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The Admin Module is the Administration Tool of Links Modular Solutions and is used to set up all
your modules. You are first required to go through all the menu options within this operating tool
before using the other modules.

Throughout your continued use of the program you will need to utilise the Admin Module to
perform maintenance tasks such as updating prices, and direct debit functions. You should
carefully consider who has access to this module as changing particular parameters can have a
significant impact upon your database setup. There may be some functions that need to be
restricted and others that do not. For this reason the use of menu security within the security
group setup can be used.

Before performing any changes if you are unsure of the outcome you should contact Links
Modular Solutions to confirm the outcome of any changes first.

LMS Support
Online Support: www.linksmodularsolutions.com.au/support
Email: support@linksmodularsolutions.com
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Admin > File

Report Mail Templates

Admin > File > Report Mail Templates

,

E|--9 Reports Template Description | File location |
-4Z) Classes
=489 Direct Debit
E-@) Accounts/Cradit Cards

9 Run

Add Template | Edit Template |

Edit Dezcription/Lacation | Set az Default... | Cloze |

This screen creates and allocates templates that can be used for selected reports.

Creating a Template

From the left hand screen select the report that a template will be created and assigned to. In
the example above, the template will be used to create a rejection letter from the Direct Debit
rejection process.

Add Temnplat
Once the report has been highlighted press the smee button and the

following screen is displayed.
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Type or browse for File name and path to zave Template:

| -

[~ GetLinks default Template and save in a specified location.

Enter Template description:

¥ Ok X, Cancel

Type in a path and file name to save the template.
Export to Excel Utility
Admin > File > Export to Excel Utility

This window allows for the exporting of data from selected tables directly info an Excel
Spreadsheet.

m

Table Mame: || ;I

— Caolumnz to expart

Columns | Columns |

Add x>

Add Al x>

<< Remove

<< Remove
All

i e

Mext Export

1. Select the table you want to view
2. Select the particular fields within the table you wish to have display in Excel and then
select

E wpart
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Table Mame: IEIients LI

— Columng to expart

Columnz I Columns I
COMMEMTS MAME

COMPANYGROUFID ADDRESS

COMTALCT ~| | PHOME

DEFAULTSTATUS SUBURE

ErAIL
Fie Add Al >
0
MOBILEPHOME
POSTCODE
[QASBARCODE

STETE € H'Eﬁnnve

<< Remaove

e |
<o
R

Memt Esport

3. The relevant data will now display in Excel.
Refining Selection to be Exported
The export ufility allows you to create statements to aid in refining selection criteria.

To access this feature press the button after selecting the data to be exported.
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S eporscmrensws U I e

EMERGRELSHIP
EMERGRELSHIFT
GEMDER il

e T e e e e

T able Mame: |F'ec-p|e ;I

— Columns to export

Columiz | & Columnz

COMMENTS GIVEMMAMES

CREATIONMETHOD SURMAME

DATECREATED ADDRESS

DATELASTUFDATED SUBURE

DATEQFEIRTH POSTCODE

DOCTORMAME COMCESSIOMDATE

DOCTORPHOME

DOCTORPHOMET A

EMAIL << Remave

EmAILT

EMERGMOBPHONE o H;ﬁ"'ml

EMERGMOBPHOMET

EMERGMAME

EMERGMAMET

EMERGPHOME

EMERGPHOME

heut

Ewport

= oo

o

Table Name: |People ~|
-~ Selection Criteria
Field Operator Value
[COMCESSIONDATE x| |Greater than =] |2or208/m
| =) | =l
| =] | =l
| =l | =l |
| =] | =l

Selection Criteria

vwhere COMCESSIONDATE » ‘201 2/06/01]

Back |

Expart |

1. From the Field section select the data field that contains the data required for the

selection process.

2. Select the Operator from the drop down list. This operator will define the rules of the

selection process.
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3. The Value is the data that the user can enter to define the outcome. Once complete
the selection criteria are displayed as a statement.

(In the above example, the user has written the selection criteria statement to select all
customers who have a concession expiry date greater than the 1 June 2012.)

Copy live to Training

Admin > File > Copy Live to Training
-

SOL zerver name: |I.-’-'-.N SACERNVSOLEXPRESS

Live databaze name: |Dem|:| DB

Training database name; ITraining DB

Copy Live ta Training

¥ DK X, Cancel

The Copy Live to Training function allows the current Live database to be replicated in the
Training Database. The current Training Database will be deleted. Only users in the Administrators
Security Group have access to this function and all users must be logged out of Training Mode in
order to complete Copy Live to Training.

_ Copy Live ta Training _
Select L 4 and you will be prompted to confirm that you wish to delete

the current Training Database and copy the entire contents of the Live Database, followed by a
prompt to ensure all users are currently logged out of the Training Database.
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Admin > Security
Staff Members

Admin > Security > Staff Members

i e’

Staff Code: |11E _I Mext Mo. | [T Inactive
Perzan: |1EIEEE1

Perzonal | I:l:unta-:tl Security I Fh:ulesl Skills & Training I &yailability | Functions & Classifications I

Last Marme: IEITIZEN

Firzt M ame: |JDHN

Title: IMH Gender
Drate af Birth: |1 JaM 1991 @ Male
) Female

Ager 211

Prirt card
Delete Clear Clone Close

Admin > Security > Staff Members > Personal

Staff ID Type in a staff identification, this is generated by the user and can be
either numeric or alpha. Do not put spaces info this field. You also have
the option of having Links generate the Staff ID number by clicking the

'

A icon.

The staff member may already be a customer within the system and this
Customer ID can also be used.

Inactive Flag the Inactive button when the staff member leaves the organisation
and they will automatically be removed from all Security Groups and
permissions. The staff member should not be deleted as the activity log
monitors audited functions and utilises the Staff ID.
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To print a card for this staff person, click on this icon

Dele?e Click on this icon to delete this entry.
L I::Iear Click on this icon if you wish to clear/refresh the window.

Admin User Guide December 2012

Click on thisicon to save any changes made to this window.

Lk
E Clore Click on this icon if you wish clone/copy the current window.
! Close Click on this icon if you wish to close out of the window.
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Admin > Security > Staff Members > Contact

The staff member’s contact details are outlined here.

al ™5

Staff Code: |‘|1E _I MHext Mo, | [T Inactive
Perzon: |1EIEE=E1

Address: |1 SWEET STREET

City: ISYDNEY

State: INSW Post Code; | 2000

Home Phone: |EIE 9876 5432

Wwork Phone: |

Mabile Phone: |I:I444 555 GGG

Email Address: Iemail@Iinksmudularsulutinns. O b il |
=7 @ *
Perzanal || Print card == @ *

Save Delete Clear Clone Cloze
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Admin > Security > Staff Members > Security

This window will show what security group this staff member is allocated to. To allocate a security
group see Admin > Security > Security Groups.

i '

Staff Code:; I J Mext Ma. " Inactive
Perzan: |1EI2BE'I

F'ersu:unal' Contact  Security I Hulesl Skills&TrainingI Avvailability | Functions & Classifications

Security Group Membership

Group Code: IHEE _|
Dezcription: |F|EEEF'TIDN

Home Location: |DEMEI SITE

Pazsword Changes >

7| @ *
Perzonal || Print card *

Delete Clear Clone
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Staff Code: I J Mest Mo | [T Inactive
Person: |1EIEBE'I

F'ersanall Contact  Security I Halesl Skills&TlainingI Availability | Functions & Classifications

Security Group Membership

Group Code: IHEE _|
Dezcription: |HEEEPTIDN

Home Location: |DEMEI SITE
9/02/201 2 3:54:00 PM

MT Lagin: |DEMEI‘-John

=[] @
Perzonal || Print card - *

Delete Clear Clane Cloge

Passwords can be entered or changed by pressing the Password Change button.

If NT Authentication has been selected at the site level, then the NT login is required to be filled in
for each staff member. This login must following the following criteria of Domain\Username. This
will allow the system to utilise the NT username and password for secured functions.

Admin User Guide December 2012 16



AT Lo k
= LINKS

MODULAR SOLUTIONS

Admin > Security > Staff Members > Roles

The staff member can be allocated to Staff Roles. To allocate several staff to a role refer to
Admin > Admin > Staff Roles.

i '

Staff Code: |1‘IE _I Mext Mo. | [T Inactive
Perzaon: I'IEIEEE'I

F'ersu:unall I:::untan:tl Security  Roles | Skills & Training I Availability | Functions & Classifications I

[¥ Sales ||:| 4

[T Sales Manager

I¥ Teacher

Lifequard
Swim Teacher

Perzonal || Print card

Sales

Teacher

New Role

Admin User Guide
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Delete Clear Clone Close

If the staff member is seling membership contracts and you wish to track
their performance then this option must be flagged. You can also enter a
commission percentage if you wish to.

Select this option if this person is a teacher (Classes or Sessions). This will
allow for a narrowing of potential staff members when searching for a
teacher in the aforementioned programs.

Add a staff role by selecting from a list of roles.

Highlight a staff role and press the Remove button to remove the role from
the staff member.

Add a new role to the Staff Role list.
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Admin > Security > Staff Members > Skills and Training

This screen allows for the recording of:

1. Skills and/or Qualifications with attainment and renew dates.

A report in the Reporting Module will identify those who have approaching review dates

2. Training and or Meeting requirements and attendances.

Stalf Code; |‘|1E _I Mext Mo, [ Inactive
Perzon: |1EIEEE1

'l ™

F'ersu:unall I:::unta-:tl Securit_lrll Foles  Skills & Training | vy ailability Funu:tiu:uns&ElassificatiunsI

— Skillz/Qualifications

Poal Lifeguard 4/m2m2 3023 Royal life no. B54321

4| m |

D'ezcription | D ate Attained | Feview Date | Comments | Add |
Awztzminm 9/02/2M 2 80252015 Austzwim no 123456 .
CFR 40202 201/2013  Royal life no: 987654 il

Remove |

— Traiming/Meetings

D escription | D ate Hunl Attend... | I et Datel Comments

Customer Servi..  31/01/2012  Yes 180742012

< |

OHS training FA2Z20T Mo Did not attend due ta il

&dd
e

Remove |

=7 @
Perzonal || Print card -

Save Delete Clear

*
*

Clane

Cloze

Add by selecting from a list

Admin > Security > Staff Members > Availability

Highlight the record and press the Edit button fo modify.

Highlight the record and press the Remove button to remove the record.

An Availability roster by Staff Role can be established using the information entered in this

screen.
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A report in the Reporting Module will identify those who are available to work using selected
criteria.

'l ™

Stalf Code; |‘|1E _I Mext Mo, [ Inactive
Perzon: |1EIEEE1

F'ersu:unall I:::unta-:tl Security I Fh:ulesl Skillz & Training  Awailability I Functions & Classifications I

Cray I From Time | ToTime | Rale(z]
b onday 05:00 Ak 0200 PM  Lifeguard
Tuesday 05:00 Ak 0200 PKM  Lifequard
wiednezday 12:00 P 10:00 Pk Lifequard
Thursday 12:00 Pr 10:00 Pk Lifeguard
Friday 05:00 Ak 10:00 PM - Lifeguard
Saturday 07:00 Ak 0x00PK  LifequardiSwim Teacher
Sunday 07:00 Ak 1200 Pk LifequardtSwim Teacher
1. Select Day 2. Select Role(z) 3. Enter Time
[ Monday [~ Thureday Fram - I—
[T Tuesday I Friday [] Swimn Teacher ]
[T Saturday Tor I
[T wednesday ™ Sunday
Select Al Add | Clear |

® * [
Perzonal || Print card *
Save Delete Clear Clane Cloge

To enter availability for a staff member:

J—

Select the day/s for the role

2. Select therole/s

3. Enter the time span of availability
4

Press the button

To delete a record, highlight the record and click the button.
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Admin > Security > Staff Members > Functions and Classifications

The Functions and Classifications functionality is no longer in use.

al ™5

Staff Code: |‘|1E _I MHext Mo, | [T Inactive
Perzon: |1EIEE=E1

F'ersu:unall Eu:untan:tl Security I Fh:ulesl Skills & Training I fvvailabilty | Functions & Classifications |

— Functions

&dd I

Remove

— Classzification

Add |
Remove |

= (7| @*
Perzonal || Print card = '*'

Save Delete Clear Clone Cloze
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Security Groups
Admin > Security Groups

Security Groups allow restrictions on the access staff have to and within the Links Modules. You
have the option of restricting staff access to modules or functionalities within modules, as well as
menu security within modules.

Note: Staff must first be entered info your system before proceeding with this section. See Admin
> Security > Staff Members.

' '

Group Code: IHEE J — Group Members

Drezcription: IHEEEF‘TIDN Staff Code | Lazt Mame |
116 CITIZEM, JOHM

[ administrator Group

[ wP | Facilty | LinksPay | consullink |
HudulesT Pas T Clazses T Members |

% Paint of Sale r Change Location
[ Facility
[ Stack [ Maintain T ables
[% Members

[X Clazses

[ Reporting

[T Administration
X Access

[% Retention

rAdd Member

Staff Member; _l

Add | Clear |

= 7| @ *
b ey
Security -=- *

Clear Clane

Type in a code to represent the group to be created or click on the
fo select an existing group that needs to be modified

Group Code

Description Type in the group code description
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Flagging this option will make this group have complete access to all
modules and functionalities of Links. If the Security Group is not identified
as an Administrator group, you will be required to select the modules
and functionality access

b

Add a Member

Staff Member Click on the to search for the staff member

Click on the L

: icon fo save the staff person to the security group

or click on the Lt icon to not save the staff person.

Group Members

This section lists all the staff persons that have been assigned to this Security Group. To delete a
staff person from the group highlight the staff person and click the X icon.

Admin> Security Groups > Modules

[ wP | Faciity | LinksPay | consullink
‘Modules FOS T Classes T Members

[X Paint of Sale [ Change Location
[® Facility

[ Stock | Maintain Tables
X embers

¥ Classes

[ Reparting

[ Administration

[ Access

[ Retention

E.g: Stock, Reporting, Admin and Access will not be accessible to staff members placed in this
group; nor will they have access to Change Locations and Maintain Tables.
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Point of Sale

[ WP | Fadlty | LinksPay | consultlink

M odules P[IS T Clazzes T bd ermbers

[X Can waoid a ransaction.

[ Can modify products.

[ Can averide refund masimnunm.

[® Can zave changes bo accounts.

[® Can overide automatic voucher nurmber,
[X Canopen cash drawer without sale.

[X Can give discounts.

[X Can sell Membership Contract.

[® Can make tranzaction adjustments.

[ Add/Change City

[® May et up Customer Accounts

[ Endorse a Customer Account Vaoid or Return
[ ay view Custorner Account DD [nfa

[ May alter Customer Account DD Info

Can void a
fransaction

Can modify
products

Can override
refund maximum

Can save
changes to
accounts

Can override
automatic
voucher number

Can open cash
drawer without
sale

Admin User Guide

Enables the staff member to void a transaction that has been processed
in POS. A reason must be given when voiding a transaction.

No longer in use

The refund maximum is set in Admin> POS> Setup Point of Sale. This
function enables the staff member to override the amount that is set
here.

Allows users to pay against un-issued invoices

When setting up vouchers in Admin> POS> Setup Point of Sale, you can
decide if Links will automatically issue a number for a voucher. This
function allows a staff member to override this number and enter a
number they want.

This allows the staff member to open the cash drawer without making a
sale. This can be audited if you allow staff members to do this.
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Can give
discounts

Cansella
membership
confract

Can make
fransaction
adjustments

Add/Change
suburb

May set up
customer
accounts

Endorse a
customer account
void or return

May view
customer account
DD info

May alter
customer account
DD info

Admin User Guide

This allows staff members to give a discount on a service, product, VP or
membership. This can be audited if you allow staff members to do this.
They also need to enter in a reason if they do give a discount.

This allows staff members to sell a membership confract through Point of
Sale.

This allows staff to enter retrospective adjustments. A function only
usually issued to senior back of house staff members

Allows the staff member to enter in suburbs. This can mean that you can
end up with mulfiple suburbs for one suburb, eg: East Brunswick,
Brunswick, Brunswick East all with the same Postcode. Usually only
allowed by senior staff.

Allows staff members to set up customer accounts so they can make
purchases with their card.

Allows staff memlbers to process a void or refurn to a customer’s
account.

Allows staff members to view bank/credit card details loaded if the
customer has an ‘Add to DD’ account.

Allows staff members to alter bank/credit card details if the customer
has an ‘Add to DD’ account.
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Classes

[ WP | Facily

T Links Pay T conzUlt link,

Modues | POS

[® Change clazs detailz.
[ Owerbaok clazs booking.

[% View bank/credit card detailz.
[ Alter bank./credit card details

[ Modify a customer account.

[® Remove waitlist Entries.

| Authorised to Increase Family Credit.
[ Authorized to Pay Out Family Credit.
[ Authorized to Forga Family Credit.

Classes | Members

Can void a
fransaction

Can modify
products

Can override
refund maximum

Can save
changes to
accounts

Change class
details

Overbook class
booking

View bank/credit
card details

Admin User Guide

Enables the staff member to void a transaction that has been processed
in POS. A reason must be given when voiding a transaction.

No longer used

The refund maximum is set in Admin> POS> Setup Point of Sale. This
function enables the staff member to override the amount that is set
here.

Allows users to pay against un-issued invoices

Allows staff members to change the Teacher, Level and Area of a class.

Allows staff members to overbook the class number that is set in the

class set up screen.

Allows staff members to view bank/credit card details of a Family.
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Alter bank/credit Allows staff members to alter bank/credit card details of a Family.
card details

Modify a customer Allows staff members to make adjustments on a Responsible Persons
account account.

Remove a waitlist Allows staff members to remove a student from the classes waitlist.

entry

Authorised to Allows staff members to increase family credit within the Families Screen
increase family (Not through Point of Sale)

credit

Authorised to pay Allows staff members to pay out family credit.

out family credit

Authorised to Allows staff members to forgo family credit, usually only provided to
forgo family credit senior or accounting staff.

Members

[ wP | Fadity | LinksPay | consulink
Modules T P03 T Clazses T {

[ “iew bank/credit card details.
[ Alter bank./credit card detailz

[X Modify a customer account.

[% Suzpend membership contract.

[ Pemit membership discount.

[® Change member visits.

[ Cieate new conbract from the Mem module,
[ Alter Sales Person on contract.

[ Can delete Sales Step.

View bank/credit Allows staff members to view bank/credit card details of a member.
card details
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Alter bank/credit Allows staff members to alter bank/credit card details of a member.
card details

Modify a customer Allows staff members to make adjustments to a members account.
account

Suspend a Allows staff members place a member on suspension through the
membership Members module.

confract

Permit a Allows staff members to give a discount at the fime of selling the
membership membership.

discount

Change member Allows staff members to change the number of times a customer has
visits visited the centre.

Create new Allows staff members to set up a new contract for a customer and not
confract from the require money through Point of Sale.

Mem module

Alter sales person Allows staff members to change the sales person that sold the
on contract membership confract.

Can delete a sales Allows staff members to delete a Retention step.
step
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Visit Passes

[ b odules T POS T Clazzes T M embers

WP | Facly | LinksPay | consultlink

[ Create new contract from the Setup WP screen.

Create new Allows staff members to set up a new visit pass for a customer and not
contract from the require money through Point of Sale.
setup VP screen

Facility

.

[ b odulez T P05 T Clazzes T M embers

L/ F Links Pay T consultlink. |

% Can modify facility bookings.
[~ Can create casual bookings - cash only.

[T Can assign stafffassets,

™ Only book I days in advance.

[® Only book lowest level facilities.
[~ Only attend casual bookings.

[X Can view book location's facilities.

Allowed Facilities
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Can modify Allows staff members to change a booking within the facility module once
bookings a booking is created.
Can create Allows staff members to only be able to create casual bookings, not
casual bookings for customers and clients.
bookings —
cash only
Can assign Allows staff members to assign staff/assets to a facility booking.
staff/assets
Only book x Allows staff members to only be able to book xxx days in advance.
daysin
advance
Only book Allows staff members to only book lowest level, e.g. If a facility setup looked
lowest level like this, they would only be able to book Lane 1.
facilities
= Centre
- 50M pool
b Lane 1
Only attend Staff members would only be able to attend casual bookings, not customer
casual or client bookings.
bookings

Can view book
locations
facilities

Allowed
facilities

Admin User Guide

Allows staff members to book at other locations if the site is multi location.

Shows what facilities staff members can view/book using the other rules. For
example they may be able to Book Locations Facilities but then only be
allowed to actually book 1 facility at one other location.
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LinksPay

[ b odules T POS T Clazzes T M embers
WP | Facilty

[¥ The user can open the Pay Link application?

[X The user can zee the Contral Page?

[® The uzer can see the Bejections Page”

[X The user can see and update the Rejection settings?
[® The user can see the Reports?

[® The user can approve batches in the Cantral Screen?

[® The user can see the dollar amaounts in pages and reparts?

The user can open the Pay.Link application

The user can see the Control Page

The user can see and update the Rejection settings

The user can see the Reports

The user can approve batches in the Control Screen

The user can see the dollar amounts in pages and
reports

Admin User Guide December 2012
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Menu Security
Admin > Security > Security Groups > Menu Security

Once the module and function security are completed it is also possible to add menu security to
the active modules. Therefore, whilst staff may be given authority to open a module, their ability
to access the menus and sub menus within the module can also be limited.

b erma
‘Secuiity | TO gain access to the menu security press the Menu Security button and the following

—— # screen will be displayed:

Note: Only those modules that have been included in this security group will be displayed.

3. User Group Security ﬁ

Bl LINKS MODULES
&----FF) POS

o tembers

H
[+]
- Claszes
[+]-
[+]

@ Feporting
Q Admin

In this window the + icon indicates there are further menus under main modules or menu
Double click on the menu item that needs to be excluded and ared ‘x’ is displayed.

Note: As an item is selected in a sub menu, the top layer of that menu changes colour to blue
for easy identification of selected menu items.

Admin User Guide December 2012 31



=3 Links

MODULAR SOLUTIONS

' ™
B3 User Group Security M

-4 LINKS MODULES

- \@ POS

e AppOintEAtS

¥ Custamers

........... ¥ Bulk Print Members Cards
----------- ¥ Bulk Print Students Cards
----------- ¥ Bulk Print Vizit Passes
----------- ¥ Bulk |ssue Invoices

........... ¥ Accounts

........... ¥ Invoices

........... ¥ Clients
........... ¥ Customer Marketing D etails
........... ¥ Customers

B Facility
[ ¥ File
B9 M aintain
[ f— o Mezzages
El---¥  Retention
Wt Till

[ — kMembers

[ o Claszes

¥ 0K X, Cancel

Adari e

Press The D

button once completed to save changes.
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Bulk Print Staff Cards

Admin > Security > Bulk Print Staff Cards

i %
B Print cards for Staff |

—Card format iz MEMBER

Staff |
[ CITIZEM. JOHM [102861]

Select Al JENEE| =

Anvane starting between: I? FEB 2012 il
and [30UN2012 D |

Print Cardz | Cloze

N
A

L% =

As a new staff member is added to the system their name is included in the bulk card print

system.

Tick the box to select a staff member for printing. Once the card is printed their name is
removed from the list.

Alternatively a staff member can be added to the list by using the Add feature.

The card layout for the staff card is defined in the Site > Site Setup > Cards screen.
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Admin > Site

Site Details
Admin > Site > Site Details
Admin > Site > Site Details > Operating Hours

Enter the operating hours of the facility.

i '
[ Site Details [

Operating Hours T Letter Fieldz )
Cray | From Time | To Time | Comments |
b onday 0600 Ak 08:00 P
Tuezday 09:00 Ak 02:00 Pk
wiednezday 0600 Ak 02:00 Pk
Thursday 03:00 Ak 02:00 Pk
Friday 0E:00 Ak 03:00 Pk
Saturday 09:00 AM 07:00 Pk
Sunday 03:00 A 07:00 Pk
—Add Hew
—1. Select Day — 2 Enter Time dd
[™ Monday [ Friday it I
[T Tuesday [T Saturday To: I Clear |
[ wednesday [ Sunday 3. Comment
[ Thursday I
v 0K | X Cancel Reset Apply
L — &
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Admin > Site > Site Details > Letter Fields

This screen enables personalisation of fields which can be inserted into to the standard Links
Templates and used for various letters.

-

Operating Hours I

[~

|

Letter Fields

— Sender Detailz

Prezerved Fieldz

SenderSiteM ame: IEeneric Fecreation Centre

Sendertddress: I-I Marmal Fd

SenderCity: IS-'"':I”EJ"

SenderPost Code; IE':":":'

Custarn Figlds

Field Mame | Field Value [ rAdd New
Staff Staff Member 1D Field M anne:
Field % alue:
Add
v 0K | X Cancel Feset | Apply | I

Sender Details

Custom Fields

the letter templates

Admin User Guide

December 2012

The name and address of the facility

Type in a common field name and field value that needs to be included in
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Site Setup
Admin > Site > Site Setup

Admin > Site > Site Setup > General

(&5 Site Setup |

[ Restarations T ShS T SMTP T Regonal T System
General T Auditing/Other T temberzhipsidF T Claszes T Other Sitez

[

[¥ Show Custommer Emergency / Health Details

[X Usze Guest Pazzes

[® Postcode Walidation
Max. per debit: $ | 200,00 Photo Compression

FY
b ax no. curent cardsdcustomer: |1 J 100 %

Bulk Card Print
f+ Mew Cards

P |
(" RePrint Cards 80 %

| Disable picture capture

Esternal picture path:

¥ DK X, Cancel
Show Customer Emergency Allows Emergency Contact details and Health information
/ Health Details to be recorded in the Customer Screen

Select this box to activate the guest pass tab in the

Use Guest Passes
Prospects screen
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Enable Toolbar

Post Code Validation

Max per debit

Max no current

cards /customer
Bulk Card Print

Disable picture capture

External picture path

Photo Compression

Admin User Guide

Toolbar button is on the Links Main Menu screen. When
opened, the Toolbar is displayed on top of other programs
and documents and facilitates quick access to Links
modules

When you enter a suburb it will type with predictive text. If
more than one postcode exists for that suburb/city, the
user will then be able to select a range of codes from the
database

Defines the maximum payment that will be processed by
Direct Debit

Limits the number of cards allocated to a Customer

New Cards/Re Print Cards

Only required on advice from Links Support

The path where photos from previous software may be
stored

The slide bar dictates the photo quality and has a default
setting of 80%. The higher the number, the better the
photo quality however the larger the storage space
required o save the file and will be slower to display

December 2012
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Admin > Site > Site Sefup > Auditing/Other

P

5 Site Setup

S|

™

[ Rezstorations T SKS T

SMTP

T Regional T

System

General

| &

Clazzes T

Other Sites

[ Yoid Tranzaction

[ Price Override/Dizcount
[® Fequire Feazon

[® Mo Sale

[® Clear Transaction

— Other

[~ Enable &ssociated Customers

[Drays Before Congolidation Rerminder: I
[~ Record ta the Facility Booking Changelog

— Privacy
Autornatically send Links Modular Solutions errors and
infarmation about pour use of Links.

{* | agree

= Dont zend

[T Use BSE Database Validation.

Import BSE file.

v 0K

X Cancel

W

Audited Action

A log of the following functions can be reviewed using the Links Audit Log. For each entry in the

S

log, the Staff Id, Reason entered and Price (when relevant) is included. See Admin > File > Audit

log.

No Sale

Admin User Guide

Void Transaction
Price Override/Discount

Require Reason

Clear Transaction

December 2012
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Other

Days before Consolidation
Reminder

Record to the Facility
Booking Change log

Enable Associated

Customers

Privacy

After the number of days specified, the user will be reminded to
consolidate all current transactions. The consolidation process
places all current transactions into a history status where they
can no longer be modified

Any changes to Facility bookings are logged and can be
reviewed in the Facility booking screen under View Change Log

Only required on advice from Links Support

Information provided to Links Modular Solutions regarding errors and your use of Links assists in
the further development of the program

BSB Information

Use BSB Database
Validation

Impart BSE file.

You have the opfion of inserting a BSB database info your
system fo help validate BSB numbers entered. A particularly
useful tool if using the Direct Debiting Process for customers
whose fees/charges are to be debited out of Bank Accounts,
see Admin> Direct Debit. Click in the box fto activate this
function

To import the BSB database file, click on this field and browse to
find the file. Once you have located the file, double click on the
file name

This file will then commence inserting the BSB file to be part of Links added functionalities.

Once the BSB file has been inserted, the BSB State Filter will display each individual state, giving
the site the option of validating all BSB's throughout Australia or just selected states. To nominate
the states to filter, click in the box alongside the preferred State, more than one State can be
chosen. Deciding fo filter States will depend on your clientele. If your site runs a direct debit
process then it would be advisable to nominate this option, as members may have accounts
that have been set up in other states.

Admin User Guide
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—B5SEB State Filter ———

] NS/ "
] 6LD
] WIC

WAL
154 |

To obtain a copy of the BSB file, you will need to purchase the
file from Australian Payments Clearing Association Limited

Obtaining File
(APCA) on 02 9221 8950

Admin > Site > Site Setup > Memberships&VP

-

. ==

[ Restarations T SMS T SMTF T Reqional T Syztem
| Audtng/Other | Membershipst¥P | Classss | Other Sites

General

— Memberzships & Vizit Passes
muzt have EXPIRED at lzazt I 10 dapz prior to S pecified Archived Date.

—Iv¥ Rollover Suspension Limitz for Perpetual Membership Contracts

® Once a vear starting from the Date specified,

Start Date:  |EREEREGE] il Fefrezh Mext RO Date
INE:-:t RO Date: 04 Jan 2013

{1 Once a vear starting from the Start Date of the Contract.
(' MOME

i Yes m MNao

Irhccumulate

[~ Allow zeparate Suspension Rollover Rules for the Membership Types.

—Direct Debit Membership Contracts
Default Payment Method for Rejections, Adjustmentz and Outstanding Contract Charges

* Paint of Sale = Direct Debit

— Mew Membership
W Mew Membership requites CC / Bank details

I [~ Mew Membership has Start Date blank

v 0K X Cancel
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Membership & Visit Passes

Must have EXPIRED...

Used when archiving Memberships and Visit Passes. In the
example above all expired memberships which have been
expired at least 10 days prior to the Specified Archived Date will
be archived

Rollover Suspension Limits for Perpetual Membership Contracts

This area defines the rules on how suspensions will be tfreated for perpetual memberships. Select
the box to initiate the rules option.

Once a year from specified
date

Retresh Mext HO D ate

Once a year from start
date of contfract

None

Accumulate

(not recommended)

This feature allows for membership contracts to have their
suspension limit re-topped up to the full quota again as of the
date entered

The date displayed in this pane is automatically calculated from
the date entered in Start Date. This will need to be manually
updated come the anniversary by clicking this button

This feature allows for membership confracts to have ftheir
suspension limit re-topped up to the full quota again as of the 12
month anniversary date of the start of the contract

No rollover rules

Unused suspension time wil be added fo the renewed
allocation resulting in higher than renewal allocation limits for
some customers

Direct Debit Membership Contracts

Select whether Direct Debit rejections, adjustments and Outstanding Contract Charges be paid
through POS or applied to the next Direct Debit run.

If POS is selected

If DD is selected

Admin User Guide

Any outstanding amount, either entered because of a payment
rejection or account adjustment, will be identified for payment
through Point of Sale, i.e. when the member visits an error will be
produced and a message for payment will be displayed, and
be processed through a Point of Sale transaction. Any
suspension credit or debit will be applied to the next debit run/s.

Any outstanding amount, either entered because of a payment
rejection, account adjustment or suspension, will be applied to
the next debif run or runs.
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New Membership

New Membership requires Select if you wish Credit card and Bank details to be a

CC / Bank details mandatory field when processing a New Membership through
POS

New Membership has Start When selected, the Start Date for memberships will be blank

Date Blank rather than defaulting to the date of purchase

Admin > Site > Site Setup > Classes

-

53 Site Setup

o

[ Restarations T SMS T SMTP T Regonal T System

General T Auditing/Other T temberzhipsiF T Clazszes T Other Sites

Clazzes
[ Reguire uzer login to createremove booking.

v Automatically refresh Daily & Vizual Scheduler [Thiz may cauze some performance
deqredation]

[ Allow clazzes bo be overbooked

[v Allow Family adjustments to be deleted

[v Include suspensions & makeups in vacancies in Yisual Scheduler
[ Include keld and trial bookings in vacancies in Visual Scheduler
[v Permit Cazual Bookings

[v Include Future Balances when Begistening Attendance

| Mo Area Yalidation [ alzo removes Daily screen & Area repart)

[ %5 Direct Debit Calculation

Setup Prnint Receipt or Send Email for Student Booking

Default payment method for Clazs Payment in POS
" Pay against selected student only * Pay against family account

User defined Student held

Kepword 1: |LEVE| History [M aintenance field)

Kepword 2: |Date Attained (D' ate field)
v Include these fields in Clazs Timetable reparts?

Frint Receipt for: v Mew Booking/T rials Send Email for: W Mew Booking/Trials
[ Makeup / Cazual B ooking [ Makeup / Casual Booking
Iv Mowve Booking v Mave Booking
v Cancel Booking [v Cancel Booking

¥ DK X, Cancel

Admin User Guide December 2012
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Require user login to
create\remove booking

Auto refresh Daily &
Visual Scheduler

Allow classes to be
overbooked

Allow family adjustments
fo be deleted

Include suspensions &
makeup’s in vacancies in
Visual Scheduler

Include held and trial
bookings in vacancies in
Visual Scheduler

Permit Casual Bookings

Include future balances
when Registering
Afttendance

No Area Validation

V5 Direct Debit
Calculation

Requires staff to enter ID when a booking is made or cancelled

Automatically refreshes the visual scheduler

All classes can be overbooked regardless of the class limit

Any family adjustment which has been entered using the family
adjustment screen can be deleted

Treats suspensions and make up bookings as taking up a vacancy
when displayed in the visual scheduler

Treats held and trial bookings as taking up a vacancy when
displayed in the visual scheduler

Allows Casual student bookings for Standard Class Types only.

This does not include Holiday program or Squad Class Types. A
Casual booking only exists for the one class only and is ignored by
the direct debit process.

Allows next term balance to be shown and available for payment
when registering attendance

Select if more than one Class can be created utilising the same
Area at a certain day and time

Only required on advice from Links Support

Setup Print Receipt or Send Email for student booking

When selected, a Receipt will be printed and/or Email sent showing booking details for the

following functions

o New bookings/Trials

¢ Makeup/Casual Booking

e Move Booking

Admin User Guide
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¢ Cancel Booking

Note: Receipt printer needs to be attached and Can Email selected in Admin> Setup PC for

these functions

Default payment method for Class Payment in POS

Pay against selected

student only

Pay against family account

User defined Student field

These keywords allow for customised field in the User Defined tab in the Student Details screen.

When using the Class Payment screen in POS, the default setting

will be by “Student”

When using the Class Payment screen in POS, the default setting

will be by “Family”

The fields can be included in Class Timetable reports.

Admin > Site > Site Setup > Other Sites

B3 Site Setup =
[ Restorations T SMS T SMTP T Regional T System
General T Auditing/Other T MemberzhipsiyF T Clazzes T Other Sites
Local Site Code:— [DEMDO
Code Description
v 0K X Cancel
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Multi Site Parameters

Links has the ability to register visits from customers who belong to another facility. This makes it
possible to offer reciprocal rights to customers by linking one or more facilities and sharing

database details.

There are several different ways of performing this function, centralised, replication, direct

access and each requires different settings within this screen.

This screen should only be updated by Links Modular Solutions Staff and settings should not be

altered unless directed by Links Modular Solutions.

Admin > Site > Site Setup > Restorations

-

5 Site Setup

S5)

[ General T Auditing/Other T I embershipztyP T Clazzes

Other Sites

| 53 I sMTP |

Feqgional

Syztem

WARNING: Restorations
are YOUR responsibility!

Festaration of Files are a necessary part of munning a databasze system. All pour data resides on
ywour server, and if that server becomes unzervicable through faults, wiruses | theft ete., pou may
need to restare thiz data to continue pour buginess. Restoring the database while the SOL
zerver iz =l running may not restore properly. This process will create a file in a specified

lozation that can easily be copied onto C0, backup tape etc. and should be able to be restored.

Testing these Restoration Files should be done periodically to enzure that the process actually
worksl The Audit log gives a history of all Restoration sttempts,

Morning Reztoration
This process will create a file for restaring, when the first person logs in each day that

haz administrataor rights..
Path and file name: |D:\Eack Uphetbd DAT
“Mote: Input the full UMC path [eq Ywwkstnchbackup.dat) as Test
Alfternoon Restoration
This process will create a file for restoning. as a person logs out when nobody else is
logged in, which would normally be the last logout for the day. This person must have

o will copy onta the servers o drive.
adminiztratar rights far thiz Restoration to proceed..
Test

Path and file name: |D:\BA|:K LIPYPM.DAT

“Mate: [nput the full UMC path [eg Yhwkatnichbackup dat) as
o will copy onto the servers o drive.

v 0K

X Cancel

This screen allows for a make up to be made of the database while the system is in use and in a
format that makes it easy to restore should the need arise.

This backup process will be performed each day when the first person logs into Links.
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A valid path and file name must stipulate where the file is fo be backed up to. This file name is
BACKUP.DAT. All files saved must have a .DAT extension.

Press the Test button to confirm that the path name and file name is valid.

The above example shows this database will be backing up to the D drive to a subfolder titled
Back Up.

Note: A backup can be produced at anytime by pressing the Test button.
It is a facilities responsibility to include this backup file into its standard backup routine.
Admin > Site > Site Setup > SMS

This SMS functionality is setup by Links Support. Please contact Links support if required.

(&5 site Setup e |

[ General T Auditing/Other T Memberships&P T Clazses T Other Sites

Restorations SMS T SMTP T Regional T System

SM5 Provider

f* Usze SMS Central " Uze One wWay SMS

5M5 Login Details

zer Mame: |Imslin

HRmERHER

Pazsword:

From: |LinksDemd

SM5 Prefix

Phone Mumber Prefis [Mot for Australia):

Proxy

¢ Use aDirect Connection to the Internet
(" Uze Internet Explarer Proxy Settings

" Usge Manual Pro=y Settings

Fromy Server. | Prowsp Port:
Uzernarme: |
Paszwaond: |
v 0K X Cancel
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Admin > Site > Site Sefup > SMTP

SMTP mail details are entered here. Please contact Links Support if required.

r B’
[ General T Auditing/Other T Membershipsit'P T Clazzses T Other Sites
R estorations T ShS T SMTP T Regional T Syztem

¥ Use SMTP Server

SMTP Server Mame: IIms-e:-:u:hange

: SMTP Server Part: |25 * default part 1z 25

[T Use secure connection [S5L)

SMTP Default Mail Fram: IemaiI@Iinksmadulafsulutinns.cnm.au “the name that comes up in the
"from'* of the email message -
defaults to Links if not zet

Authentization Mode: I Marne - I

SMTP Uzer Mame: I

SMTP Server Password: ||

¥ 0K X Cancel
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Admin > Site > Site Setup > Regional

The Regional Tab enables the Links Modular Solutions tfeam to customise the system settings to
suit the site location.

' B’
By Site Setup — 5

[ General T Auditing/Other T Memberships&"-.-‘F’T Clazzes T Other Sites

Restarations T SkdS T SHTP T Regional T System
Language: English [Australia) IEninsh [&ustralia) ;I
— Currency & Humber Settings————— [~ Time & Date Settings
Currency Symbal.— § Time Format:  hommcss t
Mumber of Decimal Places: 2 Ak /PM Designators: Ak A P
Decimal Separator. . Short Date Format: — d/Rb Apyy
Thouzand Separator: Long D'ate Farmat:  dddd, MR dd, wyy

— Country Specific Settings

—Buziness Name & Tax Setings ———— [~ Other Settings
Mobile/Cell Name:  [Maile

Business FReg. Mo. Mame:  |EET

Buginess Tax Mame:  |GST Measurement: &+ Metic Imperial

—Address Settings — Post Code Settings

Suburb/ T own/City M ame: ISuI:uurI:u M ame: IPUStCDdE
State/County Marme: IState b ax Length: |4_
v

State/County Max Length: |10 [¥ Mumeric [~ Alpha [ Space [T Special

State/County Mame Yizible: Alloviable Characters: |

v OE X Cancel
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Setup Locations/Other Site Parameters

Admin > Site > Setup Locations/Other Site Parameters

Admin > Site > Setup Locations/Other Site Parameters > Details

-

[ Setup Locations

Location:  [DEMO SITE

L

DEMO SITE

Drezcription;

[ Clasz Types T Sessions

T Access F'ointsT ClassesWeh T

e-blast T Secrity 1

Details T Stock Stores T

Tk |

Templates TAppoint'sx’EaldsT hemberzhipz T Wizt Pazzes

Site Mame: |Demo Health Club

LB |123455?ssn

Logo: |

Default State:
Default Appointrient tpe:

Guest zoreen default appoint, bype;

Path far [nvoices Ward templates:

v Show Banner on front page

|

| Mt
[TOUR

[TOUR
|I::\Links Demo Templates

majn

The banner goript far the front

WwWelcome to Links Modular Solutions Dema

Fepetitions |3—
~Cm- =T *
= 7| @ i
Save Delete Clear Clone Claze
Site Name Enter the name of the centre
ABN Type in the company’s ABN
Logo A logo file path can be entered here for use on invoices
Default State Enter the state which will be the default when typing all addresses
Default Appointment The appointment type that you wish to appear first upon opening
type of the appointment screen in the POS Module

Guest screen default
appointment type

Admin User Guide

When making an appointment from the customer details screen,
you can select the default to be different to that of the POS

Module

December 2012



=3 Link
=y LINKS

MODULAR SOLUTIONS

Path for Invoices Word Enter the path to the folder for templates for invoices
templates

Banner
Type a banner to display on the Links Front menu screen and specify the number of repetitions

Admin > Site > Setup Locations/Other Site Parameters > Stock Stores

[ Clazs Types T Seszzions T .ﬁ.ccessF‘DintsT Clazzesz. \web T e-blazt T Security ]

Dretails

Tillz T Templates T.-’-‘-.ppu::int's.-"EardsT MembershipsT Yigit Paszes

™

Stock Stores |
LIMKS RECEPTION
LS STORE

Stock Store Mame:

&dd

Set Store az Default

Address: |1 PRALCTICE &WE

Subwrk: |SYDNEY |

State: MW Post Code: (2000

Stock Stores

Add Stock Store Names. Stock Stores are any location where stock will be held including store

rooms, shop floor, reception efc.
Address for Purchase Orders

Enter an address to be printed on purchase orders from the Stock Module.

Admin User Guide December 2012

50




AT Lo k
= LINKS

MODULAR SOLUTIONS

Admin > Site > Setup Locations/Other Site Parameters > Tills

Listed are the Tills that are setup for this location.

[ Clazs Types T Seszzions T .ﬁ.ccessF‘DintsT Clazzesz. \web T e-blazt T Security ]

Dretails T Stock, Stu:uresT T E T Templates T.-’-‘-.ppu::int's.-"EardsT tembershipz T Yigit Paszes

™

Till | Store | B

ADMIN LINKS RECEFTION . :
TILL1 LINKS RECEPTION il | = Create Til |

TILLZ LINES RECEPTION
Stare:; I LI

Add
—Card Present Tranzactions
Provider: I LI [~ Print Merchant Receipt Copy
Uszer Mame: I [~ Print Signature Line or Merchant Copy

FPazzword: |

Add Till

Use the ﬂ to select aTill

and Store o Lt

Click to add to the list of Tills available for this Location
to this location.

© ™y
5 il setwp — ==
Till Code [ Code: |
ADMIN
ROSE
| TILLA Add | Clear
TILL1
[l TILLZ
TILLZ
TILLS
Bl
| |
v 0K X Cancel
W "y
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Admin > Site > Setup Locations/Other Site Parameters > Templates

Listed are the Touchscreen Layouts that are setup for this location.

T Access F'u:uintsT Clazzesz. \web T e-blazt T Security ]
T.-’-‘-.ppu::int's.-"EardsT tembershipz T Yigit Paszes In

[ Clazs Types T Seszzions
Dretails T Stock Stores T Tillz

Templates
CAMTEREURY DEMO Template:
POIMT OF SALE
STAMDARD

Add Clear |

Add Template

dto assign Touchscreen Template

Use the ™! to select a Touchscreen Template, click L
to the location.
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Admin > Site > Setup Locations/Other Site Parameters > Appoint’s/Cards

[ Clazs Types T Seszzions T .ﬁ.ccessF‘DintsT Clazzesz. \web T e-blazt T Security ]
Dretails T Stock, Stu:uresT Tillz T Templates AP E £ T tembershipz T Yigit Paszes

Cards.......

™

Appointment Types | b awirnurn Card Mumber: I‘IEIEIIZIEIEIEIEIEI

AL ED ASSESSMEMNT

FITHESS ASSESSMENT

TOUR Students:  [STUDENT |

TOUR 2

b embers: IMEMBEH

L

Wisit Pass |MEMBEF|

L

Staff: |MEMBEF|

L

Appointments
Listed are the Appointment Types setup for this location.

Cards

Maximum Card Number Set a limit to the card numbers for Students/Members/Visit
Passes/Staff

Students, Members, Visit Use the ™| button to select the Card Layout to use to print
Passes, Staff Customer Cards for Students/Members/Visit Passes/Staff
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Admin > Site > Setup Locations/Other Site Parameters > Memberships

Listed are the Membership Categories that are setup for this location.

[ Clazs Types T Seszzions

T Access F'u:uintsT Clazzesz. \web T e-blazt T

Security

]

Dretails T Stock Stores T

Tillz

T Templates T.-i'-.ppcuint's.-"liards

temberzhip Cateqories

FMDD
FORTHIGHT
MOMTH
TERM
TERMDD

£

I Visit Passes |

Admin User Guide
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Admin > Site > Setup Locations/Other Site Parameters > Visit Passes

Listed are the Visit Pass Categories that are setup for this location.

[ Clazs Types T Seszzions T .ﬁ.ccessF‘DintsT Clazzesz. \web T e-blazt T Security ]
Dretails T Stock Stores T Tillz T Templates T.-’-‘-.ppu::int's.-"EardsT tembershipz T "l.r'

Yigit Pasz Categories |

AQUATICS
ME™W
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Admin > Site > Setup Locations/Other Site Parameters > Class Types

Listed are the Class Types that are setup for this location

[ Dretails T Stock, Stu:uresT Tillz T Templates T.-'l'-.ppcuint's.-"EardsT tembershipz Yigit Paszes
: : Seszzions T Access F'u:uintsT Clazzesz. \web T e-blazt T Security

ClazsTypes | Dezcription |
HOLID, HOLIDAY PROGRAR

FRESCH PRESCHOOL CLASSES

SCHOOL SCHOOL AGED

SOUADS SAUADS
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Admin > Site > Setup Locations/Other Site Parameters > Sessions

Listed is the Session Categories setup for this location

Templates T.-'l'-.ppuint's ! EardsT tembershipz Yigit Paszes
Security

[ Dretails T Stock Stores T Tillz T
T Access F'u:uintsT Clazzesz. \web T e-blazt T

Clazz Tupes

Sezzion Categonies
ATTALK
BaALAMCE

FUMP

YOG
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Admin > Site > Setup Locations/Other Site Parameters > Access Points

Listed is the Access Points setup for this location

[ Dretails T Stock Stores T Tillz T Templates T.-'l'-.ppcuint's.-"EardsT tembershipz Yigit Paszes
Clazzesz. \web T e-blazt T Security

Clazz Tupes T Seszzions

—0ld Access

Accessz Points | B
A0k

TILLA
TILLZ Create Access Pointz |

Add Access Point

Create Access Points Click to add to the list of Access Points setup for this Location

f '
[ Access Points POS ‘1 ‘ Elélg

DEMOSITE

Access Point I Mame:
ADMIN |
Il TILL1
TILLZ Acdd | Clear
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Admin > Site > Setup Locations/Other Site Parameters > Classweb

Setup options for the use of Classweb

Admin > Site > Setup Locations/Other Site Parameters > Classweb > General Options

Digplay Options

Tl |TILLY

l Terms & Conditions l Descriptions l

Booking Optiohs

Dayz ahead to zearch: B0

<1 71 71 71 %1 71 X1 X1 %

.

Show Teachers

Show Yacancies

Show Average Age

Show Classld

Default Location

Include Mext Period

Iniclude Captcha Control
Dizplay Group Code with HPs
First Emerg Contact b andatary

Digplay Second Emerg Contact

-]

binutes to hold booking: |15

B
Prozpect Program for 'Web Enguiries:
|NEWw ENQUIRY |

Bookings closed:

Addrezzing
[ Usze All Postoodes for addressing

Display Options

Till

Days ahead to search

Show Teachers

Show Vacancies

Show Average Age

Show ClassID

Admin User Guide

You will need to set the fill you wish fransactions made over the
web to be processed through

Define how many days in advance customers can search using
Classweb

If this is not selected the teachers assigned to each class will
not be displayed on the web

You can select whether you wish the number of spots available
in a class to display or not

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

Primarily used for testing, however you can display the class id
online if you wish
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Default Location

Include Next Period

Include Captcha Control

Display Group Code with HPs

First Emerg Contact
Mandatory

Display Second Emerg
Contact

Booking Options

Minutes to hold booking

Bookings closed

Prospect Program for Web
Enquiries

Addressing

Use All Postcodes for
addressing

Admin User Guide

This should only be checked in consultation with Links support
staff if you are operating a multi location database

Select this option if you wish for customers to be charged a pro
rata & the next Direct Debit period amounts upfront

Select this option if you wish to include a Captcha control on
the website displayed when new customers sign up

If you wish to display both the group code and the level name
for your Holiday Program class types then you can select this
option here

Select this option if you want to restrict customers from making
bookings without providing one emergency contact for the
students

Select this opfion if you wish to display two entry boxes for
emergency details to be entered

When a customer confirms a booking online, they then need to
pay for the booking using a credit card. This option allows you
tfo control how long they have between confiiming the
booking and making payment.

Depending on how you allow customers to book for classes
online, you can confrol 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.

When a customer registers on the web but does NOT book into
any classes they are populated on a web to do list. From the
web to do list you can then turn the enquiry into a prospect.
This program is the retention program they will be assigned to
from the web to do screen.

Uses all the postcodes in the database on web form
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Admin > Site > Setup Locations/Other Site Parameters > Classweb > Terms & Conditions

Here is where you enter the text of Terms and Conditions for use of Classweb

General Options | Temns & Conditions l D escriptions l

Terms & Conditions

|En:|r'|firm Clazzes ﬂ

Confirm classes

Credit Card payment

Direct Debit

Admin User Guide

This option is required to be confirmed when a customer confirms
the selection of a class. This would traditionally be the general
booking terms and conditions usually found on a booking form.

These terms and conditions are required to be confirmed when a
customer pays for their booking online. You may need to discuss
the required ferms and conditions with your online credit card
processing provided such as LinksPay, MMOA or NPC.

If you are running perpetual direct debit/billing lessons, then
customers will need to confirm to these terms and conditions as
part of registering their bank or credit card details. Again you may
need to check with your Links direct debit provider for details.
These details would be the details you currently have on your DDR
or Direct Debit Authority paper forms.
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Admin > Site > Setup Locations > Classweb > Descriptions

Dezcrnptions

Holiday Program M ame: |H|:||i|:|a_',I Programs

Weh Theme Mame: |gre_l,ltheme

Login Title: |

Term Mame: |

Credit Cardz Mezzage: |

Holiday program name

Web theme name

Login fitle

Term name

CC message

Admin User Guide

This option allows you to control what holiday programs are called

on the web, for example Holiday Intensives, Swim VAC, Summer
Camp

This is the colour scheme you will assign to the web. See the
technical manual for further information

This text is displayed on the main screen of the web where
customers can register and login

A term in Links is not always referred to as a term. For example it
could be a block or a session. Here you can rename how it

displays online

This can say what credit cards you accept for payments
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Admin > Site > Setup Locations/Other Site Parameters > e-blast

e-blast is an extra service offered to Links clients that allows you to manage email and SMS
campaigns for members. Please contact your Links representative for more information.

[ Dretails T Stock, Stu:uresT Tillz T Templates T.-’-‘-.ppu:unts.-"EardsT Membershlpsyj Yigit Paszes
i Security

Clazz Tupes T Seszzions T Access F'u:ulntsT Clazzesz. \web T

e-blazt Settings

e-blazt iz an extra service offered to Links clients that allows you to manage email and S5 campaigns of
members. Pleaze contact wour Links reprezentative for more information

[ e-blast

e-blazt Site 1d::

e-blazt Key: |
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Admin > Site > Setup Locations/Other Site Parameters > Security
Setup the security level for staff passwords.

[ Dretails T Stock, Stu:uresT Tillz T Templates T.-’-‘-.ppu::int's.-"EardsT tembershipz Yigit Paszes
Clazz Tupes T Seszzions T Access F'u:uintsT Clazzesz. \web T e-blazt T Se-::unty

Strong pazswords iz a term uzed to dezcribe the difficulty of people to guess other peoples paszwords and being
able to impersonate them.

Having a pazzword policy that ensures that pazswords are changed regularly and that there iz a masinmum
number of ifvalid attempts before the user iz made inactive iz alzo important.

PCl compliance requires that strong passwords must be uged for all uzers and that a pagsword policy iz enforced.

[ Strong Passwards

Mo, Inwvalid Atternpts: |Llnlimited

Dayz to change pazsword: |Llnlimited

Strong Passwords Staff passwords must be 7-20 characters long and contain a
combination of the following:

1. Uppercase letters
2. Lowercase letters
3. Numbers (0-9)
4. Special Characters
No. Invalid Attempts Define the number of times a staff member's password can be

entered incorrectly before it will be locked out

Days to change password Specify the number of days before staff must change their
passwords
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Customer Accounts

Admin > Site > Setup Customer Accounts

Customer Accounts allow money to be loaded on Customer Cards and used to make payments

through POS.

-

B9 Setup Customer Accounts

Location:  |[EEENE =N

¥ OF

Dezcription: |Links Demo Site

v Allow Customer Sccounts

b awirnum B alance: |'I Q0.0

PIM at POS Required Owver: |R0.00

[ Automatically Create Customer Accounts
v Student Adds to Responsible Person

[v Fecord Customer Agreemett

X, Cancel

Allow Customer Accounts

Maximum Balance

PIN at POS Required Over

Automatically Create
Customer Accounts

Admin User Guide

Tick to enable the creation of Customer Accounts

Enter a maximum balance the customer can have on their
account, as in the positive amount of credit they can hold at
any one time. This avoids people getting too much credit and
the centre holding too much liability.

When processing a payment over the specified limit, a PIN will
be required to authorise the transaction

All customers will get a customer account when entered into the
system
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Student Adds to Purchases made by Students will be added to the Responsible
Responsible Person Person account rather than the Student’s

Record Customer
Agreements

New Access Parameters

Admin > Site > New Access Parameters

-

B9 Setup Mew Access | 5

Location:  [LM3 DEMD El

Dezcription: |Links Dermo Site

[® Mew Access Module

Clazzes
W Aoeess for Lasual Sales [Barcodes) Minutes prior to class allowed: (120
Iv access for Customer Cards [RFID] [ Permit entry outside class times - Perpetual studerts

) . [ Permit entry outside class times - Term students
[~ Service Entry at Turnstile k
W  Permit vizit registration after class start time
Iv Include future accounts in balance

Finimum double swipe: zeconds

Services must be used within : minutes after purchase

A izt will allowe entry for:

477

minutes before recarding a new wvisit

AP izt will allows entry for: |1

o0
=

minutes before recarding a new wvisit

Meszages at devices Accezs Points

Accesz Points

Device Ok message: |Welcnme

Ma Entry message: |.-5.ccess [Denied

G0 to reception message; |I3|:| to reception

~m- = +*
2| g ]

Save Delete Clear Clone

Cloze
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Setup New Access

New Access Module

Access for Casual Sales
(Barcodes)

Access for Customer Cards
(RFID)

Service Entry at Turnstile

Minimum double swipe

Services must be used
within...

A visit pass will allow entry
for...

A VP visit will allow entry
for...

Classes

Minutes prior to class
allowed

Permit entry outside class
fimes — Perpetual students

Permit entry outside class
fimes — Term students

Admin User Guide

This is for Links Modular Solutions staff Only

If this option is selected, casuals (ie: adult swim entry) will be
allowed to enter through the access point with a barcode that
they have purchased.

If this option is selected, customers with RFID cards or bands will
be allowed to enter through the access point

Select this to enable, a client to have a barcode generated
against a casual sale, which enables them to enter through a
furnstile with said barcode.

Specifies the amount of time in seconds a user has to wait to re-
swipe their access band/card at an Access Point

This is the time that the customer has to use their barcode ticket
to enter through the access point before it expires.

Specifies the amount of fime before a new visit will be registered
at an Access Point, or in the instance of single use barcodes, the
amount of time before they will become unusable

Specifies the amount of time that will pass before an additional
visit will be removed from a pass at an Access Point

The number of minutes that can arrive before a class
commences and be registered for that class

This will allow a student to have access into the centre outside of
their scheduled class time if they are booked into a class type
that is direct debiting

This will allow a student to have access into the centre outside of
their scheduled class time if they are booked into a class type
that is ferm based
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Permit visit registration after
class start time

Include future accounts in
balance

Messages at devices

Device OK message
No Entry message
Go to reception message

Access Points

Records attendance for a student if they register after the
scheduled class start fime

Only uncheck if you don't want new term fees to be displayed
until the term starts

The message fo be displayed at enfry point when access is
granted

The message to be displayed at entry point when access is
denied

The message to be displayed at entry point when a message
has been left for the customer

Listed are the Access Points setup for this location.

Other Sites

Admin > Site > Other Sites

Links has the ability to register visits from customers who belong to another facility. This makes it
possible to offer reciprocal rights to customers by linking one or more facilities and sharing

database details.

5 Setup Other Sites

Site Code: || J

Mame: |

S0L server name: |

Live database name: |

UserlD: |

Password: |

[~ Use NT Authentication for database

Test Connection

—
=0 @ *| g
Save Delete Clear Clone o
03e
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This screen should only be updated by Links Modular Solutions staff and setftings should not be
altered unless directed by Links Modular Solutions.

Audit Log

Admin > Site > Audit Log

The information shown on this window is an audit log of transactions and functions that have

been conducted between two dates.

B AuditLog [
From: |7 FEB 2012 ﬂ Display Only: | Topic [
[ STAFF PASSWORD CHAMGE
To: |14 FEB 2012 ﬂ Tranzaction cleared
Tranzaction voided
[JUPGRADE DATABASE =l
[T Select Al
Diate Time Description Staff Member | Old alue New Value Reason
10FEB 20..  11:29 4M Transaction cleared: Transaction total = $0.00 CITIZEN, JOHN $0.00 Clear Transaction
10FEB 20..  11:28 AM Transaction cleared: Transaction total = $4.00 CITIZEM, JOHM $4.00 Clear Transaction
10FEB 20..  11:28 AM Transaction cleared: Transaction total = $2.20 CITIZEM, JOHM $2.20 Clear Transaction
10FEB 20..  11:28 AM Transaction cleared: Transaction total = $4.00 CITIZEM, JOHM $4.00 Clear Transaction
10FER 200, 11:28.4M Tranzaction voided CITIZEM, JOHM EMTERED TWICE
10FER 20 11:27 &M Tranzaction voided CITIZEM, JOHM CUSTOMER CHANGED MIND
4| i F
Export | Print | Close |
. . . . {oApply . o
Select the relevant topic of fransaction or function and click i A, the window will display

the date, time and description of the fransaction, as well as the staff code and reason given.
This window will also include transactions that have been consolidated.

Select

data to an Excel document.

Admin User Guide

1 to preview and print a report of the selected fransactions or
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Suburbs

Admin > Site > Suburb

=3 Links

MODULAR SOLUTIONS

Maintain the database of Suburbs and associated post codes.

Suburb
Suburb Fost Code - Suburh: |
SYDMEY 2000 -
CANTERBURY 2001
WORLD SAUARE 2002 Fost Code: |
EASTERN SUBLURES 2004
UHIVERSITY OF SYDHEY 2006
LTIMO 2007
CHIPFEMDALE 2008
FrRMONT 2009
SURRY HILLS 2010
WOOLLOOMOOLOo 2011 Add Clear
STRAWBERRY HILLS 2012
gt%ﬁr;%mﬁ gg:]lg [f you add a new Suburb # Post Code | click on 'Add’
WATERLON 2017 i then "Select’ to uze it for this Customer.

Select

X Cancel | Add New Suburb

L5

Add New Suburb

Type in the Suburb and Post Code and click

Edit Suburb

1. Highlight the entry to be edited

Suburb
Suburb | Fost Code | o Suburh: IMIVERSITY OF 5°
CaMTERBURY 2001 =
WORLD SOUARE 2002
EASTERN SUBLURES 2004 Post Code: | 2008
UMIMERSITY OF SYDMEY 2006 x
ULTIMO 2007
CHIPFEMDALE 2008
FRMONT 2003
SURRY HILLS 2010
WOOLLOOMOOLOO 2011
STR&WBERRY HILLS 212 Ilpdate Cancel
ALEXAMDRLA 25
EV;I::&DTFEEHHLI‘\IDD 33:}]? [f you add a new Suburb # Post Code | click on 'Add’
FOSERERY 2018 i then "Select’ to uze it for this Customer.
Select % Cancel | Add Mew Suburb
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2. Click the ¥ to delete the entry; or edit the Suburb and click L

N.B. The Suburb and Postcode combination cannot be deleted if a Customer Id has the
combination. Adjusting a Suburb will update all people, suppliers and clients in Links with

that suburb to the new entry.
Web Suburbs

Admin > Site > Web Suburbs

A separate list of Suburbs and Postcodes (Cities and Zip codes) can be entered if you do not

wish to use existing records contained in the database. This is commonly used when the

database contains messy historical data.

-

zuburb in column & and a postcode in column B

File ta import; |

Irnpart

You can impart a CSW file with bwo columng containing a

Ligt to impaort

Suburb | Post Code |

Cloze

B Suburb = | B |t
Suburb Pozt Code g .
[ bk ||
Post Code: |

add | Clear |
Add Mew Suburb

It you add a new Subuwrb / Post Code | click on 'Add'

then 'Select’ to use it for this Custarner.

Import

Admin User Guide
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Visit Parameters
Admin > Site > Visit Parameters

Admin > Site > Visit Parameters > General
(59 Visit Entry Parameters ﬁ

General T bd'shipz & Clazzes T Letters

[X Check Access Parameters at POS

Dravz beforedafter birthday to check: |4

[ Play birthday ture

Drayz prior for payment due meszage : |7

[ Show all due, reqardless of when due

" Count Total Visitz of all Contracts
u
u
u

f# Count Yigits of Contract they are viziting against

" Do Mot Count Wisits

Shiow Visit Count Alert at every (100 wigits

¥ 0K | X, Cancel
Check Access Parameters The rules setup in Access Parameters will be used on a manual
at POS swipe at POS. Typically used at multi locations sites to restrict

access across sites

General

Days before/after birthday This field represents a message that will be displayed through
to check POS to advise of the Customer’s birthday

Admin User Guide December 2012 72



=3 Links

MODULAR SOLUTIONS

Play birthday tune

Accounts/Laybys

Days prior for payment
due message

Show all due, regardless of
when due

Count Visits

Count Total Visits of all
Contracts

Count Visits of Contract
they are visiting against

Do Not Count Visits

Show Visit Count Alert at
every...

Admin User Guide

Tick this box to activate the system to also play a birthday tune
for the customer when the message is displayed — your system
will require a soundcard to hear the tune. See Admin > Setup PC

A message will appear at POS if the customer has a payment
due on an account or a layby within the specified time frame

The full amount of an Account or Layby wil be displayed
regardless of when it is due

Counts the total visits of a customer of any Membership contract,
Visit Pass or Class that they have ever had

Counts the visits of a customer for the specific Membership
contract, Visit Pass or Class that they registering a visit against

Does not count visits

An alert is displayed after the specified number of visits
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Admin > Site > Visit Parameters > M'ships & Classes

-

B9 Visit Entry Parameters

General T M'ships & Clazszes T Letters

Seconds far vizit Ok meszage:;
Dizable timer when message exists:

Abzence warning days:
Dravz prior ko expiry for message:;

Survey entrances at Paoint of Sale:

Allovs muli entry in same day at POS:

Secands for vizit Ok message:
Dizable timer when mezsage exists:
Mirtes prior to class allowed: 20

Permit entry outzide clazs times - Perpetual students;
Fermit entry outzide clazs times - Term students:

Permit izt registration after clazs start time:

~| g =
TI—I‘“‘TI

X =
<1 7171 <

¥ 0K X, Cancel

L

Memberships/Visit Passes

Seconds for visit OK
message

Disable timer when message
exists

Absence warning days

Admin User Guide

Set the number of seconds the visit entry message for
Membership & Visit Pass holders will remain on the screen
before it disappears. Visit enfry messages are used when visits
are recorded through POS

Message will remain and not disappear without POS user's
action

When the customer registers a visit affer an absence of this
many days, a message will be displayed advising the user of
the number of days of the members’ absence

December 2012 74



=3 Links

MODULAR SOLUTIONS

Days prior to expiry for
message

Survey enfrances at Point of
Sale

Allow multi enfry in same
day at POS

Classes

Seconds for visit OK
message

Disable timer when message
exists

Minutes prior to class
allowed

Permit entry outside class
fimes — Perpetual students

Permit entry outside class
fimes — Term students

Permit visit registration after
class start time

Admin User Guide

The number of days before a membership or visit pass is due to
expiry, a warning will display at POS. It allows the user to advise
the customer that their membership is due to expire

When activated, all membership and visit pass holders whose
entrance is recorded, will produce a display at POS that lists the
activities that are linked to their current membership or visit
pass. The POS operator can then select the activities that the
customer is utilising during the visit.

Note: The Activities creation screen is in the Membership/VP
menu and activities are allocated within the membership and
VP detail screens.

Allows attendance more than once in a day without warning

Set the number of seconds the visit entry message for Students
will remain on the screen before it disappears. Visit entry
messages are used when visits are recorded through POS

Message will remain and not disappear without POS user’s
action

The number of minutes that a student can arrive before a class
commences and be registered for that class

This will allow a student to have access into the centre outside
of their scheduled class time if they are booked into a class
type that is direct debiting

This will allow a student to have access info the centre outside
of their scheduled class time if they are booked into a class
type that is ferm based

Record an attendance for a student if they register after the
scheduled class start time
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Table Maintenance
Admin > Site > Table Maintenance

The Table Maintenance screen allows you to define the options that can be selected through
various functions in Links to aid in the collection of relevant data.

i ™y
5 Table Maintenance u

Subject:
D ezcription | Comments | Staks® |
Customer Service Active
Gym [ngtructors Gym Instructors Active
Lifeguard Active
Swim Teacher Artive |
|
Add Mew Value
—fAdd Hew Yalue
Dezcription',
Code:
Dretails: Apply
Clear
Statuz: I.-'l‘-.ctive j
Cloze
h — = W,

Subject

Use the 1o select the Table to be edited.

Values

Listed are the values already available within the selected table

Add New Value

Enter the Description/Code and Details for the value and click

Comments/Details for values can also be edited by highlighting the description line, updating
the details/status and clicking Apply.

To delete a value, highlight the description line and click the (.
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Mandatory Fields
Admin > Site > Mandatory Fields

Use this screen to identfify fields in the Customer, Prospect, Customer Marketing and Conftract
Marketing screens that must be filled in when entering data.

Admin > Site > Mandatory Fields > Customer Screen

! Customer Screen } Prospect Screen ] Cusztomer Marketing Screen Conbract Marketing Screen l
w3 [ Address [~ Mame
I [ Suburb [~ Relationzhip
- [ State [~ Phone
[ Date of Bith | Home Phane W] izl
[ Work Phate

| Concession Date

[~ Mobile Phorne

[ Partner Mame
— Home Fax [ Dr. Mame
[ Dr. Ph
[ Work Fax fThene
[~ Dr. Phone 1
[~ E-mail

Clears the mandatory fields selected for the Customer Screen

Admin User Guide December 2012
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Admin > Site > Mandatory Fields > Prospect Screen

Customer Screen

| Home Phone

[~ Mobile Phone

[~ E-mail

[ Date af Birth

=3 Links
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[ Address

[ Subub

[ State

[ “woaork Phone

| Fax

[ First Contact
[~ Source
[ Tupe

[~ Promaotion

l Customer Marketing Screen

Contract Marketing Screen l

-

tarnage Statuz

Partrier M ame

Ocoupation

Erplayer

Corporate Group

Interests

Salary Range

Admin User Guide

Clears the mandatory fields selected for the Prospect Screen
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Admin > Site > Mandatory Fields > Customer Marketing Screen

Customer Scresn ] Prospect Screen | Customer Marketing Screen l Cantract Marketing Screen l
[ FReason [ Marriage Status [ First Contact
[ Estimate distance living from Centre [~ Partner Hame [ Source
[ Direction living fram Centre [~ Mationality [ Tvpe
[~ Main Language Spoken at Home [ Promation
[ Occupation
W] [E0iE) I Estra Field 1
[ Corporate Group [~ Exhra Field 2
[ Interests [ Exbra Field 3
[~ Salarny Range [~ Extra Field 4
ElearEustDmer Clears the mandatory fields selected for the Customer Marketing

b ark.eting Screen

Admin User Guide December 2012

79




=3 Links

MODULAR SOLUTIONS

Admin > Site > Mandatory Fields > Contract Marketing Screen

Customer Screen ] Prospect Screen ] Customer Marketing Screen £ Canbract Marketing Screen

[ Sale Initiated From

[ Memberzhip Movement

[ Comments

[ Source

[ Twpe

[ Promation

[~ Mew Membership Reazon

Clear Cantract Clears the mandatory fields selected for the Contract Marketing
Marketing Screen
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Activities

Admin > Site > Activities

a '
B Setup Activities e |

—Activities
Code | D ezcription | Aoocess | lobal |
AER Aerobics Falze Mo

Agua Aerobics

TENNIS Ternis Court Hire False No

[ Add New AddINEw |
Code:

“up to 10 characters

Deszcription: S
A
Comment: » |

Access r Global: [ - I
ose |

Save Clear

L — A

Activities that are setup in this screen can be allocated to Memberships and Visit Passes. These
activities are used as part of the Members Survey process that is integrated with POS. When
activated, upon recording a visit at the POS for all customers with Memberships and Visit Passes,
a dialog box will be displayed listing the activities allocated to the membership or visit pass. It is
then possible to select the activities and save the information. An activities report can then be
produced that displays what activities members and visit pass holders are utilising

Add New

Code Enter a code to represent the new activity

Description Type the full description of the activity

Comment Type in a comment for the activity

Access Tick the check box if the activity is to be used for access module
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Global Tick the check box if the activity is to be used across all locations in a

Edit an Activity

Edit or Delete

Kiosk

multi location database

Highlight the activity you wish to delete or edit. To delete, click the el

If you want to edit the entry you will only be able to change the

description

Admin > Site > Kiosk > Setup & Registration

The Kiosk Setup & Registration screen is used by Links Modular Solutions staff when installing Kiosk.

Note: This screen should only be updated by Links Modular Solutions staff and settings should not
be altered unless directed by Links Modular Solutions.

-

53 Kiosk Settings & Registration

=2

Kiozk:

Edfit Mame |

|~ |iAdd Kiosk |
Location: |DEMI:| SITE j
Til: | |
Kiosk Mode: | j

[ Caszualz Enabled

-m= =T
L= {J

Save Delete Clear

*
B

Clane
Cloze

Admin User Guide
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Links Service

Admin > Site > Links Service

The Links Service Parameters screen pertains to the setup of LinksPay.

Note: This screen should only be updated by Links Modular Solutions staff and settings should not
be altered unless directed by Links Modular Solutions.

-

B3 Links Service Parameters

(o] )

Global Settings | Dther Settings |

Link=Pay

v Links Pay Send/Receive Enabled

Palling Interval [minutes]: |20

Links &pplication Service

[ Lizterner Enabled

v OK

X Cancel

Admin User Guide December 2012
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Admin > Admin

Roles
Admin > Admin > Roles

Whilst staff members can be assigned to a role on an individual basis in Admin > Security > Staff
Members, this screen allows for the bulk entry of staff into specific roles.

i !
(53 Roles E
Fool Lifeguard -
Setup |
Staff Name | Staff Code |
CITIZEM JOHN 116
CONTOGOMA EOY AN G5
JOMES MARY 111
Add Mew Staff
Cloze
L% A

Add Mew Staff

1. Select the Roles from the R and press the button.

(If a new role is required, select . to enter the details for the new role).

2. Alist of Staff Members will be displayed.
3. Highlight one or more staff members to be included and Select

Note: To Select more than one staff member, hold down the Ctrl key and highlight the person.
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Card Layouts
Admin > Admin > Cards > Card Layouts

This window is used to customise the layout of your Membership, Visit Pass, Class enrolment and
Staff cards to suit your card template. All numbers are represented as ‘mm’ (milimetres). See
below for a sample of the card layout set up.

-

3 Card Layout Setup

Card Lapout [D: |MEMBEH J [ Default card to be printed Card Depth: =
[ Use CardFive zoftware Cards per Page: |37
Dimensions in milimeters except size. Horizontal Wertical  Size Height  ‘width  Bold [talics
[1TtoB00] [1tob00) [EtoB4] [10toB0) [10to 20)
|Full Name RARRES |22 1z 1z 65 X
|EurrMem"-"isT_l,lpes j |55 |4EI |? |-I2 |55 [
Id ~| |e0 |35 iC IE |65 o™
| | | | | | rr
| | | | | | rr
| | | | | | rr
[® Barcode |55 |4? |'|3 |'|EI |'IEI
% Phatos |25 |30 |25 B
=) 7] @ *
Preview Layout = [ [I
Save Delete Clear Clone
Cloze
Card Layout ID Type in a name to identify the card

Default Card to be Printed Enables all cards (Members, Visit Passes, Classes and Staff) to be
printed on the layout of this card type

Card Depth and Cards Relates to the depth of the card from the top of the page to
Per Page perforated section below the bottom of card (normally A4 sheets
with 3-4 cards per page will be 70-80mm}
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Data Lines

Free Text Lines

Barcode

Photos

Click on the drop down arrow. A list of available dictionary items
will be shown. Select the data line you would like to be printed

If you wish to have more information appear on your cards this is
typed here

Click the box if you wish a barcode to be printed out

Click the box if you wish a photo to be printed out

Note: Fill in the following parameters so the system knows which is the front or the back of the
card. Enter the numeric value to define your card layout.

Horizontal

Vertical

Size

Height/Width

Bold & Italics

Admin User Guide

This represents the space indented from the left of the page/card
to where you want the information to be printed. Measurements
are in millimeters

This represents the space from the top of each card to where you
want the information to be printed. Measurements are in
millimeters

This represents the size of the font

This relates to the size of the text box in your template to
accommodate the font size and information to be printed

Click on this if you wish the line of text to be bold or italics
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Setup Cards
Admin > Admin > Cards > Setup Cards

This screen allows you to view cards that have been issued already and to set expiry dates on
current cards.

(5 <New Card> —c

Card Mumber; |

" leave blank to generate the Links Format Card
Mumber ar enter a customer Card Mumber .

Perzon ID: 102861 J

|JEIHN CITIZEN

[v Card has been izsued
[ Links Card Murnber farmat [[Mumber][][Site Code])

Created: |29 FEB 2012

E:-:pir_l,l:| ﬂ
=[] @ % | E
- ]

Save Delete Clear Clone Cloze

L A

Click on E to view the list of existing cards.

Displayed are Customer’'s names and the date their cards were created and have expired.
Each time a new card is issued so is a new Card Number. This prevents a previous card from
being active.

X indicates whether the card issued has been issued from Links or another source. This can be
useful for those facilities needing to identify customers issued with non-Links cards in order to
distribute Links cards to them.

In order to find a customer you can search using their card number, the person’s name, the
confract date or the expiry date

Admin User Guide December 2012
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Setup Public Holidays

Admin > Admin > Setup Public Holidays

This window allows Links to know when public holidays have been to setf thereby providing
flexibility when defining how public holidays are tfreated for bookings and direct debiting.

-
53 Setup Public Holidays

o

Location: |DEMI:| SITE

'earto view  [apnpa

=}

- Public Haliday: _vl Setup |

[ Range of Dates

Date | D ezcription

25APR 2013 Anzac Day

Recreate Leszons and Bookings Cloze

| Date: | ﬂ

Save | Clear |

Dezcription | *
[CJ PRE SCHOOL AQUATICS
[JPRESCHOOL

[CJ PRI SCHOOL AQUATICS
[ sauaD

[J50uaD TERM BOOKINGS
[CJ TERM 02 TEST

[JTEST

[CJTEST sQuaD
[JwACATION PROGRAM 3
[1+ SPLASH AQUATIC EDUCATION HOLIDA. .. =

[vw Select Al

m

Year to view

Add Public Holiday

Setup

Admin User Guide

Select the year from the ™., A list of Public Holidays currently sef for the
selected year will be displayed in the left screen

Opens the Table Maintenance screen to enter new values for Public
Holidays. For more information see Admin > Site > Table Maintenance
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Public Holiday

Range of Dates

Date

Class Types

Save

Clear

Use the *lto select the Public Holiday to add

Tick this check box if the Public Holiday is to cover more than one day

Enter the date the Public Holiday falls on, or Start and End dates if
range of dates has been selected

Select the Class Type that this Public Holiday will affect or select all to
affect all Class Types

Add the Public Holiday to the list in the left screen

Clear the information entered

Note: If Lessons and Bookings are already scheduled prior fo sefting a Public Holiday date,
lessons and bookings will be deleted by assigning the Public Holiday

Delete a Public Holiday

Highlight the public holiday you want to delete and click on ’rheEI to delete.

Note: Removing a Public
Bookings

Recreate Leszons and Bookings

Holiday can have a significant impact on Classes, Charges and Lesson

Once the Public Holiday has been deleted, you have the

Admin User Guide

ability to recreate the lessons and bookings for that date
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Access Parameters

Admin > Admin > Access Parameters

The Access Parameters screen creates and defines access points for use by the Access Module
for the control turnstiles and secondary scanning units.

Note: This screen will only be displayed if the Access Module has been installed on the PC that
will be used for turnstile control.

e

Access Point

53 Access Parameters

=)

Add Products from Popup |

Add Hew ¥alue

Product; | J

Apply | Clear |

[ Men Only
[ “wamen Only

Access Point: TILL1 ﬂ M
Product Code | Description & Clazs Type | D escription
A005 FAMILY Sk = ED GvM ED GYMNASTICS
007 GOLD ADULT DD i PRE PRE SCHOOL AQUATICS
Mooz ALQUATIC FAMILY PRES PRESCHOOL
Mooz AQUATICS COMCESSION PRESCH PRESCHOOL CLASSES
k101 GOLD & MOMTHS PRI PRI SCHOOL AQUATICS
M102 SILVER B MOMTHS SCHOOL SCHOOL AGED
k103 ALUATICS CHILDAPEMSIOME... - WAL VACATION PROGRAM

| Add Clazs Types fram Popup |

Add Hew Yalue

ClazsType:

L

Apply |

Clear |

Save bz

Cloge

Admin User Guide December 2012
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To create a new Access Point, see Admin > Admin > Access Points
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Services, Membership Types and Visit Pass Types/Class Types

Listed are the permissions currently allocated to this Access Point.

Add Products from Popup | Click this button to search for Services, Membership Types
and Visit Pass Types to add to the permissions for this Access
Point

Click this button to search for Class Types to add to the

Add Clazs Types from Popup |
permissions for this Access Point

Quick Access Only

Select Men Only or Women Only if this Access Point is for areas of segregation, e.g. change
rooms

Appointment Type Setup
Admin > Admin > Appointment Type Setup

Links has a built in Appointment Calendar that allows for the recording and tracking of
appointments for Members and Prospects. This screen allows for the creating and defining of
Appointment Types and Parameters.

5. Appointment Type Setup @
Appaintrment Type: |TDUF| J
Location: |DEME| SITE ﬂ

Earliest Appaintrent: | 09:00 Ak

End last Appaintment: |I35:EIEI Phd

Feriod: an - | Minutes:

Status: W Sales Reporting

|Active j

Lvailability
Set Appointment Background
Screen Background
=z 7| @ *| I
== I'JI

Save Delete Clear Clone Cloze
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Creating a New Appointment Type

Appointment Type Enter the name of the appointment type

Earliest Appointment Enter the tfime that the earliest appointment can be made

End Last Appointment Enter the time that the last appointment will end

Period Use the Tlto select booking time of the appointment in minutes
Sales Reporting Flag this option if you wish to use this appointment type as the tour

appointment for sales reporting

Set Appaintmernt Set a colour for the appointment type
Screen Background

Select this bufton if there is a need to define periods of time in

L ailability
which an appointment in this appointment type cannot be made

B9 Appointment Unavailability for TOUR 2

Thiz appointment tupe iz available between 0300 AM and 05:00 P, Enter the time(z] that it i MOT
available between these hours.

Dau | Fram | To

Friday 12200 P 01:00 P Day: -
M onday 1200P 01:00 Pk

Thurzday 1200FK  07:00 Pk Time Framm: I—
Tuesday 1200FM  01:00 PM e Fo

“Wednesday  1200PM  01:00 PM Time Tar I—

Add | Clear |

v 0K | * Cancel |

L -

Listed are the Days and Times that this Appointment Type is unavailable for bookings.

Add

Day Enter the day of the week
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Time From/To Enter the tfime range required. Multiple time periods within a day can be
entered if required

Add Add this Day and Time period to the list of unavailability

Clear | Clear the information entered

Access Points
Admin > Admin > Access Points

Enter the Access Points that will be available for Access setup.

p '
B9 Access Points POS E@g
CEMO SITE
Acoess Point I Marne: |
ADMIN
TILL1
TILLZ Add Clear
v 0K
§ -
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Admin > Setup PC

The Setup PC window is used to identify the Access Point Name and allocate sounds to actions
for individual workstations that operate Links. This is a local setting only; therefore each
workstation will require updating.

r Y
B9 Setup PC Parameters g

Access Point Mame: |'|'||_|_-| ;I

Gantner Card Cash

[® Can Email : . I—
[~ Readfriter Attached I Seial I jv FID:

[ Play Sounds

" Legic " MiFare iFare key: |

General T T Paint of Sale )

Birthday: I

Wizit Meszage/0K,

Wigit W arning

izt Count

Firgt Lezson

o o B B

a
o
Wizt Error: I
N
a

— Enter or locate the path to the Winword_exe I

WINWORD EXE Path: IE:HF’ngram Filez [86]\icrozoft Office\0ficel 28w INWIORD EXE |

— Enter or locate the path to the Links help file

File Path: |E:'xF'ru:|gram FilezhLinks Modular SolutionzhLinks_Help.Hlp _I
¥ 0K | X Cancel |
W A
Access Point Name Select from the = options to identify the Access Point Name for the

particular workstation

Can email Tick this check box to enable emails to be sent through Links from
this PC
Play Sounds Tick this check box to activate sound features for this PC
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Enter or locate the path fo the WINWORD.exe

Insert the path to the Microsoft Word executable file. This will be used to start Microsoft Word
when using Links templates.

Enter or locate the path to the Links help file
Please contact the Links Modular Solutions support tfeam if the Links help file requires adjustment.
Sounds

Each local workstation must have a soundcard and speakers in order to hear the sounds. The
sound set up is entirely optional and only acts as an extra feature to the program. Sounds can
be generated for various keystrokes as seen within this set up menu. Sound files must be Wave
Files with sounds lasting only up to a few seconds at most.

If several workstations require sounds it is advantageous to locate the Wave Files at a central
point of the server which is accessible by each workstation.

Admin > Setup PC > General

General I Wisit Entry | Point of Sale

Start Linkz: | J ¥
EsitLinks: | J >

Start Links This sound will be heard when starting Links.

To search for sounds click the J icon. Double click on the sound

file.
Exit Links This represents the sound you will hear when you log out of the main
Links menu
5 Click on this icon to hear the sound once it has been imported
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Admin > Setup PC > Visit Entry

General

T Yizit Entry T Faint of Sale

Birthday: |

Wizt Meszage 0k |

YWizit W arning: | J 5

Wizt Error: | J >

Wisit Count; | J 5

First Lessor; | J 5
Birthday This sound is played when you record a visit for either members or

Visit Message/OK

Visit Warning

Visit Error

Visit Count

First Lesson

Admin User Guide

class enrolments through point of sale provided you have activated
the *Visit Enfry Parameters’. See Admin > Site > Visit Parameters >
General

This sound is played when a member or class enrolment visit is being
recorded through point of sale or when a message appears for a
customer

This sound is played when a visit is recorded against a member or
class enrolment that is due to expire or is not scheduled to visit at this
fime of entry or any customer who has an outstanding layby

This sound is played when you record a visit against a member or
class enrolment that has expired or owes money

This sound is played when a customer accumulates the number of
visits specified as under Access Parameters

This sound is played when a class enrolment visit is being recorded
and the customer is a new enrolment attending for the first time
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Admin > Setup PC > Point Of Sale

General T Wigit Entry T Point of Sale 1
Touch Button Press: I _l 5
Open Cash Drawer; I _l b
Touch Button Press This represents the sound you will hear when you press any of the

touch screen buttons at Point of Sale

Open Cash Draw This represents the sound you will hear when the cash draw is
opened after choosing a payment option or when choosing the
‘No Sale’ key
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Admin > POS
Alternate Price Modes
Admin > POS > Alternate Price Modes

This window is used to run your point of sale in an alternate mode. You may want to sell certain
services and products at different prices and at different times of the day, week or month. This
window will allow you to nominate those services and products and allocate an alternate price.

To activate the alternate price mode functionality see POS.

B9 Alternate Price Modes - <New Entry> Iﬁ

Mode:  |[EWEMNT
| J % dizcount ta apply: |2EI 4

Description; |SF'EEI.-’-‘-.L EVEMT () Apply from Retail Price

(1 Apply to Alternate Price

Product Descrphion Retal Price 3| Alemate Prce.$
COkEmM COKE DIET COKE 220 175
COkD2 COCA COLA 220 1.75
COkO3 COKE “WaMILLA COKE 220 175
COkD4 COKE LIFT 220 1.75
COkO5 COKE SPRITE 220 175
COkOE COKE FANTA ORAMGE 220 1.75

p |COKET ...| Coke 5.00 4.00
0.00

=] @ * | B
-=»- /]

Save Delete Clear Clone Cloze

Mode If creating a new mode, type in a mode code. If amending/adding to

an existing alternate mode, click on the to refrieve the mode

Description Type in the description of the sale mode. If retrieving an existing mode
the description will be displayed
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Select Products and Services

Before selecting products you will first need to set up your products and services. Refer to:
Admin > Products/Services > Products > Product Master

Admin > Products/Services > Services > Services Master

Product Dezcription Fetail Price.$| Altemate Price.$
p |l
Search for Use the ==l to open the Search window. The options allow you to “Search by"
services and Services or Products and by Code, Description, Supplier or Cost; or simply click
products “Show All".

To select the entire list, click “Select All”; To specify your selection, hold down
the Ctrl button.

Apply % to calculate Alternate Prices

% discount to apply Enter the percentage discount to apply as the Alternate Price

Apply from Retail Price Select this option to apply the % discount based on the Retail Price

Apply to Alternate Select this option to apply the % discount to what is already set as the
Price Alternate Price

e Will apply the specified % discount to the price selected for all
Products and Services listed

Note: The Alternate Price can be manually entered for individual Products and Services by
highlighting the appropriate box in the Alternate Price column.
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Kits
Admin > POS > Kits

Kits allow for multiple products to be grouped together for ease of sale. After the sale, stock
numbers and financial updates will reflect each individual product within the Kit.

B9 Kits Setup- <Mew Entry> Iﬁ
kit 1D |EDKEFHED J Reduce all prices by &
Dezcription: ||:|:|KE AMD FREDDO Change total price to; §
Frodu... | Description | ity | Frice.$ | Total.$ |
COKDZ  COCA COLA 1 a.00 3.00 Product: | J
WATOS  Freddo Frog 1 2.00 2.00

|
Cuantity:
IInit Price:
Total: &

Clear |

Total: & |5.00

=| 7] @|*|
= ]

Save Delete Clear Clane Cloze

Kit ID Type in a Kit Id Code or click on the icon to select an existing kit
group

Type in the description of the new kit. If an existing kit the description

Description . . .
ot will automatically be displayed

Select a Product

Product Click on the icon to search for the product
Quantity This field is used to determine the quantity of this product to be sold
Unit Price Enter the Unit Price for the Product

Click on this icon to save this product to be part of the kit
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Click on this icon to clear the product that has been chosen and not
add it
Reduce all prices by % Type in the % value you would like all items to reduce by. The
‘price and total’ will be changed fo reflect the reduced % amount.
Or leave this field blank if you do not wish to reduce prices
Change total price to You also have the option of changing the total price of the kit if you

desire. Simply type in the new overall price and the products chosen
will be reduced evenly to add up to the new price

Setup
Admin > POS > Setup

This screen allows for the activation or deactivation of functions within the Point of Sale Module.
These settings are system wide therefore will affect all computers which operate as aTill.

Admin > POS > Setup > General

Point of Sale Options

[ Record cheque details [ ReturnRefund is not permitbed.

[ Recard credit card details [X Prampt for amount on sale of $0 product
[® Card tppe only required [* izt pass free for sessions
[ Yalidate credit card nurmbers [ Check for overdue Facility bookings

[* &gk for caszh tendered [ Post Code survey

[ Layby / Spilit defaults full amaunt in lapby | Include vaoucher tatal in balance

[% Show product code on POS [ Allow users bo change il ids

[ Alwaps azk for dizcount reazon

Record cheque details This option allows you fo record cheque details when

choosing the cheque payment method

Record credit card details Record the card details when choosing the credit card
payment method at POS. The credit card details payment
box includes, card type, card number, expiry date and
cardholder name

Card type only required Card Type is the only credit card detail required at POS
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Validate credit card
numbers

Ask for cash tendered

Layby/Split defaults full
amount in layby

Show product code on POS

Always ask for discount
reason

Return\Refund is not
permitted

Prompt for amount on sale of

$0 product

Visit pass free for sessions

Check for overdue facility
bookings

Post Code survey

Include voucher total in
balance

Allow users to change fill ID’s

Admin User Guide

Validate the credit card details entered at POS

When cash payment method is selected, the user will be
asked to enter the value received from the customer to help
determine the change to be returned

The total transaction amount will default into the layby field
after pressing the Layby/Split button in the Point of Sale screen

The product code and description of the current transaction is
displayed when selecting an item in the Point of Sale screen

A discount reason will be mandatory when applying a
discount to an item at Point of Sale

Deactivate the Return/Refund process within POS

If making a sale for a product or service which has a $0 value
the system will ask for a value to be given against the item
otherwise the sale cannot proceed

If a member price is attached to a Session, then visit pass
enfries are excluded from this price. A visit will be taken from
the Visit Pass

Pops up every two minutes if any bookings are overdue and
have not been marked as attended. This is not advisable for a
large venue

Survey casual purchasers of products and services that are
put through POS. The postcode screen will be displayed after
the sale which will require reception staff to enter a postcode

The voucher total will be included within the fill reconciliation
report as well as on the display fill window

The Till ID selected for the PC can be changed by users
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Security Options

[¥X Secure Tilloffz

|% Fequire user login for each transaction

[¥ Remember staff 1D between sales

[® Fequire user login for Mem Contract zale.

[ Require personal details on all ransactions

[¥ Fequire user login bo open cazh dravwer

| FRequire perzonal details on refund/return

b awirmurn B efund YWwithout Security: & |EI.EIEI

Secure Tilloffs

Require user login for each
fransaction

Remember staff ID between
sales

Require user login for Mem
Confract sale

Require personal details on
all fransactions

Require user login to open
cash drawer

Require personal details on
refund/refturn

Maximum refund without
security

Admin User Guide

Allows users to till off to a set fransactions number using either a
manual cash enter or enfry of denomination figures only i.e. 10x
$10.00 notes

All sales will be recorded against a staff person’s user name. A
report detailing sales by staff members can be generated

Default Staff ID to that entered on previous fransaction

All membership sales will require a staff ID and password to be
entered before selling the membership

Record details of customers for every transaction put through
POS

Staff ID and password will be required to open the cash drawer

When a refund or return is given on an item or previous
fransaction, you have the option of recording the personal
details of the customer

Maximum amount any wuser can refund without an

administrator login
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Cash Rounding

Select the rounding options for cash sales processed through POS

7

Mearest 5 cents
Mearest 10 cents
Mearest B0 cents

Mearest dallar

S S R

Do not raund cents

Other

! Configure Denominations | Setup the cash tenders for entry in Secure Tilloffs

-

3 Setup Dencminations @
D enarnination Order
Description | W alue |
$100 $100.00
$50 $50.00
i'lzg i'lzggg Mew Denomination:
$5 $5.00 D escriptiorn;
52 $2.00 ﬂ "
$1 $1.00 Walue: $ |0.00
50c $0.50 ﬂ
20c $0.20 | Fral |
10c $0.10 L=l
s $0.05
ok | Cancel |

Admin > POS > Setup > Products

Products

Default GST: |1E| *

[% Usze Product Grouping

K.ewward 1: |h-1anfau:turer Mo

[ Use Product Comments Kepword 2 |

[® Usze Product Kepwords

Kepword 3. |
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Default GST

Use Product Grouping

Use Product Comments

Use Product Keywords

Product Keywords

POS Reports

Show subtotals on
fransaction report

Show customers on
tfransaction report

Enter the GST percentage to be used

Products, Services and Memberships can be grouped for ease of
use in the POS fouchscreen

Record comments against Product. The comments are not linked to
any other functionality within Links

A keyword can be used to identify or find products when utilising
the search screen in POS

Enter up to three new search fields (keywords)

Subtotals will be printed on the transaction report when it is printed
on areceipt printer

If collected, the customer's name will be printed against a
fransaction on the transaction report when it is printed on a receipt
printer

Admin > POS > Setup > Categories

Category | Status | Req | Category:
FIMAMCIAL Global i
EEFEESHAL LEDGER E:EE:: E (" Global (" Location Only

[ Required for all Products/Services

Add Clear

Admin User Guide

DAMDENOMG

DEMO SITE
LMS DEMD
MELEOLRKE

Select All
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Sales Category Types

Listed are the Sales Category Types, their status — global or location specific, and whether
required for all Products/Services.

Add a Sales Category Type
Category Enter the name of the Sales Category Type

Status Specify is the Sales Category is to be used Globally (across all
locations) or location specific

Required for all Is the Sales Category required for all Products/Services?
Products/Services

""""""" Add Add to the listed Sales Categories
"""""" Clear | Clear the information entered
Locations If the Sales Category is to be location specific, tick the appropriate
location
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Admin > POS > Setup > Payment Options

[® Cheques
@ Credit Card @- Available
[x EFTPOS e

[® “ouchers/Credit Motes W fvailable
[% Lavhbys
[ Account

IInavailable

5

[® Electronic Transfer

[ Altermate 1 |

Available
Currency Code: |E‘I e

Card Limit: $ |'I 00.00 Other Aveailable

Payment Options

Select the Payment Methods to be available.

Note: If Alternate 1 is selected it can be used in POS by selecting the Layby/Split button.
Credit Cards Accepted

Click the Credit Card Type buttons to make it unavailable

Gantner
Currency Code Enter the appropriate currency code for the region of operation
Card Limit This is old functionality that is no longer used
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Admin > POS > Setup > Receipts

[® /&S detail on zale items
[ Twareceipts on layby sale

| Tworeceipts on voucher zale

[® Tworeceipts on credit note

| Receipt on every ranzaction

[X Salesperzon first name

[ Signature lines on vouchers

[¥ Signature linesfterms an layby payments

[ Frint signature on refunds always

[ Print bwao receipts for CCAEFTROS

WAS Detail On Sale
l[tfems

Two Receipts on Layby
Sale

Two Receipts on
Voucher Sale

Two Receipts on Credit
Note

Receipt on Every
Transaction

Salesperson First Name

Signature Lines On
Vouchers

Signature Lines/ Terms
on Layby Payments

Admin User Guide

If a discount is given to a sale, the ‘WAS’ price and the ‘NOW' sale
price will appear on the receipt

A second receipt will be printed on all layby sales, allowing you to
have a copy for the customer and yourself

A second receipt will be printed on all voucher sales, allowing you
to have a copy for the customer and yourself

A second receipt will be printed on all credit note sales, allowing
you to have a copy for the customer and yourself

A receipt will be printed on every transaction

The salespersons name will be printed on the receipt The system will
assume the salesperson is the user who logged onto the system
unless you have flagged the ‘Security Option’ as explained above

The voucher receipts wil have a section designated for the
customers signature

The layby receipt automatically print two signature lines and
incorporate the free text from the ‘Layby Terms’ box
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Print signature on
refunds always

Print two receipts for

Admin > POS > Setup > Laybys

Afleazt 301000
ar |0 % of tokal zale

value

10% every ¥ days

The refund receipt will automatically print two signature lines

Change Clear |

Minimum Initial Layby Payment

At least $ Set a minimum value amount for the Initial Layby Payment

A second receipt will be printed on all CC/EFTPQOS sales, allowing
CC/EFTPOS you to have a copy for the customer and yourself

or % of total sale value Specify a percentage of total sale value as the minimum Initial
Layby Payment

The minimal initial layby payment can be both $ and % or one of these options. The minimum

amount must be paid otherwise the transaction cannot proceed.

Admin User Guide
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Default Layby Payment Schedule

The default Layby payment schedule is outlined. Click to alter the default payment

schedule

3 Layby Payment Schedule ﬁ

g
(® percent

even: |7 dayz

Payments of: (5]

¥ 0K | X, Cancel

Payments of ... Specify the minimum amount (value or percentage) that must be
paid per period of the payment schedule

Every ... days Specify the number of days between payment for this payment
schedule

It should be noted that these act as a guide. Any payment amount for the layby will be
accepted but the payment schedule for further payments will need to be recalculated at the

fime of the payment.
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Admin > POS > Setup > Vouchers

This tab will allow the system to automatically generate the next available voucher/credit note

number to be applied

[* Automatic voucher/credit note numbering

Lower:  |100000
Upper: 199399

Automatic
voucher/credit note
numbering

Setup Receipts

Lower:  |200000
Upper:  |299339

Flag this box if you want POS to automatically default to the next
available number as per the range you enter. You will need to
enter the lower and upper number range for both vouchers and
credit notes. Numbers cannot overlap each other

Admin > PQOS > Setup Receipts

53 Setup Receipts

Location:  |DEMO SITE

Receipt Heading

J [DEMO SITE

Laybys Terms

Links Demo Site

Receipt Fooling

il Payments muste be made within two weeks =
of initiel paymnet

Solutions please wvisit

For further informstion on Links Modular » [ Drefault

wWw.linksmodularsclutions. com

Line 1

|De3cription ﬂ

Line 2

|<<N0ne>> j
L Line 3

|<<N0ne>> j

Fieceipt Logo:

= | +*
2| g ]

Save Delete Clear Clone

Cloze

Admin User Guide
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Receipt Heading

Type in what you would like to appear on the top of your receipt.
Receipt Footing

Type in what you would like to appear on the bottom of your receipt.
Layby Terms

Type in any fext you would like to appear on your receipt regarding terms and conditfions for
laybys. This will only be printed on the receipt when a layby is sold and if selected as a printing
option.

Receipft Line Format

Default If flagging the default the receipt will automatically print the first line
option being the product description

Line1,2&3 If you do not want the automatic default you can choose from the list
of options on the pop up. Click on the _Tifor the list of options

Receipt Logo

A logo can be set to print on the receipts. Locate a network file using the option.
Note: This file must be in a network drive that is accessible to all PCs.

Template Models

Admin > PQOS > Invoicing > Template Models

This screen defines the template model and the fields which will be inserted into the template.
There are two invoice models that can be designed: Customer and Client.

A Customer is defined as a person who has been issued a customer number within Links. This
customer may be a staff member, student, responsible person etc.

A Client is defined as a separate entity outside of customer process and is setup utilising the
Client screen in POS.

Note: The invoicing system within Links operates on an Accrual basis. This means that the income
value of the products, services, memberships and visit passes that are sold on account will be
viewed as income generated on the day they are sold, therefore income reports will include this
amount. Accordingly any product will see a reduction in stock numbers and GST will be payable
on the amount.
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Establishing an Invoice Template Model

This screen establishes the fields which will be inserted into the template.

-

3 Template Medel Setup

Template Madel: | Customer [rvoice

=)

Template Figld | baps To Table | taps To Field Format 5 tring -
Custiddress FEOFLE ADDRESS

CustGivent ames PEOPLE GIVEMMAMES P
CuztPostCode FEQPLE POSTCODE

CustSuburh FEOPLE SUBURE

CuztSurmame PEOPLE SURMAME

CusztTitle FEOFLE TITLE

ILineGST IMVOICELIMES GST $0.00

ILinetd erntyPHaolderld MEMWPHOLDER_... CUSTOMERID il
Il irahd ardfEH aldarh ama hAE RAUEH NI MER CUSTOkdE BRI ARAE

1] 1 b

Set to Links Defaultz

Template Field: | B
Maps to Table: | j
M aps to Field: | ﬂ Clear
Format String: |
= 7 @ * B
= U
Save Delete Clear Clare Cloze

Template Model Select Customer or Client Invoice from the drop down menu

Press the links default button and the default template fields will
be displayed. These are the template fields which will be inserted
into the invoice template

Set to Links Defaulks

Add Field Mapping

Additional fields can be added to the default fields however you must know the location of the
information you are seeking

Template Field Type in your own field name to identify the field type

Maps to Table From the drop down menu select the Table that contains the

necessary information
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Maps to Field From the drop down menu select the field that has the necessary
information
Format String Insert the format in which the data will be displayed

Click to add the entered information to the list of fields

Clear | Click to clear the entered information

Templates
Admin > PQOS > Invoicing > Templates

The Template Setup screen allows you to setup one or more new Customer and Client
templates, edit existing Customer or Client templates and set a default template for Customer
and Client.

B3 Template Setup ﬁ

There are 2 types of Template models namely: Customer and C|Ient
Thiz zcreen allows you ta:

¥ Setup one ar more new Customer £ Client templates
% Edit existing Cuzstomer or Client Templates
% Set a default template for Customer and Client

Path faor Invaice Word templates:  |C:hLinks Demo Templates

Customer
Mame: CUSTOMER INVOICE
Filename: LINKS_ CUSTOMER_ INVOICE.DOT
Client
Mame: CLIENT INVOICE
Filenarme: LINKS_ CLIEMT_ INYOICE.DOT

(" Add New Template [.dat] (™ Edit Existing Template [.dot open in MS WORD)

=1 7 *
-E.' U

[ Save | Delste Clear Clone Close
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Default Templates
Displayed are the default Customer and Client Invoice Templates

Add New Template

Select Template Model: |I:|_,|gt|:|mer Ihvoice j
Add Mew Template
Select Template Model Select between the Customer or Client invoice Template Models
Add New Template Opens the Add Invoice Template screen to enter a New Template

Name and File name or selecting an Existing File name as follows

59 Add Invoice Template Model Type: Customer Invoice ﬁ

All lroice Templates must have a unigue name. Templates will be saved in the Default Links Templates Folder.

TOUCan  k Use Links Default Template to create a new Invoice Template

*  Browse for an existing M5 Word Template [ dot fil]

Enter Mew Template Hame: |.f-‘-.I]LI.-’-'-.TII:S [MWOICE

Enter the Mew Invoice Template Filename to be created  [format; e dot]:

Mew File Mame: — |A0LA_INYOICE.DOT]

[ Usze Links Default Template
OR

Twpe or Browse for ERisting lrvoice Template File name [dot];

E sizting File Mame; J

v Ok | X, Cancel |

Admin User Guide December 2012 115



=3 Links

MODULAR SOLUTIONS

Enter New Template
Name

Enter the New Invoice
Template Filename to be
created

Use Links Default
Template

Type or Browse for Existing
Invoice Template File
name

Type in a template name

Type in a filename in the format xxx.dot

Will specify the file name as either LINKS_CUSTOMER_INVOICE.DOT
or LINKS_CLIENT_INVOICE.DOT

Type in or search for an existing tfemplate

Select Template Model | Custarmer lRvoice

Add Mew Template

Template Mame: |.&E!LI.£‘-.TIES IMYOICE

File: M arne: |.-5.E! UA_INVOICE.DOT

[ Set az default termplate For the Customer [rvoice Model

iou can now edit this Mew Template; Edit Template

Template Name

File Name

Set as default template
for the Customer Invoice
Model

Edit Template

Admin User Guide

Displayed is the predefined template name

Displayed is the predefined file name

Select the Set as a Default Template for the Model if this template is
to be used as the Default template for all letters that use this model

The template can be modified to suit your requirements
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Edit Existing Template

Select Template Model: | Cuztomer Ihvoice j

Template Name:  [CUSTOMER INVOICE L]
File Name:  [LINKS_ CUSTOMER_ INVOICE DOT

[ Set az default template far the Customer Invoice Model

Edit Template

Select Template Model Select between the Customer or Client invoice Template Models

Template Name Use the to search the Customer or Client Invoice Template to

edit

File Name The File Name will automatically update when the Template
Name has been selected

Set as default template Select the Set as a Default Template for the Model if this femplate
for the Customer Invoice is to be used as the Default template for all lefters that use this
Model model

Edit Template The template can be modified to suit your requirements
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Admin > Facility

This function allows you to manage the various sections of your facility that are available for
hiring. Once specifying the rate and dates and times available, bookings can then be made
through Point of Sale.

Setup Facilities

Admin > Facility > Set up Facilities

-

-
B Facility Setup 5
&=l Faciliies Available Facility Code: [50M INDOOR POOL Diuration: (30 mires
=-DEMO SITE |
3} 50k PODL Description: |50M POOL
--HE.-’-‘«LTH CLUE
- LEARNERS POOL Peak ChargesHr [100 Service Code: [v503
F-PT
OffPeak ChargesHr: [0 OftPeak Service Code: 1503
Fixed Duration  fres Staff Service Code: FH
Booking Periods:
|z Configuration; Mo Staff ChargeHour: |0
Fequires & Staff FES
Member:
Dates ‘ Set the dates that thiz facility iz unavaillable for bookingz.
Times ‘ Set the weekday times thig facility iz unawvailable for bookings.
Public Holiday Times ‘ Set the facility times for public holidays [overde above times).
‘ Set the weekday times that this facility configuration operates.
Other Relationships ‘ Set ather facility relationships
‘ ‘. basets ‘ Set the azsets that can be booked with this Facility.
&dd Facility To Selectad | M odify | Delete | ‘ Setup the facility for booking over the web
Fird
Search: L
Cloze
W ~
Facilities

The preview pane on the left details the various segments listed for this particular location.
Parent groups are listed and facilities that are part of the parent group can be viewed by
clicking the +.

Below the preview pane are two bombs.

Expands the directory tfree in the preview pane
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Facility Details

Contracts the directory tree in the preview pane

Displayed is a summary of the details entered in the "Add/Modify Facility” screen — see Admin >
Facilities > Setup Facilities > Add Facility

Facility Code

Description

Duration

Peak Charge/Hr

Off Peak Charge/Hr

Fixed Duration Booking Periods

Is Configuration

Requires a Staff Member

Service Code

Off Peak Service Code

Staff Service Code

Staff Charge/Hr

Facility Setup

D ates

Admin User Guide

The code name by which the facility is displayed

Describes the facility in more detail

How many minutes duration the facility can be booked at a
fime

The cost per hour during periods defined as Peak

The cost per hour during periods defined as Off Peak

Is the period for which facility is hired out for a set period or
can it flexible?

Is this Facility a Configuration of another facility?

Is a staff member required when this facility is hired out?e

Service code for Peak Charge. Relates directly to the
recording of income for reporting purposes. See Admin >
Products/Services > Services (> Services Master if a Mulfi
Location site)

Service code for Off Peak Charge.

Service code directly relating to the cost of hiring the staff
member out with the facility

The cost of the staff member per hour to attend with the
facility

Insert the dates the facility is unavailable/available for
bookings
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Insert the times the facility is Peak/Off Peak/Unavailable for
bookings

Times

Specify the public holidays times the facility is

¢ Public Holiday Times § ' .
Unavailable/available

Specify the times that this Configuration of the facility is
i Configuration Times ! unavailable/available if the facility being added is a
configuration of another facility

" Other R elationships | Set other facility relationships

Azsets Set the assets that can be booked with this facility

Setup the facility for bookings over the web

Admin > Facilities > Setup Facilities > Add Facility

Prior to setting up a Facility, the facility service code, staff service code and charge override
service code must already be entered. See Admin > Products/Services > Services (> Services
Master if a Multi Location site).

1. Select the part of the centre you wish to add another facility

El-Facilities Available
El-DEMO SITE
=- 50M POOL

E-HEALTH CLUB
- LEARNERS POOL
- FT

LIy

Add Faciliy To Selected | Madify | Delete

Search: —Find |

Admin User Guide December 2012
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Add Mew Facility

¢ Add Facility To Selected ;

2. Define the Facility Details

Delete the selected Facility

Add another Facility to the Parent Facility selected

Change the details of the selected Facility

Only available when highest Parent Facility in tree is selected

[ Add/Modify Facility Dialog

Facility Code:

50k INDODR POOL

[Max. 20 Chars)

Description: |5E|M POOL

Duration:  [3p mits

Charge/ 30 minz: 100
Charge/Hour: {200
Code:  [y503 J
Description: |Faci|it_l,lfLane Hire:
Charge/ 30 mins:

1]
Charge/Hour: W
Code: W J

Description: |Faci|it_l,la’Lane Hire

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

Code: ,.-’-\l-li J

Description:  [Assett Hire

Charge/Hour: $ {0.00

Prime Uzage: | Swimming
Group Update Charges |
Charge/ 30 mins: {100
Charge/Hour: W
Code:  [ys5o3 J
Description:  |Facility/Lane Hire

Charge/ 30 mins:
Charge/Hour: oo

Code: W J

1

Description: |FaCi|it_','.-"|_ahE Hire

r Setup charge overndes that can be applied
to thiz facilities bookings

Setup Overide Charges ‘

Charge/ 30 mins:
Charge/Hour:

Code:

Description:

Charge/ 30 mins:
Charge/Hour:

Code:

Description:

Moo
0

|Faci|it_l,la’Lane Hire

.
Moo

[Facility/Lane Hire

[ s thiz facility & configuration of it's parent?

v Send confirnation letters with this faciliies

bookings?

Save

Clone Cancel

Facility Code

Description

Duration

Admin User Guide

The code name by which the facility is displayed

Describes the facility in more detail

How many minutes duration the facility can be booked at a

tfime
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Prime Usage

Group Update Charges

Facility Service

Peak

Off Peak

Casual

Customer

Client

Charge/Duration

Charge/Hour

Code

Description

Admin User Guide

Use the ™| to select established Facility Prime Uses or the

to edit in the Table Maintenance options

When modifying a Facility, the “Charge/Duration”,
“Charge/Hour” and “Service Code"” can be updafted by
group for Peak — Casual, Current Customer, Client; and Off
Peak — Casual, Current Customer, Client.

The Facility Service details will apply when making a booking
during periods defined as Peak under Facility Setup > Times

The Facility Service details will apply when making a booking
during periods defined as Off Peak under Facility Setup >
Times

The Facility Service details will apply when a Casual user
makes a Facility Booking

The Facility Service details will apply when a Customer makes
a Facility Booking

The Facility Service details will apply when a Client makes a
Facility Booking

The Cost per period defined under “Duration” above. Note:
this field will update if “Charge/Hour” is adjusted

The Cost per hour. Note: fthis field will update if
“Charge/Duration” is adjusted

The Service Code Relates directly to the recording of income
for reporting purposes. See Admin > Products/Services >
Services > Services Master

Description will display when the Service Code is entered
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Staff Member

Can this facility have a staff Enables a Staff Member to be booked as part of the Facility
member booked with it Booking
Code Enter the Service code for a Staff Member booked as part

of Facility Booking

Description The Service Code description will update when the Service
Code is selected

Charge/Hour The Cost per Hour for a Staff member as part of a Facility
Booking

Override Charges
Charge overrides refer to alternative prices you wish to charge.
Setup charge overrides that

can be applied to this
facilities bookings

Enables Charge overrides to be set up and selected when
processing a booking

Setup Override Charges Opens the Override Charges Setup screen
Fa !
5 COwverrides - =LE8 X
BOM LANE 1
Descriptiar: |E'3|"IDC'|$ Hire Description Service Name Amount, | | Service...
) Community Group Hire Facility/Lane Hire 8.00 F %503
Service Code: |YSD3 Schaols Hire Facility/Lane Hire 1200 ¢ Y503 x
Service Descr: |Facilit_l,l.n"Lane Hire
(v Rate 12.00
" Percent i} =
Add New Owveride
Save Cancel
L ~

Listed are the Override prices already entered for this Facility.
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To edit a Charge Override, click on the line to highlight and adjust details, then click g___':!_lg'_'#_-?_t_ﬁ_j
To delete the override, highlight the line and click the .

Description Type a description for the Charge Override

Service Code Select a Service Code for payments made by Charge Override
Service Description This field will update when a Service Code is selected

Rate Enter the amount to be charged as an override

Percentage Enter the percentage difference to be charged.

Note: a negative percentage must be entered to give a
discount, i.e. 20% entered will charge 20% more than regular
price; -20% will apply a 20% discount

"""" Add “Add"” the override to the list of overrides for this facility
(T Clear “Clear” the details entered
dd Mew Dvermide Clear the details and enter an new override

Is this facility a configuration Tick this check box in the event that a centre has one space
of its parent? which is hired out for multiple purposes — e.g. 50m pool and
Waterpolo; Basketball and Netball courts.

Send confirmation lefters Allows the option to send confirmation letfters in the Facility
with this facility’s bookings bookings screen

3. Define Facility Setup options.

Note: To adjust the Facility Setup options, the appropriate Facility must be highlighted in the left
preview pane
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[ ates Set the dates that thiz facility i unavailable for bookings.

Times Set the weekday times thiz facility iz unavailable for bookings.

Public Holiday Times | Set the facility times for public holidays [overide above times].

Configuration Times | Set the weekday times that this facility configuration operates.

Other Relationships | Set ather facility relationships

Azzetz Set the azzets that can be booked with this Facility.

YWeb Bookingz Setup the facility for booking over the web

Admin > Facilities > Setup Facilities > Dates

Enter the dates that the particular facility is not available for booking

ra B’
& Facility Unavailability Dates (s o[ e S

Facility: IEEIM LAME 1

IMaru:h vI |2EI12 TI

Sun

11 12 13 14 15 16 17

15 13 20 21 22 23 24

Comments:  |Clased for Maintenance

" Available . |
¥ Unavailable Cloze |
—— )

L | —
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Admin > Facilities > Setup Facilities > Times

i Specify the Peak, Off Peak and Unavailable times for this Facility
(= Facility Availability E=EERTC)
== MOTE: You MUST enter the Unavailable Description before selecting any Unavailable Times.
12 - 2 <« 4 - 5 <+ 8 < 10 - 12 < 2 << 4 <+ & - 8 - 10 = 12
All
b onday
Tuesday
Wednesday
Thurzday
Friday
Saturday
Sunday
Interval: |30 minutes - - Peak Howermouse overtnes fof desciution
[ 0 Peak dhavailable Descrption:
tonday bo Friday from 3:00 A to 3:00 P - Unavailable || M
Save | Cancel |

1. Select the interval - 2 hours; 1 hour; 30 minutes; 15 minutes

2. Enter an Unavailable Description (not necessary when defining Peak and Off Peak
periods)

3. Click and drag over the times to allocate. Note: the period selected will be shown in the
bottom left

4, Select Peak, Off Peak or Unavailable

Admin > Facilities > Setup Facilities > Public Holiday Times
Now specify whether the facility is available for hire on the particular

i Public: Holiday Times public holidays. To setup Public Holidays see — Admin > Admin > Setup
Public Holidays
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i ™
B Facility Unavailable Times For Public Holidays ]
ear: |2E|1 2 vI
Public Holiday: IEaster Saturday - 7/04/2012 LI Date: I?-"U4-’2U12
12am Bam 12pm Bpm 1Z2am
L e | | | [ [ | |
m h |
| hours el - C: Save |

From 10:00 A to 4:00 Pk I = lnavailable i
Hiztany | Cloze | 1

—

Select the Year and Public Holiday to affect. High areas in Blue (Available) and White
(Unavailable) to define the Facility’s availability on that day.

Displays a historical record of dates that have been varied and the
facility affected

Admin > Facilities > Setup Facilities > Configuration Times

T Configuration Times Specify the times of the week that this facility configuration operates

Configurations

The Configurations Tab displays the fimes the Parent Facility takes on an alternate configuration

£ — — ™
[ Setup Facility Configurations M
Parent Facilty: 50M POOL
1 AddWeskly Times | Add Specific Date )
|2? FEE 2012 il weekly Times: I Specific Date [Overides Weekly Timesz]: - Mot Configured: I
1 Mon, Feb 27 Tue, Feb 28 Wwed, Feb 29 Thu, Mar 1 Fri. Mar 2 Sat, Mar 3 Sun, Mard | »
= |
3% |
L
00 I
N
Jili]
— b
L
oo [ “ater Paolo W ater Paolo
6~ Qoeooem- | OEOOPM- ||
09:00 P4 || 09:00 P4 || Dl
70 I I
|| || |
8 g 35
[ [ I
g
= H
1n00 - M
Close | 1
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Add Weekly Times

Enter times that the Parent Facility takes an alternate configuration on a regular weekly basis

I — ™
B Setup Facility Configurations g

Parent Faciity:  50M POOL

Configurations T Add Weekly Times T Add Specific D ate ]

— Detail

Everr [Fiiday ] between [06:00PM | and [0300PM -

parent facility: 50k POOL i

should be configured far:

Every Select the day of the week

Between ...and ... Define the hours for the alternate configuration
Should be configure Use the ™! to select the configuration

for...
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Add Specific Date

Enter times that the Parent Facility takes an alternate configuration on a specific date.

— Details

parent facility: 50k POOL

zhould be configured far:

On  [gioNzmz  p| beween [og00eM | and [0530PM o

Save |

- — — ™y
9 Setup Facility Configurations ﬂ
Farent Facility:  50M POOL
Configurations T Add Weekly Times T Add Specific Date ]

Between ...and ...

Should be configure
for...

Admin User Guide

Select the datfe

Close | 1

Define the hours for the alternate configuration

Use the 1o select the configuration
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Admin > Facilities > Setup Facilities > Other Relationships
Select a Facility that will be booked out if the related Facility is also booked, e.g. the change

rooms can be linked to the Pool so that whenever a Pool booking is made, the change rooms
are also booked out

T Other Belationships | Set other facility relationships

-

B Facility CoDependants lilﬂlﬂj

CoDependant facilities ofsk POOL

Facility |
LEARMERS POOL

Add related Facility

Cloze
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Admin > Facilities > Setup Facilities > Assets

Azzetz

Set the assets that can be booked with this facility

Note: The assets must already have been setup — see Admin > Facilities > Setup Assets

-

B9 Setup Facility Assets

[—25]

Available Azsets

Selected Azsets

Azzet Name

Azzet Name |

KICE. BOARDS
WATER BELT
SWIS5 BaLLS
PILATES MAT
KETTLE BELLS
FOCUS PADS
BOxIMG GLOVES

Add s KICE. BOARDS

<< Remove |

Save { Cloze |

Admin User Guide

Click an Available Asset on the left pane and “Add"” to make
available to be booked with this Facility

Click a Selected Asset on the right pane and “Remove” from the
assets available to be booked with this Facility
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Setup Assets
Admin > Facilities > Setup Assets

This screen will specify an asset available for hire with a facility. An asset can be used with in
more than one facility.

Note: A service code must already be set up prior to completing this screen — see Admin >
Products/Services > Services (> Services Master if Multi Location site)

( 5 Assets @ﬁ

Azszet Code; |KE v Available for booking.

Drezcription: |KIEK BOARDS

Long Description:

Azzetz Avalable: |30 Digplay Uze |

Purchaze Price: § ||:|,|:||:| Cost per Hour: $ |3,|:||:|

Purchaze Date:; ﬂ Semvice Code: |,&.H J
YWharranty Expires: ﬂ Service Desc: ’Assett Hire

Income per Hour: § |EI.EIEI

Mext Maintenance: ﬂ Text Colour

Contact: | Set Foreground
Phone: | Set Background
= 7| @ % N
= ()
Save Delete Clear Clane Cloze
Asset Code Enter a Asset Code
Description Enter the Description
Long Description A more involved description of the asset
Assets Available How many of the particular asset available for hire
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Available for booking Tick check box to make Asset Available for booking

Purchase

Purchase Price

Purchase Date

Warranty Expires

Hire

Cost per hour

Service Code

Income per Hour

Maintenance

Next Maintenance

Contact

Phone

Schedule Colour

details the history of the use of the asset eg when, what time and by
whom the asset has been hired

How much the asset cost to purchase

When the asset was purchased

Date the warranty for asset expires

How much the asset costs to the centre to be available

This code must already be set up — see Admin > Products/Services >
Services (> Services Master if a Multi Location site). It provides for the
correct assignment of income for reporting purposes

The amount of income per hour the asset will generate when hired

Enter a date when the for scheduled maintenance of the asset

The contact responsible for maintenance of this asset

The phone number of maintenance contact

The colour the foreground and background will display for the particular asset.

Admin User Guide
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Facility Settings

Admin > Facilities > Facility Settings

[ Facility Settings =RNCIN X
[% Default to 7 day view in Facility Bookings
Set Time Periods on Yisual Facility Bookings
Time Period One
Frarm: b {12:00 PM
Time Period Two
From: |12:00 PM to:  [B:00 P
X Cancel | ¥ 0K |
Default to 7 day view When a lowest level Facility is selected, the Visual Facility Bookings
in Facility Bookings view will default to show the next seven days

Set Time Periods on Visual Facility Bookings

The time period entered will be accessible by a short cut button on the Visual Facility Bookings

screen.
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Web Settings

Admin > Facilities > Web Settings

For further information on Facilities Web settings, please see the Facilityweb manual.
[ Facility Web Settings . [E=NEEE ™)

Location:  [F=pEIa ]

D ezcription: |DEMEI SITE

-

[ Publizh this location

Settings T Fage Description T Adverts T Fopup Help T Memberships T Email

Till | |

[~ Allow customers to make bookings

[T Allows members bo make bookings * i no, they are eated as casuals

Customers Login Test: I

[T Allow casuals to make bookings

Cazual Login Test: I

Cazual Link Text: I

Minutes to hold tentative booking : |1 [

M azter Heading for all pages: I

[~ Create custormer for every casual booking

Mate: Web will trp to match a casual booking on the email address, but if it cant be found, thiz
flag will zauze Links to create a new customer record.

Save Delete Clear Clone

Cloze
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Bulk Web Registration

Admin > Facilities > Bulk Web Registration

The Bulk Registrations screen allows all Members and Responsible Persons who are not registered
for Web Access to be registered in bulk.

-

59 Bulk Web Registration

==

Locatior: | DEMO SITE =

Active Customers - Mot Registered For Web Access

Cugtomer Name

Email Address Register
<Mo Email Addr

CAROL BRADY Mo Email Address: [
FETER BRADY <Mo Emall Address: [
BOEBY BRADY Mo Emall ddress>

PETER PARKER

<Mo Email Address>

MARY-JAME WATS0N

<Mo Emall Address>

Register For wWeb

Register for:

[ Facility\web

Selection Optiohz

[v tembers
M emberzhip Type:

<< Al »> |

| Responzible Person

Clazz Type:

<< Al 5> -

Cloze

Location

Selection Options

Members

Membership Type

Responsible Person

Class Type

Admin User Guide

Select the site location to affect

Tick this check box to select members to register for Web Access

Use the Tlto select the Membership Types to select members

Tick this check box to select Responsible Persons to register for Web

Access

Use the Tlto select the Class Types to select Responsible Persons

December 2012
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Active Customers — Not Registered for Web Access

Listed are the active customers within the defined selection options who are noft registered for
Web Access. Tick the Register check box to select the customer to Register for Web

Register For Web
Register for Classweb Select the web application to register customers for

Register for Select the web application to register customers for
Facilityweb

Click the Register Customers button to register the selected customers
for the selected web application

Register Cuztomers
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Bulk Facility Price Update

Admin > Facilities > Bulk Facility Price Update

-
B3 Bulk Facility Price Update

Location: |DEMD SITE

Selection

J [DEMO SITE

Select facilities you wish to
hawve prices changed or facility
bookingz updated:

Facility Bookings
Facility Prices Have NOT Changed

Effective Date
" Mow

(" On Date H

Facility Prices

Fill Davr Clear

* Fill Doy will only apply ba Facilities that have been selected

Do pou wigh to update the Facility Bookings with the EXISTING Prices? [v

Facility Bookings that are fully paid, have overides or dizcounted will not be updated.

Facility Bookings far all the Facilities in the list will be updated.

- Peak. Cur Off Peak Off Peak Curr [Off Peak
Sizemialiar Custorer,$ Precls Blaly Cazual$ Custorner,$ Clignt.$
1| 50 POOL 100,00 100.00 100,00 50,00 50,00 |50000
1] 50M LANE 1 3280 22.00 £.00 10,00 10,00 1EI.IJEI
] 50M LAME 2 15.00 15.00 15.00 10.00 10.00 10.00
] 50M LAME 3 15.00 15.00 15.00 10.00 10.00 10.00
1] 50M LAME 4 15.00 15.00 15.00 10.00 10.00 10.00
1| 50M LANE 5 15.00 15.00 15.00 10.00 10.00 10,00
[J| 50M LANE B 165.00 15.00 15.00 10.00 10.00 10,00
]| 50M LANE 7 15.00 15.00 15.00 10.00 10.00 10,00
[J| 50M LANE 8 165.00 15.00 15.00 10.00 10.00 10,00
1| “ater Polo 0.00 000 0.00 0.00 0.00 0.00
m B Facility has been selected for Fill Down B Facility has been allocated a price change
.- -
= 1 @ * ]
Save Delete Clear Clone
Cloze
L A
Location Select the location for which Facilities Prices are to be updated
Selection
""" Celent | Select the facilities you wish to have prices changed or facility
..... Facilities : bookings updated

Effective Date

Admin User Guide

Identify when the changes are to take affect — now or on a
specified date
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Facility Bookings

Tick this check box to update Facility Bookings with the updated prices. Facility bookings that
are fully paid, have overrides or are discounted will not be updated.

Facility Prices

Listed are the selected Facilities. To affect a price change against a facility the check box must
be ficked.

1. Enter a new price or percentage into the field above the column you wish to change (if
entering a percentage, tick the % check box)

2. Clickon
Bulk Facility Override Price Update

Admin > Facilities > Bulk Facility Override Price Update

B Bulk Facility Override Price Update =RAEN X
Location:  [DEMO SITE J [DEMO SITE
Selection

Facility Bookings
Facility Override Prices Have NOT Changed

Do you wish to update the Facility Bookings with the EXISTIMG Prices? v

Select facilities you wish to
have prices changed or facility
bookings updated:

i Select
i Facilities

Effective Date
™ Mow Facility Bookings that hawve been fully paid or discounted will not be updated.

£ On Date ﬂ Facility Bookings for all Facilities in the list will be updated.

Facility Override Prices
Replace

To allocate changes to the Dverides, pou can =g
either enter amounts into the Mew colurn, or Select Type: Freplace Exist 4: with Mew.$:
use the Replace feature, % b e s Apply Replace
Overide Description Type |Exist$ Mew Euist % MHew % =
Community Group Hire S a0n [ ]
A0k LAME 1 Schools Hire
= 7| @ *
- .'J' [I
Save Delete Clear Clorne
Cloge
= 4
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Location

Selection

Effective Date

Facility Bookings

Select the location for which Facilities Override Prices are to be
updated

Select the facilities you wish to have Override Prices changed or
facility bookings updated

Identify when the changes are to take affect — now or on a
specified date

Tick this check box to update Facility Bookings with the updated prices. Facility bookings that
are fully paid or are discounted will not be updated.

Facility Override Prices

To allocate changes to the Overrides, either enter amounts into the New column, or use the

Replace feature.

Admin User Guide
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Admin > Classes

The following menu screens in this section establish and define how classes are going to operate
within Links.

Terms

Admin > Classes > Terms

B Setup Terms ﬁ

Terms | o @4 Description:
HPF "3 07 i ||
Summer Week 1 Start D ate:

Temn 1 2000 | ﬂ
Tem1 2002 End D ate:

Term 2 2007 | ﬂ
Tem 2 2010

Tem 2 2012 il
Term 3 2007 [~ Holiday Program
Term 3 20010

Termn 4 2007

Uit add | Cea
TERMOEZ

TERMOE3

TER A Add Mew Term |

m

[w Active Tem

L &

This window wiill allow the user to set up Terms and Term datfes which will be used for Classes that
will operate on a term basis.

Terms This box shows the list of tferms that have been created

Press this button to create a new term

Description Type in the term description

start Date ciick on the Bl to select which date the term starfs.

End Date Click on the m to select which date the term will end.

Active Term Select for all active terms

Holiday Program Select if this term is to be used for a holiday program class type
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Click on this icon if you wish to save this term to the list of available
terms

Click on this icon if you want to clear the information that has been
created for this new term

Editing a Term

- Y
B Setup Terms ﬁ

Terms | i Description: | EEREGN
holt -

HP Tem 1 Start Date:  [2.APR 2012 ﬂ
hp test 10

HP w1 07 End Date:  [204PF 2012 D]
HF w2 07 e

HF "3 07
Summer Week 1
Term 12010 [v Holiday Program
Tem 12012

Termn 2 2007

Tem 2 2010 |Ipdate | Cancel
Tem 2 2012

Tern 3 2007
T A0 Add New Term |

m

[w Active Term

L A

You can also edit a term once it has been created. Click on the term to be edited, you will

Note: Changes made to existing entries will affect the operation of CLASSES immediately.
Please seek clarification from Links Modular Solutions if you require assistance before editing
information.
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Registration Types

Admin > Classes > Registration Types

-

B3 Registration Type Setup =

Registration Code: || J Description:

*mat length of 8

Faint of Sale l At P'riu:ingl Rego Fu:urmat] Clazs Tj,lpes] EIassesWeb]

Service Code 1: | | oo

| S5td Cost: $

v Active Reqgistration

Service Code 2 | J |
|

-

Setup |

&dd Clear Delete X, Cancel

L

The Registration Type Setup allows a registration fee to be owing for Classes bookings either on

an Anniversary datfe or annually on a Set Date, payable by student or family.

Registration Code Type in a code without spaces or symbols eg: GYM. When creating new

codes a mix of numbers and letters is preferable

Click this icon if you want to search for an existing Registration Type

Description Type in a description for the Registration, eg: Gymnastics Annual
Registration fee. If choosing an existing Registration the description will

automatically be displayed
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Admin > Classes > Registration Types > Point of Sale

-

B9 Registration Type Setup

Drescription;

Registration Code:  |ERTE] J

“ma length of 8

Service Code 1: |YS‘I1

| oo

|Gymnastics R egistration Fees

GMMASTICS ANNUAL REGISTRATION FEE

Paint of Sale l Al F"riu:ingl Rego Fu:-rmat] Clazz T_I,Ipes] ElassesWel:u]

Std Cost: § |65.00

v Active Fegistration

Service Code 2: | J |EI 4
Setup |
|Jpdate Cancel [elete X, Cancel
Std Cost Enter the default pricing for this Registration

Active
Registration

Service Codes

Service Code 1
Registration fee.

Service Code 2

Tick box to make this Registration Type active

Select the service code to which the money will be allocated for the

The Registration fee can be split between 2 service codes. If required,

enter the second service code and enter the appropriate percentage

split
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Service Setup

Click the Setup button to open the Service Setup screen — see Admin >
Products/Services > Services > Services Master

Setup

Admin > Classes > Registration Types > Alt Pricing

Here you can select to allow users to either enter a manual override price or only allow them to
select a pre designated override option

B Registration Type Setup = | B -
Reqistration Code: [ Gy'M J Description:  |GYMMASTICS AWMUAL REGISTRATION FEE

“ma length of 8

Foirt of Sale il Rego Fu:-rmat] Clazz T_I,Ipes] ElassesWel:u]

" Allows uzer to Manually Enter a Price {" Allow uzer to Select Set Price " Mo Price Ovemnides

*ma length of 15

2WD CHILD DI5C Amount; § |5EI.EIEI

Dwvermide Description 1

Overide Description 22 |3RD CHILD DICS Amount: § [45.00
Owemde Descrphion 3: |4TH AMD OVER Amount; § |4I:|_I:II:I

Override D escription 4: | Amount; § |EI_IJEI

|Jpdate Cancel | [elete | X, Cancel

Allow user to Manually Enter Allows a manual price override at time of booking
a Price

Allow user to Select Set Price The price override opftions specified are available at fime of
booking

No Price Overrides Standard price cannot be altered
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Admin > Classes > Registration Types > Rego Format

-

B9 Registration Type Setup

-

el

Reqistration Code: [ Gy'M J

“ma length of 8

i Regiztration fees are papable by Anniverzan

{* Fegistration fees are due vearly on the Set Date  Date:
{* Fee iz payable by student

[v Allow Bulk Registration Fees Rollover

Description:  |GYMMASTICS AWMUAL REGISTRATION FEE

Registration Term: | | J

1 J&N 2013 ﬂ

" Fee iz payable by familiez

|Jpdate Cancel [elete X, Cancel

Registration fees are
payable by Anniversary

Registration fees are due
yearly on the Set Date

Fee is payable by
student

Fee is payable by
families

Allow Bulk Registration
Fees Rollover

Admin User Guide

Each customer may have a different renewal date. For this option a
customer’s registration fee will be due the number of days, weeks
etc from when they purchase the first fee. For example if the termis
set to 1 year and the customer purchases a rego on December
12, it will be due again December 12th the following year

For this option, users will purchase a registration throughout the year
and no matter when they purchase the registration it will expire on
the designated date. This option is preferable for those that must
accept association fees each year for students

Registration is assigned to the student

Registration assigned to the family and will be displayed on the

registration tab in the student screen for all students in the family

See Admin > Classes > Bulk Registration Fees Allocation
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Admin > Classes > Registration Types > Class Types

This screen displays the Class Types which are using this Registration. To set Registrations to Class

Types, see Admin > Classes > Class Types > Registrations

-

-
B Registration Type Setup El&lg

“maw length of 8

Thiz iz only a view of the Class Types that are uzing this Registration.

To zet Registrations to Clazs Types you need to go to the Class Type Setup screen.

Fiegistration Code: |GYM _I Description:  |EYMMASTICS AMNUAL REGISTRATION FEE

Clazz Type | R equired |
ED G40 Yes
| |
|Jpdate Cancel [elete X Cancel
L — -
Admin User Guide December 2012
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Admin > Classes > Registration Types > Classweb
Mandatory registration fees are automatically added to a customer account when making a

web booking. You can choose to override the price that is allocated to students for web
bookings.

B9 Registration Type Setup |
Registration Code: [ GYy'M J Description:  |GYMMASTICS ANMUAL REGISTRATION FEE

“maw length of 8
Foint of Sale ] At F"riu:ingl Rego Fu:-rmat] Class Tppes  Claszesiweb l

[® Usze in Classesweb

First Student: $ [85.00
Second Student: $ |55.00

Other Students: $ [40.00

|Jpdate Cancel Delete X, Cancel
Use in Classesweb Tick checkbox to use the defined Registration fees for Classesweb
bookings
First Student etc Define the Registration fee to be allocated to Student Bookings
made in Classweb
Admin User Guide December 2012
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Class Types
Admin > Classes > Class Types

This window is used to set up class types for Classes. Sefting up a class type is the most important
step within this module as it defines the parameters for any class attached to the class type i.e.
whether the class is to be run on a term or perpetual basis, the direct debit conditions, where
payments are to be allocated against and if suspensions are allowed.

Fee charges for class types are set up within the class set up window.

Before proceeding with setting up a class type you will first need to set up tferm dates if you
choose some class types to run a term-by-term frequency. See Admin > Classes > Terms

B Class Type Setup ﬁ
Code Dezcription | - Add Mew Type
BASCOM BASKETBALL COMPETITION |
BYCLAS By CLASS B
ED Gk ED GYhMA
GUITAR GUITAR -
Class Tope Code:  |ED GYM Class Type Description:  |ED GYMMASTICS

“max length of B

Location:  [DEMO SITE L]

FOS | Term Infnlmalinnl Direct Debit I Suspensinn] Daily Screen I Regiztrations I Public Hulidays]

SevicsCodel: [EDGYM3 | [100 % R

|ED Gt TERM FEE

Service Code 2 | J |EI
|

el [ Allow tial bookings First trial class: $
etup

[ Charge amount for first class

it

Amount;

[ Charge amourt for tial cancel

|Jpdate Cancel Delete X Cancel

New Class Type

Click on this icon if you want to add a new class type and following
screen will display the three basic class type settings
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3 Class Type

ESNEEN™)

" Standard Class Type:

7 Sguad

" Holiday Frogram

¥ 0K

M. Canicel

Standard Class
Type

Squad

Holiday Program

The classes linked to this Class Type run once a week where a person
booked is expected to attend once a week at a scheduled day and
fime. The payment structure can be term based, perpetual and term
and perpetual operating together

Squads mainly differ from standard perpetual bookings in that

e Bookings are made within a group of linked classes where the
classes can run several times a week at various times

e The Direct Debit does not charge by class cost, but by the
group cost as defined in the Class Type Setup screen

e The booking process allows for a person to be booked into one
or more classes within that week simultaneously

e The payment structure can only be perpetual based. Payment
is through the direct debit procedure

e There are no Family or Extended Family discounts calculated
for squads

The classes linked to this Class Type differ from standard ferm bookings
in that

e Bookings are made within a group of linked classes where the
classes run each day of the week at the same scheduled time
and area

e The payment structure can only be term based with no direct
debit features

e There are no make ups for holiday programs

e Bookings in Holiday Programs cannot be rolled over

New/Edit Standard Class Type

Class Type Code

Admin User Guide

Type in a code for this class type (maximum of 6 characters)
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Class Type Type in a description for the class type
Description
Location Select the Location for this class type

Admin > Classes > Class Types > POS

l Term Infurmatinn] Direct Debit ] Suspensiun] Daily Screen ] Reqgistrations ] Public Holidays

Service Code 1: |EDGYM3 J |1DD #
|ED GrM TERM FEE

Service Code: J

Service Code 2 | J |D

i

Amnount: §

Sat [ Allow trial bookings First trial class: %
etup

[ Charge amount far first class

[ Charge amount far thial cancel

Service Codes

Service codes are used to assign income. Therefore any payments received for classes attached
to the class types will be allocated the service or services defined in this setup screen. There is an
option to allocate income to two service codes if desired so long as the split between the two
adds up to 100%.

Note: Before setting up a class type you must set up a service type. Service code/s MUST be
assigned fo all class types.

Click on the m to select which service type you want to allocate to
the class type. If choosing another service, you will need to assign a
value against the % split. Simply type in the value of the split

Service Code 1

. Repeat as above if you want to allocate a second service to the class
Service Code 2 P Y

type
Service Setup
Setup Click the Setup button to open the Service Setup screen — see Admin >
: Products/Services > Services (> Services Master if you are a Multi Location
site)
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Join Fees

You are also given the option of assigning another payment against Class Types. This would be a
one off payment that can be used for administration purposes as an example. Only one joining
fee service can be assigned to class types, therefore the financial allocation will default to 100%.

Service Code Click on the m to select which service type you want to allocate to

the class type. The service description will then appear
Amount Enter the value of the Join Fee

Trial Bookings

Allow trial bookings Check this box to allow trials bookings for programs of this Class
Type

Charge amount for first Check this box if you want to set a specific amount to be billed for

class the trial class

Note: If you don't check the box and set a price the cost of the trial will be included in the
normal pro rata calculation. If you wish to charge $0 for trail classes you must check this box and
enter $0 for the first trial class

Charge amount for frial If you wish to charge a fee for cancelling a trial class check this box
cancel
First frial class Enter a cost for the first trial and/or trial cancellation i.e. $0, $5 etc.
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Admin > Classes > Class Types > Term Information

POS | _

(@ Termn anly
() Perpetual only

() Perpetual and Term together

Move Terms
Up

l Direct Debit ] Suspensiun] Daily Screen ] Registrations | Public Holidays

[Tem 1 2m2 | [pr01/2n2 0 504722
|Tem 2 2012 | [2ai04/2012 10 2870672012
[Tem 3 2012 <] [17/07/2012 10 2170872002
[Tem 4 2012 <] [Br0/2012 10 19/12/2012
Term 1 2013 | [P 2013 e 1270472013
Term 2 2013 | [23/0472073 o 26/06/2013

This window is used to assign the program frequency to the class type. You have the choice of 3
class-booking types to determine the frequency of the class type.

Class Booking Type

Term Only

Perpetual Only
Perpetual & Term

Together

Current Term

Next Term

Choosing this option, the Class Type will run according fo the term
dates allocated. The term must have a start and end date.

(Payment for these classes is cash basis only)

Choosing this option, the Class Type will run on a perpetual basis

This class type can be run both on a perpetual and term frequency.
(This allows customers to pay for their fees through direct debiting or
cash or pay for the term)

If choosing the ‘Term only’ or ‘Perpetual and Term Together’ you will be
required as a minimum fo assign a current term date to the class type.

Click on the *lto choose which term

You also have the option of choosing a second term to be the next
term following the current term. If choosing the 2nd term, this will allow
you in take bookings for class enrolments in advance. Click on the ™
to choose which term

You can also allocate a further 4 terms

Admin User Guide
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Move Terms Up

Links assigns pricing to the status of the term i.e.”Current Term” or “Next Term” as opposed to
pricing an actual ferm, “Term 3 2012".

When the term changes, click the *Move Terms Up” button so that the

pricing for Current Term and Next Term correlate accurately for the
Up actual term

Note: This process is irreversible

Admin > Classes > Class Types > Direct Debit

This window will allow you to allocate the payment frequency against the class type if you have
chosen the class booking type to be either perpetual only or perpetual and term together. |If
you have chosen the class booking type to be term only this window will become inactive.

FO%S l Term Information

l Suspensinn] Daily St:leen] Hegisllatiuns] Public Hulidays]

Scheduled Direct Debits For The Mext 12 Maonths |

[ Enable Direct Dehit 02Feb 2012
02 kar 2012
[¥ Exclude Pub. Hal. Prarata from DD 0z A;rr2lil‘|2
[ Charge by number of Classes in Period 02 Map 2012
02 Jun 2012
02Jul 2012
. 02 Aug 2012
Start Date:  [2FEB 2012 ﬂ 02 S0n 2012
R . |R 02 0ct 2012
e Months <] 02 Now 2012
Chanhge Parameterss » ‘ gg E:nczznlj.l132

Links Pay Start Date: |2 APR 2009 ﬂ

Enable Direct Debit

Exclude Pub. Hol. Prorata
from DD

Charge by number of
Classes in Period

Admin User Guide

Check this box to enable the direct debit booking type and you
can proceed to fill in the remaining information

By checking this box any prorata calculations used in the direct
debit process for public holidays will be excluded and the full
amount applied. In other words it will charge the student their full
fee even if they have a lesson that falls on a public holiday

The Debit amount will be calculated by the number of Classes in
the Debit Period (e.g. 4 week month compared to 5 week month)
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Schedule Information

Start Date

Runs every

Links Pay Start Date

Choose the date you want this class type's direct debits to

commence. Click on the m to choose the starting date

This field requires a numeric value that will represent the frequency

nominated. Click on the « to select the frequency. The example
above shows that the ‘Scheduled Direct Debits for the Next 12
Months’ for this class type will be charged on a monthly basis

starting from | June 2003

The date entered here indicates the first DD for this Class Type that

will be processed using the LinksPay services

Press this button to change the direct debit schedule. The
following screen will be displayed

-

B9 Change Direct Debit Parameters

o0 e |

Before changing Direct Debit
Parameters make sure the Mext Cument
Drirect DebitD D) Period' iz due on the
zame date far all debit tupes for the
zelected class type. Mow you can
change ' 0D Start Date' to a Start Date
of the next dug DD Peniod without
lonzingcormapting any data. After that
o can chanage the frequency and
frequency interval az well. IF pou
chooze to change the ‘DD Start Date'
to the date different from the Start Date
af the "Mest Current DD Period' you
have to adjuzt clients’ accountz
manLally.

Categany: IFDHTNIGHT

Start Date: [T MAR 2012 o

Debit Type | End of Last Run | Mext Period Start Date |
Bank 01 kar 202
Cr/Card 01 kar 202

Runs even: |2

I ek,

-]

¥ 0K

L

Read through the statement carefully before changing any dates

N.B. Changes made to existing entries will affect the memberships immediately. Please seek

Admin User Guide
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Admin > Classes > Class Types > Suspension

This window will allow you to assign a suspension fee against any class enrolment that suspends a
class linked to this class type.

POS ] Term Infurmatinn] Direct Debit Daily Screen ] Reqgistrations ] Public Hulidays]

Suszpension Fees

Service Code: J
|

Amount; |E|,|:||:|

[ Fee must be negative

Click on the m to select the Service Code you would like to
assign the fee

Service Code

Amount The amount will be generated if the Service has been assigned a
value in set up. If the value has not been assigned, you can type
in a value as the suspension fee

Fee must be Negative Check this box if you wish the suspension fee to always be
negative

Admin > Classes > Class Types > Daily Screen

PDSI Term Infulmatiunl Direct Dehil] Suspensio - Registrations | Public Holidays

Fimirmum number of minutes per interval to display: {30

If your classes start at 15 or 45 minutes past the hour, set as 15, otherwise set as 30
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Admin > Classes > Class Types > Registrations

PDS] Term Infurmatinn] Direct Dehil] Suspensiun] Daily Screen

Reaistration Code | R equired Registration Code: | j
G Tes '
[~ Required
add | Cear |
4 1 3

Create Mew
Reaistration

Registrations

Listed are the Registrations allocated to this Class Type. To Delete a Registration Type from the
Class Type, highlight the Registration Code and click the (.

Add Registration

Registration Code Use the Tl button to select from the Registration Types

Required A required Registration Type means that a student cannot be enrolled
info a class without this registration fee allocated to their account. It
does not need to be paid at the time of booking

Add the selected Registration to the Class Type

Clear the above selection

CCreate New Opens the Registration Setup screen. See Admin > Classes > Registration
. Registration | Types
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Admin > Classes > Class Types > Public Holidays

i~ ™
B Class Type Setup @

Code | Description - Add Mew Type
BaSCOM BaSKETBALL COMPETITION
BYCLAS B CLASS
ED GYvM ED GYMMHASTICS
GUITAR GUITAR -
Class Type Code:  |ED GY'M Clasz Type Description:  |ED GYMMASTICS

*max length of B

Location:  |DEMO SITE J

PO5| Temm Infulmatiunl Direct Dehitl Suspensiun] Daily Screenl Registrations

Public Holidays Activities

Date | Holday |- =] 1o mddt the et
26252012 Boxing Day -
2825202 Christrnas Day i
/1172012 Melbaurme Cup Day Code | Description
2h/04/2012 Anzac Day
9/04/2012 E agter Monday
a/04/202 E azter Sunday
Fo4s2m2 E aster Saturday
E/04/2012 Good Friday
26/00/2012 Augtralia Day
1/0/2012 Mew vearz Day il

LARMNA SN0 Calorabs Mian

|Ipdate Cancel Delete X Cancel

Public Holidays

Listed are the Public holidays that have been setup and assigned to this Class Type. See Admin >
Admin > Setup Public Holidays

Activities

These activities are used as part of the Members Survey process that is integrated with POS.
When activated, upon recording a visit at the POS for all Students or customers with
Memberships and Visit Passes, a dialog box will be displayed listing the activities allocated to the
Class Type, Membership or Visit Pass. It is then possible to select the activities and save the
information. An activities report can then be produced that displays what activities students,
members and visit pass holders are utilising.
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Levels
Admin > Classes > Levels

This window is used to set

up levels to be assigned to classes and also the skills required for a

student to complete the level

r

59 Setup Levels

S

4-7¥ YRS

58 YRS

812 RS

ADT ADVANCED
ADT BEGINNER

ADT MON 5wIMMER

EEL
FLYIMG FISH

DOLPHIN/FLYING FISH

Level Mame: ||

Azzaciated Skillz | Set Calaur |

add | clear |

Add New Level |

L

Levels

Listed are the Levels already set up.

Edit Level

Delete Level

Add New Level

Level

Admin User Guide

Click on the Level to highlight, then click the (.

Note: Levels cannot be deleted if there are Classes currently using this
Level.

Type in the name of the level to be created

You have the option of assigning different colours to levels. When
searching for a level within the Visual Scheduler, they will be easily
distinguished

Click on the Add button to assign the level to the list

Click on the Clear button the clear the new level entry
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Note. Changes made to existing entries will affect the operation of the Classes Module
immediately. Please seek clarification from Links Modular Solutions if you require assistance
before editing information.

Add New Skills

Click on :

i '
B4 Associated skills for level we E@g

- —Add Skill
Skills | _
12m Freestyle E Skt Il
Bm Backstroke
ﬂ Long
dezcription:
v
Add Mew Skil Add Clear
e = A
Skill Enter the skill required
Long Description Enter further detail regarding the required skill. The Long Description will

be printed on Reports that incorporate skills.

Click Add to assign to the list of Skills for Level

Click Clear to remove the entered Skill details

Click to add a new skill to the level
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Areas
Admin > Classes > Areas

This window is used to set up areas to be allocated to classes. You first must set up your areas
before setting up classes. As an example the areas can be used to differentiate areas of the
facility to suit the classes being run.

. [}
B Setup Areas ﬁ

Aerobics Foom fuea Mame: ||
Areal
Area 2
Area 3
Area 4
Lane 1

Lane 2 Add
Lane 3
Lane 4
Lahe & Add Mew drea
Lane B

m

Clear

L A

Areqs

Listed are the Areas already set up.

Edit Area Click on the Area to highlight. Make the appropriate changes to the

Area and L:

Delete Area Click on the Area to highlight, then click the .

Note: Areas cannot be deleted if there are Classes currently using this
Areaq.

Add New Level
Area Name Type in the name of the Area to be created

Click on the Add button to assign the level to the list

Click on the Clear button the clear the new level entry

Note. Changes made to existing entries will affect the operation of the Classes Module
immediately. Please seek clarification from Links Modular Solutions if you require assistance
before editing information.
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Admin > Classes > Classes

This window is used to set up all your classes.
need to set up the following requirements:

Before proceeding with this screen you will first

Level Admin > Classes > Levels

Class Type Admin > Classes > Class Type
Teacher Admin > Security > Staff Members
Areq Admin > Classes > Areas

Term Dates Admin > Classes > Terms

If you want to edit an existing class click on

|Fin|:| an erigting class

and go through the search options

tfo nominate the class. You can filter your selection by class type, feacher, level and day (you
can nominate more than one day)

-

5. Setup Classes

o

Do [Thassoy =] Findan exsing cless £33
Start Time:  {03:00 P Mawimum Students: |5
End Time: (03,30 PM Class stats: |2 FEB 2012 o]
Levet [58vRs =] skins Class ceases: o]
Class Type: |ED GYM J Comments [up to 39 characters)
Area: ||:E|M HALL J
Teacher: [CITIZEN, JOHN =l
Agsistant: | j

Bookings ] Termlnfo] F'erpetual] Casuala’Makeup] Attendance Changes]

Date: |23FEE 2012 Mo. Booked: |2 [3Vacancies
Mumber | Mame Age Started Finizh | Amount | Comment
102863 STEVEMSOM, STEVIE 23/02/2M2 5045202 252.00
102867 STEVENSOM, STEPH... 23022002 5047202 226.80

=[ (7] @] %| I
b ™ Iljl
Save Delete Clear Clore Clase
Admin User Guide December 2012 162



=3 Links

MODULAR SOLUTIONS

Day

Start Time

End Time

Level

Class Type

Maximum Students

Teacher

Assistant

Area

Class Starts

Class Ceases

Admin User Guide

Enter the day you wish this class to run. Click on TJ to nominate the
day

Type in the starting time of the class

Type in the end time of the class

Click on the Xl to select the Level

Click on the Xl to select the Class Type

Type in the maximum number of students you will allow to be booked
for this class

Click on the Xlto select the Teacher

Click on the Tl to select the Assistant Teacher. This field is not
compulsory

Click on the Xl to select the Area

If set up as a “Term Only” or “Perpetual and Term” class type, the date
will default to the next date of the chosen day of this class, within the
term dates allocated against the class type. If the class type has been
set up as a “Perpetual Only”, the class start date will be the next
available day from the start of the scheduled commencement date.

You also have the option of changing the defaulted start date for the
class, you may want this class to start on another week after the term
starts.

Enter in a cease date only if this class is nof fo be used in the current or
future terms
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Admin > Classes > Classes > Bookings

Dlate: |23 FER 2012 ﬂ Mo, Booked: |2 |3 Yacancies

Murmnber | M ame | Age Started Finizh | .-’-'-.mu:uunt| Comment
102363 STEVEMSOM, STEWVIE 2302202 504202 252.00
102367 STEVEMSOM, STEPH... 230222 BADd/2M 2 226.80
Date Enter a Date to display which students have been booked into this class

on said date.

The number of booked students and number of vacancies will be
displayed for the day nominated

No. Booked The number of students booked at the specified date, and the number
of vacancies in the class

Admin > Classes > Classes > Term Info

This window displays the Term dates that have been scheduled for the Class Type allocated to
this class.

|Term 12Mm2 |Term 222
|2? Jan 2012 to 05 Apr 2012 |24 Apr 2012 to 29 Jun 2012
Cost per lezson: § IW Cost per lezson: § IW
Concession cost: §[14.40 Concession cost: $ (14,80
This Term
Cost per Lesson Type in the cost per lesson for this class if run on a term basis. When

taking a booking for a student against this class, Links will automatically
work out the number of lessons remaining by the scheduled term dates
and multiply it by the cost per lesson to determine the fee to be
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charged for the booking

Concession Cost You can also nominate a second cost option against this class

Next Term

This window displays the Terms dates for the following term which have been scheduled for the

Class Type allocated to this class. If the next term has not yet been assigned, you are not

required to fill in the ‘Cost per Lesson or Alternate Cost”.

Admin > Classes > Classes > Perpetual

This window is used to allocate the value against the direct debit biling period as per the Class

Type assigned to this class.

Direct Debit biling period iz once every 1 months,

* Only enter a Prorata per lezson if you dont want the system to
automatically calculate prorata bazed on lezsons per month.

Cost % |52.00 Full Concession
Concession cost $ [54 40 Prorata cost per leszon: § |‘I?_I:|EI |13.EEI
Frorata cost 2nd lesson: |34_|:|I:| |2.'-".2EI
Prorata cost 3rd leszon: § |5‘I_I:|I:| |4EI.BEI
Prorata cost 4th leszon: § |EB_I:IEI |54.4EI
Prorata cost 5+ lezsons: $ |EB_I:IEI |54.4EI
Cost Type in the value you would like the class to be charged per frequency
term
Concession Cost You also have the option of setting an alternate cost to be charged for
this class

Pro rata Cost

Use the table to if you wish to override the auto-calculation utilised by the system. By filling in the
amounts for each lesson cost, the direct debit process will use the amounts assigned. You can

enter both concession and standard cost pro rata.
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Admin > Classes > Classes > Casual/Makeup

Allocate the Prices associated with Casual and Makeup bookings for this Class.

Eh:u:ukings] Termlnfu:u] Perpetual § |

Cost: % |20.00

Makeup Fee: $ Iﬂﬂﬂi

Concession cozt $ [18.00

Casual Booking Prices

Cost Type in the value you would like to charge per Class for Casual Bookings
Concession Cost You also have the option of setting an Alternate cost to be charged for
this class

Makeup Booking Price

Makeup Fee Type in the value you would like to charge per Class for Makeup
Bookings. If you wish for Makeups to be free, leave the Price as $0

Admin > Classes > Classes > Attendance

The Attendance window will show the attendances for this class for any given period. This is a
view only window.

Bnukings] Term Infu:u] F'erpetual] Cazual / Makeup l Ehanges]
From: |15 FEB 2012 D Te: [23FEB2M2 ] Search |
Date | Attended | Makellp | Cancelled | Vacancies | Teacher |
16/02/2012 0 0 0 5 CITIZEN, JOHM
230202mz2 2 0 0 3 CITIZEN, JOHM
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From Click on the m to select the ‘from’ date for this class

To Click on the m to select the ‘to’ date for this class

Click this icon to list the number of attendances, make-ups,
cancellations and vacancies for this class during the nominated period

Admin > Classes > Classes > Changes

You can change the level, area and teacher by date, e.g. this enables you to enter a teacher
change for the following term.

Bu:u:ukings] Term Infu:u] F'erpetual] Cazual ¢ Makeup] Attendance

Date | Lewel | Area | Teacher | »
28/06/2012 5-8vRS COM HALL CITIZEN, JOHM (=]
21/06.2012 5-8vRS CO HALL CITIZEN, JOHM b
14/06/2012 5-8YRS COM HALL CITIZEM. JOHM
7A0ES2002 5-8vRS CO HALL CITIZEN, JOHM
/058202 5-8vRS CO HALL CITIZEN, JOHM
24/05/2012 5-8vRS CO HALL CITIZEN, JOHM -

Fom:  [234PR 2012 D[ Ta D Teacher  [<<No Changss ~|
Level |a-12vRs | Area  |frea 3 | £pply

Y'ou cannot change the Level for past Leszons

To apply classes changes:
1. Enter the date from
2. Enter a date to if applicable
3. Enterthe level to be changed to if required
4. Enter a new teacher if required

5. Enter a new area if required

6. Click on LutBRl

Note: Changes made to existing entries will affect the operation of the Classes Module
immediately. Please seek clarification from Links Modular Solutions if you require assistance
before editing information.
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Discounts
Admin > Classes > Discounts

The Discounts screen is used to assign discounts to family members who may have members
participating in more than one program or multiple family members participating in a class. Links
will automatically calculate the discount to be given for 1st, 2nd, 3rd. 4th and more than 4 students
as well as an individual student participating in more than one class. The discount, as a
percentage, will be calculated off the 'Cost per lesson’ and/or the ‘Direct Debit billing charge'.

5. Discount Setup ﬁ
Dizcount Percentages Extended Family Digcount.
Lessons i 2 3 4 5 B o This discount will be applied after the Discount
than & percentages as an extra dizcount for all class
bookings once the number of students nominated
1at student: |D |20 |50 % |50 X100 100 %0 ES has been reached.
2nd student: |1u % |25 %|e6 % |66 #foo zpoo %o % || Student no (including] for discount to apply |3
sdstgert [15 %[0 0 xz[m z[iw xz[0 z0 % Zlelzdsmizs | [y
dhsudent [15 z [0z z[m z[io z[ion z[o Special Family Discount.
Thiz discount will be applied after all other
dizzounts to each student booking of standard
After Atk |15 = |30 =70 = |70 =100 z[od  x=|0 F class types pravided the Family iz entitled ta the
zpecial family dizcount,
Apply changes to all bookings ‘ % to be discounted: |50
® Discounts apply across all class types
() Discournts apply within a class tpe
() Discounts apply across selected class types
Clazz Type
v 0K X Cancel
Add
Discount Percentages
Lesson 1-6+ These figures represent the number of classes a student can be booked

into where discounts will be recognised and calculated

1st Child Type in the discount to be allocated for the first child against the
number of classes. Leave blank if you do not wish to allocate a
discount. The automatic default is 0% discount for one child booked
into one class only
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2nd, 3rd, 4th Child Type in the discount to be allocated for the 2nd, 3rd and 4" or more child
or leave blank

Application of Discounts

Discounts Apply Choosing this option will apply a discount against all the class types
Across All Class Types you have created

Discounts Apply Choosing this option will apply a discount against students who are
Within a Class Type booked into the same class type. Eg: If you have 3 students who

belong to the one family and two students are booked intfo the
‘Gymnastics Class Type' and one student is booked info the ‘School
Age Lesson Class Type’, only the children booked into the same class
type will be eligible for discounts

Discounts Apply Choosing this option will allow you to nominate class types. You can
Across Selected Class ——— -

Types

nominate more than one. Click on the H to select the

class types.

Extended Family Discounts

This feature allows for an additional family discount to be applied over and above any other
Class discounts.

Student no (including) Indicate how many students from the family must be enrolled for
for discount to apply discount to take affect
% to be discounted Enter the percentage value to be discounted

Special Family Discount

The Special Family Discount allows users to give families another discount that is applied after all
other discounts have already been applied. For a family to receive the Special Family Discount,
the check box must be ticked in the Family Screen.

% to be discounted Enter the percentage value to be discounted

Note: If a term booking has already been made, ticking the Special Family Discount check box
with have no effect on the charge. However if a perpetual booking exists within the family then
the discount will be applied to subsequent debit runs.
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Bulk Class Price Update

Admin > Classes > Bulk Class Price Update

This window will change prices by Class Type and increases can be made to standard, alternate
and pro rata cost.

-

5. Bulk Class Price Update

-

| (Sl S

(® Percentage Increase |0 %

Class Type:  |PRE (® Full Price
(") Concession Price (1 § Increase
 Tem prices Prorata Class
* Perpetual prices r E:ange EDSt o u o
ange Proratas per Class

[ Include ceazed classes o ° i r 3 m
Day Time Level Area Teacher Cozt, $ Pro per Clazs, § | Pro per Class 2,j
Thursday |16:30:00 |LOW OCTOPUS LFZ KOSK, YWarAna, 31.00 000 000
Thurgday |16:30:00 |HIGH OCTOFUS  |MP3 WSLUONG, ONNO 31.00 0.00 0.00
Thursday |17:00:00 |[HSAL LP3 WSUONG, ONND 31.00 0.00 0.00
Thursday |17:00:00 |[HSAL LFZ KOSE, YWAW WA 31.00 000 000
Thureday |17:30:00 [GOLDFISH MF1 KOSK, YWaAwa, 31.00 0.00 0.00
Thurgday |17:30:00 |[HSAL LF3 0 Gwas, OMNGAMO 31.00 0.00 0.00
Thursday |18:00:00 |TADPOLE MP1 KOSK, TWAMW WA, 31.00 0.00 0.00
Friday 09:30:00 [STARFISH P COMGOMN, 'wWiaS5Y 32.00 000 000 J
Friday 10:00:00 (GOLDFISH MF1 CONGON, WiaS5Y 32.00 0.00 0.00
Friday 10:30:00 (TADPOLE MF1 COMNGOMN. WASSY 32.00 0.00 0.00
Friday 11:00:00 |HIGH GOLDFISH  |MP1 CONGON, WiaS5Y 32.00 000 000
Saturday |09:00:00 |HIGH OCTOFUS  |LP3 FFAMPT , POCFAMMA, 31.00 000 000
Saturday  |09:00:00 |[GOLDFISH MF2 CONTOGOMA, KOYMask | 31.00 0.00 0.00
O b OQ-O0-00 BAIBIRBICTY o | =] COobdblOhl TOCOD 24 00 julnlul Oan

4| 3
Comments: Histary

Staff: |

-
==

Save

. *

Clear Clohe

Cloze

Use this window fto update “Costs per lesson” against term class types and “Costs per billing
period” for perpetual class types by a percentage value. You also have the option of manually
changing values against particular classes. Changes will occur instantaneously once the save
button is pressed.

Class Type

Term and Perpetual

Prices

Admin User Guide

Click on the Tl to nominate the class type to be changed. Only one
class type can be changed at a time

The appropriate frequency method will be highlighted depending on
the class type. If the class type has been set up as a monthly and term
frequency, you will be able to move between perpetual and term
prices to make the relevant changes for that class type. You must save

after each change
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Apply Increases

1. Select the appropriate Price to be changed

Full Price Select if affecting a change to the Full Price for the Classes selected -
Admin > Classes > Classes > Term Info/Perpetual

Concession price Select if affecting a change to the Concession Price for the Classes
selected — Admin > Classes > Classes > Term Info/Perpetual

Change Cost Tick check box to affect change to entire Cost Column of Classes
selected — this column represents the appropriate cost price whether
Term or Perpetual

Change Pro ratas Tick check box to select Pro ratas per class by check box — Admin >
per Class Classes > Classes > Perpetual — Pro rata Cost

Prorata Class 1-5 Select which Pro rata class columns to affect change

2. Enter the Increase to be applied to specified Prices for the selected Classes

Percentage Select to increase the current prices by the entered percentage
Increase
$ Increase Select to increase the current prices by a dollar amount

3. Apply the change

Apply Click this icon to affect the price increase

N.B. Changes made to existing entries will affect the operation of the Classes Module
immediately. Please seek clarification from Links Modular Solutions if you require assistance
before editing information.
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Bulk Class Update
Admin > Classes > Bulk Class Update

The Bulk Class Update screen enables you to change class settings in bulk. You can change the
Level, Area, Teacher and Prices through this screen. If comments have been added in the class

setup screen you can also view these here.

[} Bulk Class Update | e
Date: [24FEB2012 D | +|  ClassTope: <<l Set | Ares fcctly Set
Level  [ccalls Set Teacher  [<cAll> Set
™ Tem prices | j [® ‘Validate Teacher Clashes Davs: [ <cdll» - - ,7
" Pempetual prices | | — ™ Makellp Min. ¥ acancies: l_ T ,7
Create Mew Level| Create New frea | Create Mew Teacher | % [ % I = I~ X%
cea | | =] = = I |
Day Time  |Lewel Area Teacher Booked Max. Costd | &l Cost$ =il L |
Booked ) Costy | Casu
Commerts: ‘ : Creats Maw Class | [~ Comments In Grid
Staff: |1 |M.‘-\F|YJJDNES Hiztory
Switch o =] A
fees Export = L
Between i i
Classes Save Delete Clear Clane Close

Ensure that that the Filtered options are accurate and the entirety of selected classes is to be

updated

Class Type Select the class types you wish to view for amendment
Teacher Select the teachers you wish to view for amendment
Days Select the days you wish to view for amendment

Level Select the levels you wish to view for amendment
Area Select the area you wish to view for amendment

Min Vacancies

Admin User Guide

Enter a number of minimum vacancies or leave blank
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Starting Time Enter a tfime range or leave blank to view all

Changing the level, area or teacher

You can view the classes matching your selected criteria in a different order by clicking on the
top on the column. (Day, Time, Level etc)

1. Click on the I_j" to select the level, area or teacher you wish to update to

2. Click on L
Changing the price

3. Enter a new price or percentage into the field above the column you wish to change (if
entering a percentage, tick the % check box)

4, Click on
Switching classes between areas

1. Highlight the class you wish to change,
2. Click on “Switch areas between classes” and then select from the list of classes for that
time the class you wish to change with

-
5. Classes g
EndD ate Lezzonlevel T eacher ame
2311 /2006 FhrhN | Ak,
et LaRa, 16/11 /2006 Thursday COM HaLL EEL BOBEY, £OT..
Select | LCancel |

.= —— )
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Viewing Comments

Flag the “Comments in Grid” check box to view the Class Setup comments. They will be
displayed instead of the prices.

Bulk Card Print

Admin > Classes > Bulk Card Print

i ™
(3 Print cards for Students ﬁ

Card format 15 STUDENT

Students |
STEVEMSOM, STEPHAN [102867)
STEVEMSOM, STEVIE [102863)

| L]

Arnypone starting bebweer: |17 FEB 20172 ﬂ
and: [2MAR 2012 ﬂ

Print Cards ‘ Cloze ‘

L =

As a new student is added to the system their name is included in the Bulk Card Print system.

Tick the box to select a student for prinfing. Once the card is printed their name is removed from
the list.

Alternatively a student can be added to the list by using the Add feature.

The card layout for the student card is defined at Admin > Admin > Cards
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Create Next Term Bookings
Admin > Classes > Create Next Term Bookings

This screen is used to rollover all students from one term to the next term. The process is only used
for Class Type that is Term based or has a Term aspect as part of their setup.

5. Create Mext Term Bookings ﬁ

This process will create bookings for the clazses in the nominated clazs types for the Next Term nominated for each class
tepe. *ou will have to change the current and nest term codes manually when the current term iz completed.
You can un the process to exclude the particular Bookingz from the rallover,

ClazsTypes Term From

| ] - ) )

[l FRI Term 2 2EI1 0 27045201 EI 2?:’08:’201 i Term 3 2EI‘| I 12#0?!201 0- 11!09!201 D
O JMR 50 Term 2 2010 27/04/2010 - 27/06/2010 Temn 3 2010 12/07/2010 - 11/08/2010
[l ED G Term 1 2012 27/01/2012 - B/A04/52012 Temn 2 2012 24/04/2012 - 29/06/201 2
O ABC Term 2 2010 27/04/2010 - 27/06/2010 Temn 3 2010 12/07/2000 - 11./09/2010
O LT51AM Term 12012 27/01/2012 - 5042012 Tem 2 2012 24/04/2012 - 29/06/201 2

q o

® double click the class type entry bo run the process 'Exclude Term Bookings from the Rollower®

Coarnrnents:

Staff: |1 MY JONES

Histary v OF X Cancel Apply

Before running this process it is important the following steps have been completed.

Step One The “Current term” and “Next term” information is correct for each Class
Type that is to be selected. This information is found at Admin > Classes >
Class Types > Term Information and is also displayed in the above window
to allow confirmation

Step Two All lesson costs for the next tferm have been updated. This can be done
using the Bulk Class Price Update screen — Admin > Classes > Bulk Price
Update

Note: Bookings will not be created for “Next Term” for Classes that have a Cease Date prior to
the start of the "Next Term”.

Once this is complete, select the Class Type or Types in the screen above and press the

S~ button. A message screen will be displayed indicating it is creating the bookings.

Admin User Guide December 2012 175



s
]

=5 Links

MODULAR SOLUTIONS

The outcomes of this process are:

e Every student enrolled in the “Current term” will be re-enrolled into the “Next term” with
the same booking details.

¢ Fees will be generated based on the per lesson cost and the number of lessons in the
next term.

Note: There is no reversal to this process once it has been completed!
Remove Term Bookings
Admin > Classes > Remove Term Bookings

This process will remove student bookings from a selected Term after the Create Next Term
Bookings process has been completed. This process is only used for Class Types that are Term
based or have a Term aspect as part of their setup.

B3 Remove Term Bookings Iﬁ
Step 1
Select Clags Type: |ED GY'M j
Step 2
Select Class Tem: [ Tem 12012 | I Show all Class Terms

Start Date: |27 JaM 2012
EndDate:  |5APR 2012
Step 3

Bookingz To Remove :
1 arne | Studentid | Clazz Details

| Add studerts to fist

Comments:

SEUE | [MARYJONES

History ‘ Erint | ¥ 0K X Cancel Apply
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Select the Term to remove Student Bookings

Click this button fo select from a list of Student
Bookings in the Class Type and Term specified

Step 1 Class Type Select the Class Type
Step 2 Select Class Term
from
Step 3 Add students to list
= =)

Select the Students Bookings to remove from the term.

Mame

STEVEMSOM, STEPHAM
STEVEMSOM, STEWIE

Studentld Class

102863

v OK

Thursday 2:00p [5-8 YRS
Thurzday 3:.00p [5-8YRAS)

X Cancel

L

A

Select the student/s whose bookings are to be removed from the term. More than one student

can be selected by holding down the Control key. When finished press the

1 button.

The selected students will now be displayed under Bookings to Remove.

Note: Bookings will only be removed if there are no fransactions allocated to the booking i.e. No
fees have been paid for the booking and no attendance has been recorded for the student for
the term affected at the time of running this process. If there has been a transaction an error
screen will be display indicating that the student will need to be modified manually and will be
excluded from the process.

Admin User Guide
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Bulk Term Class Clone

Admin > Classes > Bulk Term Class Clone

Bulk Term Class Clone will clone all classes that run within a Class Type on a TERM ONLY basis. I
will create a cease date in line with the end date of the term and create new classes for the
following term in line with the term dates set. This process allows you to manipulate classes prior
to the term beginning without having to change your current class schedule.

Note: This process will not roll over any student bookings nor will student bookings be rolled over
using the Create Next Term Booking process.

-

B Bulk Term Class Cloning O | E] |-
Thiz process will clone all classes in the Clas: Types selected thereby creating a new set of claszes in the next term,
A cease date will be inserted for all current clazses as at the end of the current term.
This process WILL NOT copy any student bookings inta the nest term.
ClaszTypes Term From Term To
| Tem 22010 27/04/2 A Temn 32000 12¢ 010 - 110942010
] PRI Tem 22010 27/04/2010 - 27/06/2010 Temn 32010 12/07/2010 - 11/09/2010
] JMR 50 Tem 2 2010 27/04/2010 - 27/06/2010 Temm 32010 12/07/2010 - 117092010
Ll ED G Temn 12012 27/01/2012 - 5/04/2012 Temn 2 2012 24042012 - 23/06/2012
O ABC Tem 22010 27/04/2010 - 270642010 Temn 32010 124072010 - 11/09/2010
O LTS1AM Term 12012 27/01/2012 - 5/04/2012 Tem 2 2012 24/04/2012 - 29/06/2012
2
Cormmerts: ‘
Staff: |1 |M&RYJONES
Histany | Clone Holiday Programs v 0K X Cancel
Step 1 Select the Class Types you wish to clone
Step 2 Click on
Step 3 A message will appear confirming the process has been completed
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Admin > Classes > Bulk Term Class Clone > Clone Holiday Programs

Clone Holiday Programs will clone all classes that run within a Holiday Program Class Type. It will
create a cease date in line with the end date of the term and create new classes for the
following term in line with the Holiday Program term dates set. This process allows you to
manipulate classes prior to the Holiday Program without having to change your current class
schedule.

Note: This process will not roll over any student bookings nor will student bookings be rolled over
using the Create Next Term Booking process.

(5. Clone Holiday Programs E‘E&J

Thiz process will clone all clazses for the Claszs Type selected thereby creating a new set of clazses for the selected
Toterm. & cease date will be inzerted for all current classes as at the end of the cument term.

This process ‘WILL NOT copy any student bookings into the Ta term.

Clazs Type: |VA|: ﬂ
Term From: | Summer 2012 - 9/01/2012 to 20/01/2012 |
Tem To:

Comments: ‘

ST ] MAR'Y JOMES

Histary v Ok X Cancel

Class Type Using the Tlselect the Class Types you wish to clone
Term From Using the ™lselect the Holiday Program Term you wish to clone from
Term To Using the ™lselect the Holiday Program Term you wish to clone to
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Admin > Classes > Bulk Processes History

The Bulk Processes History provides a log of the Classes Bulk Processes - Remove Term Bookings;
Exclude Term Bookings from Rollover; Term Bookings Rollover; Class Price Update; Class Update;
Class Update; Class Cloning; Holiday Program Cloning; Registration Fees Allocation.

5
5. Classes Bulk Processes History A - u
rSelection Criteria———

[ ate | Type | Level Code | Details | Faram1 | F'alam2| Staﬂ
From:  [13FEB2012 D Feb24 2012 1:16.. Remove Bookings  ED GYM Mo of Stud Bookin..  Tem 2. 1
i Feb 24 201212:58... TemBookingsR... ED GYM Mumber of clagzes.. Tem1.. TemZ.. 1
Too [5FeB202 D Feb24 2012 12:44... Term Bookings R... FRE Mumber of classes.. Term2.. Tem 3. 1
Feb 24 20121243, TemBookingz R... FRE Mumnber of clagzes.. Tem 2. Tem 3. 1
Class Type:
Process Type:
Class Price pdate
“double click the itern to view the comments 7 = = 7| X
| *iew History I Print Close
= =

In order to produce the required report, determine the Selection Criteria.

From/To Specify date range to view Bulk Process history

Class Types Select the Class Type/s

Process Type Select the Process Types to view the history of

. Wiew Hiztomy . .
Click d to view the log for the selection
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Bulk Registration Fees Allocation

Admin > Classes > Bulk Registration Fees Allocation

The Bulk Registration Fees Allocation enables you fo issue the registration fee for the next
year/period to all active customers in bulk. You can exclude certain customers by unchecking
the tick box on the right.

-

[59 Bulk Registration Fees Allocation

=

= | ] | S

Registration Fees

due to expire befare: |2E FEE 2013

Feqiztration: |LTS

2]

LTS AMMUAL REGISTRATION

Fill Down

{* By Student

" By Expiry Date

a FRego Expiry  |Standard | Previous Charged|Amount Due ta | Mbr Current | Mbr Future | Includ «
Pl e Last Bz Date Amount, § |Amount, § be Charged. Bookings Bookings in J
orPO0 ORGUMOZZ N Dec 2012|2000 2200 20.00 8 I
POSY OBSOFOP N Dec 2012 |20.00 22.00 20.00 3 0
WOMOTFO OGGEOCOWW A Dec 2012 |20.00 22.00 20.00 2 a
Z0%G OGGEOCOWW N Dec 2012|2000 2200 20.00 2 I
BOYG Q0KOM N Dec 2012 |20.00 22.00 20.00 2 1]
MOS0 0Z0MT A Dec 2012 |20.00 22.00 20.00 E a
OTOBAMMO | PANWKMOMG N Dec 2012|2000 2200 20.00 3 0
WO PPy POLUMNWOOM N Dec 2012 |20.00 22.00 20.00 2 1]
WSO FUSPFY 3 Dec 2012 |20.00 22,00 20.00 2 1
DawID SMITH N Dec 2012 |20.00 2200 20.00 8 0
BARM TEOMEBACE N Dec 2002 2000 2200 2000 4 i [w] J
Select &l Students [
Staff: |1 |MaRY JOMES Histary
Save Clear [I
Cloze
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Class Settings

Admin > Classes > Class Settings

( 3 Class Settings [':' | (=] |_ih-‘

Filtering on Daily Clazses / Daily Attendances

Default minutes to set the From Time before the current time: |
[lzave blank far no default]

Constant number of minutes between the From and To Times:
[leave blank far no limit]

Mirirurn ' acancies set to 1: v

Warning for Student Age LOWER than Clazs dverage Age (in months) @ |5

Warning for Student 4ge HIGHER than Clazs Average Age (in months] |5

Fived D1 ate: | ﬂ

Last Fixed Date :

Reqiztration E=pirny “Warning Days: |30

() Credit Card () Bank Account (@ Cazh

¥ OK X Cancel

L A

Filtering on Daily Classes/Daily Attendances

Default minutes to set the From For the Daily Attendances screen it will show the upcoming

Time before the current time classes for the time period specified. For example if 60
minutes is entered, the bookings for classes in the next hour
will be shown

Constant number of minutes This affects how many classes you will see on the Daily

between the From and To Times Attendances screen. Enter 60 minutes to see 1 hour worth
of classes

Minimum Vacancies set to 1 Visual Scheduler will default to only show classes with a

minimum vacancy of 1
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Warning for Student Age LOWER
than Class Average Age (in
months)

Warning for Student Age HIGHER
than Class Average Age (in
months)

Fixed Date

Registration

Registration Expiry warning days

Default Payment Type

User will be warned when booking in a student this many
months younger than the class average

User will be warned when booking in a student this many
months older than the class average

The Ll 20, | button in Visual Scheduler wil go
forward to the date defined

According to the days set here, a reminder will display at
POS when a registration fee is due to expire

When making Student Bookings, the Payment Type can default to Credit Card, Bank Account or

Cash.

Admin User Guide
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Email Settings
Admin > Classes > Email Setftings

A Header and Footer can be defined for Emails sent through the Classes Module.

i Ty
(5 Setup Email Settings E‘Elg

Location:  |DEMO SITE LI

— Email Heading

Links Modular Soclutions Demo S:i_te| -

— Email Fooling

Links Modular Sclutiocns Support -

e) support@linksmodularsclutions.com
W) Www.linksmodularsclutions.com. au/Support

Save Delete Clear Clone

i Close ||

Location Select the location to define Email settings

Email Heading Enter what is to be displayed atf the fop of emails sent through Classes
Email Footing Enter what is fo be displayed at the boftom of emails sent through

Classes
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Bulk Web Registration Process

Admin > Classes > Bulk Web Registration Process

The Bulk Web Registrations screen allows all Members and Responsible Persons who are not
registered for Web Access to be registered in bulk.

-
5. Bulk Web Registration

==

Laocation: |DEMD SITE ﬂ

Active Cugtomers - Mot Begistered Forwieb Acceszs Selection Options

Cuztorner Name

Email Address Reqgizter [v Members

Fieqister For Web

Fieqister for:

[ 3 <Mo EI'I'I-E|| Addn tembership Type:
CAROL BRADY <Mo Email Addreszs» [
PETER BRADY <Mo Email Address ] << Al =l
EORBEY BRADY Mo Emal Address» I
PETER PARKER <Mo Email &ddress: [ [ Responsible Person
MART-JAME WATSOM | <Mo Email Address: [ Class Type:
<2 All 3> ~|

r
[~ Facility\w'eb
LCloze
Location Select the site location to affect

Selection Options

Members

Membership Type

Responsible Person

Class Type

Admin User Guide

Tick this check box fo select members to register for Web Access

Use the Tlto select the Membership Types to select members

Tick this check box to select Responsible Persons to register for Web
Access

Use the T!to select the Class Types to select Responsible Persons
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Active Customers — Not Registered for Web Access

Listed are the active customers within the defined selection options who are noft registered for

Web Access. Tick the Register check box to select the customer to Register for Web
Publish Web Classes

Admin > Classes > Publish Web Classes

The user can define which Classes are published on the web and also which can be booked

through the web.

B33 Publish Classes on Web El_léj

Date: IWJ J J Class Type:  |<<Alls> Set

Level: |Mag||: Marvels

Brea; |<<m|>> Set Days  |cchllss -

Teacher  [<<All>> Set

Dray Time Levels Area Teacher Publish  Boolk
P Mon 09:00:00 | Magic Marvels BArea 2 CITIZEM, JOHH &l [l
Mon 093:30:00 | Magic Marvels Area 2 CITIZEM, JOHH [ [
Mon 10:00:00 | Magic Marvels BArea 2 CITIZEM, JOHH [l [l
kar 10:30:00| M agic Marvels Arga 2 CITIZEM, JOHM [ ]
kar 17:00:00| b agic Marvels Area 2 CITIZEM, JOHM [ ]
kar 171:30:00| M agic Marvelz Area 2 CITIZEM, JOHM [ ]

Selectal: [ [

= U @ *| g

Save Delete Clear Clone
Cloze
Filters
Use the filters to narrow down which Classes are listed
Publish Tick to publish this class on the web, or fick Select All
Book Tick to enable bookings of this class on the web, or tick Select All
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States

Admin > Classes > States

This screen is used to setup a list of States to be used when entering Customer’s addresses.

-

e Xl

5 States
Abbreviation | Full Description -
Abb tian:
NSW New South Wales reviation: |
T Marther Territary
[id [ueenszland Full Description: |
S8 S outhern Australia
TAS T azmania
Vic Wictaria Add | Clear |
it Whestern bustralia
v 0K X, Cancel
States

Listed are the States currently entered in the database.

Add State

Abbreviation

Full Description

Admin User Guide

Enter the State's abbreviation

Enter the full name of the State

“*Add" this State to the list

“Clear” the above information
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Admin > Products/Services
Product Master

Admin > Products/Services > Products > Product Master

B9 Product Master Setup E@ﬂ

Product

Code:  [COKDZ .| MestCode

Description: |I:EII:.f1‘-. COLa,

Locations l Hepnrting] Alernate Barcodes | Kewwords | Commentz | Grouping

Agzzign to Location |

Location Mame | Statuz
DEMO SITE ACTIVE
LS DEMO ACTIVE

== | (] *
- Il ]

. Save || Delete Clear Clore
Cloze

A A

This window is used to set up or modify products. Products are defined as consumable items
that are sold to customers; they are not services such as casual entry.

Code Type in a code without spaces or symbols eg: MARSBAR, SHOESBL,
GYMBOOK eftc; or numeric codes no less than 7 characters eg: 874596235
or alternatively type in or scan a barcode for the product to represent your
sale item. Most barcodes are already attached to products or you can
create your own through Microsoft Excel

Click to search for an existing product

You also have the option of allowing Links to generate the code for you.
Clicking on this icon will display the next available code
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Description Type in a description for the product. Eg: Mars Bar, Shoes Black,
Gymnastics Book or Knee High Boots. If choosing an existing product the
description will automatically be displayed

Admin > Products/Services > Products > Product Master > Locations
Currently available for purchase at these locations

Lists the Locations where this product is currently available

Assign to Location | Allows the Product Setup details to be customised for each location

See Admin > Products/Services > Products > Product Location Setup

Admin > Products/Services > Products > Product Master > Reporting

This section is used to allocate the income for this product to a category. As a minimum it is
recommended that you allocate at least one category to every product.

= y

B Product Master Setup =RECN X
Product o
Code:  [COKD2 | MextCode
Description: |CDC.~'-\CDL.9«
Location:  Reparting ]Alternate Ear-:c-des] Ke_l,lwords] Comments | Grouping
Cument Split Add Split
Cateqgory | Sub Category | Split| Categony: I—L|
FINANC... STOCK 100
SALES KIOSK, 100
Sub Category: | ﬂ
Split: 4
Add | Setup | Clzar |
= 7| @*
= ,'J' [I
Save Delete Clear Clare Close
Current Split
Category This window lists the categories that have been assigned to this

product and the % split for each category
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Deleting a Category

Add Split

Links

MODULAR SOLUTIONS

Highlight the category and a cross will appear, click on the cross to

delete

From fthis window you have the opfion of creating a new category or choosing a category
already created. New categories can also be created in Admin > Products/Services > Sales

Category

Category

Sub Category

Split

&dd

A or

i Clear |

Admin User Guide

Click on the Tlto search for the ‘mother’ category

Click on the Tlto search for the sub category

You have the option of choosing more than one ‘mother’ and sub
category provided the fotal split adds up to 100%. Links will
automatically default the first category selected to 100% however you
can change this value

To add this category click on the ‘Add’ icon or clear the entry by
clicking the ‘Clear’ button. When adding new sub categories these
will appear in the category box to the left

Click on this icon o set up a new sales category and the following
window will appear — see Admin > Products/Services > Sales Category
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Admin > Products/Services > Products > Product Master > Alternate Barcodes

This window is used to attach alternate barcodes or codes to this main product code. When the

alternate code is recorded and used to process sales through POS, the stock on hand will
decrease as it is linked to the main product code.

' ™
5. Product Master Setup [, =R éj
Product o
Code:  [COKO2 | MewCode
D escription: |EDD‘-\. COLA
Locations] Reporting  Altemate Barcodes l Keywords] Comments | Grouping
Alternate Barcodes
Barcode
3300675003523
Barcade:
Add | Clear
E: ' ] . *. ﬂ
Save Delete Clear Clone
Cloze
Type in an alternate barcode or code and click the dicon to
Add Alternate P
Barcode add the list of alternate barcodes or click the icon to delete
the new alternate code entry
Admin User Guide December 2012
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MODULAR SOLUTIONS
Admin > Products/Services > Products > Product Master > Keywords

This window is used to help you search for this product when in POS Screen. This tab will only be
displayed if you have created Keywords in the Setup Point Of Sale screen and can be found
Admin > POS > Setup > Products > Product Keywords

-
5. Product Master Setup EM

Product

83
Code: [COKD2 | NewtCode

Description: |I:E|EA CoLa

-

anatinns] Heporting] Alternate Barcodes  Kewwords l Comments | Grouping

Manfacturer Moz |

Feyword 2: |

Feyword 3: |

E: ; [/ . *. ﬂ

Save Delete Clear Clone

Cloze

W

A

Manufacturer No is the keyword in the above example. Enter the Manufacturer No.
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Admin > Products/Services > Products > Product Location

i L3 ™y
B Product Location Setup i ¥ ‘ ‘ [E=EE™=
r Product a3
Code:  [COKDZ _|

Deszcription: ICDD‘-\ COLA,

Lozation: |DEMD SITE w| |LSetStatus | ACTIVE

Pricing | Heportingl Stock |

r Pricing —Add to Store

GST: [10 % ||| Store | Pices| 0OnHand Store: I |
LINKS RECEPTION 220 25 | %
Avg, Cost [ex GST] $ |2.21
Advertised Price [inc GST $ I

[ Stop Overide Stock On Hand: I

[~ Require Llzer Login on Sale

[ Require Customer/Cazual Add | Clear |

[ Abways print receipt
4 I b Product Histarny > |

= T @ * B |

B Save Delete Clear Clone ) Close
Location Select which Location to setup the product for purchase

Press this button to change the status of the product. This allows the
status to change from Active to Inactive and vice versa. A product that is
Inactive will no longer be able to be sold

E
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Admin > Products/Services > Products > Product Location > Pricing

GST

Avg Cost (ex GST)

Stop Override

Require User Login
on Sale

Require
Customer/Casual

Always print
receipt

Add to Store

The default GST will be inserted into this field when creating a new
product. This is the amount of GST to be subtfracted from the advertised
price. This amount can be changed if required.

Type in the average cost of the product. This figure will be used in reports
that calculate profit

Check this box if the advertised price of this product cannot be adjusted
at point of sale

You may choose to record the cashiers name against all sales made to
this product. If you haven't nominated this feafure as a Setup
requirement in POS Setup, then this option allows you to activate it on
individual products. Click in the box to activate this function

Select this option to make it mandatory to allocate POS fransactions to a
Customer or enter a Casual users name

Check this box if you wish a receipt to be printed on every sale of this
product

Listed are the Stores at this location that sell this product as well as the Price and amount of stock

on hand.

Store

Advertised Price (inc
GST)

Stock on Hand

Admin User Guide

Use the T!to select the store where the product is to be sold

Type in the price you would like this product to be sold for, including $
and ¢

This figure represents the stock on hand for this product. This field can
manually be modified, however when new stock is received and
recorded in the Stock Module, the stock on hand will automatically
increase

Add the above details to this location

Clear the above details

December 2012 194



s
\ ]

=5 Links

MODULAR SOLUTIONS

{ Product History 35 | Highlight a Store entry listed and click the Product History button to see
a log of changes to the Stock on Hand figure for this Product at this
Store. Log includes Orders Received, Stock take, Stock Transfer and
Stock Adjustments. Sales of the Product are not included in this screen

Admin > Products/Services > Products > Product Location > Stock

B Product Location Setup = | B |-
Product =
Code:  [COKO2 J
Dezcription: |EDE.-’-\ COoLa
Location: | DEMO SITE -] SetStatus | ACTIVE
F'ric:ing] Repaorting  Stock
Current Suppliers Add Supplier
Code | M arme | l:c'st,$| Prefemred S Select Lode: | ﬂ
Cak COCA CaLA 150 Yes ar
Select Mame: | ﬂ
Cost [inc GST): § [ Preferred Supplier
| 1 3 Mirirnum Order:
Stock Add Setup | Clear
Reorder Point: |0
= 7| @|*
=| 0 ]
Save Delete Clear Clone
Cloze

L%

Current Suppliers
Listed are the Name and Code of the suppliers of this product including the cost per unit.

This is a list of suppliers of this product including the cost of the unit price of the product inclusive
of GST. Suppliers can also be created in the Supplier Set up screen — Admin > Products/Services
> Stock > Suppliers

Stock

Reorder Point Type in the figure that represents the level of stock remaining for
notification to reorder
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Add Supplier

Select Code

Select Name

Cost (inc GST)

Minimum Order

Preferred Supplier

Add { Clear !

or

Stock Setup

Click on the Tlto select the existing supplier for this product

This name will automatically default once you have selected the
supplier code

Type in the cost value of the stock item (One unit only) inclusive of GST

This field is used to remind the user the minimum order to be placed for
this product

Check this box if this is the preferred supplier for this product. This
supplier will be used for reports or stock screens where products are
selected by supplier

To add this supplier click on the ‘Add’ icon or clear the entry by
clicking the ‘Clear’ icon. When adding new suppliers these will appear
in the current supplier list to the left

To set up a new supplier, click on this icon — further detail on Supplier
Setup is found Admin > Products/Services > Stock > Suppliers

Admin > Products/Services > Stock > Setup

-

9 Setup Stock

o S |

Iv Automatic Purchaze Order Mumbenng

Stark: |I:|

¥ Ok

X Cancel

Automatic Purchase
Order Numbering

Admin User Guide

Will generate sequential numbers automatically if you don't have a
current purchase order system
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Purchase Order Choose a number to start your purchase orders at
Number

Suppliers

Admin > Products/Services > Stock > Suppliers

Set up the suppliers to be used as part of criteria to be entered when establishing Products.

r h'
59 Supplier Maintenance &J

Supplier Code: |CDK J
Mame:  |COC COLA

Address: |

Suburb: |
State: Post Code:

= 7 @ * | K
Save Delete Clear Clone Close
Type in supplier code if a new enftry. If an existing entry, click on the
Supplier Code o )
key to search for an existing supplier
Name Type in the name of the supplier. If an existing supplier, the name

description will automatically appear

Enter all relevant information

l Contact l Other l

Address: ‘am MOUMT 5T

Sububs [NORTH SYDNEY
Stater  |NSW Post Code:  |2060
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Mail

M ame:
Pozition:
Phore:
Fau:

E rmail:

Links

MODULAR SOLUTIONS

IJEIHN FEMBERTOM

|SALES MANAGER
|13 COKE
|1300 55 COKE

Iauscnntactus@ccamatil. com

Ermail I

ABMN

©|26004 139397

‘weh Site: |www.ccamatil.cnm.au

Commentz:

izt |

Services Master

Admin > Products/Services > Services > Services Master

Set up or modify Services. Services are defined as any item that is offered to a customer that has
not been purchased for resale and is sold on a casual basis.

Drescriptian: |EW'IM ADULT

f Y
B3 Service Master Setup E@g
Serrvice
K
Code: |ADD1 _I Mext Code |

Locations | Reparting I Keywards I

Azgign to Location |

Location Mame | Statuz | F etail Price.$ |

DEMO SITE ACTIVE 5.00
=Ln-
= | 7| @] *.
Save Delate Clear Clane

Clogze
—
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Code Type in a code without spaces or symbols eg: CG. When creating new
codes a mix of numbers and letters is preferable

Click this icon if you want to search for an existing service

You also have the option of allowing Links to generate the code for you.
Clicking on this icon will display the next available code

Description Type in a description for the service, eg: Casual Gym. If choosing an
existing service the description will automatically be displayed

Admin > Products/Services > Services > Services Master > Locations
Currently available for purchase at these locations

Lists the Locations where this service is currently offered for sale

Assign to Location | Allows the Service Setup details to be customised for each location

See Admin > Products/Services > Services > Service Location Setup

Admin > Products/Services > Services > Services Master > Reporting

The Service Master Setup Reporting section is used to allocate the income for this service to a
category. As a minimum it is recommended that you allocate at least one category to every
product.

rEj, Service Master Setup o

-

Service

Code:  [an01 | Ment Code

Description: |5/ ADULT

&

Locations  Reporting l Feywords I

Current Split Add Split
Cateqary | Sub Category S plit Categary: I—L|
FINAMC... REC SWwWikMMING 100
GEMER... LTS 1001 100
SaLES REC SwAMMING 100 Sub Categary: | ﬂ
Split: %
{hdd Y Setup | Cancel ‘

~C.- —] *
=0 1

Save Delete Clear Clone

Cloze
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Current Split

Category

Deleting a Category

Add Split

Links

MODULAR SOLUTIONS

This window lists the categories that have been assigned to this service
and the % split for each category

Highlight the category and a cross will appear, click on the cross to
delete

From this window you have the opfion of creating a new category or choosing a category
already created. New categories can also be created — Admin > Products/Services > Sales

Category

Category

Sub Category

Split

&dd

A or

i Clear |

Admin User Guide

Click on the Tlto search for the ‘mother’ category

Click on the Tlto search for the sub category

You have the option of choosing more than one ‘mother’ and sub
category provided the ftotal split adds up to 100%. Links will
automatically default the first category selected to 100% however you
can change this value

To add this category click on the ‘Add’ icon or clear the enfry by
clicking the ‘Clear’ button. When adding new sub categories these
will appear in the category box to the left

Click on this icon to set up a new sales category and the following
window will appear — see Admin > Products/Services > Sales Category
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Admin > Products/Services > Services > Services Master > Keywords

This window is used to help you search for this Service when in POS Screen. This tab will only be

displayed if you have created Keywords in the Setup Point of Sale screen - Admin > POS > Setup
> Products > Product Keywords

' A
B Service Master Setup Elﬂlﬂ—hJ

Service

E
Code: |.&EID‘I J Mext Code

D escription: |SWI M ADULT

Locations] Feporting  Kepwaords

Manfacturer No: |

Kewward 2; |

Kewward 3 |

Clear

*

Clone

- I| I

Save

Cloge

Delete

‘c- ‘ 7 | ¥

L

o

Manufacturer No is the keyword in the above example. Enter the Manufacturer No.
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Admin > Products/Services > Services > Services Location

-
[ Service Location Setup

r Service

Code: |40t

B

D escription: ISW’I K ADLULT

Location:  |fIEEERENIE

Pricing |F|ep0rting Activities

Set Statuz | ACTIVE

— Pricing

Mo. Turnstile receipts:

GST: |1D E4

Advertised Price: $ |5.00

ID

[% Stop Overide

[~ Require User Login on Sale
[~ Require Customner/Cazual

X Always print receipt

“C»-
=T
Save Delete

Clear

Clone

Cloze

Admin > Products/Services > Services > Services Location > Pricing

Location

Admin User Guide

Select which Location to setup the Service for purchase

Press this button to change the status of the Service. This allows the status
to change from Active to Inactive and vice versa. A Service that is

Inactive will no longer be able to be sold
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Pricing

GST

Advertised Price
(inc GST)

No. Turnstile
receipts

Stop Override

Require User Login
on Sale

Require
Customer/Casual

Always print
receipt

Admin User Guide

The default GST will be inserted into this field when creating a new
Service. This is the amount of GST to be subtracted from the advertised
price. This amount can be changed if required.

Type in the price that this Service will be sold for, including $ and ¢

A small barcode receipt can be printed which will allow entry to
turnstiles. More than one can be printed out if required, e.g. for a family
entry

Check this box if the advertised price of this Service cannot be adjusted
at POS

You may choose to record the cashiers name against all sales made to
this Service. If you haven't nominated this feature as a Setup
requirement in POS Setup, then this option allows you to activate it on
individual Services. Click in the box to activate this function

Select this option to make it mandatory to allocate POS transaction to a
Customer or enter a Casual users name

Check this box if you wish a receipt to be printed on every sale of this
Service
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Admin > Products/Services > Services > Services Location > Activities

{5 =
[ Service Location Setup = | [,
Service 5
Code:  [a0m J
Description: |SWIMADULT
Location: |DEMD SITE j Set Status | ACTIVE
F'lic:ing] Reporting  Activities
Activities
Available Activities
Code | Description | N -
AQUA Aqua Aerobics * Select Activity to add
to the list
Setup Activities
== S
<> 1 @ * g
Save Delete Clear Clone
Cloze
J

.

These activities are used as part of the Members Survey process that is integrated with the POS
Module. When activated, upon recording a visit at the POS for all Students or customers with
Memberships and Visit Passes, a dialog box will be displayed listing the activities allocated to the
Class Type, Membership or Visit Pass. It is then possible to select the activities and save the
information. An activities report can then be produced that displays what activities students,
members and visit pass holders are utilising.
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Inactivate/Reactivate
Admin > Products/Services > Inactivate/Reactivate

When services, products, multi visit passes and membership types are created they
automatically have the status of Active. Once these items have been created they can no
longer be deleted off the Links database but instead can be made inactive.

This screen allows for the bulk processing of Services and Products to be activated or
deactivated.

et i)

;I (") Rieactivate inactive products

Lacatian: |DEME| SITE
(® Deaclivate active products

—Active Products

Froduct Code | Description | -
BaALLOT Sauzage

BLAYDT BIRTHDAY PARTY

BOOKD SHELLY THE SHRIMP @
BOXGLO BOXIMG GLOVES

BlISO MIMI BELS HIRE HALF DAY |
BlISO2 MIMI BUS HIRE FULL DAY ||
CARPYEM CAFEMAEMDING |
Car0l membership card

CHIO TWISTIES CHICKEM CHIFS

T'W'ISTIES EHEESE

DORI
DORITO

[ TR o ol Tt ol ol i B T Y P O e

=* Only Products azzigned to a store are shown. .
Deactivate Cloze

& -~ : |

To deactivate active services and products click on the ‘Deactivate Active Products’. To select
entries to be deactivated highlight one entry then holding down the ‘Ctrl' key continue to

highlight the remaining entries.  Click on the icon and the following message will be

displayed.

i 4
LinksAdmin |

& products were inactivated

0K

To reactivate services and products click on the ‘Reactivate Inactive Products’
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oo ==

ﬂ (® Reactivate inactive products

Location: IDEMD SITE
{7 Deactivate active products

— Deactivate Products

Froduct Code | Dezcription
CHIOZ SMITHS SALT AMD VIMIGAR
CHIO? SMITHS ORIGIMAL
CHIDR SMITHS CHICKEM
CHIO4 SMITHS CHEESE AMD ONION
CHIOS SMITHS BURGER RIMGS
EHIEIB SMITHS BEQ

'l 1 ]

] I:F.IHEIEF ) OFFEE CAFE L.uTTE
CHIDG DORITOS MACHO CHEESE
CHIo DORITOS CHEESE SUFPREME

** (nly Products azsigned to a store are shown. .
Activate Cloge

To select entries to be reactivated highlight one entry then holding down the ‘Ctrl’ key continue

fo highlight the remaining enfries. Click on the icon and the following message will

be displayed.

i 4
Fre e |

4 products were reactivated

OK
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Bulk Price Update
Admin > Products/Services > Bulk Price Update

This screen has been developed to allow for the bulk update of prices for all or selected
Products, Services, Memberships and Visit Passes. In addition it is possible to affect the price
change instantaneously or on a specified date.

e -
5. Bulk Price Changes =RRE X
(® Product Location: |DEMD SITE g ; E:v;ate ,7 ﬂ
O Service Store:  [LINKS RECEPTION | .
() Membership Retrieve Al !
Altered Prices " increase to o %
) Wigit Pass ‘8 chEiess Apply
Product Code Description Effective Date | Retail Price, § [Mew Retail Price, § |Average Cost, §|Mew Average Cost,
p_|COKDT COKE DIET COKE 220 220 1.36 1.36
cokoz2 COCA COLA 220 220 2.21 221
COKO3 COKE WANILLA COKE 220 220 0.91 0.91
COKOo4 COKE LIFT 220 220 2.27 227
COKO5 COKE SPRITE 220 220 1.50 1.50
COKOG COKE FANTA ORAMGE 2.20 2.20 1.50 1.50
COKET Coke 5.00 5.00 1.36 1.36

| | | |
Export Ta g: Lﬁl . *
Excel ~
Save Delete

Clear Clane
Product Type Select from Products, Services, Memberships and Visit Passes

Cloge

Click this icon to search and select from a list of items based on the
.......................................... Producf Type nominofed Obove

. Retrieve Al Select a Product Type and click this icon to retrieve and display the

Lopltered Brices. list of items that have had their prices changed but have not been
updated

Changes Effective Now Select this option if you wish to instantly apply the price

changes after the save button is pressed

On Date Select this opfion if you wish to apply the price
changes on a user defined date in the future. Once
the record is saved, the first person to log into Links on
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Apply Percentage to
Price

Manual Price Change

Sales Category

the prescribed date will affect the price changes. A
message will be displayed once the process is
completed

Use this option to Increase or Decrease prices by a nominated
percentage

................................

Press the L BPRY button to affect the increase or decrease of
prices to all the items that are listed

Manually enter the new retail price (inclusive of GST) in the New Retail
Price column for the corresponding Products, Services, Memberships
and Visit Passes

Admin > Products/Services > Sales Category

-

[ Sales Category Setup

Category Type Mame:  [FINAMCIAL J

Cateqgorny

AQUATHON
AQUATICS

CHILDRENS PROGRAMS
DRY PROGRAMS
FACILITY RENTAL
GEMERAL

J5P

MERCHANDISE

REC SwMMING

5TOCK

||| TENMIS

Sub Categary: ||

Add ‘ Clear |

E= = +*
= I|JI

Save Delete Clear Clone Close

Category Type Name

Admin User Guide

Type in the name of the new ‘mother’ category. Alternatively
search for an existing category if you want to add new sub

categories by clicking the icon
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&dd

1 or

i Clear

Product Units

Type in the sub category you wish to allocate to the ‘mother’

category

To add this category click on the ‘Add’ icon or clear the entry by
clicking the ‘Clear’ button. When adding new sub catfegories these

will appear in the category box to the left

Admin > Products/Services > Product Units

The Product Units function is no longer utilised by Links.

Setup Units

Admin > Products/Services > Setup Units

The Setup Units function is no longer utilised by Links.

Admin User Guide
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Groupings

Admin > Products/Services > Groupings

The Product Grouping Setup is used to set up and maintain groups, which link together Products,
Services, Visit Passes and Membership types (and a combination of these). The Groups are
created for use in the Touch Screen setup process. This group can be allocated to a button
which when selected in POS will display a list of all the items in the group thereby increasing the
number of buftons that can be programmed.

The items that make up the group must first be created.

I ™
B Product Grouping Setup @
Grouping: | COFFEE J ** | order to see the Grouping Tab on the Products screen
Deseription; ":DFFEE you need to set the Grouping switch OM on the POS Setup
Froduct/Group | Drescription
COFOl GRINDERS COFFEE FLAT WHITE
COF02 GRINDERS COFFEE CAFE LATTE
COFO3 GRINDERS COFFEE CAPPUCIND
COF04 GRINDERS COFFEE SHORT BLACK.
COF05 GRINDERS COFFEE LOMG BLACK,
Add
-c- =7 *
= i
Save Delete Clear Clone Close
. J
Grouping Type in the group name without inserting spaces or symbols.

Description

Add Product(s) To
Group

Admin User Guide

If the group already exists and you want to add further items, click

the E button to search

Type in the full description of the new group. If selecting an existing
group the description will automatically be shown

Click the button to search for items to be added to this group.
You can choose more than one item at a time to be included within
this group
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Add Group to Group

Deleting Item From
Group

Admin User Guide

You will be required to create the group first including the items to

be inserted into the group. Then, click the SR icon and

select from the list. The selected group will appear with the list of
items

To delete an item from the group, highlight the item and click on
the [ that appears
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Admin > Memberships / Visit Pass
Membership Categories

Admin > Memberships/VP > Membership > Categories

-

[59 Setup Membership Categories &J
Code Description Status Location |
FNDD FN DD Active tuiltiple
MOMTH MOMTHLY MEMBERSHIPS Ative DEMO SITE
TERM TERM MEMBERSHIPS Ative DEMO SITE
TERMDD TERM DD Ative DEMO SITE

f Current Location P . | - .
. =] elete roperties
" Al Locations a

v 0K | X Cancel |

" Closed Only
Al

L8

This window is used to allocate categories to memberships.
Placing a membership into a category provides the following abilities;

e Defines the payment rules.

e Defines the direct debit frequency.

e Establishes the direct debit start date and collection days.

e Allows for simplification when running process or reports which allow for the selection by
category.

The main screen displays all the membership categories and their status, with the default view
being active only. Alternatively the view can be changed by selecting a view from

* Active Only
O Inductive Only
" Clozed Only
Al
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Admin > Memberships/VP > Membership > Categories > Add New Category

Press the

i button on the main screen

-

9 Category Properties

)

T Types T Direct Debit
Code: |FDF|TNIGHT
Deseription:  [EORTNIGHTLY DD
Comments:
Lazt Updated: |21 Feb 2012 10:18:27 Ak
Status
Active Setto Inactive
[ Maximum Training Set to Clozed

Payment Type
I

I Upfrant

v Ok X Cancel

LS

General

Code

Description

Comments

Last Updated

Status

Payment Type

Admin User Guide

Type in a code to represent the category; do not use spaces or symbols

Type in a full description

This is an open field that can be used to store further information relating
to this category. The comments entered are not connected to other
functions

If modifying an existing category the date will display, indicating the last
fime this category was edited

The default setting is Active once this record is saved. There is also the
ability to change the status at a later date if required

Select the payment type that will be applied to memberships within this
category
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Direct Debit

Upfront

Selecting both
Direct Debit
and Upfront

Types

The membership will be charged a fee, established
in the Membership Setup screen, for a period
defined in the Direct Debit tab of this screen

The membership will be charged a set fee

established in the Membership Setup screen

The membership can be paid in total or
alternatively the balance can be collected using
the direct debit process

Listed are the Membership Types within the Membership Category

[ Category Properties &J
General T Fypes T Direct Debit
Memberzhip Topes
Code | D escription | Status |
MOooz2 ALUUATIC FAMILY Active
M0oo3 AQUATICS CONCESSION Active

Add/Transter Type

r Select Mem Tupes only that have
not been assigned a Categary.

Set to Clozed

Set bo Inactive

Properties

v 0K ‘

‘ X Cancel |

i Add/Transfer Type |

Select Mem Types only
that have not been

Assigned a Category pressed

Admin User Guide

December 2012

Select this button and a list of memberships will be displayed. Select
the membership to add to this category

Check this box to only display those membership types that have
not been assigned a category when the Add/Transfer button is
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Highlight a membership type and press this button if you wish to
change the status of the membership to inactive

Highlight a membership type and press this button if you wish to
change the status of the membership to Closed. This will only be
possible if there are no current or future membership contracts

Highlight a membership type and press this button if you wish to
view the membership properties, via the membership setup screen

-

Direct Debit
53 Category Properties Iﬁ
General Tepes T Direct Debit

Start Date: [T MAR 2012 ﬂ
Runs eveny: |2 ek,

Scheduled Direct Debits For The Mext 12 Per... | - Refresh

01 Mar 2012
15 Mar 2012
29 Mar 2012
12 4pr 2012
26 dpr 2012
10 Map 2012
24 Mau2m?

tinimurm D avs allowed to process az a

Links Pay Start Date: |1 MAR 2012 ﬂ [

zeparate DD Rune |5

¥ 0K ‘ | . Cancel

S

fart Date

Runs Every

Admin User Guide

Select the start date of the debit process

This establishes the direct debit schedule. Type in the frequency
number and then select the frequency type. There are 3 types

Daily Each day

Weekly Every 7 days, This means it will run exactly 7 days after the
previous debit run has occurred
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Monthly A set day of each month e.g. the 7th

Press this button to generate the schedule

Press this button to change the direct debit schedule. The following
screen will be displayed

i Y

B9 Change Direct Debit Parameters E=ri =

Categany: IFDHTNIGHT
Before changing Direct Debit
FParameters make sure the 'Mext Curent

Direct DebitiDD] Period' is due on the Debit Type | End of Last Run | Mest Period Start Date |
zame date for all debit pes for the Banlk 01 Mar 2012
zelected class type. Mow you can Cr/Card M kar 2002

change ' 0D Start Date' to a Start Date
of the next dug DD Peniod without
lonzingcormapting any data. After that
o can chanage the frequency and
frequency interval az well. IF pou

chooze to change the ‘DD Start Date’ Start Date: I'I MAR 2012 il

to the date different from the Start Date

of the 'Mest Current DD Period' wou Runsz every: |2 Iweek j
have to adjuzt clients’ accountz
manLally.
¥ OF
L - - L &

Read through the statement carefully before changing any dates

Minimum Days This number represents the number of days before the debit day (l.e.
Allowed to Process 1st of the month) that the customer is expected to pay for the next
As a Separate DD debit period.

E.g. The DD day is the 1st of every month and the monthly charge is
$30.00.

A member joins on or after the 25t September 2012, with the next debit
day on the 1st October 2012. The member will be asked to pay the
pro-rata amount for September plus $30 for the next month. They will
then be excluding from the debit process on the 1st October 2012.

N.B. Changes made to existing entries will affect the memberships immediately. Please seek
clarification from Links Modular Solutions if you require assistance before editing information.
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Membership Types

Admin > Memberships/VP > Membership > Types

r N

59 Membership Master Setup =[S S
Memberzship
_ 113
Code: |MU|32 J Mext Code | | Membership Detals > |

Description:  [A0UATIC FAMILY

Locationz l Fieporting ] Kepwords ]

Agzsign to Location |

Location Mame Statuz
DEMO SITE ACTIVE

=CH- o +*
b= .'J' [I

Save Delete Clear Clone

Cloze
L= -y

This window is used to set up membership types, whether term, perpetual or monthly.

Membership

Type in a code without spaces or symbols eg: M1000. When creating

Cod . .
oce new codes a mix of numbers and letters is preferable

Click this button if you wish to search for an existing membership

You also have the option of allowing Links to generate the code for
you. Clicking on this button will display the next available code

Type in a description for the membership, eg: Aquatic 12 month. If
Description choosing an existing membership the description will automatically be
displayed
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Opens the Membership Details screen — see Admin > Memberships/VP

i Membership Details »> | . ] )
> Membership > Types > Membership Details below

Admin > Memberships/VP > Membership > Types > Locations

f ™
B Membership Master Setup E@Iﬂ
Membership
113
Code: |MDD2 J MNext Code | Membership Details »> ‘

Description:  [BOUATIC FAMILY

Locations l Reparting I Keywords]

Aszzign to Location

Location Hame Stabuz
LEMO SITE ACTIVE

E: - I . *_ ﬂ

Save Delete Clear Clane

Cloze
L >y

Currently available for purchase at these locations

Listed are the locations where this Membership Type has been assigned

Click this button to Assign the Membership Type to a new Location.

Azzign bo Location .
The screen below will open
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4. Membership Location Setup L =R éj
Membership
Code:  [MO0Z J
D escription: |."-‘«|3U.&TIC FAMILY
Location:  |{SIE{[ATERIE SetStatus | ACTIVE
GsT: [0 %
Feporting — Activities
Activities
Awailable Activities
Code | Description | j
* Select Activity to add
to the list
Setup Activities
~Cm- =7 *
2| g ]
Save Delete Clear Clone
Close

Location

GST

Activities

Select which Location to setup the Service for purchase

Press this button to change the status of the Service. This allows the stafus
to change from Active to Inactive and visa versa. A Service that is
Inactive will no longer be able to be sold

The default GST will be inserted into this field when creating a new
Membership Type. This is the amount of GST to be subtracted from the
advertised price. This amount can be changed if required.

These activities are used as part of the Members Survey process that is integrated within the POS
Module. When activated, upon recording a visit at the POS for all Students or customers with
Memberships and Visit Passes, a dialog box will be displayed listing the activities allocated to the
Class Type, Membership or Visit Pass. It is then possible to select the activities and save the
information. An activities report can then be produced that displays what activities students,
members and visit pass holders are utilising.

Admin User Guide
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Admin > Memberships/VP > Membership > Types > Reporting

This section is used to allocate the income for this Membership Type to a category. As a
minimum it is recommended that you allocate at least one category to every Membership.

-

-

B3 Membership Master Setup o
Membership 17
Code; |MDD2 J Mext Code‘ tMembership Details »» ‘
Dezcription: |AQUATIC FARILY
Lacation:  Reporting ] Ke_l,.lwordsl
Current Split Add Split
Category | Sub Cateqary | Splitl Categony: ,—Ll
FIM&ME... REC SWIMMING 100
SALES MEMEBERSHIPS 100
Sub Categony: | j
Split: 4
Add ‘ Setup | Clear ‘
= 7| @*
b= ,'_)' [I
Save Delete Clear Clare
Close

“

Current Split

Category

Deleting a Category

Add Split

This window lists the categories that have been assigned to this
Membership Type and the % split for each category

Highlight the category and a cross will appear, click on the cross to
delete

From this window you have the opfion of creating a new category or choosing a category
already created. New categories can also be created — Admin > Products/Services > Sales

Category

Category

Sub Category

Admin User Guide

Click on the Tlto search for the ‘mother’ category

Click on the Tlto search for the sub category
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Split

Add )| tiear

or

You have the option of choosing more than one ‘mother’ and sub
category provided the total split adds up to 100%. Links will
automatically default the first category selected to 100% however you
can change this value

To add this category click on the ‘Add’ icon or clear the entry by
clicking the ‘Clear’ button. When adding new sub categories these
will appear in the category box to the left

Click on this icon to set up a new sales category and the following
window will appear — see Admin > Products/Services > Sales Category

Admin > Memberships/VP > Membership > Types > Keywords

This window is used to help you search for this Membership when in POS Screen. This tab will only
be displayed if you have created Keywords in the Setup Point of Sale screen - Admin > POS >
Setup > Products > Product Keywords

-

-

5 Membership Master Setup =RRch X
Membership
113
Code:  [MO02 | et coce | Membership Detais »> |
Description:  [AQUATIC FAMILY
anatinns] Reporting  Keywords
Manfacturer Ma: |
Keyword 2: |
Keyword 2 |
= 7| @*
=L e .',' [I
Save Delate Clear Clone
Cloze

'

A

Manufacturer No is the keyword in the above example. Enter the Manufacturer No.

Admin User Guide
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Admin > Memberships/VP > Membership > Types > Membership Details

Membership Details >> Depress this icon to input membership details pertaining to the term,
cost, activities, payment schedule etc

-

5 Setup Membership Details

=)

Details

Contract Price I FPayment Schedule I Suszpenzion I Join Fees l.ﬂi‘wailable Date&Time‘ Comments l

Categan:  [FORTMIGHT

= s

b embership Term: | |Pe[petua| J Haz Minimurn Length W Contract Length: |6 month -
Setup Expiry Date I
N [~ Print Docket for each visit tg " Hard Expiry Date

[®  Family Membership
[ b asirnuarn Family members to include,

[ Membership with Fized Expiry O ate.

Ewpiry Date

Start Date | Comments

v 0K | X Cancel

— — T A

Details

Category

Membership Term

Admin User Guide

Click on the ™l to display a list of membership categories. Press the

to view the category details

Establish the parameters for the membership length. Type in a
number and then select the period length. There are 5 periods
which can be selected

Perpetual Select this for all direct debit memberships

Year Select for periods measured in years

Month Select for periods measured in months
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Has Minimum Length

Contract Length

Setup Expiry Date

Print docket for Each Visit

Family Membership

Maximum Family
Members to Include

Membership with Fixed
Expiry Date

Admin User Guide

Week Select for periods measured in weeks

Day Select for periods measured in days

Automatically sets a minimum length for Perpetual Membership
Types. This gives Perpetual Members a minimum period for their
contfract

Set a contract length which can be set up using a Soft or Hard
Expiry

Soft Expiry Date Soft Expiry is shown as the Minimum Expiry
date. Perpetual Confracts will have NO Expiry

Date
Hard Expiry Hard Expiry is shown as the Current Expiry
Date date. This will place an Expiry date against the
Contract

Check this box if you wish a receipt printed every fime a member
with this membership type visits

Check this box if this membership is a family membership. Family
memberships allow for a nominated number of customers to be
linked to this membership. These customers (family members) have
no formal status within the membership therefore do not have any
individual membership rights and are governed by the actions of
the principle membership holder. The principle membership holder
is the customer who has purchased the membership

Type in the number of customers that can be allocated to the
family membership inclusive of the principle membership holder

Can be selected for Membership Types other than Perpetual. Click
Add Hew

to nominate a Fixed Expiry date. When
Membership Type is sold, the Fixed Expiry Dates nominated here
will be available to select from a drop down box.

Note: Fixed Expiry Date cannot be deleted if at least one contract
has been sold
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Contract Price

-

E5)

5 Setup Membership Details

Papment Schedule | Suspension | Join Fees

[ Payin Advance

Amount: $ |0.00 foontract term

[ Allow Part Paprient

M Direct Debit

Amount: § |48.00 /Direct Debit period

Awailable DatedTime ‘ Comments l

v 0K

X Cancel

Pay in Advance
memberships

Amount

Allow Part Payment

Check this box if the membership has a full upfront fee. l.e. term based

Type in the full amount for the membership inclusive of GST

Check this box if there is the ability to part pay this membership. The

payment schedule tab will require data input. If this is box is not
checked, this membership will not allow a part payment upon sale

Direct Debit

Check this box if the membership has a continuous period based fee.

l.e. perpetual (Direct Debit) based memberships

Amount

Admin User Guide December 2012

Type in the debit amount for each period inclusive of GST
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Payment Schedule

[ Setup Membership Details [
Details l Contract Price Payment Schedule | Suspension I Juain Fees l Available Date&Timel Comments l

Period Unit Amount Unit Period, 'WEEK | Amount, § |
I MONTH @ 2 100.00
() WEEK (: 3 4 £5.20
@ DAY %
O %

Current Total Amount Due: 1E5.20 |Tota| 165.20

[Pay in Advance option)

ll Minimum Payment  $ |50.00 Period:

The Payment scheduls is intended to be Armount:
applied for scheduling Contract Fee and
Join E «it.

¥ 0K | X Cancel

“ J

In the example above the total cost for the membership is $165.20 with a minimum payment of
$50.00. The part payment schedule is :

e 2 weeks after joining on this membership a payment of $100.00 is required
e 4 weeks after joining on this membership a payment of $65.20 is required

Period Unit Select the period unit that will be used to generate the schedule

Amount Unit Select the amount unit that will be used to generate the schedule.
$ is for a fixed amount and % is used when requiring a percentage
of outstanding balance

Current Total Amount Due Displays the full price of the membership

Minimum Payment Type in the minimum payment amount that must be paid when
selling the membership

Add New

The table will display the units which have been previously selected in the period unit and
amount unit section.
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Period Type in a number for the period

Amount Type in a number for the period

Press the Add button to create the schedule

Press the Clear button to remove the numbers from period and amount

fields

A fixed schedule does not need to be created in this screen; it can be created when selling the

membership, however a Min

Suspension

imum Payment Amount must be entered regardless.

-

5 Setup Membership Details

)

(@ Suspension Unlimited:

Suspension Limited
b amimurn ;|26 ]

() Suspension Fee Applies

) Unlimited

® Suzpenzion Limit

day(z]

Details Contract Price Payment Schedule  Suspension

Service Code; J
Amnount Per Day : §

Fee Free Period: |0 dayls)

Join Fees l Avallable D atekTime l Comments I

Set Suspension Limit
Rollover Rules

v 0K X Cancel

Suspension Unlimited

Suspension Limited

Suspension Fee Applies

Admin User Guide

This membership allows the member to have unlimited suspension
days

This membership allows the member to have a limited number of
suspension days. Rollover rules will apply to this membership

A suspension fee can be applied when a member is suspending.
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The fee is calculated on the criteria entered in the following fields

Service Code

Amount per Day

Fee Free Period

Unlimited

Suspension Limit

Set Suspension Limit Rollover Rules

Select the service code to which the money
will be allocated

Enter in a fee to charge per day or leave
blank to enter a fee when performing the
suspension in the Member Contact screen

Enter in the number of days in which the
member can suspend without incurring a
suspension fee

This membership allows the member to have
unlimited suspension days

This membership allows the member to have
a limited number of suspension days. Rollover
rules will apply to this membership

All direct debit (perpetual) memberships have the opftion to Set Suspension Rollover Rules. These
rules dictate the actions allowed in updating suspension entitlements for long term direct debit

members.

These rules are set globally in the Site Setup screen which can be found under Admin > Site > Site
Setup > Memberships/VP that allows for separate suspension rollover rules for individual
membership types. If this option is selected then the set suspension limit rollover rules button can

be selected and rules set.

Admin User Guide
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l' ™y
[ Suspension Rollover @

Suzpenzion Limit Rollover Rules

@ ilize itz Farameters!

SuspensanmltHnllover once a year
zince 02 Jan 2012
Suzpenszion Limit - nob to Accumulate,

() Set Parameters for the current Memberzhip Tope

| (C) Once a year starting from the date specified.

Start D ate: ﬁ
|

(") Onice a vear starting fronn the Start Date of the Cantract,

(") Mone
i Accumulate
1 Yes @ Mo
[ |
¥ 0K Feset X Cancel
L. A
Use Site Parameters Shows the default site setup parameters

Set Parameters for the Current Membership Type

Once a Year from This feature allows for membership contracts to have their

Specified Date suspension limit re-topped up to the full quota again as of the date
entered

Once a Year from Start This feature allows for membership contracts to have their

Date of Contract suspension limit re-topped up to the full quota again as of the start

date of the contfract

None No rollover rules apply

Accumulate Define if the suspension fime top up allows for the addition of the
unused suspension time to the full amount of suspension fime

allocation for the contract

Admin User Guide December 2012
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Join Fees
' ™y
B3 Setup Membership Details @
Detalls l Contract Price ] Payment Schedule ] Suspension DlnFEE$| Awailable Date&Timel Comments ]
Join Service 1
Code:  [J001 ] Amount: $ [50.00
[~ Payon Exit
[ Join Service 2
Code: J Armount: § |0.00
™ Pay onExit
¥ 0K X Cancel
A

L

Join Service 1

Code

Pay on Exit

Join Service 2

Code

Pay on Exit

Admin User Guide

Select the service code to which the money will be allocated for the
joining fee. This fee will be inserted when selling the membership

Check this box if you wish the joining fee to become an exit fee that
will be collected when the membership ends

Select the service code to which the money will be allocated for the
joining fee. This fee will be inserted when selling the membership

Check this box if you wish the joining fee to become an exit fee that
will be collected when the membership ends
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Available Date & Times

This screen is only use memberships that have defined entry times. Leave this screen blank for
memberships that have no day/fime limits.

3 Setup Membership Details

S|

Details } Contract Price } Payment Schedule l Suzpension } Juoin Fees Awailable Dated:Time ‘ Comments }

Day | From To |
Friday B:00 Ak 11:00 P Day: -
Monday E:00 Abd 1100 Pk
Saturday .00 Ak 12:00 Pr Tirme From:
Sunday 8:00 A 12:00 PH
Thurzday B:00 Akd 11:00 PH Time To:
Tueszday E:00 Abd 1100 Pk
I Wednes..  B:00AM 11:00 P

Clear |

v 0K X Cancel

Add

Enter the day and times that entry is allowed.

Day

Time From

Time To

Admin User Guide

Use the Tlto select the day

Type in the start time for entfry

Type in the end time of enftry

Press the Add button to add the parameters to the table

Press the Clear button to remove the parameters from the three fields

December 2012
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Comments

This window can be used to record comments against this membership type; it is not linked to
any other functionality within Links.

f A
9. Setup Membership Details — u
Details | Contract Price | FPawment Schedule | Suzpenzion | Join Fees Available D atetTime Eomments
Comments
|
]
||
]
v OK X Cancel
L 5 A
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Admin > Memberships/VP > Membership > Archiving

Expired membership confracts can be archived so that they are no longer displayed in the
Member Contract screen. Memberships that have outstanding fees will not be archived. This
process also removes direct debit information such as credit card numbers and bank account
details from direct debit memberships.

B9 Archiving the Membership Contracts &J

Thiz proceszs will lock all Memberships Contracts with Date Expiny up to the date specified.
Contracts with the outstanding balances would not be archived. Credit Cards/B ank Cards
Dretails would be deleted from the Links databasze.

Archive Membership Contracts:

Expired 10° days before: |1 JaN 2010 ]

Select Membership Type[s]
Show from Categony:

|MOMTH |

Code D ezcription | -
[w] MO0 GOLD ADULT DD

[w] 109 PAY BYT HE MOMTH ADULT COMCESSION
[w] TEMIO TEMMIS MEM ADULT

[#] TEMIDZ ~ TEMMIS MEM ADULT CONC

L B TN LT AN Y VR

® Site parameter [please, refer the Setup Site screen)

Mest = Cloze

A &

Archive Membership Contracts

Expire 10 Days Before Select a date. This date will be used as the calculation point for
defining if a membership contract is expired. In the example
above, any membership confract that was expired at least 10 days
before the 1 January 2010 will be selected for archiving.

Note: the figure 10 is a parameter that is established in the Site
Setup screen which can be found at Admin > Site > Site Setup >
Memberships & VP

Select Membership Types

Show from Category Select a membership category to display the memberships linked
to the category and then select the memberships to include in the
process
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Next Press the next button and the following screen will be displayed
that lists all the members whose membership contracts will be
archived

59 Archiving the Membership Contracts &J
To update the Links database click on Fimzh. 'ou would be able to print the list of the archived
cohtracts.
Total Selected Contracts: 211
Contractld | tem Type | Custid Mame E xpiryD ate -
193 b0 M GUGGON, w0P .l 2005
E tO0T 1294 GUSFOP, OMMA 14 May 2004
198 TEMIO4 195 KAMMAGY, WS OMA 1 War 2006
443 b4105 102668 KAy, CFSOT 15apr200s |
71 b1 011 1957 KOFM, GOFFON 12 May 2004
2001 TEMIO3 2208 KOMAT, FOMMOF H May 2005
295 b105 4772 KOMND, KUMOANNA 15 &pr 2007
147 b0 185 KOwih, GEAGE 1 Jul 2005
435 b4105 102661 KOV, ONNOA 15402009
e SRS e
[ Select &l
Wiew Contracts with outstanding balance ke
Print < Back Frish | Close |
Select All Select the members or members whose membership contracts
are to be archived
View Contracts with Conftracts expired before the date defined, with outstanding
outstanding balance balances and/or Direct Debit last payments have not been
........ 2y made
____________ Print Press the Print button to print a list of the members selected
________ ¢ Back Press the Back button to return to the previous screen
__________ Finish Press the Finish button to finalise the archiving process
__________ Close Press the Close button to stop the archiving process
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Bulk Card Print

Admin > Memberships/VP > Membership > Bulk Card Print

o ™
[ Print cards for Members g

— Card format is MEMBER

bembers |
JOMES, FRED [102831)

| L]

Arwone starting bebweet: IEE FEB 2010 il
and: [sFEB 2012 D |

Print Cards

Cloze

L A

As a new member is added to the system their name is included in the bulk card print system.

Tick the box to select a member for printing. Once the card is printed their name is removed
from the list.

Alternatively a member can be added to the list by using the Add feature.

The card layout for the Member card is defined at Admin > Admin > Cards > Card Layout
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Suspension Rollover

Admin > Memberships/VP > Membership > Suspension > Rollover

This screen allows for the processing of updating suspension limits based on the membership

suspension rollover rules.

[ Suspension Limit Rollover

B

Select Membership Typelz] to run Suspension Rollover

[ Membership Types with Suspension Rollover Rules set to the Site Parameters.

q_-iembelship pULATIC PaIL Y it s |2D AN 2ot gEz;:l:;ndneifrrniﬁtli:?glzlwer ta be un -
Ypes: ALUATICS COMCESSIONZ __
G%LD ADULT DD = Mest Bun: (24N 2013 vearly starting from 02 Jan 2012 E

Pey BY'T HE MOMTH AC Due Bure Mot Accumulate the Suzpengion Limit.
TEMMIS MEM ADULT — ue Rune 124K 2072 Mot Allow to set separate rules for -

Membership Types with zpecific Suzpension Rollover Rules:

temberzhip Tupe

Suzpenzion Rallover Rules

Last Run Due Run | Next Fiun | D esoriotion:

[ Create Summary Report

I” Create Messages to Members

[ iCreate Detailed Report of Membership Contracts Updated ™ Run Suspension Rollover withaut updating the Contracts D ata.

Wiews Rollovers History Run Close

Membership Types

Last Run

Next Run

Due Run

Site Rules

Membership Types with

Specific Rules

Specific Rollover Rules

Admin User Guide

Lists all the membership types that are using the site rollover
parameters

Lists the date when the last rollover process was run
Lists the date when the next rollover process should been run
Lists the date when the rollover process should have been run

Displays the site rollover rules that relate the memberships types
displayed

Lists all the membership types that are using specific rollover rules,
i.e. not the site rules

Displays the specific rollover rules that relate the memberships types
displayed

December 2012 235



’
)

=3 Links

MODULAR SOLUTIONS

There are several check boxes which produce various reports or actions as part of this process.
Check the boxes as required.

¢ Wiew Rallovers History

....................................

Press this button to display a list of previous rollover processes

Press this button to run the process

Suspension Rollover History

Admin > Memberships/VP > Membership > Suspension > Rollover History

B3 Membership Suspension Limit Rellover History @

From Date:  [21 FEE 2010 o]

To Date:  [21 FEB 2012 ]

Funld | Mem Type [ RO Date | Site* | ¥D= | ¥CSD** | Rolback | StaffCode | Date Run |
4 M001 02Jan 2012 fes es Mo No 1 21 Feb 2012
4 M002 02Jan 2012 ‘Yes es Mo Mo 1 21 Feb 2012
4 MO03 02Jan 2012 ‘Yes es Mo Mo 1 21 Feb 2012
4 M109 02Jan 2012 ‘Yes es Mo Mo 1 21 Feb 2012
4 TENIDY 02Jan 2012 ‘Yes es Mo Mo 1 21 Feb 2012
4 TENID2 02Jan 2012 ‘Yes es Mo Mo 1 21 Feb 2012
4 TENID3 02Jan 2012 ‘Yes es Mo Mo 1 21 Feb 2012
4 TENID4 02Jan2012 ‘es es Mo No 1 21 Feb 2012

* Site - Sugpenzion RO Rules zet for the Site

=YD - Suspension RO yearly fram the Date set for the Site or Mem Type.
#=HCSD - Suzpension RO from the Contract Start Date.

== To Rollback the Suzpenzion RO select the conresponding Record from the List. Mote, if the selected Record iz a part of Bulk
Uparade for the several Mem types. rollback would be done for all .

Fiallback | Piirt | hee |

L

4

From Date

To Date

Wigw

Admin User Guide

Select a start date to define the search parameter

Select an end date to define the search parameter

Press the view button to display any rollover process that occurred
between the two dates selected

It is possible to rollback the rollover suspension process. The rolloack
will return all members within the memberships types included in the
process back to their previous suspension allocation.

Highlight the membership types to rollback and press the rollback
button. Not all those membership types that were run in bulk will be
rolled back. These can be identified by having the same run ID
number
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Admin > Memberships / Visit Pass
Visit Pass Categories

Admin > Memberships/VP > Visit Passes > Categories

53 Setup Visit Passes Categories w
Code | D escription Statug Location |
AQUATICS AQUATIC S\ PASS Active DEMO SITE
MEW MEW Active DEMO SITE

; [ {* Cument Location Add N o ‘ . .

" InActive Only = Al Locations = EBE raperties
" Closed Drly

ol ¥ 0K | X Cancel ‘

L8

This window is used to allocate Categories to Visit Passes.

Placing a Visit Pass info a category allows for simplification when running processes or reports
which allow for the selection by Category. It also ensures that visit passes can run concurrently.

A good example of this is: A customer may have a 10x gym visit pass and a 5x personal training.
They can obviously use these at the same time, therefore they need to be in different
categories, as when they scan in, they are given the option of what visit pass they want to use.

The main screen displays all the Visit Pass Categories and their status, with the default view
being active only. Alternatively the view can be changed by selecting a view from

& Active Only
" Indctive Only
" Clozed Only
Al
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Admin > Memberships/VP > Visit Passes > Categories > Add New Category

Press the L i button on the main screen

B Category Properties @
General T Types 1

Code: |»‘-'«G UATICS

Description: [0 IATIC Swik PASS

Comments:

Last Updated: |23 Feb 2004 05:54:41 P

Status

lr Set to Inactive
| [ Masimum Training Set to Clozed

-
-
¥ DK X Cancel

General

Code Type in a code to represent the Category; do not use spaces or symbols

Description Type in a full description

Comments This is an open field that can be used to store further information relating
to this Category. The comments entered are not connected to other
functions

Last Updated If modifying an existing category the date will display, indicating the last
fime this Category was edited

Status The default sefting is Active once this record is saved. There is also the
ability to change the status at a later date if required

Payment Type These options cannot be modifies as all Visit Passes must be paid in full

upon purchase
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Types

Listed are the Visit Pass Types within the Category

r N
5. Category Properties ﬁ

General T ]
Wizt Pagz Types
Code | Description | Status
WR1214 20 Vizit Health And Wellnesz Active

Set to Inactive
Add/Tranzfer Type

Set to Cloged

Select WP Types only that have nat -
been assigned a Category Properties l

i

¥ 0K | | X, Cancel |

Select this button and a list of Visit Passes will be displayed. Select

i Add/Transfer Type ! o )
' the Visit Pass to add to this Category

Select Mem Types only Check this box to only display those Visit Pass types that have not
that have not been been assigned a Catftegory when the Add/Transfer button is
Assigned a Category pressed

Highlight a Visit Pass type and press this button if you wish to
change the status of the Visit Pass to inactive

______________________________________ Highlight a Visit Pass type and press this button if you wish fo
. SettoCloged ¢ change the status of the Visit Pass to Closed. This will only be
possible if there are no current or future Visit Pass contracts

Highlight a Visit Pass type and press this button if you wish to view
the Visit Pass properties, via the Visit Pass setup screen
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Visit Pass Types
Admin > Memberships/VP > Visit Passes > Types

This window is used to set up Visit Passes.

-

[ VisitPass Master Setup SNNCIN X
YisitPass S
Code: |MVF‘D4 J Mext Code
Description: |!-’-‘-.qua Aerobics 10 Wisit Pass
Locations ] Fiepoiting ] Kewwords I igit Pass
Azzigh to Location |
Location MNarme Status Retail Price.$ |
DEMD SITE ACTIWE £5.00
=| 7| @ *
2|0 ]
Save Delete Clear Clohe
Cloze

L%

Visit Pass

Code

Description

Admin User

Guide

Type in a code without spaces or symbols eg: VP1000. When creating
new codes a mix of numbers and letters is preferable

Click this button if you wish to search for an existing Visit Pass

You also have the option of allowing Links to generate the code for
you. Clicking on this button will display the next available code

Type in a description for the Visit Pass, eg: Adult 10 Swims. If choosing
an existing Visit Pass the description will automatically be displayed
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Admin > Memberships/VP > Visit Passes > Types > Locations

i ™
B VisitPass Master Setup Elﬂ‘g

VisitPass 248
Code: IMVP04 _I MHest Code |

Deseription: | Aqua Aerabics 10 'isit Pass

Locations | Heportingl Ke_l,.lwordsl Wisit Pass

|;'"""}ﬁéiﬁﬁ"t'E"LBEé't'iBn | |
Location Mame I Status I Retail Price.$ |
DEMO SITE ACTIVE E5.00

Save Delete Clear Clane

Cloze

Currently available for purchase at these locations

Listed are the locations where this Visit Pass has been assigned

Click this button to Assign the Visit Pass to a new Location. The screen
below will open

i Agzign to Location
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59 VisitPass Location Setup

YisitPass

Code:  [MVPO4

248

o

Description: |Aqua Aerobics 10Yizit Pass

Location: |DEMD SITE

Fricing l Feparting ] Activities

Pricing

Advertised Price: $ |65.00

| SetStatus | ACTIVE

G5T: |10 k4

[% Stop Ovenide

[ Require User Login on Sale

[ Always print receipt

= 0| @ ‘ A |
Save Delete Clear Clone Close
Location Select which Location to setup the Visit Pass for purchase
CCat Satug | Press this button to change the status of the Visit Pass. This allows the status

to change from Active to Inactive and vice versa. A Visit Pass that is

Inactive will no longer be able to be sold

Pricing

GST

Advertised Price

Stop Override

Require User Login on
Sale

Admin User Guide

The default GST will be inserted into this field when creating a new
Visit Pass. This is the amount of GST to be subtracted from the
advertised price. This amount can be changed if required

Type in the price you would like this visit pass to be sold for,
inclusive of GST

Click this box if you do not allow the advertised price of this visit
pass to be overridden at point of sale

You may choose to record the cashiers name against all sales
made to this visit pass. If you haven't nominated this feature as a
Setup requirement in POS Setup, then this option allows you to
activate it on individual visit passes. Click in the box to activate
this function
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Require
Customer/Casual

Select this option to make

it mandatory to allocate POS
transaction to a Customer or enter a Casual user’'s name. Visit Pass

sales will always be allocated to a Customer regardless

Always print receipt

Check this box if you wish for a receipt to be printed on every sale

of this Visit Pass. Visit pass sales will always print receipt regardless

Activities

These activities are used as part of the Members Survey process that is integrated with the POS
Module. When activated, upon recording a visit at point of sale for all Students or customers with
Memberships and Visit Passes, a dialog box will be displayed listing the activities allocated to the
Class Type, Membership or Visit Pass. It is then possible to select the activities and save the
information. An activities report can then be produced that displays what activities students,
members and visit pass holders are utilising.

Admin > Memberships/VP > Visit Passes > Types > Reporting

This section is used to allocate the income for this Visit Pass to a category. As a minimum it is
recommended that you allocate at least one category to every Visit Pass.

-

“

5. VisitPass Master Setup | e
VizitPazs 245
Code: |M\-"F'D4 J Mest Code
Description: |.-’-‘-.qua Agrobics 10 Visit Pazs
Locations  Reporting l Keywnrds] Wigit F'assl
Current Split Add Split
Category | Sub Cateqgary | Split | Categony: | j
FIMAMC... AQUATICS 100
GEMER... 123.5264.256. 100
SALES AQUA AEROBICS 100 Sub Categony: | ﬂ
spit [z
Clear |
=B =] *
2| 0 ]
Save Delete Clear Clone
Cloze
L &
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Current Split

Category

Deleting a Category

Add Split

Links

MODULAR SOLUTIONS

This window lists the categories that have been assigned fo this Visit
Pass Type and the % split for each category

Highlight the category and a cross will appear, click on the cross to
delete

From this window you have the option of creating a new category or choosing a category
already created. New categories can be created here — Admin > Products/Services > Sales

Category

Category

Sub Category

Split

&dd

i Clear |

A or

Admin User Guide

Click on the Tlto search for the ‘mother’ category

Click on the Tlto search for the sub category

You have the option of choosing more than one ‘mother’ and sub
category provided the total split adds up to 100%. Links will
automatically default the first category selected to 100% however you
can change this value

To add this category click on the ‘Add’ icon or clear the entry by
clicking the ‘Clear’ button. When adding new sub categories these
will appear in the category box to the left

Click on this icon to set up a new sales category and the following
window will appear — see Admin > Products/Services > Sales Category
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Admin > Memberships/VP > Visit Passes > Types > Keywords
This window is used to help you search for this Visit Pass when in POS Screen. This tab will only be

displayed if you have created Keywords in the Setup POS screen - Admin > POS > Setup >
Products > Product Keywords

i '
B4 VisitPass Master Setup E‘Elﬂ

VizsitPazs

248
Code:  [MVPD4 .| MestCode

Dezcription: |.-’-‘qqua Aerobics 10Visit Pass

Locatinns] Reporting  Kewwords ] Wizt Pass

Manfacturer No: |

Kepwaord 2: |

Fewmord 3 |

<= - ] . * ﬂ

Save Delete Clear Clane
Cloze
W

4

Manufacturer No is the keyword in the above example. Enter the Manufacturer No.
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Admin > Memberships/VP > Visit Passes > Types > Visit Pass

This tab is used to define the parameters of the visit pass

-

B VisitPass Master Setup = |
YizsitPaszs 244
Code: |MVPI34 J Mext Code
Description: |.f1‘-.qua Aerobics 10 Visit Pass
Locations ] Reparting ] Kepwords  Yisit Pass l
Select Categony: |AQUATIES J
Mumber of Yisits: (10
Valid Period:  [3 jmorth v
[ Print Docket for each visit
-cm- =T *
= | (T ]
Save Delete Clear Clane

Cloze

Select Category

Number of Visits

Valid Period

Select a visit pass category

Enter in the total number of visits that will be allowed

Enter the length of time that the visit pass will be valid for. This

feature will create an expiry date for the visit pass which will take
effect even if there are visits remaining. Alternatively the valid

period can be set to “perpetual” and no expiry date will be used

Print Docket for each
visit holder visits

Admin User Guide December 2012

Check this box if you wish a receipt printed every time a Visit Pass
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Visits Pass Archiving
Admin > Memberships/VP > Visits Passes > Archiving

Expired Visit Pass contracts can be archived so that they are no longer displayed in the Maintain
Visit Pass screen. Visit Passes that have outstanding fees will not be archived. Alternatively, Visit
Pass contracts that have been archived can be restored, either in bulk or for individual
customers.

i Y
59 Visit Pass Contracts Archiving -'—_-,‘ u

Thig wizard can be run to either:
- Archive Yisit Pazs Contracts [contract detaill: become READ OMNLY)
- Restore Archived Wisit Pass Contracts [reactivate contract details)

® Archive Visit Pass Contracts

" Riestore Archived Visit Pass Contracts

Frint |

Clogze |
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Archive Visit Pass Contracts

...............................

1. Select Archive Visit Pass contracts and click the button.

(5 Visit Pass Contracts Archiving ﬁ

Thiz process will lock all Visit Pazses Contracts with Date Expiry up to the date specified
ortand with all visitz uzed | 2o the contracts would niot be possible to alter retrogpectively.
Contractz with the outstanding balances would not be archived.

Select Yizit Pazzes Contracts:

0 Ewpired 10° days before: |1 JAN 2010 ﬂ

[ Include anly Contracts with no visits left,

7 With o Visits left.

* Site parameter [pleaze, refer the Setup Sike screen]

< Back Cloze

Expire 10 Days Before

Include only Contracts
with No Visits Left

With No Visits Left

Select at date. This date that will be used as the calculatfion point for
defining if a Visit Pass contract is expired. In the example above, any
Visit Pass contract that was expired at least 10 days before the 1
January 2010 will be selected for archiving. Note: the figure 10 is @
parameter that is established in the Site Setup screen which can be
found at Admin > Site > Site Setup > Memberships & VP

If this feature is selected, the process will use the date criteria above
but only select contracts with no remaining visits

If this feature is select, the process will select all contracts that have
no visits leff regardless of the expiry date

2. Press the

button

Admin User Guide
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-

59 Visit Pass Contracts Archiving ﬁ

Thiz process will lock all Vizit Paszes Contracts with Date Expiny up to the date specified
orfand with all visits used . so the contracts would not be pozsible to - alter retrospectively.
Contracts with the outstanding balances waould not be archived.

Select VP Type(s]
Show from Category:

MVFOS

<eALLos ]
Code | Cescription |
kPO MYPADULT10 PASS
b PO2 YPADLLT CAOMCESSION
h P02 MPADULT CAOMCESSION
kW03 kWP CHILD /PEMSIOMER
kP04 Agua Serobics 10Visit Pass
Group Fitness 10Yizit Pass

< Back Mest > Cloze

Done

3. Select Visit Pass Types

Show from Category

- button

Select a visit pass category to display the visit passes linked to the
category and then select the visit passes to include in the process

Select the customer or customers whose visit pass contracts are to be

4. Press the
[ Visit Pass Contracts Archiving ﬁ
To update the Links database click an Finish. v'ou would be able to print the list of the
archived contracts,
Total Selected Contracts: 2584
Contractld | WP Type | Custld I ame E xpiryC ate WigitzLefl -
2558 MWPOT 3440 SYON, TAOMN 12 Map 2007 9
2559 MWPO1T 3100 Obdbddsh WMOLIOT A 13 May 2007 7
256 MWPO3 299 KOOMG.QUON 26Feb2005 O
2560 MyWP02 4821 HOSPOM, GASOMG... 14 Map 2007 10
2561 MWPOT 1992 FarNAT MOZ 27 Feb 2008 10
2562 MyYPOT 402 PCHOPOSO,TFOMA, 15 May 2007 9 I
2564 MWPOT 4825 GOMBASWTOMBA.. 15 May 2007 8
2565 MWPOT 2018 BOWGAN, TCOW W 16 May 2007 9
2566 MWPOT 4835 CUPPMAT KOMOWF. .. 16 May 2007 8
m.')':\Fi? kAP a7 S hAS S T 1R b= 2007 8 il
] T 3
Frirt < Back Firizh Cloze
Done
Select All

Admin User Guide

archived
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Print Press the Print button to print a list of the customers selected

Press the Back button to return fo the previous screen

Press the Finish button to finalise the archiving process

Press the Close button to stop the archiving process

Restore Archived Visit Pass Contracts

1. Select Restore Archived Visit Pass Contracts and press the button.

5. Visit Pass Contracts Archiving @

Thiz process will unlack the Visit Pass Contracts. You would be able to edit the contracts
properties aftenward.

Select Visit Passes Contract(s]

" archived in the period

Frarm: liﬂ
To Iiﬂ

{* the latest archived contracts.

" Contract ID ,7
" Customer ID: J

| < Back | Cloze

Archived in the Period Select between two dates to identify the period when an
archiving process was run

The Latest Archived Select this option to view the last archived contracts only
Conftracts

Conftract ID Type in a specific contract ID

Customer ID Select a specific customer

2. Press the L button
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53 Visit Pass Contracts Archiving @

Thiz process will unlock the Visit Pass Contracts. vou would be able to edit the contracts
properties afternward.

Select WP Type(s]
Shaow from Categary:

<ehllyy j

Code | D escription |
MVPO MYPADLULT10 PASS
MWPO2 MWPADULT COMCESSION
MWFO2 MWPADLULT COMCESSION
[v] kP03 MWF CHILD/PEMSIOMER
w04 Aqua derobicz 10 Viat Paszs
Rl Group Fitness 10 Wit Pazs

v

< Back Mest > Close

Done

3. Select Visit Pass Types

Select a visit pass category to display the visit passes linked to the

how f t
Show from Category category and then select the visit passes to include in the process

1 button

4. Press the
[ Visit Pass Contracts Archiving [é]
To update the Links database click on Finizh. You would be able ta print the list of the
archived contracts.
Total Selected Contracts: 2584

Contract d | WP Type | Custld Mame E zpiryD ate: Wigitzl efl =
2019 MVPOT 1315 OBSOAN.GOPOAMN 26 Aug 2008 0

202 MWPO1 245 GSOMMOAPPO_FO... 26Feb 2005 O

2020 MVPOT 304 KOMAT ONGSaW 26 Aug 2008 O

2021 MWPO3 3467 WHSNAS POSOOMN 27 Aug 2006 0 M
2022 MWPO1 1959 FAPPFOMM.S0B 04 Sep 2008 0 b
2023 MVPO1 3719 FOMM.TUA N Aug 2006 0

2024 MWPO1 3724 MOTOGO, TUTOMN 3 Aug 2008 2

2025 MWPD2  3E17 MaBak, ONNA-POS... 31 4ug 2006 O

2026 MWPD2 3424 CFUOF MOKOP 1 Sep 2006 0

[ 2077 kAP 7R CTIRA S W TR bA M Sen 200F 4 il

1 F
Print ¢ Back Finish Cloze
Done
W A
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Select the customer or customers whose visit pass contracts are to be

Select All
restored

Press the Print button to print a list of the customers selected

< Back Press the Back button to return to the previous screen

Press the Finish button to finalise the restoration process

Claze Press the Close button to stop the restoration process

Visit Pass Bulk Card Print

Admin > Memberships/VP > Visit Passes > Bulk Card Print

F !
B, Print cards for Visit Passes lﬂj

Card format 1is MEMBER

Vigit Passes |

[¥] ANDERSOM, STEVEM (1028585

| N

Arwone starting betweer:  [15FER 2012 ﬂ
and: [23FEB2012 D |

Print Cards | Cloze |

L -

As a new Visit Pass customer is added to the system their name is included in the Bulk Bard Print
system.

Tick the box to select a Customer for printing. Once the card is printed their name is removed
from the list.

Alternatively a Customer can be added to the list by using the Add feature.

The card layout for the Visit Pass card is defined at Admin > Admin > Cards > Card Layout
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Publish MemTypes to Web

Admin > Memberships/VP > Publish MemTypes to Web

i ™y
E} Publish Membership Types to Web Y [ =
Code Description Publish -
[ E R 1000 12 mth Term Upfront or DD ] b
4 week term I
002 ACQUATIC FAMILY I
107 AGQUATICS CHILD/PEMSIONER 12 MOMTH I
M103 AGQUATICS CHILD/PENSIONER 6 MONTH I
003 ACQUATICS COMCESSION I )
108 ACQUATICS FAMILY 12 MONTH I 3
k104 ACQUATICS FAMILY & MONTH I
M106 AQUATICS STUDENT 12 WMONTH I
FMDD FM DD I
105 GOLD 12 MONTH I
k101 GOLD B MOMTHS I
kA 0011 GOLD ADULT DD I T
TEMIOS HE'WwW I
103 P&y BYT HE MOMTH ADIULT COMCESSION I
M102 SILVER B MOMTHS I
TEMIOS TEMNIS Fakd YEAR CONC I
TEMIO TEMNIS MEK ADULT Il -
I
v 0K X Cancel

Activities

Admin > Memberships/VP > Activities

-

~
[ Setup Activities [
rActivities
Code | Dezcription | Access | Global |
AER Aerobics Falze Falze
ALUA Agua derobics Falze Falze
TEMHIS Tennis Court Hire Falze Falze
[Add New fidd New |
Code: Il “up o 10 characters
Description: -
Comment: »
Aocess Global [
- Cloze | H
Save Clear
L ————
Admin User Guide December 2012
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Activities can be allocated to memberships and visit passes. These activities are used as part of
the Members Survey process that is infegrated within the POS Module. When activated, upon
recording a visit at the POS for all customers with memberships and visit passes, a dialog box will
be displayed listing the activities allocated to the membership or visit pass. It is then possible to
select the activities and save the information. An activities report can then be produced that
displays what activities members and visit pass holders are utilising

Add New

Code Enter a code to represent the new activity

Description Type the full description of the activity

Comment Type in a comment for the activity

Access Tick the check box if the activity is to be used for access module
Global Tick the check box if the activity is to be used across all locations in a

multi location database
Edit an Activity

Edit or Delete Highlight the activity you wish to delete or edit. To delete, click the |
If you want to edit the entry you will only be able to change the
description

For more information on Activities, please refer to the Access 2 User Guide
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Admin > Direct Debit

For information regarding the Direct Debit setup, please see the “Understanding Direct Debit”
manual.
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Admin > Sessions

Links provides the opportunity to create a booking system for fitness classes. The booking system
will allow members and casual clients to book into fitness classes whilst keeping frack of class
numbers and providing class tickets.

Each fitness class or “Session” will need to be setup and only those classes that are scheduled for
the current day will be displayed at the Point of Sale screen.

Setup Sessions

Admin > Sessions > Setup Sessions

© B’
[ Sessions <MNew Entry> ﬁ

[FndExising Sessor|  Location: [DEMD SITE =l
General lScheduIe ] .-’-'«ccu:nunting] temb. AP T_I,Ipes] Class T_I,Ipes]
Detailz

Instructar: J
E mergency j
Category j M
Dezcription

|

-

N
Caparity: [ Can over book zesgion.

= | @ *| b

Save Delete Clear Clone Close

Press this button to display then search screen to search for existing
classes that have been previously created

{ Find Existing Sesgsion
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Admin > Sessions > Setup Sessions > General

p
[} Sessions

S

Dretails

Locatior: | DEMO SITE El

General lScheduIe ] Accuunting] b emb. AP Type&] Clags Type&]

Inztructar: |J OMES, MARY

Emergency: | CITIZEN, JOHN

]
=]

Categony | BALAMCE

~| Edt

Description:  |BODY BALAMCE

Capacity: {30 [~ Can over book session.

16

.- =71
- U

® * | [

Save Delete Clear Clone Close

Instructor Using the il search button, select the instructor

Emergency Using the ™! drop down button, select the emergency instructor

Category Categories are used to group like session for reporting purposes. Using
the ™! drop down button select the category that this session will be
allocated to.
To create a new category press the button and type in the
new catfegory in session category setup screen

Description Type in the description of the session

Capacity Type in the number of people who can aftend the session

Can Over Book
Session

Admin User Guide

Select this box to allow the session to be over booked
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Admin > Sessions > Setup Sessions > Schedule

-

[ Sessions

S|

Find Exizting Seszion |

Schedule
Start Drate:
Ceasze Date:
[v bMonday
v Tuesday
Booking Details
Open for Bookings:

Open for Bookings:

Cloged for Bookings:

Locahion:

2 JaM 202

v “Wednesday |w Friday
v Thursday

E
e

5

|DEMO SITE

=)

J Time: 0100 PM
O | Duration [ming). |55

[~ Satwrday [ Sunday

ming prior to start - Memb, AP /Students
ming prior to start - Casuals

(@) mins before class
() mins after class

=L
=

Save

W

Delete

*

Clone

Cloze

Clear

Schedule

Start Date

Cease Date

Time

Duration

Days

Booking Details

Open for Bookings...

Memb./VP/Students

Open for Bookings...

Casuals

Admin User Guide

Select the start date for this session

The cease date should only be used if this session or sessions are no
longer being used

Type in the start fime of the session

Type in the duration time, in minutes, of the session
Select the day or days that the session is offered

Start that

Specify the minutes before the Session’s fime

Memb./VP/Students can make a booking

Specify the minutes before the Session’s Start time that Casual users
can make a booking
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Closed for Bookings Enter the minutes be

fore or after the Session Start time that the

Session is closed for bookings

Admin > Sessions > Setup Sessions > Accounting

-
[} Sessions

=

Find Ewxizting 5 ezzion | Location: |DEM|:| SITE

General ] Schedule

Semvice Codes
|o1voL

|GRPMEM

Cazuals:

N
N

Members:

Cost

Casual % |10.00 W Prirk Ticket

Al Cazual: $|7.00

Member. § |0.00
Other Cost

l Memb. AP T_I,Ipesl Clazs T_l,lpes]

=

Cost: $|5.00 Label:  |Junior

*

==
b =

Save D elete Clear Clone

Cloze

L5

Service Codes

Using the search

Casuals

button select the service code to which the

casual fee will be assigned.

Members Using the search

button select the service code to which the

members fee, if any, will be assigned

Note: Service codes must be assigned to both cas
Cost
Casual
Members

Type in the Member's

Alt Casual

uals and members

Type in the Casual fee for the session

fee for the session

Type in an alternative casual fee (concession fee) for the session.

The money will be allocated to the casual service code

Admin User Guide December 2012
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Print Ticket Select this box if you wish a ticket to be printed when processing a
session booking for casuals and members. This ticket will be
produced on the POS receipt printer and will display the session
description, date, teacher and start time

Other cost Type in any other fee for the session and customise the label

Admin > Sessions > Setup Sessions > Memb/VP Types

( [ Seszions Iﬁﬁ

Find Exizting Seszion ‘ Location:  |DEMO SITE j

General ] Schedule ] Accounting l Clazz T_l,lpes]

Product Code | D ezcription |
M1 GOLD ADULT DD

M101 GOLD & MOMTHS

M102 SILVER B MOMNTHS

105 GOLD 12 MONTH

Add Membership / Visit Paszs Types

Other Types
Allow Bookings For [ Stalf

[® Guest Passes

=[] @[
—£n- |

Save Delete Clear Clone Cloze

L8 A

Membership and Visit Pass Types

Displayed are the Membership and Visit Pass Types which entitle holders to the Member's fee for
this session, and enables bookings to be made during the period specified for
Memb./VP/Students.

Click to search Membership / Visit Pass Types to add fo the
displayed list

{Add Membership / Yisit Pazs Types |

Other Types

Allow bookings for Staff Click to enable Staff to have Members entitlements for this session —
fee and “Open for bookings” period
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Allow bookings for Guest

Passes

for this session — fee and “Open for bookings™ period

Admin > Sessions > Setup Sessions > Class Types

-

==

B Sessions
Fird E sizting Session Lacatiarn: |DEMD SITE ﬂ
General I Schedule ] Accountingl Memb. AP Types  Class TPDBSI
Product Code | D escription
SQUAD SQuaD
Add Clazs Types
=[] @ *| I
L =] IIjl
Save Delete Clear Clone Claze
W &
Class Types

Click to enable Guest Pass holders to have Members entitlements

Displayed are the Class Types which entitle Student’s to the Member’s fee for this Session, and
enables bookings fo be made during the period specified for Memb./VP/Students.

&dd Clazs Tepes Click to search Class Types to add to the displayed list
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Session Settings

Admin > Sessions > Session Settings

-

B9 Session Settings

Session Settings

[w Only One Entry Per Seszion Per Customer

[v Phone Bookings Accepted

[note: thiz aption will ask if the ticket is ta be printed for bookings
mare than 1 hour before the session time)

o0 dayz in advance to allow bookings [max 39 daps)

X Cancel

Only one entry per
session per Customer

Phone Bookings
Accepted

...days in advance to
allow bookings

Bulk Sessions Update

Will not allow more than one booking to be made for each

customer for that Session

This option will ask if the ticket is to be printed for bookings more

than one hour before the session time

Specify the number of days in advance to allow Sessions bookings

Admin > Sessions > Bulk Sessions Update

£ Bulk Sessions Update = | B ||
aleaon: |<<M>> Location ‘ DEMO SITE ﬂ
Type: |<<AII>> Set
% Validate Instructar Clashes
Instructor; — [<<all-> Set
Create New Instructor ‘
Fill Doveny Clear | j | | ‘
Category Type Day Time Instructor Cazual$ | Conc.$ Memb:rship Other % i‘
» ATTACK Mon Tue | 1:00:00 PM | MARY, JONES 18.00 12.00 0.0 0.00
ATTACK BODY &ATTACK Maon F00:00PM | MARY. JONES 15.00 15.00 0.00 0.0o
BALANCE BODY BALANCE Mon S00:00PM |MARY, JONES 15.00 15.00 0.0 0.00
BALANCE BODY BALANCE Mon Tue'v|3:00:00 PM_ |MARY, JONES 22.00 16.00 0.0 0.00
BALANCE BODY BALANCE Mon Tue'|1:00:00 PM  |[JONES. MARY 10.00 7.00 o.nd 5.00
BALANCE TEST Mon Tue'y| 50000 PM - 'WILSON, 1AM 10.00 7.00 5.00 7.00
FUMP BOD'Y PUMP Mon ENDO0PM  |MARY.JOMES 15.00 16.00 0.0 0.00
FUMP FUMP Mon Tue's|[12:00:00 PM |MARY, JONES 18.00 12.00 0.0 0.00
OGS WERG Mon Tue'y|1:30:00 PM | CITIZEN, JOHM 10.00 7.00 5.00 0.00
TOGA TOGA Mon Tue|11:00:00 AM |46 10.00 0.00 0.00 0.00
Create New Session | Histomy |
Camments: -
- St 1 [JoNES MARY
-Cn- = *
E zport - {1 [l
Save Delete Clear Clone
Close
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The Bulk Sessions Update Screen allows multiple Sessions to be updated with new instructors and
prices.

Filters
Category Select sessions of specific Categories to update — as defined in
Session Setup

Type Select Sessions by their Description

Instructor Select the instructor assigned to the Sessions

Location Specify which Location’s Sessions to update

Validate Instructor Will give a warning when the Instructor already has Sessions at the

Clashes same Date/Time

Create New |nstructor |
Fill Do | Clesar | ~| | | |
Categary Type Day Tirme |matructar Cazual$ | Conc. % Membgrship Other$

T I T Mon Tue v[1:00:00PM_ |M&RY, JONES 1800 [ 1200 0.00 0.00
ATTACK BOD'Y &TTACK Maon 7O0:00 PM [MARY_ JONES 15,00 16,00 0.00 0.00
BALANCE BODY ATTACK Man 7.00:00 PM [JOMES, MARY 0.00 0.00 0.00 0.00
BALANCE BOD'Y BALANCE Man 80000 PM  [MARY, JONES 16,00 15,00 0.00 0.00
BALANCE EODY BALANCE Mon Tue V[Z00:00 P [MA&RY, JONES 22.00 15.00 0.00 0.00
BALANCE BOD'Y BALANCE Mon Tue V[ 1:00:00PM__ [JOMES, MARY 10.00 7.00 0.00 5.00

To update the selected Sessions

1. Fillin the required fields in the boxes above Instructor and the relevant Cost fields
_reate Mew nstuctor

1 - wil open the Staff Setup screen

...........................................................

2. Click LabBomn ] ot or [tk (o erase

Note: Bulk Sessions update will make changes to all Sessions shown, be sure fo scroll down and
confirm that all sessions are to be updated before click Fill Down.

Create Mew 5ession: Will open the Sessions Setup screen

istare Opens a Log of all Sessions Bulk Processes including the date and
fime, and Staff ID who made the changes
Fill in any comments relevant to the changes, viewed by double
Comments

clicking on a log entry under History
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Admin > Messages

The Messages screens provide the ability to create messages for customers regardless of their

status within the system.

Generally there are two functions within messaging.

One is to create the message, whether it is a bulk message or a message to a particular
customer. Messages can be sent in two formats; internal messages that are activated when the
customer’s card is scanned at point of sale and e-mails which are sent to the customer’s e-mail

address. It is also possible to create and sent both forms of messages at the same time.

Second is fo view the message. In the case of bulk messages it is possible to view historical
messages whilst staff messages can only be viewed after logging in using individual staff ID and

password.

To create the message there are three basic requirements

e The Customer ID (whether it be staff person or member)

o The subject

e The message itself

New Message

Admin > Messages > Customer > New Message

-

9 Create Mew Message

To:
Customer. [102861 .| [omizen; aoHN
From:
Staff Cade: |1 |MaRY
Subject:

|E:-:|:|ired Financial details

0 Filez Attached

Attach I[™ Message Importance iz HIGH. Meszage Espiy Date: ﬂ

=

Flease see reception to update your financial details|

4

Master Common Msgq Email Message options

Save As Common.. | (™ Current Intemal Message Emai
Delete From Cormman... | " Standard Email Message

Create Meszsage
Clear

Cloge

m. \
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Customer

Staff Code

Subject

Message Importance

Message Expiry Date

Message Box

Create Meszage |

Master Common Message

Save Az Comman... |

Delete From Commarn... |

Email Message Options

Current Internal
Message

Standard Email Message

None

Admin User Guide

Use the J search button search for a customer or type in the
customer number

The staff code and staff name will be displayed. This is derived from
the staff member who is currently logged into Links

Using the ™I drop down button select fromm common subjects
(inclusive of message) that have previously been saved.
Alternatively type in a new subject description

Flag this box to designate that the message has a high importance.
(Optional)

Type in an expiry date for the message if required. (Optional)
Type in the message

Press this button fo post the message

Press this button if you wish to save this subject description and
corresponding message as a common message that can be
recalled at a later date.

Press this button if you delete the displayed common subject
description and corresponding message from the common list

Flag this option if the (internal) message created is also going to be
e-mailed to the customer.

Flag this option if a different e-mail message is to be e-mailed to the
customer whilst sfill posting the (internal) message created. It will be
possible to also select from a list of common or standard e-mail
messages.

This is the default position when entering the message screen. Use
this setting if you wish to create an e-mail using the customers e-
mail address but the message is typed within Microsoft Outlook.
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E rail | Press this button to generate the e-mails

Press this button to send an SMS to the specified customer. The
following screen will open

I Ty
B Create New SMS ESREER

To:
’7 Customer: |1 02861 CITIZEN, JOHN |EI=144 555 BEE
— Common Meszage Description
— Text to be sent
[marimum 160 characters)
4 k

Save Common SMS

Send SMS |
| Clear |
|

Cloge: |

Delete Common S5

Note: The functionality of the Create New SMS screen mirrors that of the Create Internal
Message screen.
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View Customer Message

Admin > Messages > Customer > View Customer Message

This screen enables you to view any customer messages that have been generated and the

message details.

-
5 View Messages -

==

Select Customer

Customer: I‘I 02861

.| [omiZEN JoRN

—Select Messages

@ Al

O Period  From: |1EISEF'2D1‘| £| Tar |19MAF|2D12 £|

iewy |

MERY

Expired Financial details

From: MaRY  Date: 19/03/2012
Subject. E=pired Financial details

I $ Click here to mark message as READ

Fleaze zee recephion to update pour financial detailz,

Total Messages 1

[ Include only messages with the High Importance Level

Mew Meszage

Cloge

iI:-u:

Use the J search button search for a customer or type in the customer

Customer
number
Select Messages
Period Enter in the From and To dates to select messages that were generated in

a specific period

All Select all messages generated

i |

Admin User Guide
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New Bulk Message
Admin > Messages > Bulk > New Bulk Message

The New Bulk Message screen allows you to create and send a message to a large number of
customers.

r ™
9 Create New Bulk Message u

—
rTo:

Select | M

— From: I
Staff Code: |1 MaRY

~ Subject:

Attach | 1™ Message Impartance is HIGH. Meszage Expiy Date: I il

0 Filex Attached

Ll

&
I

— Master Common Mszg Email Message options Create Message |

Save As Comman... | " Curent Internal Message ﬂl Clear |

Delete From Comma.. | " Standard Email Message 5SS Close

Calact | Press the Select button to open the following screen

[ 5 Select Recipients ﬂ’
Type Custormer Id or select || _l Import Customers |
Select Customer's Group: I d
Select Categary: I |
Select Type: | | £dd to the List |
Id I First Name I Last Mame I Email Address I M'-obile Phone I
Mumber Customers In List: 0 v 0K ® Cancel
[ y
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Type Customer ID or
select

Irmpart Cugtomers

Select Customer’s Group

Select Category

Select Type

Add to the List |

Use the J search button search for a customer or type in the
customer number. More than 1 customer can be selected

A list of customers can be imported from a .CSV file (Excel
document). The Customer ID numbers must be in the first column
of the Excel document

Using the ZI drop down button select from 3 main contract
groups; Memberships, Visit Passes and Students

If you have selected a customer group, it is possible to further

narrow the selection through selecting by category. Using the E‘
drop down button, select from the categories that relate to the
chosen group

If you have selected a category, it is possible to further narrow the

selection through selecting by type. Using the EI drop down
button select from the types that relate to the category chosen

Press this button to select the customers that fulfil the selection
criteria as stated above

Once you have complied the list as required. Click OK fo return to
the Create Bulk Message Screen

The creation of the message and functions is the same as the Create Internal Message screen.
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View Bulk Message

Admin > Messages > Bulk > View Bulk Message

You can view any bulk messages that have been generated and the message details.

59 View Bulk Messages |_§:§
—Yiew Bulk Mezsages
(@ Period Frarn : I'IS FEB 2012 LI To |19 MAR 2012 il Wigw |
(O All Messages
Date | Fram | Subject | Expir_l,ll
19032002 AR Contact Details x|

From: MARY  Date: 13/03/2012
Subject: Contact Details

CONTACT DETAILS WE DONT HAVE AWy DETAILS PHOME MUMBER OR ADDRESS

Total Meszsages 1

ReSend/Edit |

[ Include only mezsages with the High Impontance Level

Claze |

-

.

Select Messages

Period Enter in the From and To dates to select messages that were generated in

a specific period

All Select all messages generated

i |
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New Staff Message
Admin > Messages > Staff > New Staff Message

Messages can be created and sent to staff members utilising either their Staff ID or by specific
roles.

B4 Create New Staff Message [ﬂ

To:
(@ Staff Member

(") Staff Role

Select the 5Staff Member(z]
Staff Code: 116

"zeparate entries by *;'

Clear Selection ‘DTIZEN'JDHN; :

From:
Staff Code; |'| MARY

Subject:

Attach 1™ Message Importance is HIGH. Message Expiry Date: ﬂ

0 Filez Attached

4

Maszter Common Msg Email Meszage options Create Message

Save Az Common.. ‘ " Curent Internal Meszage £ el Clear

Delete From Comman... | " Standard Email Message SMS
Cloze

.

Staff Member Use the J tfo search and select staff members. Alternatively, type in

the staff ID and separate multiple ID’s by the ; symbol

Staff Role Use the J to search and select from a list of Staff Roles. Any staff
member that is allocated to this role will receive the message
Clear Selection Press this button to clear the selection and recommence the selection
process
Staff Code The staff code and staff name will be displayed. This is derived from the

staff member who is currently logged into Links

The creation of the message and functions is the same as the Create Internal Message screen.
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View Staff Messages
Admin > Messages > Staff > View Staff Messages

Before gaining access to this screen all staff members must log in using their Staff ID and
Password

-

.
By View Messages for CITIZEN, JOHN/ Staff Code= 116 [

@ Messages for CITIZEN, JOHM
1 Messages for Role(z)

From: MaRy  Dater 13/03/2012

m Mezzage was not BEAD
Subject: Pay $

Please zee HR regarding updating vour Batk and Tax details. -

-

Total Mezzages 1

) . Close |
[ Include only messages with the High Importance Level

This screen enables you to view designated staff messages that have been generated. It is also
possible to view any message designated to the staff member’s Role
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View Messages for Roles
Admin > Messages > Staff > View Messages for Roles

Much like the View Staff Messages screen, this screen displays all messages that have been
created and sent to Staff Role.

© h'
5. Messages for Staff Roles ﬂ

To Role

Customer 5.

Chriztraz Party

From: M&RY  Dater 19032002

Subject:  Chriztrnas Party Eipit; Ll I il

The Chriztrias Party is coming up, please RSYP to your manager -

Tatal b 1
otal Meszages Apply Close

[ Include only meszages with the High Importance Level

L = =——— Se——— = =
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