking into a class. Should a family with multiple students be making a
booking the available levels for all students will be shown

Default Class Type -In addifion to the above, Active Carrof can also show classes
from a specific class type. In the case where a student/s do not hold any level history,
only classes from the Default Class type will show. Where a student has level history, all
classes that meft the level history requirement will be shown plus all classes in the
Default class type. This has been designed so as that new customers can register and
book into a class type for Assessments. Once the assessment class has been attended
the site can book the student into the applicable level. Following this booking the user
will be able to make future bookings based on their level history.

The Terms & Conditions and Description tabs do not need to be completed. You will set this
up in the Manager Portal.
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Publishing your Classes
Admin> Classes> Publish Web Classes

This process allows you to select which classes which will be available to view online and
which classes will be available to be booked online. You can choose to only allow classes to
be viewed online if you want.

Once you have your web settings completed, you will now need to decide which classes are
going to be available for viewing and booking online. There are three options for Classes:

¢ Not available at all online
e Available only to view online
e Available to view and book online

4. Publish Classes on Web EI_IQ

Date: IWJ J J Class Type:  [<<Ally> Set

Level  |Magic Marvels Teacher:  |<<All>> Set

Area |<chlly Set Daps: | oot -
Dray Time Levels Area Teacher Publizh Book

p Maon 09:00:00| Magic Marvels Arga 2 CITIZEN, JOHH [l [T

ko 09:30:00| M agic Marvels Area 2 CITIZEM, JOHM [l |a]
ko 10:00:00| M agic Marvels Area 2 CITIZEM, JOHM [l [l
ko 10:30:00| M agic Marvels Area 2 CITIZEM, JOHM [l [l
fon 11:00:00| Magic Marvelz brea 2 CITIZEM, JOHH [l [
bon 11:30:00| Magic Marvelz Area 2 CITIZEM, JOHH [ [

Selectall: [ [

8- =] *
= .',.' [I

Save Delete Clear Clone

Cloze

L &

You can choose to filter the classes displayed using the standard filter options at the top of
the screen. Once you have filtered the classes to your required selection then you can
choose to ‘Select All' if appropriate.

e Publish - the class will be available to view online including current vacancies if you
wish, but Customers will not be able to book into this class.

e Book - this option must be selected if you wish for Customers to be able to book into
this class online.
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Online Charges

Term Bookings

Terms fees are charged online in the same fashion that they are in the Classes Module.
Perpetual Bookings

When a Customer books online intfo a class that is a part of a perpetual Class Type, Active
Carrot will charge the pro rata for the remaining part of the debit period in the same fashion
that a booking in the Classes Module would.

If you wish to include the next period also then you must select this option in the ClassWeb
setup screen (Other Site Parameters or Setup Locations). This would be the same amount
charged if you had selected the ‘include next period’ opftion in the ‘Create Student Booking'
screen.

Jaining fee: $ 10,00 Feeeach DD: $|27.90
+Prorata 5580 7 | A inglude next period
“Discount $J5.58 ot Perid 07 Jun 2005

Joining Fees

All joining fees are charged as mandatory online.

Registration fees

Registration fees can also be collected over the web.

Note: For a registration fee to display on the web, it must be a MANDATORY fee.

You can also separately control the prices charged on the web, including multiple Student
discounts. This is setup in Admin> Classes> Registration Types >ClassWeb tab
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£ =
5. Registration Type Setup L=

Fegistration Code: |GYYM J Description:  |[GYMMNASTICS AMNUAL REGISTRATION FEE

*may length of 2

Paint ofSalel Al F'ricingl Rego Formall Class Types Classes\-\-"ebl

X Use in Classes\weh

First Student: $|85.DD
Second Student: $ |55.DD
Other Students: $|4D.DD

Update | Cancel | Delete | X Cancel

Here are two examples of ways you could use this screen

- [® Use in Classesweb Example 1
First Student. $ [55.00 Reg Fee is discounted per student
Secand Student: $[5.00 1s' Student $65.00

Other Students: $ 140,00
2nd Student $20.00

Additional students $40.00

¥ Use in Classes\Web Exomple 2

First Student: $ |25.nn Max fee for family
Second Student: $ Iw Ist Student $25
Other Students: $|D.DD Family total $50
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Manager Portal

Logging into Active Carrot

Before you can login to Active Carrot you must make sure you have your manager
password, as supplied by your Links Representative upon installation or as you selected on
your order form. If you do not have a login, you will need to request access on official
company letter head to be signed by an existing manager portal admin user and sent to
support@linksmodularsolutions.com

To access the setup portal you will need to go to;

hitp://secure.activecarrot.com/manager

Then choose the site you wish to alter from the drop down

Active Carrot Manager

_ - Select a site to manage — B

Logout

Active Carrot Configuration

Throughout the Manager Portal in Active Carrot, there are a number of mandatory fields to
complete and various optional fields that can be completed depending on what you are
using in Active Carrot.

Please refer below for the list of mandatory and optional configuration options.
Mandatory

The areas listed below are only mandatory if your centre is setting up this Links feature for use
online. For example, if you are only wanting to sell Memberships and Visit Passes online there
is no need to complete the Classes, Class Mobile, Facilities and Sessions sections.

e Site Configuration
o Classes
= Classes
=  Makeup Class Types
o Class Mobile
= Class Mobile
o Membership
=  Membership
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=  Membership Terms

o Facilities
= Facility Bookings
o Sessions
= Session Bookings
o Public
*» Public Configuration
o General
= Card Payment Types
=  General
=  Menu Options
=  Mobile

= Online Store
= Visit Passes

Optional

o Site Configuration

o Active Carrot
» Branding — Customer

o Classes
»  Makeup Class Types
»  Makeup Groups

o Class Mobile
= Class Mobile Manager
» Class Mobile Custom Fields
» Class Mobile Levels

o Membership
=  Membership After Sales Specials
»  Membership Custom Fields
»  Membership Categories
=  Membership Product Groupings
=  Membership Bundles

o Facilities
= Facility Booking Email Templates
=  Facility Groups/Online Discounts/Vouchers

o Sessions
»  Session Booking Email Templates
» Session Categories/Online Discounts
= Session Groups (Button Labels)

o Public
» Public Branding Advanced
= Public Branding Basic

o General
» Dashboard Message
» Facebook Integration
» Site Images

e Online Sales
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o Online Products and Services Discounts
e Llibrary

o Upload Videos
e Automated Correspondence

o Setup Reports

Site Sync

To ensure speed and ease of use for your customers some information is only sent to Active
Carrot daily rather than every time a customer wants to access the information. This includes
things such as Facilities and Products. It is not expected that you would add products and
facilities on a regular basis, so therefore when you do add any new ones, you will need to go
to Manager Portal >Site Sync and click on the options for each of the areas to make them
available online.

Site Sync

Use this page if you want to sync items with the Links Database

Update Hame Action

Facilities SYMNC NOW
Store Products SYNC NOW
Clear Cache CLEAR NOW
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Class Progress Reports

Class Progress Reports allow you to send a report to parents to inform them of the skill/s their
child has achieved during a specific period in fime.

Setting up for sending Class Progress Reports
The following settings need to be selected for the progress report to be sent.

In the Manager portal go to Site Configuration> Class Mobile Manager.

Class Mobile Manager [ Bacx ]

| Update Config |

CLASS MOBILE MANAGER |
FROM EMAIL ADDRESS ‘

This is the email address that the 'skill attained’ and progress report emails will be sent from

SHOW NOT ATTAINED

STUDENT FROGRESS Show not atttained skills on the class mobile manager progress report and also in the class
progress screen in the customer portal.
PROGRESS REPORTS [
Progress reports allow you to send a record of skills completed within a given time frame to your
o customers. You can make a selection of dates, levels, class types and teachers and send reports as
required.

Reports will be emailed from the same email address as individual skill emails. It will bulk send all skills achieved within the
selected time frame on the same email template as the individual skills email.

PERSONALISATION

This will include the Student comment on the progress report email and provides the
teacher/supervisor an opportunity to personalise the report. This comment will appear below the
skills, above the footer.

PROGRESS REPORT

This is the email subject that will be included on the Progress Report emails

The following settings are mandatory and will need to be completed to enable the reports to
be sent:

e Class Mobile Manager from Email Address
e Progress Report
e Skill Attained Email Content

The following settings are optional, these can be completed to add branding and
personalisation to your emails:

¢ Show Not Aftained Student Progress
e Personalisation
e Progress Report Email Header
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e Progress Report Email Header Image
e Progress Report Email Footer

e Class Mobile Manager Send Skill Confirmation Emaiil

Sending the Class Progress Report

To send the class progress report go to the Manager Portal> Class Progress Reports.

Send Progress Reports

Students for the week Starting

And Times

Class Types

] HOLIDAY PROGRAN

Levels

Show all skills attained in the following date range

Send Progress Reports
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Progress reports can be sent to all classes, or you can send to specific classes by using the
following filters:

Students for the week Starting — This is the week you wish to include students that are
currently enrolled for

Include the following days — Select the applicable days you wish to send to or all
Time — Select the applicable times you wish to send to or all

Class Types — Select the class types you wish to send to or all

Levels — Select the levels you wish to send to or all

Teachers — Select the applicable Teachers you wish to include or alll

Show all skills attained in the following date range — Enter the dates you wish to send
to that skill have been achieved for
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