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Classes Overview

The Classes Module is designed to manage student bookings for all program based
activities and services that have a teacher/student relationship.

Traditionally used for swim school bookings; the Classes Module provides all the
functionalities required to manage class scheduling for gymnastics, karate, dance, pilates
and yoga courses, as well as multi choice enrolment programs such as holiday intensive
program, school camps, and fraining courses.

It has the capacity to accept multiple payment options whether it is for daily, monthly,
term or yearly scheduling.

The Classes Module can also track makeup lessons, cancellations, suspensions, student
attendances, occupancy levels, waiting lists and provide full financial details for every
booking made.

The system generated reports have a wide range of functions and will produce class
sheets, attendance records, financial accounts and much more.

All students that are booked into classes will be allocated an identification number and
are also required to have a responsible person account set up and linked to the student/s.
Normally the responsible person would be the student’s guardian or in the case of the
student being the adult the responsible person will also be the adult. The responsible
person account is designed to record the student/s financial information associated with
the class booking/s. A responsible person account can have multiple students attached
fo it.

All class bookings are date sensitive therefore it is possible to view and track the status of
class bookings on a day to day, week to week, month to month, or year to year basis.

‘Students’ and ‘Responsible Person’ are also referred to as ‘Customers’ throughout this
document.
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Understanding the Visual Scheduler

Classes> Classes> Visual Scheduler
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The Visual Scheduler window is the most important screen within the Classes Module as it
allows for a wide range of functions and actions. These include;

e Visual display of all classes that have been setup

¢ Create student bookings, including perpetual and term and once off casual, trial
and make up bookings

e Move existing student bookings

e Cancel student bookings

e Suspend student bookings

e Search for vacancies utilising several filter options

e Display additional class details such as enrolments and vacancies

¢ Show individual class details including area, level and teacher

e View student details

e Mark student skills against their booking

e View student class progression

e Print vacancies displayed on the screen to a selected printer

e Email vacancies displayed on the screen to a selected recipient

(] Visual Scheduler - All Class Types = | = -
Wednesday Thursday Friday Saturday Sunday Monday Tvesday j
4 Nov 2015 5 Nov 2015 4 Nov 2015 7 Nov 2015 8 Nov 2015 9 Nov 2015 10 Nov 2015
10:00 AM-10:20 A} 9:00 AM-2:30 AM 2:00 AM-7:30 AM 2:00 AM-7:30 AM 10:00 AM-10:30 A 9:30 AM-10:00 AM
Periwinkle 4 Tadpeole 3 Tadpole 4 Penguin 4 Penguin 2 Tadpeole 3

10:00 AM-10:30 Al

9:30 AM-10:00 AM

9:00 AM-9:30 AM

9:00 AM-7:30 AM

10:00 AM-10:30 A

10:00 AM-10:30 AM

Starish 4 Starfish 3 Tadpole 4 Seahorse 3 Periwinkle 3 Penguin 4
10:00 AM-10:30 A} 10:00 AM-10:30 AN 9:30 AM-10:00 AN |9:00 AM-7:30 AM 10:00 AM-10:30 A 10:00 AM-10:30 AM
Swordfish 4 Periwinkle 4 Penguin 4 Seal 3 Starfish 4 Periwinkle 4

11:00 AM-11:30 A}
Swordfish 4

10:00 AM-10:30 AN
Swordfish 4

9:30 AM-10:00 AN
Starfish 4

9:00 AM-7:30 AM
Starfish 4

10:30 AM-11:00 A
Periwinkle 4

10:00 AM-10:30 AM
Starfish 3

3:00 PM-3:30 PM
Seahorse 5

3:00 PM-3:30 PM
Frog 4

10:00 AM-10:30 A
Periwinkle 4

9:00 AM-9:30 AM
Stingray 4

10:30 AM-11:00 A
Swordfish 4

3:00 PM-3:30 PM
Stingray 5

(@ Make booking

3:00 PM-3:30 PM
Seahorse 5

(") Booking manager

3:00 PM-3:20 PM

) Move booking
() Class Detail

10:00 AM-10:30 A
Swordfish 4

2:00 AM-9:30 AM
Tadpole 4

10:30 AM-11:00 AM
Periwinkle 4

10:30 AM-11:00 AM
Swordfish 4

9:30 AM-10:00 AM

3:30 PM-4:00 PM

11:00 AM-11:30 AM

[~ Show maore detail
[~ Student details

Stingray 5 Penguin 3 Frog 5 Swordfish 4
9:30 AM-10:00 AM 3:30 PM-4:00 PM 3:00 PM-3:30 PM
Tadpole 4 Seal 5 Seahorse 5 -
Date - H Days: - Min.Vac:
anovaots o |+ ys:  [<=<All=> 1 fome [ | |Fome | ]

Opening the Visual Scheduler

To open the Visual Scheduler from the Home screen:

1. From the home screen; hover mouse over the ‘Classes’ option
2. From list on right hand side click ‘Visual Scheduler’ to open

Classes User Guide
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Recent Activity

View Customer Confracts
Student Details

Visual Scheduler - All Class Types
Maintein Visit Pass

Customer Setup - <New Entry>

Membership Visits

Featured ltems

Visual scheduler

Daily Aftendances
Cancel Student sockings

web To Do

View Student Wait List

Facility Calendar
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Wai List Requests

Student Details
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Welcome to Links

Use Training Mode  Toolbar Config

About Links
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-OR-
To open the Visual Scheduler from within the POS Module:

1. From POS Module, select the [Visual Scheduler] function button

Note: This button has the ability to be renamed, therefore it may be called
something different at your facility i.e. Learn to Swim Bookings.

==

EEIE

| pos.link - [Point of Sale]
B3 File Till Facility Maintain Customers Retention Appointments  consultlink  Messages  Help

TILL 1 Current Transaction Previous Transaction Previous Visits
I J Total $31 Change $ Mo wisits today ~ Visits Today
Description | Quantity | Amount § |
Total § =
g Voucher! Credit .
et Db Aqumsseslc ot - hedu C kb t “-
Direct Debit Pa Bookings el Merchandise Club Adult Swim Note
Account
Full Access — -
Gym Visit Booking ’ ; . ; m-“
An::ultt;Z Pa AT Class Payment Kiosk Child Swim
LD Credit Card Layby!/ Split Retrieve
Pool 20 Visit - c Booking W -
Group Fitness Under 2 Swim ustomer
Adult Payment Search EFTPOS
Programs Family Search -
Customer Clear Print Previous No Sale
Account Sale  Transaction Receipt

The Visual Scheduler can be reopened if closed at any time directly from the Classes
Module, by selecting 'Visual Scheduler'from the ‘Classes’ drop down menu.
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class.link

File | Classes | Students & Families  Staff Messages Help

| Visual Scheduler

Daily Classes

Daily Attendances
Cancel Student Beoking

Overview of the Visual Scheduler

Once opened, the Visual Scheduler will look similar fo the one shown in the example

below:
Wed day Thursd Friday Saturday Sunday Monday Tuesday
4 Nov 2015 5 Nov 2015 & Nov 2015 7 Nov 2015 8 Nov 2015 9 Nov 2015 10 Nov 2015
10:00 AM-10:30 A} 9:00 AM-9:30 AM 10:00 AM-10:30 A
Periwinkle 4 Penguin 4 Fenguin 2

10:00 AM-10:30 A}
Starfish 4

9:30 AM-10:00 AM
Starfish 3

10:00 AM-10:30 AF
Swordfish 4

10:00 AM-10:30 AN
Periwinkle 4

9:30 AM-
Penguin 4

9:00 AM-9:30 AM
Seahorse 3

10:00 AN

11:00 AM-11:30 AF
Swordfish 4

10:00 AM-10:30 AN
Swordfish 4

Starfish 4

9:30 AM-

10:00 AN

Starfish 4

3:00 PM-3:20 PM
Seahorse 5

3:00 PM-3:20 PM
Frog 4

10:00 AM-10:30 A
Periwinkle 4

4:00 PM-4:30 PM
Seahorse 5

3:00 PM-3:30 PM
Seahorse 5

10:00 AM-10:30 A
Swordfish 4

9:30 AM-10:00 AM
Penguin 3

10:00 AM-10:30 A
Periwinkle 3

10:00 AM-10:30 AM
Penguin 4

10:00 AM-10:30 A
Starfish 4

10:00 AM-10:30 AM
Periwinkle 4

10:30 AM-11:00 A
Periwinkle 4

10:00 AM-10:30 AM
Starfish 3

10:30 AM-11:00 A
Swordfish 4

10:30 AM-11:00 AM
Periwinkle 4

10:30 AM-11:00 AM
Swordfish 4

3:30 PM-4:00 PM
Frog 5

11:00 AM-11:30 AM
Swordfish 4

3:00 PM-3:30 PM
Seahorse 5

Filters

No Filters

Date |4NDV2015 H -|+ Fixed Date JECICSNNESTIEEY vl Min.Vac |1

Reset Filters

Age Filler———

From:

To:

Starling Time
’7Fr0m:

Double-click aclion
’7 (@ Make booking

(" Booking manager

) Move booking
() Class Detail

|

Opfions
[~ Show more detail
[ Student details

Class Details

Below is the default view for an individual class when the Visual Scheduler has been
opened.

This view displays the following information:

Classes User Guide
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Time of the Class - Class starts at 9:30am and finishes at 10:00am
Level of the Class - Class Level is Turtles. The colour also denotes the Level
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¢ Permanent Vacancies - The number ‘1’ denotes that there is one permanent
vacancy

e Vacancies for the Day* - The number ‘2’ denotes there are two positions vacant
for that date (meaning that there must be one absence notified)

*Vacancies for the day will only be displayed if you have requested to include make ups,
suspensions, held and trial bookingsin the vacancy calculation. This setting can be altered
frough Admin> Site> Site Setup> Classes Tab.

Filters

Filters provide the ability to search and find specific classes or attributes of a particular
class.

Date: _ . Days: ,—_| Min.v.
ate: |4 NOV 2015 ﬂ _ILI Fixed Date JEEEN R[PSS ~|  Minvac [1 o li -
Class Type HoFiters L L

You can search for classes by using one or several of the following filters:

e Class Type
o Level

e Teacher

e Area

e Day of the Week

e Minimum Vacancy

e Average Age of the Class
e Starting Time

How to use the above filters has been described below.

Date Filter

Date: (14 UL 2015 D_-

+| -

Upon opening the Visual Scheduler Links with automatically default to the current days
date. To change the date, click on the [D] button to make your date selection. Links will
automatically display a week of classes starting with the date chosen in the first column.
You can also type the desired date into the field.

There is also the option of increasing or decreasing the date in increments of one week.
Depress the [-] or [+] to go forward or back by one week (seven days) at a time.

[Fixed Date] Button: In the Admin Module>Classes> Class Settings you can set a particular
date that when the [Fixed Date] button is clicked will automatically take you to the date
listed. For example, placing the start date for next term reduces errors of staff not knowing
when next term starts. Once the fixed date has past the button will become inactive
(displays as grey) until a new date is entered.

Classes User Guide December 2016 10
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Days Filter

Daps: - |

The Visual Scheduler can be filtered by each day of the week. To filter by day, select the
relevant day from the drop down menu.

Minimum Vacancy Filter

Min Vac: 1

It is possible to search by the number of vacancies that are left in a class. Type in the
minimum number of vacancies a class must have to be displayed in the Visual
Scheduler.

A default minimum vacancy of one can be set through Admin Module> Classes> Class
Settings.

Age Filter
From: |5
To: |5

The age filter narrows down the search by the average age of students in the class. Type
in ‘From: 5' and ‘To: é’, to show classes with an average age of students between 5 and 6.

Note: Classes without students (or without an average age) will also be shown on the
Visual Scheduler.

Starting Time Filter

From: |9:3[] AM

To: |1n:|:m AM

There is the option of making a selection based on class start times. Type in ‘From: 9:.30AM’
and ‘To: 10:00AM’ to display the range of classes with start fimes between 9:30AM and
10:00AM.

Note: Time fields can take up to 4 numeric characters and accept either ‘A’, ‘AM’, ‘P’, or
‘PM’.

If you do not enter ‘AM’ or ‘PM’ the system will automatically assume ‘AM’. For example,
for the above, 930 and 10 were entered. 930a and 10a would have also worked.

Classes User Guide December 2016 11
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Using the 24 hour clock can speed up entry. For example, for 3:30PM to 4:30PM enter 1530
and 1630.

Filter Button Options:

[Class Type]: Class Type defines the parameters for all individual classes attached
to the Class Type. For more information regarding Class Types please refer to the
Admin User Guide.

[Level]:Levels refer to the name of the class/es that the facility offers. For more
information regarding Levels please refer to the Admin User Guide.

[Area]:Arecas are used to differentiate areas within the facility in which classes are
held. For more information regarding Areas please refer to the Admin User Guide.
[Teacher]: Teacher refers to the staff member running the class. For more
information regarding Teachers please refer to the Admin User Guide.

[Reset Filters]: removes all filters applied to the ‘Visual Scheduler’ ready to apply
new filters as required

Using the Class Type Filter

1.

Select the [Class Type] button, the following window will then be displayed:

i

Filter Class Types .

Clazs Typez | Clazz Typez |

aDULT
IMFANT

PRI <
SEUAD E—

[ Inchude Other Location 7 0K | % Cancel |

LTS

3

<4

2. Narrow your selection to the desired Class Type/s,by clicking on a Class Type from

the left hand column to highlight, and depress the [>] button. Alternatively, double
click to move the Class Type to the '‘Selected’ list on the right hand side.

Repeat the above process until all desired Class Type/s have been brought across.
To move all Class Types depress the [>>] button.

Note: If you are a multi-locationdatabase you will have the option to tick ‘Include

Other Locations’ to be able to select Class Type/s from another location.

Select [OK]

The Visual Scheduler will then be refreshed to display the desired Class Type/s and

all corresponding classes
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Using the Level Filter

1. Select the [Level] button, the following window will then be displayed:

i Filter Levels -

Lewvels | ~ Levels |
Adults Tadpole

Dialphin
Frog
Infants 1 <
Infants 2
Penguin
Periwinkle
Seahorze
Seal L | 3
Sealion
Starfizh

[=TH v <

[ Include Other Location v OK W Cancel

2. From this window you can narrow your selection to the desired level/s

3. Narrow your selection to the desired level/s, by clicking on the level in the left
hand column to highlight, and depress the [>] button. Alternatively, double click to
move the level to the 'Selected’ list on the right hand side.
Repeat the above process until all desired level/s have been brought across.
To move all levels depress the [>>] button.
Note: If you are a multi-location database you will have the option to tick ‘Include
Other Locations’ to be able to select the other location’s levels.

4, Select [OK]

5. The Visual Scheduler will then be refreshed to display the desired level/s and all
corresponding classes

Classes User Guide December 2016 13



/'i« <)
E‘;:;‘: |.IrIkS

MODULAR SOLUTIONS
Using the Area Filter

1. Select the [Area] button, the following window wiill then be displayed:

—Awvailable - Selected

Areaz | Areas

Lane 2
Lane 3
TF1
TR 2
TR 3
TF 4
TFA
TFE
TR7

[T Include Other Location

X Cancel

2. Narrow your selection to the desiredarea/s, by clicking on the area in the left hand
column to highlight, and depress the [>] button. Alternatively, double click to
move the area to the ‘Selected’ list on the right hand side.

Repeat the above process until all desired area/s have been brought across.

To move all areas depress the [>>] button.

Note: If you are a multi-location database you will have the option to tick ‘Include
Other Locations’ to be able to select the other location’sareas.

3. Select [OK]

4. The Visual Scheduler will then be refreshed to display the desired area/s and all
corresponding classes
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Using the Teacher Filter

1. Select the [Teacher] button, the following window will then be displayed:
5 Filter Teachers -

Teachers Teachers |

JOMES BRETT
JOMES, MARY
SMITH. JO <
SMITH, JULIE

s

<<

[ Include Other Location v OK W Cancel

2. Narrow your selection to the desired teacher/s, by clicking on a teacher from the
left hand column to highlight, and depress the [>] button. Alternatively, double
click to move the teacher to the ‘Selected’ list on the right hand side.

Repeat the above process unfil all desired teacher/s have been brought across.
To move all teachers depress the [>>] button.

Note: If you are a multi-location database you will have the option to tick ‘Include
Other Locations’ to be able to select the other location’steachers.

3. Select [OK]

4. The Visual Scheduler will then be refreshed to display the desired teacher/s and
corresponding classes
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Double-Click Actions

The following actions can be enabled so that when you double-click on a class, the
action selected is performed. To change the selection, simply click on the radio button
next o the desired action.

(W Make booking (") Move booking
(") Booking managel (1 Class Detail

e Make Booking - This option is used to book students into an available class. To
make a student booking, refer to ‘Making a Standard Class Type Booking' section
of this User Guide

¢ Move Booking - This option is used to cease the original booking and move
student/s into another preferred class. Refer to ‘Move Bookings' section of this User
Guide

e Booking Manager - This option is used to view and suspend students booked in the
class. Booking Manager can also be used to update the skills achieved bystudents
in the class. For more information regarding this visit the ‘Booking Manager’section
of this User Guide

Note: Student Details and Family Details screens can also be accessed through
Booking Manager.

e Class Detail - Displays full class details, such as; student bookings, term information,
cost, areq, level and teacher. From this screen, permanent changes can be made
to some class specifics such as time. Future changes to level, area and/or teacher
from a specific date can also be made from this screen

Note: Right clicking on any class will also display the options listed above.

F:00 AM-7:30 AM 7:00 AM-7:30 AM
Tadpole 3 Tadnale 4

Make Booking
3:00 PM-3:30 P Move Booking "
Stingray 8 Booking Manager

Class Details L
4:00 PM-4:30 Fq Maowve From F-
stingray 5 ‘-----5--; =

Note: The ‘Move From' feature shown in the screen shot above will be described in detail
in the ‘Move Bookings; section of this User Guide.
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Options

As mentioned above, when first opening the Visual Scheduler the default display for each
class shows the time, level and number of vacancies. This view will change upon selection
of the opftions below.

[ Show more detai
[ Student details

Show More Detail

11:30 AM-12:00 PM
Tadpole 1,0
TEACHER, TEACHER
MP Lane 4

Va/Sz: 1/4

Sus/HId: 0/0
Mup/Cas: 1/0

Av. Age: 0.0

By selecting ‘Show More Detail’ the Visual Scheduler will display the following information:

Time of the Class - Class starts at 11:30am and finishes at 12:00pm

Level of the Class - Class Level is Tadpole. The colour of the box also denotes the
level

Permanent Vacancies - The number ‘1’ denotes that there is one permanent
vacancy

Vacancies for the Day* - The number ‘0’ denotes there are no positions vacant for
that date (meaning that there must be one make up or casual lesson booked)
Teacher - ‘Teacher, Teacher’ is the assigned Class Teacher

Area - Class is held in Area ‘MP Lane 4’

Va/Sz - Vacancy/Size represents the number of remaining permanent vacancies
against the maximum number of students allowed to be booked into the class
Sus/HId - Suspension/Held will display the number of student bookings who have
suspended and the number of student bookings who have been placed from a
waitlist in the selected class

Mup/Cas - Make up/Casual refers to the number of students booked in as a
makeup and casual (one offs)

Av. Age - Average age is based on the date of birth of student bookings within the
class and displays both years and months. ‘x.x’ represents x years and x
months.'0.0" will be displayed if there are no student bookings within a class or the
student's dates of birth have not been entered.
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*Vacancies for the day will only be displayed if you have requested to include make ups,
suspensions, held and trial bookingsin the vacancy calculation. This setting can be altered
frough Admin> Site> Site Setup> Classes tab.

Note: This view is also available by hovering the mouse cursor over the desired class.

11:30 AM-12:00 PM
Tadpole 1,1
EACHER, TEACHER
P Lane 4 H
Va/sz: 1/4
us/HId: 0/0
up/Cas: 0/0
Av. Age: 0.0

Student Details

11:30 AM-12:00 PM
Tadpole 1,0
SKYWALKER, LUKE

DY NAMITE, NAPOLEC
KARDASHIAN, KIM
M. WEST, NORTH

The Visual Scheduler will display the students booked into the class when ‘Show More
Details’ and 'Student Details’ are selected. The view for each class will be displayed as
shown above.

By selecting ‘Show More Detail’ and 'Student Details’ the Visual Scheduler will display the
following information:

e Time of the Class - Class starts at 11:30am and finishes at 12:00pm

e Level of the Class - Class Level is Tadpole. The colour of the box also denotes the
level

e Permanent Vacancies - The number ‘1’ denotes that there is one permanent
vacancy

¢ Vacancies for the Day* - The number ‘0’ denotes there are no positions vacant for
that date (meaning that there must be one make up lesson booked)

e Students - This will list the students currently enrolled for this lesson (up fo a
maximum of 8 students), if they have a long name you will just see the surname.
The ‘M’ shown above, indicates a makeup lesson has been scheduled for that
student

*Vacancies for the day will only be displayed if you have requested to include make ups,
suspensions, held and frial bookings in the vacancy calculation. This setting can be
altered trough Admin> Site> Site Setup> Classes tab.
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Note: This view is also available if ‘Student Details’ option only is selected, by hovering the
mouse cursor over the desired Class.

11:30 AM-12:00 PM
Tadpole 1,1

DYNAMITE, NAPOLEON

KYWALKER, LUKE
KARDASHIAN, KIM

Additional Options

“m

Print Refresh

e [Email] - Email button will allow you to email a list of filtered class results to a
customer

e [Print] - Print button will allow you to print a list of filtered class results for a customer

e [Daily] - Press this button to open the Daily Classes screen. For more information
please see the '‘Daily Classes’ section of this User Guide

¢ [Refresh] - This button will refresh any changes that have been made to classes on
the Visual Scheduler

¢ [Students] - Press this button to view the Student Details screen, access to the
Family Details screen can also be made through this button

e [Close] - Press this button to close the Visual Scheduler
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Making a Booking
Class Types

It is imperative that the person making the booking understands the concept of Class
Types and the specific way it affects all classes allocated within a Class Type.

Class Types parametersdefine:

e If the Class Type is Standard, Squad or Holiday Program

e  Whether the class is run on a term, perpetual or a combination of both term and
perpetual bookings

e If perpetual; the Class Type defines direct debit conditions

e Sales Categories; where payments are to be financially allocated within Links

e If suspensions are allowed

For more information on Standard, Squad and Holiday Program Class Types please refer to
the Admin User Guide.

The only differences between term and perpetual based bookings occur in the final
booking screen. These differences will be highlighted when it is addressed later in this
document.

Responsible Person/Student Relationship
The second important concept is the responsible person to student relationship.

Example 1 Example 2

Responsible

Responsible Person
Person
Student Student
[Child 2] [Responsible

Person]

Student
[Child 1]

All students booked into a class must also be linked to a responsible person.

Example 1: If a child makes a booking for a class then this child must have a
family/responsibleperson account established as well. This family account will detail the
financial booking information for the student and any other students atfached to the
family account. A family/responsible person account is normally the child’s guardian and
can have multiple students attached to it. Refer to ‘Example 1’ diagram above.

Example 2: If a responsible person (adult) makes a booking for a class then this person
must also be set up as the family/responsible person account as per Example 1. In this
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example however, the adult becomes both the responsible person and student. Refer to
‘Example 2' diagram above.

Creating a New Booking for a Student
To make a new booking, use either of the following processes:

1. Setdouble-click action to ‘Make Booking’

Double-click action
’V (@ Make booking ) Move booking

(" Booking managel (1 Class Detail

2. Double click on an available class within the Visual Scheduler, the following screen
will then open:

r Select Student——— - From Last Family

Guardiar: IJEINES, TOMY

Student |
PP,

Mew student in a new Family

Mew student in an existing Family

Previous Student || o

Mew student in this family

Cancel

-OR-

Right clicking on the class within the Visual Scheduler

4:00 PM-4:30 PM
Platypus 5
Make Booking

Maove Booking

Booking Manager

Class Details

Mowve From

2. Select'Make Booking’, the 'Select student for booking’ screen will then open
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Understanding the Select Student Options

3 Select student for booking .
Select Student From Last Family

Guardian:  |JOMES, TOMY

Student |
FIP&

Mew student in a new Family ‘

New student in an existing family ‘

Frevious Student: || .

Mew student in this family

Cancel

e New Student in a New Family: The student has not previously been booked into a
class, nor has the responsible person had other students booked into classes.

¢ New Student in an Existing Family: The student has not previously been booked
into a class, however the responsible person has had other students booked into
classes (i.e. student’s siblings have been enrolled).
Previous Student: The student has previously been booked into a class and is part
of a responsible person’s family.

e From Last Family: Use this opfion if subsequent bookings are being made for
students in the same family.
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Creating a New Booking for a New Student in a New Family

The steps listed below should be followed when both the responsible person and the
student (including any siblings) has not previously been booking into any classes.

1. To commence a new booking complete steps 1-2 in the ‘Creating a New Booking
for a Student’ section above

Tuesday Wednesday
2 Feb 2014 3 Feb 2014

F:00 AM-7:30 AM
Tadpoles 4

7:30 AM-10:00 AM
Tadpoles 3

F:00 AM-7:30 AM
Tadpoles 4

4:00 PM-4:30 PM

Platypus §
Make Booking

Mowve Booking

Booking Manager
Class Details
Maowe From

2. Select [New Student in a New Family]

— Select Student — From Last Family

Guardian:  |SURNAME, MUM

Mew student in a new family
Student
CHILD

CHILD 2

MHew student in an esizting family

Previous Student: I |

Mew student in this family

Cancel |
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3. The new Customer Setup screen will then open, enter in the responsible person’s
details and click [Save]

5 Customer Setup - <New Entry> “
Custorner 1D I _I
Personal | Ermergency/Health |ssues I Dthersl Maotes I Statusl Sales Historyl
r Personal Details Contact Details [default]
Last Mame:
ISMlTH Address: I
First Mame:
st Hame ISUE Suburb: I I
Title: I LI State:  |VIC F'ostc:ode:l
O Wl Home Phione: I
ale
® Female 'whark Phone: I
Date of Birth: l— iI Mabile Phone: |D4DD 000 0oa
Hge: l— Horme Fax: I
Concession Date: I il Wt ez I
Partner Mame: I E-mai Isue@test_ conl M
Fef I E-mail 1: I M
I~ Active Carrot Enabled Other > | ‘web Status »> |
Cards »» |
~Cm- *
?_eett?; Letter lszue card Apply - @ . [I
Marketing Save Delete Clear Clone Cloze

4. Next you will be asked to enter the student’s details (take note of the black box
across the top of the Customer Setup screen). Once the student’s name is entered
click [Save]

Note: Some details such as last name, address, phone numbers and email will be
copied across to the student’s profile from the responsible person.
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s

Personal Emergency.-"HeaIthIssues] Dthers] Notes] Status] Sales History]

Create new student in SMITH family - <New Entry= “

Personal Details Contact Details [default]
Last Mame:
|SM|TH Address: |
First M ame: |EVE |
Suburh:
Title: | j State:  |VIC Postcode:
Harme Phone: |
‘whork Phorne: |
Date of Birth: Mobile Phone: |D4DD 000 aoa
Age: Home Fax: |
Concession Date: el |
E-mail: i
e e | mai |sue@test.com I ail
Rett: | Email1: | Ml |
r Other »» | ‘wieb Status »» |
Ao st ek Cards >>
=g @|*
?_eettltl; Letter lssue card = [_U
Save Delete Clear Clone Cloze

For tferm bookings, please go directly ‘Creating a Term/Upfront Booking' section of this
User Guide.

5.

For perpetual bookings, enterdirect debit information

This section is used to choose how the responsible person will be paying for the
class booking. There are three payment options to select from; these being cash,
Links credit card and Links bank debit.

The Direct Debit Information screen will always open for new students if the Class
Type has been set up as perpetual & term bookings together or perpetual only
bookings.

Note: Default payment type can be set through Admin> Classes> Class Settings>
Default Payment Type.
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) Links Credit Card 7 Links Bank Debit

« 0K | # Cancel | Clear

e Cash - Select this option to have the debit process create an outstanding charge
which must be paid through POS or if the booking for the new student is a term
booking requiring an upfront payment. Click [OK] fo progress from this screen
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e Credit Card - Select this option to have direct debit payments taken through given
Credit Card details

(") Cash ® Links Credit Card (1 Links Bank D ebit

r Card Type

e = @ |

— Card Details
Card Mumber: ||

Card Holder M ame: |

Ewpiry: I_f_ Sent:
Address Yerification

[T Use address on file
Card Holder Address: I

Paostzade:: I

e Bank Debit - Select this option to have direct debit payments taken through given
Bank Account details

(" Cash " Links Credit Card (®iLinks Bank Debit

rAccount Details

Bank Mame:

Branch Mame:

|
|
Bank BSE No: | _|
|
|

Account Mame:

Account Mo

Sent:
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6. Once the payment details are entered click [OK] and the Create Student Booking

Creating a New Booking for a New Student in an Existing Family

In this scenario, the student has not previously been booked into a class, however the

screen will open

Note: If the Class type selected has term & perpetual booking fogether the

booking type will default to perpetual.

To finalise the booking process, please see the sections below for ‘Creating a New

Perpetual/Direct Debit Booking' or ‘Creating a New Term/Upfront Booking'.

responsible person has had other students booked into classes (i.e. student’s siblings have
previously been enrolled).

1.

2.

To commence a new booking complete steps 1-2 in the '‘Creating a New Booking

for a Student’ section above
Tuesday Wednesday
2 Feb 2014 3 Feb 2014
7:00 AM-5:30 AM
Tadpoles 4

7:30 AM-10:00 AM
Tadpoles 3

F:00 AM-7:30 AM
Tadpoles 4

4:00 PM-4:30 PM
Platypus §

Make Booking
Muowve Booking

Booking Manager
Class Details
Maowe From

I
Select [New Student in an Existing Family]
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~Select Student —From Last Family

Guardian:  [SMITH, SUE

MHew student in a new Family

Student
BEM
EVE

Mew student in an existing farily

Previous Student: I |

Mew student in thiz family

Cancel |

3. The 'Find Families’ screen will display, search for the responsible person by their
surname (or by any part of responsible person’s name by changing radio button
to ‘Containing’)

5 tudents

Mame 1 Starting day Search

(* Containing

Search Al
Lagt four nunmbers of credit card: I People

b aximurn of 1000 families displayed.
Double click to alter amaunt to between 10 ahd 5000 Gelect Cancel

4. Select the desired family from the list
5. The Customer screen will be open to enter the new student’s details as a part of
this family
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5 Create new student in DAY family - <Mew Entry> “

Persanal l Emergency/Health [ssues ] Dthers] Maotes ] Status] Sales History]
Personal Details Contact Details [default]

Last Mame:

Address: |

First Name: | Suburh: |
Tite: | = State:  [IC Postcode:

Home Phone: |

C Male
) Female whork Phone: |

DateofBith: [ ﬂ Moile Phone: [0
Age: Hame Fax: |
Concession Date: ﬂ whork Fax: |

E-mail.  |maw@mascam i
Partner Name: | | & b ail

Rett: | E-maill: | M

r Other »» | ‘wheb Status »» |

F ceansex canke Cards »»

- [ 7] *
BRI = | | . ﬂ
Letter Letter lzzue card I 9,
Marketing Save Delete Clear Clone Cloze

6. Click [Save] and the ‘Create Student Booking' screen will open
7. To finalise the booking, see the 'Creating a Perpetual/Direct Debit Booking' or
‘Creating a Term/Upfront Booking’ section of this User Guide
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Creating a Booking for a Previous Student

1. Tocommence a new booking complete steps 1-2 in the ‘Creating a New Booking

for a Student’ section above
Tuezday Wednesday
2 Feb 2014 3 Feb 2014
.00 AM-%:30 AM
Tadpoles 4

¥:30 AM-10:00 AM
Tadpoles 3

7:00 AM-7:30 AM
Tadpoles 4

4:00 PM-4:30 PM

Platypus 5
Make Booking

Mowve Booking

Booking Manager
Class Details

Maowe From

2. Search for the student by either:
a. Typing their Customer ID and hitting enter
b. Scan their card
c. Selecting the [...] button
d

Alternatively, you can add a new student by clicking on [Add].

 Select Student r— From Last Family

Guardian:  [SMITH, SUE

MNew student in a new family

Student
BEMN
EVE

Mew student in an existing family

Previous Student: I |

Mew student in this family

Cancel |
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3. The Create Student Booking screen will open. To finalise the booking, see the
‘Creating a Perpetual/Direct Debit Booking' or ‘Creating a Term/Upfront Booking’
section of this User Guide

Creating a New Booking from the Last Family

This option should be used when subsequent bookings are being made for students in the
same family.

1. Tocommence a new booking complete steps 1-2 in the ‘Creating a New Booking
for a Student’ section above
Tuesday Wednesday
2 Feb 2014 3 Feb 2014
F:00 AM-7:30 AM
Tadpoles 4

¥:30 AM-10:00 AM
Tadpoles 3

F:00 AM-7:30 AM
Tadpoles 4

4:00 PM-4:30 PM

Platypus 5
Make Booking

Mowve Booking

Booking Manager

Class Details

MMowve From

I

2. Either select a previous student from the ‘From Last Family’ list (and go to directly
to step 5) or click [New student in this family] button to enter a new student's
details
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i Select student for booking “

 Select Student — From Last Family

Guardiar:  |SMITH, SUE

Mew student in a new family
Student |

BEM
EVE

Mew student in an existing family

Previous Student: I |

Wew student in this family

Cancel |

3. Entfer the student’s details

il Create new student in SMITH family - <New Entry= H

Personal | Emergency/Health lssues I Dthersl Notes | Statusl Sales Histol_l,ll
r Personal Details Contact Details [default]
Last Mame: |5M|TH

Address: I

Firat M ame: |MILLE Suburh: I |
Tile: | | State:  [WIC Postcode|

O Male Home Phone: I

® Female Woark Phane: |

Date of Bith:  [24NOV 2010 D | Makile Phene:  [0400 000 000
Age: IED— Home Fax: I

Concession Date: I ﬂ ‘wiork Fax: I
E-mail ;
Partner Name: I mal Isue@test.com W ail |

Ref #: I E-mail 1: I Maill

| “Web Statuz > > |

[T Active Carat Enabled Other »>

A sramanf sk Cards »> |
-Cn- *
Lether lzzue cand = @ . [I

Marketing Save Delete Clear Clone Cloze

Setup
Letter

4. Click [Save], the ‘Create Student Booking' screen will open

To finalise the booking, see the ‘Creating a Perpetual/Direct Debit Booking' or ‘Creating a
Term/Upfront Booking’ section of this User Guide.
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Making a Standard Class Type Booking
Classes> Classes> Visual Scheduler

Creating a New Perpetual/Direct Debit Booking

The steps below will commence from the Create Student Booking screen. For steps

leading to this please see the ‘Creatfing a New Booking for a Student’ section of this User

Guide.

1. The ‘Booking Type' will default to perpetual

Create Student Booking
Clags Details
Class Level:  |Seal Daw:  |Saturday Stark Time:  {9:00 AM
Teacher:  [SMITH. JULIE EndTime:  [5302M
Area: |Lane1
Booking Type
) Temn [¥ Direct debit
() Makeup
() Casual
Student Details Booking Details
Student Mo.: |‘|3? Age:| From:  |3DEC 2016 M
Mame:  [SMITH, EVIE
Responsible — [FamiLy, MEW Consultant: |1 |STAFF.DEMD
Person:
Fees -
Discounts/Concessions Joining fee: % [0.00 Fee per class $|32.00
Discount: |0 p4 .
+Prorata §|32.00 2 | [ Include next period
[firgt child. First class] - J
[ Concessian -[Dlseacs U Mest Period 23 bar 2014
+ Registration fee: $|0.00 Registrations | Fay nov: |
=Due $[3z00 Farnily Credit: $ |0.00
Amount in Credit § Amaunt to pay: §|0.00
Ref:
Yacancy Information
De De De De De Ja Ja Ja Ja Fe Fe Fe Fe Mc Mc Mc Mc &p Ap &p &p Ap My My My My Jn Jdn Jn
310172431 7 142128 4111825 4 111825 1 8 15 2223 6 13 20 27 3 10 17
="acancy = Fully Booked ;
Filled by Make Up/TrislHeldS usp - Public Holiday Oty Deelh | v oK | R== |

2. For perpetual bookingsthe Customer will be expected to pay a ‘pro rata’.This
payment is for the number of classes the student will have prior to the next debit

run

3. To understand the amount of pro rata the customer is paying you can click on the

[2] for an explanation of the cost

Booking Pro Rata calculation -

25 Nov 2016 to 08 Dec 2016 1 classes * §32.00 = 532.00

Classes User Guide December 2016

34



=3 Links

MODULAR SOLUTIONS

Note: There is no end date for perpetual bookings as the booking is ongoing until a cease
date is added to the student’s booking. See the ‘Canceling a Student Booking’ section of
this User Guide for more information.

Payment for this booking can be made in two ways when finalising this booking:

1. If NO payment is to be made on the completion of this booking:
Press the [OK] button and the booking will be finalised. The amount for this booking
is now considered as an outstanding account and can be paid through POS at a
later fime or date.

-OR-

2. To process a payment now:

a.

®©0a0 0

Click the [Pay Now] button

Specify the '‘Amount to Pay’ in the applicable field

Click[OK]

POS Module will open displaying the tfransaction to be processed
Process the transaction as per normal.

For more information about how to process a fransaction please see the POS User Guide.

Note: Depending on the version of Windows being used, it may be necessary to click on
the POS icon on the Windows toolbar to display the POS screen, it will most likely be
flashing orange.

Creating a New Term/Upfront Booking

The steps below will commence from the Create Student Booking screen. For steps
leading to this please see the ‘Creating a New Booking for a Student’ section of this User

Guide.

Note: If the Class type selected has term &perpetual booking together the booking type
will default to perpetual.

1. Select the booking type as ‘Term’

2. The term details will be shown with a start and end date

3. The student will be charged for the number of classes within the term based on the
start and end dates of the booking
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Create Student Booking
Clasz Details
Clazs Level  |Frog Daw  |Monday Start Time: | 9:00 AM
Teacher: |BF|DWN TODD .
. End Time:  |10:00 Ak
Area: |Lane 2
Booking pe Term Details
[ Direct debi LU (T 4 2016
Perpetual )
O Makeup Beginz: |10 0CT 2016
() Casual Ends: [30MOv 2018
Student Details Booking Details
StudentNo:  [137 Age From: [loocT2016 o Te [anovaoie o
Mame:  |SMITH. EVIE No. of lessons: |
Fesponsible |FAMILY, MNEW Consultant: |1 |STAFF,DEMD
Person:
Fees
Discountz/Concessions Joining fee: 3 [0.00
Di t: 4 .
feeaun o & + Booking fee: $|30.00
[first child. First clasg)
- Digzount: $ 0000
[ Concession
Pay now
=Due: 8000 Family Credit: $ |0.00
Amaunt in Credit $ Amount to pay: § |0.00
Ret:
Yacancy Information
Oc Oc Oc Oc Mo Mo Mo Mo
1017 24 31 7 14 21 28
=" acancy = Fully Booked .
File by ke Up/TislHeld/Susp = PublicHolisy _CutomerDeta | v 0K | X Cancel |

Payment for this booking can be made in two ways when finalising this booking:

1. If NO payment is to be made on the completion of this booking:
Press the [OK] button and the booking will be finalised. The amount for this booking
is now considered as an outstanding account and can be paid through POS at a
later fime or date.

-OR-

2. To process a payment now:
a. Click the [Pay Now] button
Specify the ‘Amount to Pay’ in the applicable field
Click[OK]
POS Module will open displaying the tfransaction to be processed
Process the transaction as per normal.

® 000

For more information about how to process a fransaction please see the POS User Guide.

Note: Depending on the version of Windows being used, it may be necessary to click on
the POS icon on the Windows toolbar to display the POS screen, it will most likely be
flashing orange.
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Making a Squad Class Type Booking
Classes> Classes> Visual Scheduler

Squad classes are grouped and the available classes within the groupare listed at the top
of the Create Student Booking screen.

r Booking Tvpe
O Tem [X Direct debit
' Perpetual

1 Makeup

O Casual

 Student Details Booking Details

Student Ma.: |13? Age:| Fram: |2? Jak 2016 EI

Name:  |[REPORT. TILLY
Hespgnsible |[REPORT. 54R&H Consultant; |1 |THAINEH,THAINEH
erson:

—Fees
Discounts/Cor doining fee: $ [000 Feeeach DD: $[13200

Digcount; ID % +Prorata § |51_50 ﬂ [ Include nest period

[First child. Ffirst class) o
I Concession Discount: $[000 | oy pisiog 10 Feb 2016

Pay now |
=Due: $61.60 Farmily Credit: $|D.DD

Amaunt in Credit. $130.00 Amourt ko paw: $|U.UD

=Wacancy 0 =Fully Booked

Filled by Make UpTrialHeld/Susp = Public Holiday Customer Detals | v/ K| X Cancel |

Squad bookings must be perpetual; there is no term booking opfion with squad classes,
and as such a pro rata is established at the time of booking for the remainder of the debit
period.

The pro rata is calculated by:

Total Cost of the Number of classes Number of classes

DD Period in the period left in the period

A breakdown of this figure is given by clicking the [2] button.
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To Make a Squad Booking

1. To commence a new booking complete steps 1-2 in the ‘Creating a New Booking
for a Student’ section above

Monday
1 Feb 2014

Tuesday Wednesday
2 Feb 2014

[ Make Booking |

Move Booking

Booking Manager
Class Details

Maove From

2. Search for the student by either:
a. Typing their Customer ID and hitting enter
b. Scan their card
c. Selecting the [...] button
d. Alternatively, you can add a new student by clicking on [Add]

- Select Student — From Last Family

Guardiar:  |REPORT. SARAH

Mew student in & new family
Student

TILLY

MHew gtudent in an exizting family

Previous Student: I |

Hew ztudent in this Family

Cancel |

3. The 'Create Student Booking’ screen will open. As this a squad booking and all the
Silver Squad classes have been linked together you select either all classes or
select the days the student will be attending. In the example below the student will
be attending on Monday and Friday only.

Squad - [ 2 selected]
bonday 4:00p (Comp 1) (9 ies] TRAINER, TRAINER - Silver Sguad Staring 01 Feb
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4. The booking type will automatically default fo perpetual

Booking Type
' Tem X Direct debit

(@ Perpetual

1 Makeup
) Cazual

5. As all Squad Class Type bookings are perpetual; a pro rata will be calculated at

the time of making booking. By clicking on the [2] button, this will show you the
breakdown of the pro rata Links is asking to be collected at time of making the

booking prior to the next debit run

—Squad - [ 2 selected]

Create Student Booking

P? 1Dvacanc 5

— Bookinag Type
C Tem [ Direct debit
(® Perpetual

) Makeup

) Casual

r Student Details

— Booking Details

Student Mo [133 Age: | From [TNOV20T6 |
Name:  |REPORT, KYLIE
Resporible IHEPDHT, SARLH Corsultant: |‘l |ST.&FF,DEMEI
Person:
—Fees
Dig L . .
0 B I-ng Pro Rata calculation - Joining fee: $ |0.00 Fee each DD: §|25.00
+Prorata; $ |21.88 [ Include next perind
1/11/2016 to 30/11/2016 - DiscountSSINO0T |y Peiod 01 Dec 2016
Mon Full DD peried = §12.50
Fri 3/4 classes * §12.50 = §9.38
Pay now |
=Due $[21.09 Farnily Credit: $|EI.DD
I—I Amourt in Credit $| Amount to pay: $|D.DD
QK
Re I
|
=Wacancy [ =Fully Booked .
Filed|by Make Up/TralHeld/Susp — Public Haliday Sestone Deielle | - L5 el

6. Click on [Pay now] and [OK] to finalise the booking and be redirected to POS to
take payment. If not, the money will be left outstanding on the family account to

be paid later
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Making Holiday Program Class Type Booking
Classes>Classes> Visual Scheduler

Holiday Program bookings work very similar to Squad Class Type bookings where the
weekly classes are linked together. However all holiday programs must be paid upfront
there is no perpetual option for Holiday Program Class Types.

To Make a Holiday Program Booking

1. Open the Visual Scheduler and using your filters, select the ‘Class Type' button to
modify the Class Types selected
2. Select the Holiday Program Class Type from the available list and click [OK]

i Filter Class Types “

Clazs Types | A Clazz Types |
AQEX 5 HFP

BE
BOL1
DOLP <
AMFAMT —
LTS
FLAT
FRI
SaUAD 3
SOUAD2 e
TAD

TCCT <

[~ Include Other Location 7 0K % Cancel

3. Either enterin the start date of the Holiday Program or use the [+] button fo move
forward a week at a fime
Note: [Fixed Date] button can be used if the correct date has been setup through
Admin Module.

Date: |11 JAN 2016 ﬂ - | +| _ Days: |<<A||>> v| Min_Vac: I

4, Below is an example of a Holiday Program week:
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Monday Tuesday Wednesday Thursday Friday
11 Jan 2014 12 Jan 2014 13 Jan 2014 14 Jan 2014 15 Jan 2014
7:00 AM-7:30 AM 7:00 AM-7:30 AM 7:00 AM-7:30 AM H E 7:00 AM-7:30 AM
Platypus 4 Platypus 4 Platypus 4 Platypus 4

5. To commence a new booking complete steps 1-2 in the ‘Creating a New Booking
for a Student’ section above

Monday Tuesday
11 Jan 2014 12 Jan 2014
§:00 AM-7:30 AM §:00 AM-7:30 AM

Platypus 4 Platypus 4

Make Booking

Move Booking
Booking Manager
Class Details

Move From

7. Search for the student by either:
a. Typing their Customer ID and hitting enter
b. Scan their card
c. Selecting the [...] bufton
d. Alternatively, you can add a new student by clicking on [Add]

Select Student —From Last Family

Guardian:  [REPORT, SARAH

Mew student in a new family

Student
TILLY

Mew student in an existing family

Previous Student: - |

New student in this Family

Cancel

6. The ‘Create Student Booking' screen will open. As this a holiday program booking
all the Platypus holiday program classes have been linked together. Either select
all the classes listed or the individual days the student will be attending
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Create Student Booking

HDllda_',l Program - [ 5 selected)

— Student Details Booking Type
Studert Ma.: |‘| a8 Ages
® Casual
Néme. |REPORT, KYLIE O Makeup
Resporsible  [REPORT, SARAH
Persar:
~Fees
 Discounts/Cor ons Joining fee: § [0.00
Di t: I 4 .
seaun o +Booking fee: $|75.00
[First child, first clazs) )
- Discount: % |0.00
[ Concession
Pay niow |
=Due 3[75.00 Farnily Credit: $|D.DD
Arnount in Credit $| Amount bo pay: § IU.UU
="Yacancy [ =Fully Booked .
Filed by Make Up/TrislHeld/Susp = Public Haliday Eitloneibetoiy | v 0K | X Cancel |

7. The '‘Booking Type' is defaulted to ‘Casual’

8. Click on [Pay now] and [OK] to finalise the booking and be redirected to POS to
take payment. If not, the money will be left outstanding on the family account to
be paid later

Note: The classes highlighted blue at the top of the Create Student Booking screen are to
be included in the booking. Depending on the settings of the Holiday Program Class Type,
all classes in the group can be selected by default or none selected by default.

You can only book a student into a Holiday Program class as a makeup if the Class Type is
set up as ‘select classes to book info'.

If the Class Type setup requires a student to be booked into all classes then they will be
enrolled in all remaining classes. You will not have the option of unselecting classes.
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Detailed Overview of the Create Student Booking Screen

This window is used to finalise student bookings. Provided below is a detailed breakdown
of each of the sections within the ‘Create Student Booking'screen.

Create Student Booking

Clazz Details

Clazs Level: ITadpuleg Day: IM.:.nda_l,J Start Time: IEI:SI:I,&.M

Teacher: ISWIM TEACHER i
. End Time:  |10:00 Ak
Area: IMP 2
— Booking Tvne — Term Details
: [ Direct debit Term: ITerm 4 j
@] F'etpetual .
O Makeup Begins: | 50CT 2015
) Casual Ends: 18 DEC 2015
— Student Details — Booking Details
Student No..  [133 Age| From [SOCT2016  p| To [14DECZ20IE D |
M ame: IHEPDHT, CHARLIE Mo, of lezzons: |11
Hesp;nsil:ule |REPORT, S4R&H Consultant: |'| ITFIAINEFLTFEAINEFE
erzon;

—Fees
— Discountsf/Concessions

Joining fee; § (0,00

Dizcount: % .

|0 +Bocking fee: §[176.00
[second child, first class] .
- Digcount: & (0.00
[ Concession

+ Registration fee: $|2D.EIEI Hegistratinnsl Pay now |

=Due 319600 Farnily Credit: IEI.DEI

Amount in Credit $|30.00 Armount bo pay: $|D-DD

Oz Oc Oc Oc Mo Mo Mo Mo Mo De De
5121926 2 9 16 2330 7 14

="acancy [0 =Fully Booked )
Filled b Make Up/Trial/Held/Susp = Public Holiday Customer Details | v Ok X Cancel

"Vacancy Information

Class Details

Displays details relating to the class the student is to be booked into. This is a read only
section.

— Clazs Details

Clasz Level ITau:Ipu:uIes Day: IMDnda_l,l Start Time: IH:EEI.-’-‘-.M

Teacher: ISWIM TEACHER ; I
. End Time: | 10:00 A
Area: IMF‘ 2
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Booking Type

Defines the ‘Booking Type' and the payment conditions for the class selected. The ability
to choose different booking types is dependent of the Class Type parameters allocated to
this class.

(®: T ermi [ Direct dehit

() Makeup
(" Casual

e Term - The term booking type will book the student in from the date specified to
the end of the term period. The booking will create a fee for the classes within the
booking period. You do have the option of selecting a future term from here if
required and available.

e Perpetual - A perpetual booking will ignore any term dates and continue until
cancelled. Payments are made by direct debit — either cash, bank account or
credit card.

e Make up - A make up is a once-off booking charged at the fee specified within
the class setup for make ups.

¢ Casual -A casual booking is a once-off booking charged at the fee specified
within the class setup for casual bookings — there is also an option for a concession
fee.

e Trial -A trial booking option enables a term or perpetual booking to be made
without generating fees. The booking will be shown on the trial bookings screen to
book or cancel.

e Direct Debit — This opfion will automatically be checked if perpetual booking
option has been selected.

Note: If the Class Type is ‘Perpetual and Term’ there will be a choice of selecting between
a perpetual based class and term class payment. The default setting for ‘Perpetual and
Term' Class Types is perpetual.

Student Details

Displays details relating to the student who is to be booked into the class. This is a read
only section.

Student Details
Student Mo |139 Age: |

Mame: |REPORT, CHARLIE

Responsible  [REPORT, saRAH
Perzon:
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Term Details

For term bookings, the term selection will default to the current term, however can be
changed using the drop down menu. The beginning and end dates for the selected tferm
will also be displayed.

Term Details
Tem: |Tern'| 4 j

Begins:  |50CT 2015
Ends: 18 DEC 2015

Booking Details

Displays various booking dates and the number of lessons a student will be aftending
along with the staff member who is making the booking.

Booking Details

From: [SOcT 2005 | To [14DECZ015 D
Mo, aof leszonz: (11

Consultant: |1 ITRAINER. TRAINER

e From - The ‘from’ date will reflect the date of the class that was chosen from the
Visual Scheduler, i.e. the date of the first class. There is the option of changing this
date by clicking on the [D]button to select a start date, however the new date
can only be when the same class is available, i.e. weekly.

e To-The 'to' date will automatically default to the last day of the booking within the
term. You do have the option of changing this date by clicking on the [D] bufton
to select the finish date.

e No.of Lessons - Links will establish how many lessons are left in the term based on
the ‘from’ and 'to’ dates. The fee will be calculated on this figure. This number can
also be manually decreased and thus the ‘to’ date will automatically refresh

e Consultant - This is the staff member currently logged into Links unless the switch
‘Require user login to create/remove booking' is turned on in the Admin Module in
which case it will display the staff member who entered their username and
password upon making the booking.

‘Require user login to create\remove booking’' can be turned on/off through
Admin Module> Site Setup> Classes Tab.

Note: If making a perpetual booking, the ‘From’ date and ‘No. of Lessons’ fields are noft
displayed.
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Fees
Discounts/Concessions

The discounts that have been setup within the discount table for number of students in the
familyand number of bookings for the student will define what percentage discount will
be given to the booking. The concession pricing can be allocated using the tick box, or a
manual discount can be entered.

Fees
Dizcounts/Concessions Joining fee: § W
Dizcount; |E| 4

+ Booking fee: $|176.00
- Dizcount: ${0.00

[second child, first class]

[ Concession

+ Registration fee: §|20.00 Registrations | Pay naw ‘

=Due: $[195.00 Family Credit: $ |0.00
Amount in Credit: $|730.00 Armaunt to pay: § 0,00

Discount table and concession pricing is setup through the Admin Module. Please refer to
the Admin User Guide for further information on this setup.

¢ Joining Fee-Inserts an applicable joining fee that has been assigned to this Class
Type.Please refer to the Admin User Guide for further information relating to joining
fees.

e +Booking Fee - For ferm bookings, the booking fee is calculated by:

Term Booking Fee = No. of Lessons x Cost per Lesson
e +ProRata - For perpetual bookings, the pro rata is determined by:

ProRata = Total Cost of DD Period x No. of Lessons left in period
No. of Classes in Period

A breakdown of this figure is given by clicking the [2] button.

¢ Include Next Period- This box can be selected if you wish to add the next direct
debit period payment to the pro rata for perpetual bookings. This option is most
often used when it is too late to add the family onto the upcoming direct debit
run.
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Booking Type
oT [X Direct debit
O Makeup
(O Casual
Student Details Booking Details
Student Mo |139 Age: | From: |GOCT 2015 ﬂ
Name:  |REPORT, CHARLIE
Fesponsitle  [REPORT, SARAH Consultant: |1 | TRAINER. TRAINER
Persor
Fees N
Dizcounts/Concessions Joining fee: $ [0.00 Fee per class $ [16.00
D L E4 .
iscount: |0 % +Prorata £ [1600 ﬂ [ Include next period

(second child. First class)
“Dissount $]0.00 o Perind 07 Sep 2015

+ Registration fee: $20.00 Fiegistrations Pay now
=Due $36.00 Family Credit: $ |0.00
Amount in Credit: 130,00 Amount to pay: § ’W

[ Concession

Wacancy Information
Oc Oc Oc Oc Mo No Ma Ma No De De De De Ja Ja Ja Ja Fe Fe Fe Fe Fe Mc Mc Mc Mc Ap Ap Ap
5121326 2 9 162330 7 1421 28 4 111825 1 8 152229 7 14 21 28 4 11 18

=Vacancy = Fully Booked

Filled by Make Up/TrialHeld/Susp - Public Holiday et s | 7 O | b Gare |

e -Discount - This represents the value to be deducted from the booking fee if a
discount has been calculated by the system.

e =Due - The total amount due and equals the joining fee plus the booking fee/pro
rata less anydiscounts.

e +Registration Fee - If a registration fee has been added the amount will appear
here. For more information regarding registration fees please see the Registrations
section of this User Guide.

Retention Program (optional)

If a retention program is available for this Class Type, select the appropriate program from
the drop down menu. This may be a mandatory field depending on your system settings.
For more information regarding retention programs and setup please see the Retention
User Guide.

Retention Program : | LTSHEWMEMEER j

Note: Retention programs are only available to Links customers who have purchased the
Retention Module.

Vacancy Information

When entering the booking details the vacancy information will be displayed highlighting
how many lessons are remaining and the status of the lessons as being one of the
following:

Green = Vacancy

Red = Fully Booked
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Note: For perpetual bookings a maximum of 31 weeks will display in the Vacancy
Information section of the Create Student Booking screen. Perpetual bookings continue
until cancelled. For more information on cancelling a booking please see the ‘Cancel

Bookings' section of this User Guide.

Yacancy Information

Oz Oc Oc Oc Mo Mo Mo Mo Mo De De De De Ja Ja Ja Ja Fe Fe Fe Fe Fe Mc Mc Mc Mc Ap Ap Ap

5121926 2 9 162330 7 14 21 23 4 1118 258 1

= Fully Booked
= Public Haliday

=Yacancy
Filled by kake Up/Trial/Held/Susp

Cuztomer Details

8 152223 7 14 21 28 4 11 18

¥ DK X, Cancel

Customer Details

This button will open up the student’s Customer screen. Here you are able to make
adjustments to the students details if required, including allocating a card. As shown

below:
3 Customer Setup - <New Entry> “
Customer ID: 139
Perzonal l Emergency/Health [ssues ] Dthersl Naotes ] Statusl Sales Histor_l,ll
Personal Details Contact Details [default]
Last Mame:
|HEPDHT Address: |
First M ame:
et Hame |CHAHL|E Suburb: |
Title: | ﬂ State:  [VIC Postoode:
O Male Home Phone: |
(@ Female wiork Phore: |
Date of Bith: |2 DEC 2011 ﬂ Mabile Phaone: |EI4‘I1 111111
Age: I‘mi Home Fax: |
Concession D ate: ﬂ Work Fa |
E-mail: i
Paitner Name: | mal |sarah.report@test. =1} M ail
Fef | E-mail 1: | M
r Qther »» | Wwieh Status = |
Ao e oandk Cards »>
s -om- =1 *
izttlt’g Letter |zsue card =§ Apply == [__.' J .
Marketing Save Delete Clear Clone Cloge
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Casual Bookings

A casual booking allows you to make a one off booking for a single lesson. In the Admin
Module you can select if your centre permits ‘Casual Bookings' Admin> Site> Site Setup>
Classes Tab.

Making a Casual Booking

1. Tocommence a new booking complete steps 1-2 in the ‘Creating a New Booking
for a Student’ section above

Wednesday Thursday
25 Nov 2015 25 Nov 2015
Make Booking
Mowve Booking
Booking Manager
Class Details
Move From

2. Search for the student by either:

a. Typing their Customer ID and hitting enter

b. Scan their card

c. Selecting the [...] button

d. Alternatively, you can add a new student by clicking on [Add]
i Select student for booking H

r Select Student r From Last Family

Guardian:  [BASKETBALL, DAD

Mew student in a new Family
Student |

JUNIOR
LILLY

Mew student in an existing family

Previous Student: I |

Mew student in this family

Cancel |

3. Once the student has been selected or a new student has been created the

‘Create Student Booking' screen will open
4. Select the booking type as ‘Casual
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rClasz Details

Class Level ITurtIes Dray: IWednesday Start Tirne: IS:DD.&M
Teacher: ITEﬁEHEH,NICDLE ErdTime:  [5:30 M

Area: IMP 2

- Booking Type
) Term [ Direct debit

() Perpetual
) Makeup

5. The 'Booking Details’ will update to show the single date of the booking
6. The '+ Booking Fee’ will show the cost of the casual lesson
7. The ‘Vacancy Information’ will only show one date/lesson and that will be the

date of the booking

Class Details

Class Level ITurtIes Day: I\u\u"ednesday Start Tirne: |9: 00 AM
Teacher |TEACHER. NICOLE i
o End Time:  |9:30 A

Alea: IMF' 2

r Booking Tvpe
O Tem [ Direct debit

) Perpetual
1 Makeup
® Casual

~Student Details — Booking Details
StudentNo:  [134 fe | Date: [NOVZDE D
Mame: |CASUAL SaRAH Mo. of lessans: |1

Responsible |EASUAL, MARY Conzultant: I'I
Perzon:

|TF|AINEH,THAINEF|

—Fees
Discounts/Concessions

+ Booking fee: $|2u.ut1

[~ Concession

Pay now |
" -pue sfmmn Famib Credt $ [T00
Amountin Credit. $[ | Amount to pay: § W

%W acancy Inf

Mo
25

="acancy [ =Fully Booked .
Filled by Make Up/TrialHeld/Susp = Public: Holiday Customer Detall |/ 0K | X Cancel |

8. Click on [Pay now] and [OK] to finalise the booking and be redirected to POS to
take payment
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Makeup Lessons

You may want to offer your students a makeup lesson during the course of their
enrolment. To book a makeup lesson follow the steps below.

Booking a Make Up Lesson

1. Tocommence a new booking complete steps 1-2 in the ‘Creating a New Booking
for a Student’ section above

Wednesday Thursday
25 Nov 2015 25 Nov 2015
Make Booking
Mowve Booking
Booking Manager
Class Details
Move From

2. Search for the student by either:
a. Typing their Customer ID and hitting enter
b. Scan their card
c. Selecting the [...] button
d. Alternatively, you can add a new student by clicking on [Add]

5 Select student for bocoking H

rSelect Student — From Last Family

Guardian:  [BASKETBALL, DAD

Hew student in a new Family

Student |
JUNIOR
LILLY

Mew gtudent in an exizting Family

Previous Student: I |

Mew student in this family

Cancel |

1. Once the student has been selected or a new student has been created the
‘Create Student Booking' screen will open
2. Select the booking types as ‘Makeup’
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Clazs Details

Clazs Level: ITurtles Day: IThursda_l,l Start Tirne: IE:EIEI,-’.'-.M

Teacher; |SWIM,TE£‘«EHEH End Time: |a;3n,w

Area: IMF' 1

Booking Tvpe
I Tem [ Direct dehit

@) F'erpetual

) Cazual

3. The 'Booking Details’ will update to show the single date of the booking
4. If a price has been set the ‘Booking Fees’ will automatically show the cost of the

makeup lesson otherwise you can type in a fee here
5. The 'Vacancy Information’ will only show one date/lesson and that will be the

date of the booking

Class Details

Clazs Level: ITurtIes Dray: IThursda}l Start Time: IS:DD.&M
Teacher: ISWIM,TEK-‘«CHEH End Time:  15:90 &M

Area IMP1

r Bookina Type
) Tem [~ Direct dehit

) Perpetual

O Casual

— Student Details — Booking Details

Student Mo |?? Age:' D ate: |2B MOy 2015 il
Mame: |BLUE, COQPER Mo, of lessons: I‘I

Responsible |BLUE, EMM, Conzultant: |1 |TF|.QINEFLTFMINEF|
Persor:

—Fees

+Booking fee: $ ID.DD

Pay now |
=Due: $/0.00 Farnily Credit: $|D.EID
Amount in Credit: $| Amount bo pay: § ID.UD

- ¥acancy Information

Mo
2B

="acancy [ =Fully Booked .
Filled by Make Up/Trial/Held/S usp = Public Holiday C““’mme'DEta"Sl v ok | X Cancel |

6. Click on [Pay now] and [OK] to finalise the booking and be redirected to POS to
take payment. If no there is no cost associated with the makeup lesson just click
[OK] to finalise the booking
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Trial Bookings

In order to be able make a trial booking this needs to be first set up in the Admin Module
under Classes> Class Types. Refer to the Admin User Guide for more information in regards
to allowing trial bookings.

Making a Trial Booking

1. Tocommence a new booking complete steps 1-2 in the ‘Creating a New Booking
for a Student’ section above
2. Search for the student by either:
e. Typing their Customer ID and hitting enter
f. Scan their card
g. Selecting the [...] button
h. Alternatively, you can add a new student by clicking on [Add]
3. Once the student has been selected or a new student has been created the
‘Create Student Booking' screen will appear
4. Select the booking type as ‘Term’ and click ‘Trial’

Create Student Trial Booking

Class Details

Class Level: Ilnfants'l Day: IWednesday Start Time: I‘I1:DD.L\M

Teacher |SwIM , TEACHER i
. End Time:  |11:30 AW
Area: IMP‘I
Booking Type r Term Details
® Tem [ Direct dehit e ITerm 3 LI
) Perpetual .
O Makeup Begins: |'|3JUL 2015
O Casual [ Trial Bocking Ends: |1e DEC 2015
Student Details I Booking Details
Studert No: [133 fge | From: [2DEC2Ms D Te: [2DEC2015
Mame: |F|EF'DF|T, KLIE No. of lessons: |1
Hespgnsible IHEF'EIHT, SAaRAH Conzultant; |'| ITHAINEH,THAINEH
Brz0n;

Yacancy Information
De
2
="Yacancy = Fully Booked .
Filed by Make Up/Trial/Held/Susp = Public Holidap Customer Details | v OK X Cancel

5. Under booking details enter the date of frial lesson
6. Click [OK] to finalise the trial lesson
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Managing Trial Bookings

Classes> Classes> Trial Bookings

5 Trial Bookings = B
Studert Responsible Person | Phone Class Type | Level | Detail | Teacher Trial Date Statuz |
REPORT. TILLY REPORT. S&RAH 0 INFaMT Infants 1 Wednesday 11:00a (M...  SwiM  TE.. 2112/2015 Future

REPORT, KYLIE REPORT, SARAH 0 INFAMT Infants 1 “Wednesday 11:00a (M...  SWwiIM TE.. 2M2/2015 Future

Email Student Details Family Details Cancel Trial Close

This screen will display all students who have been booked in for trial bookings. The
following details are displayed for each booking:

e Student Name
e Responsible Person Name
e Phone Number

e Class Type

e Level

e Details — Day/Time/Area
e Teacher

e Trial Date
e Status — Atfended/Cancelled/Not Attended

Trial bookings can be managed from this screen as follows:

¢ [Email] - Send an auto generated email to confirm the frial booking details. An
auto generated confirmation email can be turned on through Admin Module to
send upon making the booking. Please refer to the Admin User Guide.

e [Student Details] -View the Student Details screen

¢ [Family Details] - View the Family Details screen

e [Book If] - Convert the trial booking to a permanent booking. Clicking this button
will open the Create Student Booking screen.

¢ [Cancel Trial] -Will open the Cancel Trial Class screen. See below for how to
cancel a Trial Booking.

¢ [Close] -Press this button to close the Trial Bookings screen
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Converting a Trial Booking to a Term or Perpetual Booking

1. Open the Trial Booking screen; Classes> Classes> Trial Bookings

2. Highlight the student to be converted to a ferm or perpetual booking

3. Select [Book It] which will open the Create Student Booking screen

4. Confinue with the new student booking process as stated previously in this
document

Cancelling a Trial Booking

1. Open the Trial Booking screen; Classes> Classes> Trial Bookings

2. Highlight the student to be cancelled

3. Select [Cancel Trial], you will be asked if you would like to continue, select [Yes]the
following screen will appear:

B Cancel Trial Class = B

Student REFORT. TILLY

Class:  [INFANT Level |[Infants 1
Dray: |Wednesda_l,l Trial Date: |2.-"1 2420145
Time: [11:00:00 Last Attended: |
fiea [MP1
Reason: || j [ Charge for trial

Amount to to charge: § |0.00

Cancel Trial Class ‘ Close

4. Select areason from the drop down menu
5. Select [Cancel Trial Class]

Note: A charge can be allocated to the trial booking through the Class Type setup in the
Admin Module, however, can also be changed at the time of the cancellation. Click the
‘Charge for trial’ tick box as shown in the example below and enter an amount in the
‘Amount to charge’ field.

lv Charge for trial

Amount to to charge: $ [14.00
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Making a Booking Summary

New Student in New Family — Term Booking

N A A e

Open the Visual Scheduler

Apply filters as required to narrow down the search for a suitable class

Double click on the class you wish to enroll the student into

Select the [New Student in a new Family]booking button

Complete responsible person profile

Complete student profile

Once in the Create Student Booking screen check enrolment details are correct
Select ‘Term’ if not already selected (for Term and Perpetual Class Types)

Select the term they wish to enroll info

. Fees will automatically be calculated

. Click on [Pay Now]. The ‘Pay Now' box will change to ‘Pay Later’
. Click [OK]

. Complete transaction in POS

Previous Student — Perpetual Booking

No o~ wWN -

8.
9.

10.

Open the Visual Scheduler

Apply filters as required to narrow down the search for a suitable class

Double click on the class you wish to enroll the student into

Select the ‘Previous Student’ booking option

Click on the [...] button to search for the student within the database

Once in the Create Student Booking screen check enrolment details are correct
A pro rata fee will be automatically calculated, click on the [2] to view the
breakdown of the amount to be paid. If required, select ‘Include Next DD Period’
Click on [Pay Now]. The ‘Pay Now' box will change to ‘Pay Later’

Click [OK]

Complete transaction in POS
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Registration Fees

This section of the User Guide will detail applying, editing and removing registration fees.
For information relating to the setup of registration fees, please see the Admin User Guide.

Applying a Regisiration Fee

At the time of making a booking the applicable registration fee will be allocated during
the student booking process. It must be remembered that if a student already has the
registration fee assigned to them and they book intfo another class within that Class Type
this part of the process will be ignored.

Allocating a Registration Fee to a New Booking

1. Create a student booking as per normal, before entering the Create Student
Booking screen the following screen will be displayed:

55 Registration Fees “
Registration Fees are payable for this class. MAKEUP CASUAL
Select any optional registration fees Booorfll_sG BOOOPTII_NN,G
if applicable

One or more registrations are due within 21 days

MDD CHILD JRD CHILD
DISC DISC
$60.00 $30.00
Start Date: Ceass Date:  [2DEC 2016
art Date: |3DEC 2015 ﬂ eaze Date ﬂ Updte Dates

Total Cost: § (80.00

Registration Type | Cost. $ | Start Date | Cease Date T e Fleeln e
GYMREGO 80.00 3122045 2M12/206 from list, select row i Tk
then click on Remove g
button
1]
< >

2. Select the required registration. In the above example the required registration fee
is ‘GYMREGO'.

Note: Required registration fees are shown in red. If a registration fee is optional it is
shown in grey.
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If available, override options will also be displayed. There are two override options
available in the example above, these are, ‘2ND CHILD DISC' and ‘3RD CHILD
DISC'. If an override is required to be used, select the applicable option and the
price displayed will be amended.

3. The date will default to be started immediately; this can be amended if required.
Click on [Update Dates] if the date needs to be changed.

Start Date: |3 DEC 2015 ﬂ Ceaze Date:  |2DEC 2016 ﬂ Undate Dat
pdate Dates

Removing a Registration Fee from a New Booking

1. Highlight the registration fee in the list
2. Select [Remove GYMREGO from list] button

Total Cost: $ |BI].I]I]

Reqgistration Type Cozt, § Start D ate Eease a L e

from list, zelect row
then click on Remaove
button

5YMBEGO 20.00

Cancel Boaoking

Remaove
GYMREGO Ok,
< > from list

3. If all variables are correct click on [OK] to continue to the ‘Create Student
Booking' screen

The cost of the registration fee will now be displayed in the Create Student Booking
screen. The registration fee screen can be re-entered by selecting the [Registrations]
button from the Create Student Booking screen.

+ Reqgiztration fee: $ |BEI.EIEI Registrations Fay now

Adding or Editing a Registration Fee from the Student or Family Screen
Classes> Students & Families> Student Details/Families

The process by which this is done is identical in both the Student and Family screens. The

‘Registration’ tab in the Student Details screen will display the registrations applicable to

the individual student, whereas, the ‘Registration’ tab in the Family screen will display the
registrations assigned to all students within the family.

Adding a Registration Fee from the Student or Family Screens

1. Click on the ‘Registration’ tab
2. Click on the [Add New Registration] button, the below screen will open:
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Rego D: | ﬂ |

Start Date: | E
Ceaze Date: | ﬂ Cost ¢ Add Clzar

3. Select the Rego ID from the dropdown box
Note: If adding a registration fee from the Family screen you will also need to
select the student from the dropdown box

4. The 'Start Date’ and the ‘Cease Date’ will automatically populate for the Rego ID
selected, you can modified the dates if required

5. Select either the standard cost, the applicable override or enter registration fee
amount

6. Click on [Add] to assign the registration fee

Note: There are security options for adding registration fees from the Student and
Family screens. Please see the Admin User Guide for further information regarding
Security Groups.

Editing a Registration Fee from the Student or Family Screen
To edit a registration fee from the Student or Family screens:

1. Click on the registration you wish to edit

Fiego ID: |GYMF|EI3III J |GYM REGO
(" Standard Cost: $80.00
Persor: | GvM, TOBY -]
Start Date: |3 DEC 2015 ﬁ (" 2MD CHILD DISC: $60.00

~ 3R0 CHILD DISC: $30.00

Ceaze Date: |2 DEC 2016 ﬂ Cost: § [B0.00 Update Cancel

2. Change the start date or price as required
3. Click on [Update]

Deleting a Registration from the Student or Family screens:
1. Highlight the registration you wish to delete and click on the red[x]

Note: A registration can only be deleted if the registration has not received any
payments against if.
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Family Details

Classes> Students & Families> Families

Family Details Tab

This tab shows the students that are linked to this family. It lists the student’s given names,
surname, identification number and health issues.

03 Family Setup - RP Ph: N/A -

Responsible Persor: |121 J |5UE SKYE Create new family | Details | Cust Marketing Details |

Family Detailz ] Drebit D etails ] Accounts/Bookings ] Account Histoly] b ake Upsl Hegistrations]

First Name | Last Mame | Id | Health |ssues
I HoLLY SKYE 162
I MARK, SKYE 122
[ sue SKYE 121

Add Previous Student | i Create Mew Student |

* Touiew the student's details double click the correzponding record Letter
* To=zelect the student(=]) ko print Letter tick the cormesponding check bo:.  ch p
udent Details 5
etup Letter

~
Comments: Mew Student

™ Student Custam Letter

" Family

=/ 7] @] %[ I
Reallocate Accounts = 1] :

Save Delete Clear Clane Cloze

Family Members:
Double click on the individual student to view their details.

Family Detalls l Diebit Details ] Accounts/Bookings ] Account Histor_l,l] Make Ups] Flegistrations]

First M ame | Last Name | Id | Health [zsues
I HOLLY SKYE 162
I MaRK SKYE 122
[ SUE SKYE 121

Add Previous Student | |: Create Mew Student |
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Click on [Add Previous Student] to attach an existing Customer to the family.The search
screen will appear to find the Customer you wish to attach.

Note: A student that is already linked to another family cannot be added in this section.
Please see the Move Student into another Family section of this User Guide.

Click on the [Create New Student] button to attach a new student to this family. This
function will allow you to enter details about the student,it will not book them info a class.

Debit Details Tab

The debit details tab records the payment method for any perpetual (direct debit)
bookings held by members of the family, these being, credit card, bank debit or cash.

Family Details  Debit Details lAccountsHBookings] AccountHistoryl M ake Llps] Hegistlations]

v Family Credit to be used for DD/Orline

Links Credit Card

Card Number, 4111 #8111
CardHolder: SUE SKXYE
CardExpiry 04119

Alter Direct Debit Details

If you select the ‘Family Credit to be used for DD/online’ tick box you are allowing the
responsible person’s family credit to be used online or within the direct debit run.

Note: If this option is selected it will use the family credit assigned fo the family
automatically. If left unticked the family credit therefore cannot be used online orin the
debit run to offset the cost.

This option can only be selected per family (and not perstudent) therefore affecting all
students within the family.

Classes User Guide December 2016 61



%3 Links

MODULAR SOLUTIONS

To alter direct debit details:

1. Click the [Alter Direct Debit Details] button shown above, in order to update the
payment method (as shown below)

2. Select the ‘Links Credit Card’option to modify/add credit card details

) Cash (®Links Credit Card O Links Bank Debit

o |

rCard Type

e | =

r Card Details
Card Mumber |4111nnuunnnmm

Card Holder Hame:  [SUE SKYE

Expiny:  |04419 Sent:

Address Verification
[ Use address on file
Card Holder Address: I

Postcode:: I

¥ 0K | X Cancel | Clear |

3. Select ‘Links Bank Debit’ fo modify/add bank account details

O Cash O Links Credit Card (®)iLinks Bank Debit

& Details

Bark Mame:

Eranch Mame:

|
|
Bark BSBNo: | =]
|
|

Account Mame:

Account No:

Sent:

¥ OK X Cancel Clear
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4. Select ‘Cash’ if the payment method is unknown

=3 Direct Debit Information \\ DAY, ALICE - 101 [=[o ]

(®)Cash () Links Credit Card () Links Bank Debit

¥ 0K | X Cancel ‘ Clear |

Note: For the purpose of PClI compliance, bank and credit card numbers cannot be
viewed in their entirety.

Account/Bookings Tab

This tab will display in depth payment explanations and details when a student booking is
selected. Fees, payments and adjustments for the booking are displayed in the bottom
left hand side boxes. Reasons for fees and any comments that were entered at the time
of payment are displayed. Payment type (POS or Direct Debit) is also displayed. In
addition, comments entered during a direct debit run are displayed with the direct debit
notification.

By default only current bookings are displayed. To display previous bookings including
cancelled and classes moved from select the ‘History’ radio button in the fop left hand
corner.

Make ups can also be included by checking the ‘Include Makeups’ box fo the right of the
‘History' button.
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03 Family Setup - RP Ph: N/A -
Responsible Persor: |121 J |5UE SKYE Create new family | Details | Cust Marketing Details |
Family Details | Debit Details  Accounts/Bookings l Account Histoly] Make Upsl Hegistrations]

* Current anly " History [~ Include makeups Change Discount | Make Adjustrent | Cancellation |
MNarne Type | Day Tirne Lewel Start | End | Fee,$| Balanc... | St | Bk...| Dis... | Pa... | Carnmmeht |
HOLLY LTS Thu 30040 Tadpole 294104 31.00 noo 3 1 o T
MARE. ADU. Tue EOOPM  Adults 13104, 18124 155.00 noo 2 1 o 7M™
SUE ADU. Mon EOOPM  Adults 12104 141124 155.00 oo 1 1 o TH
Fees Total$

atal §:
Date RAeason Amourt, $ | 5500 Lessons Balance §: 0.00
18 MOV 2015 Class booking fee 185.00 —
Total Pending $: Redgo Balance $: 0.00
0.o0
Total Balance $: | 0.00 |
Lisyments Total §: Family Credits $: 0.00
Drate Reazon Amourt, § | 155.00
1BMOV 2015 POS Payment 155.00 Reallocate Amounts | Prirt Outstanding Account |
Increase Family Credit | Frint Baoking Account Lines|
e Direct Debit Summarny | [~ Special Family Dizcount
Tatal §: . .
Date Reason Amourt, $ | | Extended discount of 02¢ applies
=[] @ % I
Reallocate Accounts = )
Save Delete Clear Clane Cloze

switch between full price and concession price

more information regarding adjustments

[Change Discount] - Allows the discount applied to a booking be changed or
[Make Adjustment] -See the booking adjustments section of this User Guide for

[Cancellation] -By selecting a booking then selecting the cancellation button, you

will be taken to the Student Cancellation screen for that booking. See Cancelling
a StudentBooking section of this User Guide further information

between bookings
for the selected booking

promotional offer, cancelled lessons and so on.

[Reallocate Amounts] -This feature can be used to move money received
[Print Outstanding Account] -Prints the details of any monies currently outstanding

[Increase Family Credit] — Used to provide a family with a credit for reasons such as

Please see the Family Credit

section of this User Guide for more information regarding family credit.

[Print Booking Account Lines] -Prints a statement of fees and payments made.

Users are able to select a range of students, dates and Class Types to include in

the report

debit. This summary can also be printed.
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Adjustments:

The balance on booking lines can be adjusted manually, without making any financial
impact upon the sales category figures. Please note that applying adjustments will not
reflect upon the service code that the booking was allocated to. In order to follow frue
accounting practices family credits should be used for applying credits to family
accounts/bookings. Please refer to the Family Credits and/or Adjustments sections of this
User Guide for further information.

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. Check this box to apply the Special
Family Discount percentage to all students within the family. To setup or amend the
Special Family Discount please see the Admin User Guide.

Extended Family Discount:

This feature allows for an additional family discount to be applied over and above any
other class discounts. This discount will automatically be applied to any family who falls
within the required parameters.

| IO\ This family qualifies for an extended discount of 30%

A warning message as shown above will display upon booking notifying you when a
family qualifies for the Extended Family Discount. Click [OK] to apply the Extended Family
Discount across all students within the family. In the example above a 10% discount is
automatically applied to each student within the family.

To setup or amend the Extended Family Discount please see the Admin User Guide.
Reallocate Amounts:

The [Reallocate Accounts] button will attempt to automatically reallocate all payments
against fees for all bookings in the Family.

LinksClasses |

This process will akkempk to reallocate all payments to charges For this Family
and the changes made cannot be undone.
Are you sure yol wish bo continue?

Yes Mo
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A warning message as shown above will be displayed asking if you wish to continue
before completing the process as once complete it cannot be undone.

Reprinting a Receipt:

If you wish to reprint a receipt select the payment with a single mouse click on the
Payments section of the Accounts/Booking tab, then click on the [Print Receipt] button.

Payments Tatal §-
Amount. § 155.00

POS Pavrnent 155.00

Print Receipt

Holiday Program/Squads Tab

Bookings made for Holiday Program and Squad Class Types are displayed in the
HP/Squads tab. This tab displays information relating to the holiday program and squad
financial accounts and bookings.

The bookings are displayed by their Group Code in the top section of the screen. For
more information regarding Group Codes please see the Admin User Guide.

When the booking is selected, the individual booking days will display in the lower half of
the screen, as shown below.

5 Family Setup - RP Ph: NfA “
Respansble Person: ~ [T48 . |[suEsKeE Create new il | Detais | Cust Marketing Detais |
Farnily Detailsl DebitDetaiIsI Accounts/Bookings AccountHistor}lI Make Upsl Hegistrationsl
| & Curent Only " History | ™ Include makeups = Squad fees based on clazses in the next week Iml Cancellation |

Commenk

Balance, $ | Mo Books
0.00 4

E4.00

M ame | Type | Day | Time | Level | Start | End | Fee,$| Balane... | St... | Bk...l Dis... | Pa... | Comment |
HOLLY HP Thu 10:0040  Tadpoles 70172 740142 16.00 o.oo 1 1 oT
HOLLY HP “Wed  10:00AM  Tadpoles B/A01/2.  BAO/2. 16.00 o.oo 1 1 oT
HOLLY HP Tue 10:00AM  Tadpoles 5/01/2.. 50172 16.00 oo 1 1 aT
HOLLY HP Kan 930aM  Turtles 4072, 40142 16.00 o.oo 1 1 oT

—Account details related to booking

Type | Amount, $ | Reason

=[] @*
Reallocate Accounts = *
Save Delete Clear Clone Cloze
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Adjustments for holiday program and/or squad bookings must be done through this
screen. See the Financial Adjustments for Existing Bookings section of this document for
more information.

Account History Tab

The Account History tab displays all financial transactions made against the selected
family account.

Fiezponzible Person: |121 _I ISUE SKYE Create new family | Details | Cust Marketing D etails |

Family Details I Drebit Details I Accounts/Bookings Make Ups Hegistrationsl

— Family Accounts

D ate | Type | Diezcription | Debit, $ | Credit, $ | Balance, $ | Status
32205 Bookings HOLLY Thursday 9:00a [T adpole] .00 0.00
32205 Fayrment tranz no. 251 HOLLY Thursday 9:00a [T adpole) 300 300
18/11/2015  Payment tranz no. 195 Multiple Students Multiple Classes 000 0.00
18411/2015  Bookings for Multiple Students Multiple Classes 310.00 -310.00

=t ate: Right mouse click on list above will show the Account Detail for the line selected I

Left mouse click on list above to show the related debits/credits for the line selected 341.00 I L '["1 0.00 I

— Family Credits
[ ate I Description Debit, § | Credit, $ | Balance, $ |

0.00 | 0.00 | 0.00

=[] @f*
Reallocate Accounts - +*

Save Delete Clear Clone Close

Family Accounts:

Details of the transactions are listed with the amounts. By highlighting a payment line, the
associated booking lines will be displayed in bold (as shown below) and vice versa. Right
click on any account line to display further account details.

— Family Accounts

Balance, § | Status
145.16 0.00

*Mate; Right mouze click on lizk above will show the Account Detail for the line selected

- Left mousze click on izt abowve to show the related debits/credits for the line selected 14316 I 149'";' 0.00 0.00
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Family Credits:

All transactions made to or from the family credit account are listed here in the same
format as the account history.

— Family Credits
[ate | D ezcription | Debit, § | Credit, § | Balance, $ |
322015 Fayment - ranzaction number 252 - 31.00 -31.00
0.00 -31.00 31.00

Make Ups Tab

Any make up bookings made for students within the selected family are displayed here
including:

e Name of the Student

e Day

e Time

e level

e Teacher
e Date

e Comments

3 Family Setup - RP Ph: N/A ﬂ
Responzible Persan: I‘I"‘18 J ISUE SKYE Create new family | Details | Cuist Marketing Details |
Family Details: | Dehit D etails I Accounts/Bookings | HPF /5 quads I Accaount Histary | Hegislrationsl

I ame I [ray I Time I Level I T eacher I [ ate I Comment I
HOLLY Friday 1:00 PM Tadpales Swik , T..  20/11/2M5
= ® -
Reallocate Accounts = *x)
Save Delete Clear Clane Cloge
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Registrations Tab

The registrations tab in the family screen will display the registrations assigned to all
students within the family. Information displayed will include:

e Name of the Student

e Rego ID (type of registration applied)

e Description

e Date Started

e EndDate

e Cost

e Balance remaining

¢ Whether or not a price override was applied to the registration fee

Farmily D etails ] Dehit Detailz ] AccountsBookings ] HP/Squads l Accournt Historyl Make Ups  Registrations l

Person | Rego D | D ezcriptian | Starbed Cease | Cost. § | Balance, § | Mol
SKYE, HOLLY LTSREGD LEARM TO Wit REGD 3M12/2M5 13M12/205 20.00 -20.00 Tru
£ >

Add Mew Registration

30

For more details on how to add, edit or view registrations, see the Registrations section of
this User Guide.

Special Family Discounts

Whilst the Special Family Discount is setup in Admin, (Admin>Classes> Discounts), the
functionality it provides is seen in the Classes Module. The Special Family Discount is
designed to allow users to give families another discount that is applied after all other
discounts have already been applied. This is best used in the scenario whereby a
responsible person is entitled to an extra discount because they are also a member of the

The Special Family Discount is only allocated to families that you choose to allocate the
discount to. The box must be checked within the family screen as shown below. If a term
booking has already been booked then there will be no effect on the charge however if
a perpetual booking exists within the family then the discount will be applied to
subsequent direct debit runs.
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Only staff members with the ability to ‘modify a Customer account’ can flag the Special
Family Discount option. This is setup through Security Groups. For more information
regarding Security Groups please refer to the Admin User Guide.

Leszzons Balance §: | 0.00
Fego Balance $: | 0.00

Total Balance §: | 0.00 |
Family Credits $: | 0.00
Reallocate Amounts | Print Qutstanding Account |

Increase Family Credit Frint Booking Account Lines
Direct Debit Summarny [ Special Family Discount |

Extended discount of 026 applies

Student Details
Classes> Students & Families> Student Details

This screen is used to modify existing students, review student attendances, class bookings,
level history and changes to direct debit fees (if booked into a perpetual class type). This
screen also allows you to assign messages fo students, print cards and store a student’s
photo.

i Student Details -
Student  [162 J [SKE. HOLLY Student Details ‘
Fannily: |'| 21 |SKYE, SUE Farmily Dretails ‘ Phorne:

l Attendance] LB\-’E|HiStD[_',J] DirectDebitDvenidel Messagex’[ﬁnmment] Ealdsl Hegistlationsl

Day | Tirne | Clazs Type | Level | Start End | Area | Teacher | Cormment

[ Thursday  3:00 AM LTS Tadpole 29410/2M5 TP 1 BROWN...

< m >
% Curent anly " History

*

Clane

Clear

Cloze

-n- e |

. Setup - LII |
Print card Latter Letter = L

Save Delete
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Note: This screen is not used to book students into a class. For how to create a new
student booking please refer to ‘Making a Standard Class Type booking' section of this
User Guide.

Bookings Tab

The bookings tab displays the bookings that have been made for the student. Details of
the student’s booking are shown including:

e Day
e Time
e Class Type

e Class Level

e Start and end dates
e Area

e Teacher

e Comments

Booklngsl Attendance] LevelHiﬂnry] DirectDebitDverride] Me%aget’linmment] Cards] Flegi&tratinns]

D ay | Tirne | Class Type | Lewvel | Start End | Area | Teacher | Cormment

[ Thursday 900 A4 LTS Tadpole 291042015 TF1 BROWHM ...

€ m >
* Current anly " Histamy * Standard Classes If_“ Squadz/Hol Programs I

The default view is to see current Standard Class Type bookings only. Select the radio
‘History’ button to see all Standard Class Type bookings. Select the radio ‘Squad/Hol
Programs’ button to see current Holiday Program and Squad Class Type bookings. Select
both the ‘History’ and ‘Squad/Hol Program’ buttons to see all Holiday Program and Squad
Class Type bookings.

Atftendance Tab

This window displays the complete attendance record for the student. You can view a
range of dates or all the dates if required. Dates can be filtered by entering in the ‘from’
and 'to’ dates in their respective fields. Select [All Days] to view all dates for the booking.

The information is displayed in the format of ‘Yes' (aftended the class) and ‘No’ (did not
attend the class).

Any cancelled lessons and make up lessons are also detailed. A student’s attendance
can be cancelled for a particular date from this screen by selecting the date and then
clicking on [Cancel Attendance]. If a student has been placed on suspension this will also
show here.
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i Student Details -
Student:  [162 J |5KYE, HOLLY Student Detail: ‘
Farmnily: |'I21 |SKYE,SUE Farmily Details ‘ Phane:

Bookings ] Lewel Hist-:ryl Direct Debit Dverridel Meszage/Comment ] Eardsl Hegistrationsl
For booking on Thursday at 3:00 Ak for level T adpole tdakeup lessons
Date | Attended | Eancelledl Suspended | Teacher |A Date | Attended |
2910/2015  Yes TODD, BROWM
5/A11/2M5 ez TODD, BROWH H]
12/11/2015 MNa 322 TODD, BROWM
13/11/2015  Yes TODD, BROWM
26A11/2015  Yes TODD, BROWM
3z2/2ms Yes TODD, BROWM
10/12/205 Mo 3125201, TODD, BROWHN
17/12/2015 MNa TODD, BROWM
28/01/206 Mo TODD, BROWH
4/02/2016 MNa TODD, BROWM ™

Al Days | From: Ii ﬂ To: li H

Remove Suzpenzion Cancel Attendance Frint Abtendances |

-o.c ]
e = U @ *| E

Print card Latter Letter == L
Save Delete Clear Clane Cloze

To remove the suspension highlight the dates of the suspension you wish to remove (to
select multiple dates hold down Citrl on your keyboard and click on each of the bookings)
and then click on [Remove Suspension].

The [Print Attendances] button can be used to produce a record of the student’s
attendance.

Level History Tab

This screen displays the history of the levels of classes that the student has attended and
the date of attainment in competency of that level.

Bcu:nkings] Attendance LeveIHistDl_l.Jl Direchebileerride] Messagex’Eomment] Eardsl Hegistratinnsl

Date | Level | Class Type Attained | Sks | Teacher E—
290ct 2015 Tadpale LTS 48] x Start Date: | EENEIE RS ﬂ
Level: | Tadpale j
Clazs bype: ||_T5 j
D ate Attained: Ii ﬂ
Teacher: | ﬂ
< m ¥ IWI Update | Cancel |

Print Lervel Histary Ernail Lewvel Hiztany

It also includes the individual competencies required to complete the level. These are
called skills. To view or select the associated skills highlight the level from the left hand side
and click on the [Skills] button. The following screen will be displayed:
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B3 Associated skills for level Tadpole for SKYE, HOLLY \;li-

Skil

1. Blow Bubbles 3
2. 5lide in Entry 322

3 Tarpedao Arme 34252015
1 4. Front Float for 5 5econds

[[]5. Front Back for & Seconds

E. Kick on Frant Assisted Bm 322015
] 7. Kick on Back Assisted Gm

] 8. Collect Items From Battam of the Pool

Long Description
1. Blow Bubbles

v 0K X Cancel

To mark off skill/s from this screen:

1. Single click in the box next to the applicable skill/s which has been achieved

2. Select [OK]
3. The date achieved will default to the current date.

Once dall skills have been achieved for the level, a date the level was attained can be
entered and a teacher selected. Select [Update] to make changes effective.

e [Print Level History] - Select this button to print a record of the student’s level history
¢ [Email Level History] - Select this button to email a record of the student’s level

history
Direct Debit Override Tab

This window is used to modify a student’s perpetual direct debit payments for any reason.
These changes will affect the collection amount for the period stated and cannot be

made retrospectively.
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0 Student Details -
Student  [162 J |SKYE. HOLLY Student Details ‘
Farmnily: |'| ] |SKYE, SUE Farmily Details ‘ Phane:

Eookingsl Attendance] Lewel Higtary D|rectDeb|tElvemdl Messagex’[ﬁnmment] Eardsl Hegistrationsl

Cay | Time | Lewel Fee ¥ | Overide, § | Ends | Reason
Thursday 9:00 Ak Tadpole 31.00
Overnde
Overide: $ |0.00 End date: ﬂ Reason: Update
“Leawe blank to owerride the
Mext OO Period only.
[Enter Date or select [10 Dec 2015 N Clear
fram the List of 24 Dec 2015 =
Ferspective DD 07 Jan 2016 =
Periods END Dates ] |21 Jan 2016 Clear Al
04 Feb 2016
18 Feb 2016 hd
*

05

=CB= =1
. Setup - [ .
Print card Latter Letter == |, L
Save Delete Clear Clane C

If a student has more than one booking this window will display all classes booked with a
perpetual booking type. The class will display the day, time, level and scheduled fee.

e Override - Type in the amount to be charged for the nominated debit

e Reason-Type in the reason for the override

e End Date - If the override amount is only to affect the next debit, leave this box
blank. However, if the override amount is fo reflect a number of debits, select the
last debit date relevant for this override

¢ [Update] -Click to save the override information. This information will then be shown
alongside the class booking entry, displaying the override amount, reason and the
last debit date to be overridden

e [Clear] -Click to clear the override information entered

[Clear All] -Click to clear the override information that has been updated and

placed alongside the booking entry line

Note: If a booking is overridden and then moved the override will be carried over to the
new booking.
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Overriding Squad Direct Debit Payments:

To override a squad direct debit payment, ensure the Squads/Hol Program radio button
on the Bookings tab is selected before clicking on the Direct Debit Override tab.

Note: That the total direct debit payment is split between all classes booked info. Thus the
override is for that particular class. To override the total direct debit amount, you must
add an override to each class.

Message/Comments Tab

There may be times when you wish to have a message or comment display when a
student attends the centre.

Bnoking&] mtendance] LeveIHistnr_l,J] Direct Debit Overide MBSSEIQB-"'C

Meszage [up to 400 chars]

Comments [up to 1024 charg)

e Messages - Enfries in this field are displayed at POS when the customer attends the
facility

e Comments -Entries in this field are retained within the student record and can be
prinfed on some timetables

Cards Tab

This window displays the cards that have been issued for this student. Pre printed cards
can be allocated to students through the [Student Details] button. Each card that is
printed is issued with a card number that is linked to the Student’s ID. Every time a new
card is printed for a student, the new card cancels out the previous card by placing a
cease date alongside the previous card. Therefore making the card invalid and not
allowing the student to register a visit.

Note: Students who are booked into more than one class can use the one card.
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Bnnkings] .&ttendance] LevelHislol_l,ll DirectDebitDvenidel MeszageComment Eards Hegistlatinns]

Murnber | Created | Ceazed |
LT51234 03 Dec 2015

e [Print Card] - This button is to be used if the facility will print their own cards and are
not using pre printed cards. When selecting this icon a new card number is
instantaneously created and attached to the Student ID. For more information on
how to setup cards please see the Admin User Guide. An example of a card that
can be setup is shown below.

* 00 b 1 0O 4 000 x

LUKE SKYWALKER w/
TR

22227090 %

Thank you for
swimming at XXX

From this preview window you can print the card or close the preview. If closing the
preview the new card number displayed will automatically take effect. Please refer to the
Admin User Guide for further information on setting up card layouts.

User Defined Tab

For setup of User Defined Fields, see Admin> Site> Site Setup> Classes.

Bookings] .-‘-\ttendance] LeveIHistor_l,Jl DirectDebitherridel Messagefﬁomment] Cards |, l Hegistlations]

User Defined Fields:

Prervious: | Clear
2]
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Allocating User Defined Fields

The User Defined tab contains a Table Maintenance field and date field as specified by
the setup in the Admin Module. For more information on Table Maintenance please refer
to the Admin User Guide.

Click on the [...] button to select a maintenance value (in the example below Level
History). Then select a date as required and save the student details.

Note: There is no history of user defined fields.

Bookingsl Attendancel LeveIHistor_l,JI DirectDebitDvenideI Message/Comment | Cards UserDefinedl Hegistlationsl

User Defined Fields:
Frevious Class: I l I Clear |
i Previous Class n
DescriEtion | Carmrent
Tadpale
Turtle
< >
St T able Maintenance | ¥ Ok | X Cancel | *
Print card B
Letter d
| | Save | Delete |  Clear |  Clone Cloze

Financial Adjustments for Existing Bookings

Classes> Students & Families> Families
How to make an adjustment for a Standard Class Type:

1. Select the booking line to be adjusted with a single mouse click

Family Details | Debit Details  Accounts/Bookings | Account Historyl Make Upsl Hegistrationsl

‘ & Curment orly 7 Histary ‘r Include makeups Change Dizcount | I ake Adjustment | Cancellation |
M ame | Type | [ray | Time | Level | Start | End | Fee,$| Balanc... | St | Bk...l Diz... | Pa... | Comment |

HOLLY LTS Thu 3004 Tadpole 234104 .00 000 3 1 0 T
JARE ADU.. Tue EO0OPM  Adults 13404, 15424, 155.00 000 2
SUE ADU.. Mon EOOFM  Adults 12104 14127 155.00 0oo 1 1 0 T

2. Click on [Make Adjustment], the following screen will appear:
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s Student Booking Line Adjustment \;‘i-

Student Booking Details

Clazs Detailz
Fesponzible Persom: |SUE SKYE Day: |Tuesday
Responsible Person |D; |1 21 Level: |.-’-‘n.dults

Student Name:; |M.-’-‘«F|KSKYE Teacher: |BF|ETT.JEINES

Student |D: |122 Time:  |06:00 P
Fee: |155.DD Stat Date:  [130ct 2015
Balance: $ |D.DD EndDate: |15 Dec 2015

Hew Adjustment

" Decreaze Adustment ™ Increase Adjustment

Intraduction

Decrease Adjustmentwill decrease the amount on the account. This is an adjustment,
wehich will need to be matched against a charge.

Increase Adjustmentwill increase the amount owed on the account.

54 ¥ 0K

3. Select to either increase or decrease the amount owing

Enter in the amount to be adjusted

5. Select a reason from the drop down menu and add any additional comments if
required

6. Click [OK] to finalise

>

How to make an adjustment for a Holiday Program or Squad Class Type:

1. Select the applicable student’s holiday program or squad booking in the top
section

2. From the bottom section, select the class requiring the adjustment (multiple
adjustments may need to be completed to each of the applicable bookings)

3. Click on [Make Adjustment] the following screen will appear:
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5 Student Booking Line Adjustment = =
 Student Booking Details
Clazs Detailz
Fesponzible Persom: ISUE SKYE Day: IMUndaﬁJ
Fesponsible Persan |D: |1 45 Level ITUINBS
Student Name:; IHDLLY SKYE Teacher: IM.&TT S/l
Student |D: |14? Tirme: IDSZSD Ak
Fee: § |1|3-DD Start Date: |U4Jan 2016
Balance: $ ID.DD End Date: |U4 Jan 2016
r New Adjustment
" Decrease Adjustment " Increase Adjustment 04 Jan 2016

r Introduction

Decrease Adjustmentwill decrease the amount on the account. This is an adjustment,
wehich will need to be matched against a charge.

Increase Adjustmentwill increase the amount owed on the account.

1581 ¥ 0K

4. Select to eitherincrease or decrease the amount owing

Enter the amount fo be adjusted

6. Select areason from the drop down menu and add any additional comments if
required

7. Click[OK] to finalise

o
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Movinga Booking

Classes> Classes> Visual Scheduler

A booking is moved through the Visual Scheduler by one of two methods. These are listed
below:

1. Move Booking Function
2. Drag and Drop Function

The move booking function allows a current booking to effectively be cancelled and a
new booking made in the one process. The system also allocates the fees previously paid
fo the new booking.

Example:
Louise is enrolled in a 10 week term and $90.00 is paid for this term ($9 per class).
After the 2nd week of classes Louise moves to another class.

Upon moving $18.00 is allocated to the original booking to cover the cost of the first two
classes.

$72.00 is then returned and allocated to the new booking because the new booking is
from Week 3 onwards. Fees for the new booking total $72.00.

This allows us to accurately view bookings, history of classes and allocations of fees.

How to Move a Booking using Move Booking Function

This method can be used for both Standard and Squad Class Types. It should be noted
that you cannot move student’s between Standard, Squad and Holiday Program Class

Types.

1. Open the Visual Scheduler; Classes> Classes> Visual Scheduler
2. Select ‘Move Booking' by either of the following methods:
a. Select ‘Move Booking' as the double-click action, and double click on the
class you wish to move to

(C' Make booking (@ Move booking

(! Booking manager () Class Detail

b. Right click on the class you wish to move to and select ‘Move Booking’
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Wednesday Thursday
18 Nov 2018 19 Nov 2015
F:00 AM-7:30 A
Tadpoles 3 Make Booking
I Maove Booking
7:00 AM-7:30 A Booking Manager
Tadpoles 2 Class Details
Mowve From

3. The following screen will appear:

Student: || _I |

r Deztination Class Details

Clazz Level: ITadpDIes Dray: ITuesda_l.J

Teacher: ISWIM,TE.&EHEH Start Tirne: IEI:SD;’-‘A.M

Start D ate: |2FEB2EI1E End Timne: |1D:DD.-“-‘-.M

~ Select booking to move from
Type | Detail | Level | Start Date | End Date | Fee,$|

Lazt Recorded Attendance:

[™ Mo class attended Last Class: I il

— Term baszed clazzes
Ornginal fees: .00 Sub total Fees: § 0.00

Clazzes since start: I - pagmentsdadjustments: § I .00
* cost per leszon; $| Q.00 Balance for booking: $| .00

+ other fees/adjustments: $ I 000
Sub total Fees: § 0.00

4. Click on the [...] buttonand select the student you wish to move

The ‘Destination Class Details’ shows the class you wish the student o move to.

Destination Class Details

Clazz Level: |Tau:||:u:ules Cray: ITuesda_l.J
Teacher: IS'W'IM . TEACHER Start Tirme: IEI:EEI Ak
Start D ate: IEI FEE 201E End Time: I'I 0:00 A

Note: The start date is the date you have chosen in the Visual Scheduler and the
destination class is also the class you selected in the Visual Scheduler.
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5. Next select the booking you wish to move the student from
a. Inthe ‘Select booking to move form’' window click on the required class to
highlight
b. Rememberthat the student may have multiple booking for different Class
Types make sure you select the correct class

Type | D etail | Lewvel | Start D ate | End [ ate | Fee,$|
TAD tonday 9:30a [T adpoles] T adpoles 1FEB 2016 11 APR 2016 176.00

6. Select the date of the ‘Last Class’ for the previous booking

- Last Class: |1 FEB 2016 o]
Last Recorded Attendance: |1 FEB 2016

Note: This date is extremely important to ensure the student is not double booked
for the week unwittingly. Ensure that the date is the week prior to the new class’
start date above.

If the student will never attend the first class and you wish to completely cancel
the booking, flag the ‘No class attended’ option, shown below.

¥ Mo class attended Last Class:  [1 FEB 2016 ﬂ
Lazt Recorded Attendance: |Mewver

Once the ‘Last Class’ date is entered the fees are re-calculated for term based
bookings only.

Term bazed clazses

Original fees: $ 17E.00 Sub total Fees: $ | 16.00
Clazzes since start; 1 - paymentz/adjustments; § | 176.00

* cost per leszon: § | 16.00 Balance for booking: § | 160.00
+ other feesdadjustments; § | Q.00 $160.00 will be carried fonward to the new booking.

Sub total Fees: $ 16.00

Note: Allocation of fees on the left hand side indicates fee allocation for the
original booking and the right hand side shows the fee allocation being brought
forward for the new booking.

7. Click on [OK], the Create Student Booking screen will appear to confirm details of
the new booking.

Pay close attention to the Fees section:
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Move Booking Step 2 - Create New Booking

Destination Class Details

Class Level | Tadpoles Day  |Tuesday Start Time: | 9:30 &M
Teacher. |SWIM TEACHER ;
. End Time:  [10:00 AM
Area |MP 1
Booking Tvpe Term Details
(® Tem [ Direct debit Tem:  [Term 12016 ~]
() Perpetual .
O Makeup Beaginz: |1 FEB 2016
() Cazual Ends: [17 4PR 2016
Student Details Booking Details
Studert No..  [180 Age: | From:  |9FEE 2016 ﬂ To:  [12APR 2016 ﬂ
M ame: |NEW’, EMILY Mo, of lessons: |10
Fesponzible [NEWw, TONY Conzulkart; |1 |TF|AINEF|,TF|AINEF|
Person:
Fees
Dizcounts/Concessions -Refund: $ HE0O0
Di t: X% -
Sl 0 & Jaining fee: § |0.00

[first child, first class]

+ Booking fee: $ 160,00
- Discount: $10.00

[ Concession

Pay nowe
=D oo Family Credit: % ]0.00

Amount in Credit $ Amount ko pay: § (0.00

Yacancy Information

Fe Fe Fe Mc Mo Mo Mc Mo Ap Ap
9 1623 1 8 15 22 23 5 12

="acancy = Fully Booked
Fill=d by Make Up/Trial/Held/Susp = Public Haliday

EustomerDetaiIs| v OK |

Note: That the balance of the original booking is brought forward as a refund and
the balance due for the new booking is $0.00.

The balance due may not be $0.00 for the following reasons:

a. The student has been double booked (original booking and new booking)
within the one week, creating a charge of an extra lesson

b. A week has been skipped between the original booking and new booking,
giving a refund to family credit

c. The original booking may have taken info account an upcoming public
holiday which is no longer relevant for the new booking — an additional
lesson will be charged

d. The new booking may fall on a public holiday that the original booking did
not — a refund of one lesson will go into family credit

8. Click on [OK] to confirm and complete the new booking

Note: If the new booking is cancelled at the point of the Create Student Booking
screen, the original booking will have been cancelled and will need fo be
rebooked.
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How to Move a Booking using Drag and Drop Function

Drag and drop move function can be used on all Class Types and must be used for

Holiday Program Class Types.

1. Open the Visual Scheduler; Classes> Classes> Visual Scheduler
2. Select ‘Move Booking' by either of the following methods:
a. Click on the class of the original booking and drag and drop to the class of
the new booking (on the date you wish the new booking to start)
b. Right click on the class of the original booking and select ‘Move From’,
right click on the class of the new booking (on the date you wish the new

booking to start) and select ‘Move To'

Thursday
11 Feb 2014

Wedneszday
10 Feb 2014

Thursday
11 Feb 2014

7:00 AM-7:30
Tadpoles 4

7:00 AM-9:30
Tadpoles 4

Make Booking Tadpoles 3

10:00 AM-10:30 AM

Fric
12 Fel

F:30 AM-100
Tadpoles 4

1:00 PM-1:3¢
Tadpoles 4

Move Booking

10:00 Aj
Tadpol

Booking Manager
Class Details

Move From

Tadpoles 4

Make Bocking
Move Booking T
Booking Manager
Class Details

Maove From

Move To

nch

Move Student Bookings

S oW

r Originating Class Details

r Students

Student
(M| SURMAME, CHILD

MHewer

[~ Select Al

Lazt Attended

ITuesda_l,l, 330 AM - 10:00 A

Level: |Tadpoles

|SWIM . TEACHER

Teacher:

Arear
Ave fge:

Wacancies:

Lazt Class:

|MF'1

—
—

r Destination Class Details
r Students

Student

| Last Attended I Age

IThursda_l,J, 10:00 Ak - 10:30 A

| Start Level I Mote I

Lewel

Teacher
Ares
Ave Age:

Wacancies:

First Class:

b |Tadpc-|es

: ITEACHEH, HICOLE

j |MP2

———
—
EEECE:)

X Cancel | ¥ 0K

3. The Move Student Bookings screen will be displayed.
The top section shows the ‘Originating Class Details’ and the bottom section shows
the ‘Destination Class Details’.
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Note: The dates of the ‘Last Class’ and the ‘First Class’ default to subsequent
weeks. These can be adjusted if necessary.

4. Select the student/s to be moved from the Originating Class Details> Students
section. There is also the option to ‘Select All' if necessary.

|Tuesda_l,l, 9300 AM - 70:00 Ak

Student Lazt Attended | Age Start Level Mate
[W|SURNAME, CHILD  Never Unknown 05 Dct 2015 Level |Tadpoles
Teacher. |SWIM . TEACHER
Area; |MF' 1
Ave Age:
Yacancies: |3
 Select Al Last Class: |2 FEB 2016 o]

5. Click on[CK], the Create Student Booking screen will appear to confirm details of
the new booking

Pay close attention to the Fees section:

Feesz
Dizcounts/Concessions -Refund: % [160.00

Di L
iZCaLn |EI Joining fee: $ (0,00

[Firzt child, first clazs]
+ Booking fee: % 160,00

- Digcount: W

i

[ Concession

Fay riow
=Due %[00 Farnily Credit: § {0.00

&mmount in Credit $ Amount to pay: § |0.00

Note: That the balance of the original booking is brought forward as a refund and
the balance due for the new booking is $0.00.

The balance due may not be $0.00 for the following reasons:

a. The student has been double booked (original booking and new booking)
within the one week, creating a charge of an exira lesson

b. A week has been skipped between the original booking and new booking,
giving a refund to family credit

c. The original booking may have taken info account an upcoming public
holiday which is no longer relevant for the new booking — an additional
lesson will be charged

d. The new booking may fall on a public holiday that the original booking did
not — a refund of one lesson will go into family credit

6. Click on [OK] to confirm and complete the new booking
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Note: If the new booking is cancelled at the point of the Create Student Booking
screen, the original booking will have been cancelled and will need fo be
rebooked.

Moving a Holiday Program Booking
Classes> Classes> Visual Scheduler

To move a holiday program booking, the drop and drag method must be used. Students
can be moved from term to term however, cannot be moved across different Class

Types.

1. Locate the class that the student is currently booked into and left mouse click
2. Holding down the left mouse click drag and drop to the class they wish fo move
into. The Move Holiday Program classes screen will appear:

3 Mowve Holiday Program classes = =

r Class Group: IYabbies
Student Last Attended Start Level Level: ITdI—
ALL TAYLOR  Never svel |lackaes
Ave, Age: I
Wacancies: |3
Classes From: |1 1/0/2016

Day | Time | Level | Teacher | # Uzed | # Unused | Refund |
Monday 05:00 T adpaoles TEACHER, NICOLE a 1 $0.00
Tuesday 0300 Tadpoles TEACHER, MICOLE 1] 1 $0.00
‘Wednesday 0300 Tadpoles Swik |, TEACHER 0 1 $0.00
Thurzday 0300 Tadpoles TEACHER, MICOLE 1] 1 $0.00
Friday 05:00 ‘' abbiez TEACHER, NICOLE a 1 $0.00

Clazz Group: IPIatypus

Date | Time | Level | Area | Teacher | W acancies I

11/0/2018 05:00 Platypus Lap 4 SflM, MATT 4

12/01/2018 05:00 Platypus Lap 4 S, MATT 4

13/01/2018 05:00 Platypus Lap 4 S, MATT 4

14/01/2018 05:00 Platypus Lap 4 S, MATT 4

18/01/2016 05:00 Platypus Lap 4 Sl MATT 4
X Cancel | ¥ 0K |

Tick the box next to the student you wish to move.

3. Click [OK], to display the Create New Bookings screen
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—Holiday Program - [ 5 of 5 selected]
11 _|.:|_r| f 1| I

— Student Details — Booking Type
Student Mo |1 43 .-'-‘-.ge:l

Mame: |SMALL, TAYLOR O Makeup

Responsible  [SMALL KATE @ Casual
Perzon:

—Fees
— Dizcountz/Concessions Joiring fee: $ [0.00

Digcount; IE b4
[First child, first class)

+ Booking fee: §|75.00

- Dizcount, $(0.00
[~ Concession

Pay later |
=Due %7500 Farnily Credit: $|?5_|:|E|

Amourt in Credit: $ 75,00 Amnount b pay: $|I:|.DI:|

="acancy [0 =Fully Booked

Filed by Make Lip/Trial/Held/Susp = Public Haliday Customer Details |+ OK X Cancel

4. Complete the booking as per Making a Holiday Program Class Type Booking
section in this document

Note: The dates of the move booking, will be determined by the dates of classes selected
during the drag and drop process.
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Cancelling a Booking

Cancelling a Student Booking
Classes> Classes> Cancel Student Booking

If you wish to cancel a student who is currently enrolled in a class and does not want to
move fo another class this option allows you to do so.

It is possible to record the staff member cancelling (and creating) bookings depending on
the setup in the Admin Module. This information is kept with each booking and can be
viewed through the Student or Family screens.

il Cancel Student Bookings H
Student:  [38 J |TIM STAWELL Family Dietails
{* Standard Classes & " Holiday Programs
Class | Day | Time | Area | Lewvel | Start Date | Cease Date | Mewt Class | Cost,$| Lazt Attend |
TAD Monday  09:30:00 MP2 Tadpoles 121052015 1412/2015  14112/2015 160,00 2341172015
[T Select All
Fees: $160.00 Last date the student will attend: |30 MOW 2015
Paid: $160.00
Clazzes in Tem: 10 . -
Classes after cease: 2 Retum to Family Credi; $ |32.00
Cost per lesson: $16.00 - -
Resson to Cancel: | Going on Holidays -
r
Consultant: |'I
|TF|AINEF| TRAIMER v 0K | % Cancel |
3IDec 2015 8:37 &AM a0 32

To cancel a student booking:

1. Open the Cancel Student Bookings screen; Classes> Classes> Cancel Student
Booking
2. Search for the student by either:
a. Typing their last name and hitting enter
b. Typing their Customer ID and hitting enter
c. Scan their card
d. Selecting the [...] button
3. Select the booking or bookings to be cancelled, there is an option to ‘Select All’
4. Select the date of the last class the student will attend, if applicable, a rebate or
charge will be returned to family credit.
5. Select areason for cancellation from the drop down menu
6. Click [OK] to finalise

Note: Cancellation reasons can be added or amended through Table Maintenance.
Please refer to the Admin User Guide for more information regarding Table Maintenance.

Classes User Guide December 2016 88



s
€

=3 Links

MODULAR SOLUTIONS

Rebate Amount for Paid Bookings

Links will automatically calculate how much is to be refunded based on the number of
paid lessons left in the term.

Note: This only affects term bookings. Perpetual (direct debt) bookings will have a default

of $0.00 to return to Family Credit; however an amount can be entered if required.

Rebate Amount for Unpaid Bookings

When a booking is unpaid, Links will attempt to charge the student for classes past and

that have not been paid for.

1. Open the Cancel Student Bookings screen; Classes> Classes> Cancel Student
Booking
2. Search for the student by either:
a. Typing their last name and hitting enter
b. Typing their Customer ID and hitting enter
c. Scan their card
d. Selecting the [...] button

3. Select the booking or bookings to be cancelled, there is an option to ‘Select All
4. Enter the last date the student will attend the class
5. Links will then calculate the cost for the lessons attended that are unpaid
=5 Cancel Student Bookings
Student: 137 J |EV|E SMITH Farily Detailz
{* Standard Claszes - -
Clazs | Dray | Time | Area | Level | Start D ate | Ceaze Date | Mext Clazs | Cost,$| Laszt Attend |
[v] TEFM Maonday 020000 Lane 2 Frog 10052006 28112006 28411/2006 20.00
3 Links -
Tatal cost for term: $80.00
Total amount for the 7 clazzes past: $70.00
Amount paid (inc adjustments): $0.00
Armount owing for the 7 classes past: $70.00
*r'ou may change the amount owing below:
[F.o0]
[~ Select &l
¥ Ok | X Cancel | ﬂ
I
Reazon to Cancel: | ﬂ
[
Conszultant: |‘I
-
|DEMO STAFF
v 0K | X Cancel |
23 Moy 2016 4:12 P 23
6. Click [OK]
7. The ‘Amount sfill owing’ will be updated
8. Enferthe ‘Reason to Cancel’
9. Click [OK] to finalise
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03 Cancel Student Bookings .
Student:  [137 J [EVIE SMITH Farmily Details
& Standard Classes o C
Class ‘ Day | Time | Area Level Start Date Cease Date | Next Class ‘ Cost.$ | Last Attend |
[ TERM tonday 02:00:00  Lane 2 Frog 1010/2006  28A11/2006 0 28/11/2016 80,00
[~ Select Al
Fees: $80.00 Last date the student will attend: (21 MOV 2016 ﬂ
Classes in Tem: 8
Classes after cease: 1 .
Cost per lesson: $10.00 Amaunt stil cwing: % |70.00
Reasonto Cancel, | EEEEE]
r
Consultant |1
™ will not attend any classes
DEMO STAFF
23 Mov 2016 4:12 M 25

If the family owes an amount for unpaid bookings, this will appear as outstanding on the
family account. This can be paid through POS at any time.

Select the ‘Will not attend any classes’ box is the student will not attend any lessons prior
to the cancellation date.

Deleting a Student Booking Record
Classes> Classes> Cancel Student Booking
It is possible to delete a booking record providing the following two conditions are met:

1. There has never been an attendance recorded against this booking. The ‘Last
date the student will attend’ field will display the same date as the lesson start
date.

-AND-
2. No payments have been recorded against the booking
To delete a booking record:

1. Open the Cancel Student Bookings screen; Classes> Classes> Cancel Student
Booking
2. Search for the student by either:
a. Typing their last name and hitting enter
b. Typing their Customer ID and hitting enter
c. Scan their card
d. Selecting the [...] button
3. ‘Last datfe the student will attend’ field will default to the class start date
4. ‘Return to Family Credit’ field will be automatically calculated as stated above.
This figure can be adjusted dependent on your organisation’s policies
5. Select a cancellation reason from the drop down menu
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6. Select the '‘Completely Cancel Booking' tick box

Student:  [137 _| [TILLY REPORT Farrily Details |

| " Standard Classes  Squads £ Holiday Programs |

Class | D ay | Time | firea | Level | Start Date | Ceaze Date | Mext Class | Cost,$| Last Attend
INFAMT Monday  11:00:00  MP 1 Infantz 1 5/10/2015 1412/2015 7122015 105.60
T1aD Friday 093000  MP1 Tadpaoles  21/08/2015  18/112/2018  412/2015 £4.00

[~ Select Al

Fees: $105.60 Last date the student will attend: |5 OCT 25 il |
Return to Family Credit: § ID.DD
Reason to Cancel: I ;I _l

I [V Completely Cancel Baoking |

Consultant: I'I
ITHAINEH TRAIMER
2Dec 2015 9:29 M

v 0K | X Cancel |

7. Click [OK] and the following dialogue box will display

Are you sure you want to cancel this and further
student's lesson bookings?

8. Select [Yes] to proceed with the cancellation or [No] to review and/or cease the
cancellation process. Once the cancellation is completed the following box will
appear.

Student booking successfully cancelled,
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Cancelling a Holiday Program Booking

Classes> Classes> Cancel Student Booking

i Cancel Student Bookings H

Student:  [35 .| [TMSTAWELL Family Details
" Standard Classes o * Holiday Prograns

Class | Day | Time | Area | Level | Start D ate | Cease Date | West Class | Cost, § | Last &ttend |
[JHP Tadp.. Monday — 0%:30:00 Lap2 Tadpoles  4/01/20016  4/001/2016  4/01/2016 16.00
[JHPTadp.. Tuesday 10:00:00 Lap1 Tadpoles  5/0/20016  5/001/2016  5/01/2016 16.00
[CJHP Tadp.. Wednes.. 10:0000 Lap1 Tadpoles  B/01/20016  BAON/2016  B/01/2016 16.00
[JHP Tadp.. Thursday 10:00:00  Lap 1 Tadpoles  7/01/7201B TA0/20168 7012018 16.00
[~ Select &0

Return to Family Credit: $ |0.00
Reazon to Cancel: | J

-

Consultant: |‘I

|TF|AINEF| TRAIMER
3 Dec 2015 8:37 &M

v 0K | . Cancel |

When cancelling a holiday program, bookings within the same Class Type can be
cancelled all at once.

1. Open the Cancel Student Bookings screen; Classes> Classes> Cancel Student
Booking
2. Search for the student by either:
a. Typing their last name and hitting enter
b. Typing their Customer ID and hitting enter
c. Scan their card
d. Selecting the [...] button
3. Select the 'Holiday Programs’ radio button
4. Click the tick boxes alongside the classes you wish to cancel. There is also the
option to ‘Select All’
5. Select areason for cancellation from the drop down box
6. Click [OK] to finalise
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Note: If the Class Type is setup as ‘book into all classes’ you cannot cancel classes
individually. The prompt shown below will warn you that all grouped classes must be
cancelled at the same time. Links will then default to select all bookings. Continue with

the cancellation process as per normal.

LinksClasses -

:] All related squad bookings must be cancelled at the same time.

Cancelling a Squad Booking

Classes> Classes> Cancel Student Booking

il Cancel Student Bookings H

Student: 127 J |BEN SMITH
(" Standard Classzes -

Class | Day | Tirne | Area | Lewvel | Start Date | Ceaze Date | Mext Clags | Cost, § | Last Attend | Lagt Class
Silver Sq.. Wednez.. 160000  Comp1 Siver 5. 27/01/2018 2702018 Mewer
Silver Sq...  Friday 16:00:00  Comp 1 Siver 5. 29/01/2018 29/01/2016 Mever
Silver Sq..  Monday 160000 Comp 1 Silver 5. 1/02/2016 1/02/2016 Mever

[~ Select &l

Fees: $66.00 Last date the student will attend: |27 J&M 2016 ﬂ
Retum to Family Credit: § |0.00
Feaszon to Cancel: |m0\ring away ﬂ J

Consultant: |'|
|TF|AINEF| TRAIMER 20K | % Coreel |
3IDec 2015 8:35 AM 10111112

When cancelling a squad program, bookings within the same Class Type can be
cancelled all at once.

Classes User Guide December 2016 93



=3 Links

MODULAR SOLUTIONS

To cancel a squad booking:

1. Select the ‘Squad’ radio button

2. Click the tick boxes alongside the classes you wish to cancel. There is also the
opftion to ‘Select All’

3. Specify the last date the student will attend, an amount to return to family credit
and reason for cancellation from the drop down box. There is the option to tick the
‘will not attend any classes’ box to completely delete the bookings.

4, Click [OK]

Note: As squad bookings are perpetual only, return to family credit amount will default to
$0.00. If credit is to be returned, it should be inputted at the time of cancellation.
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Suspendinga Booking
Classes> Classes> Visual Scheduler> Booking Manager
To temporarily suspend a student's booking:

1. Find the student’s class in the Visual Scheduler
2. Right click on the class and select ‘Booking Manager’, to open the screen below:

03 Booking Manager “
Skills A
Class Level ITurtIes Date: |? DEC 2015 1.1, Blow Bubbles
2. 2. Safe Slide In Entry
Teacher: ISWIM . TEACHER Start Tirne: |1 0:30 &M 3. 3. Agsisted Front Float
. 4. 4. Agsisted Back Float
Ares: IMP3 End Time: IH:DDAM 5. 8. wiet Dwr Hair W
Students Booked T Skills &ttained ]
Mame | Id | Age | Health lzsues | Suzpend | Cancel.. | kUp | Cazual | Held | Trial | Started Level | F'|
SPLASH. BILLIE EE &) &) & il il M 3AUG 2015 P
SPLASH, KIT 53 d

I 104G 2015

I awirrn 4 |

Suspend ¥ Ok X Cancel

3. Highlight the student to be suspended and select [Suspend], the following screen
will appear:

SPLASH, KIT B

% From: IW&I
- Tao IW

Sugzpenzion Fee

Mumber of Leszon; 2
Cost per Lezzon: $-8.00

Total Fee: $ |-1 £.00 [~ Do Tranzaction Mow

Mo dizcount applies

¥ 0K | X Cancel |

4. Enterthe ‘From’ and ‘To’ dates between which the suspension will occur.
Thesuspension fee will be automatically calculated depending on the Class Type

setup. If no fee has been setup this will default to $0.00. The suspension fee can be
entered or amended at this point.

5. Select ‘Do Transaction Now' to transfer the payment to POS to be processed
6. Click [OK] to finalise
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Note: The above process will not change the direct debit payments for a perpetual
booking. In order to amend the direct debit payment for a perpetual booking which has
been suspended an override must be applied.

Suspending a Perpetual Student and Apply a Direct Debit Override
To suspend a perpetual student is a two-step process

e Step 1: Suspend the booking
e Step 2: Apply the Direct Debit Override

Step 1:

1. Find the student’s class in the Visual Scheduler
2. Right click on the class and select ‘Booking Manager’, to open the screen below:

03 Booking Manager ﬂ
Skills ~
Class Level ITurtIes Date: |? DEC 2015 1.1. Blow Bubbles
2. 2. Safe Slide In Entry
Teacher: ISWIM . TEACHER Start Tirne: |1 0:30 &M 3. 3. Agsisted Front Float
. 4. 4. Azzisted Back Float
Area: IMP3 End Tirne: |11:DDAM 5 5 wet Dwr Hair -
Students Booked 1 Skill Attained )
Mame | Id | Age | Health lssues | Suzpend | Cancel... | tkUp | Cazual | Held | Trial | Started Level | F'|
SPLASH, BILLIE EE M M M M M N 386G 2015 P
SPLASH. K £3 N 10AUG 2015

Suspend v OK X Cancel

I awimuim 4 |

3. Highlight the student to be suspended and select [Suspend], the following screen
will appear:

SPLASH, KIT B

% Framm: Wﬂ
- Tao IW

Suzpenzion Fee

Mumber of Leszon; 2
Cost per Lezzon: $-8.00

Total Fee: $ |-1 £.00 [~ Do Tranzaction Mow

Mo dizcount applies

¥ 0K | ¥ Cancel |
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4. Enter the 'From’ and ‘To’ dates between which the suspension will occur
5. Click [OK] to finalise

Step 2: Override the Direct Debit:

Now that you have suspended the student booking, If you want the student’s direct debit
fee to be reduced for this time you will need to apply a direct debit override.

1. Open the Student Details screen; Classes> Students & Families> Student Details
2. Search for the student by either:

a. Typing their last name and hitting enter

b. Typing their Customer ID and hitting enter

c. Scan their card

d. Selecting the [...] button
3. Select the Direct Debit Override tab

3 Student Details “

Stdent [E8 J |SPLASH, MILLIE Student Details
Fammily: |85 |SF'LASH, LM Family D etails FPhone:

Bookings] Attendance] Level Histary DirectDehitDverlidelMessagex’tomment] Eards] Hegistrations]

Day | Time | Level Fes. § | Oweride, $ | Ends | Reaszon

Monday 11:00 &M Infants 1 24.00

Override

| Overide: $[1200 | [Enddate: [15DEC2015 0 [Resson [MEDICAL | I Update I
“Leawe blank to override the

Rlest DO Period anly.
[Erter Date or select [38 Dec 2015 Clear
from the List of 11 Jan 2016
Perspective DD 25 Jan 2016
Penods EMD Dates.] |08 Feb 2016 Clesar &l
22 Feb 2016
07 Mar 2016 v

=Lm=
Setup -

Print card Ity Letter -
Save

3. Enter the amount you want to charge the student on the next direct debit. For
example if you only want to charge them for half the period then only enter this
amount. Whatever amount you enter, is what they will be charged. This will
override all other discounts and adjustments. For more in depth instructions see the
Direct Debit Override tab section of this User Guide.

4. Enter the date you wish to apply the override until, if you only want it for the next
direct debit run you can leave it blank

5. Enter areason for the override, i.e. injury/iliness

6. Click on the [Update] button and a confirmation message will appear saying how
many debit periods are going to be affected by this override if correct select [Yes]
if you need to make changes click [No] and you will be taken back to the
previous screen to make amendments

Clear

[ =
I}
I
Lt

Delete

Clane Cloze
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Direct Debit Override

| This student will be charged $12.00 for the following 1 Debit Run:

O 15/12/2015 to 28/12/2015

This will override Class:
Monday at 11:00 AM (Infants 1)

If this is correct then click Yes, followed by the Save button,

Setting up Suspension Fee:

Suzpension Fee
Murmber of Leszon: 2
Cozt per Lezson: $-8.00

Total Fee: % |-16.00 [ Do Transaction Now

Suspension fees can be setup against Standard and Squad Class Types. For more
information on this process please see the Admin User Guide.

If a suspension fee has been setup in the Class Type setup, the suspension cost per lesson
and suspension total fee will be shown. The suspension fee can be positive (a charge) or
negative (arefund/credit). A reminder that this is only applicable to upfront/term
bookings.

Viewing Suspensions

The suspension is shown under the Attendance tab of the Student Details screen:

Booking Level Histor_l,l] Direct Debit Dvenidel Mezzage/Comment ] Calds] Hegistrations]
For booking on Monday at 1100 A0 for level Infantg 1 M akeup lezzons
Date | Attended | Cancellzd | Suspended | Teacher | ~ Date Attended
91142015 Yes TEACHER, SWIM
16/11/2015  Yes TEACHER. SWiM
2311205 Yes TEACHER. SWwiM
3011/2M8  Yes TEACHER. SWwiM
72205 Ma 2120201, TEACHER, S'wik
14/12/2015 MNa TEACHER. SWiM
21124205 MNa TEACHER. SWiM
1/02/2016 Mo TEACHER. SWwiM
8/02/2me Mo TEACHER. SWwiM
15/02/2016 MNa TEACHER, SWIM e

&)l Days | Fram: ,7 ﬁ To ,7 ﬂ
Remove Suspension | Cancel Attendance | Print Attendances |

Removing Suspensions

1. Highlight the date

2. Click [Remove Suspension] butfton to cancel a suspension

3. If cancelling a perpetual student’s suspension and an override has been applied
you may want to remove the override
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Day to Day Class Management

Booking Manager

Classes> Classes> Visual Scheduler

03 Booking Manager ﬂ
Skills A
Class Level ITurtIes Date: |9 DEC 2015 1.1. Blow Bubbles
2. 2. Safe Slide In Entry
Teacher: ITEAEHEFL MICOLE Start Tirne: IS:DD A 3. 3. Agsisted Front Float
. 4. 4. Assisted Back Float
Ares: IMP 2 End Time: IS:30 A 5. 5. wet Own Hair v
1 Skills Attained )
Mame | Id | Age | Health lssues | Suzpend | Cancel... | tkUp | Cazual | Held | Trial | Started Level | F'|
BEAN, ALEX 49 M M M M he N P
DAY, ADAM 12 &6 M M M M M N 2B APR 215 T
SMALL, ED kil M M M M M N B MaY 2015 T
SPLASH, HOLLY = M M M M M M 95ERP 2015 P
M aimum 4 Suspend ¥ ok X Cancel

The class booking manager can be accessed by either of the following methods:

1. Change the double-click action to Booking Manager and double clicking on the
class within the Visual Scheduler

) Make booking ' Move booking

1 Class Detail

-OR-

2. Single right click on the class within the Visual Scheduler and select Booking
Manager from the options

4:00 PM-4:30 PM
Platypus 5

Make Booking

11:00 AM-11:: Mowve Booking
Infants 1 %

Booking Manager

Clazs Details

Mowve From
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Students Booked Tab

1 Skils Attained ]
Name | Id | Age | Health |ssues Suspend | Cancel... | MkUp | Casual | Held Trial Started Level | F'|
BEAN, ALEX 49 N N N N hd N P
D&Y, ADAM 12 EBE N N N N N N 28 4PR 2015 T
SMaLL, ED kil N N N N i N E My 20156 T
SPLASH. HOLLY 64 N N N N M N 95EP 2015 P
Mawimum 4 Suspend ¥ Ok X Cancel

Displays the following information about students:

¢ Name

e CustomerID

e Age (Years:Months)

e Health Issues (3 digit code)

e Suspension has been applied to the booking
¢ Aftendance has been cancelled

e Make up booking has been made

e Casual booking has been made

e Booking has been held from waiting list
e Trial booking has been made

e Date started the Level

e Payment Type

Legend:

Y=Yes

N =No

P = Perpetual Booking
T =Term Booking
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Skills Attained Tab
Skillz A
Class Level  [Turtles Date: [9DEC 2015 4. 4. Assisted Back Float
5. 5. Wwet Own Hair
Teacher: |TEAEHEF|, WICOLE Start Time:  |5:00 A E. B. Kick Aidded
- - 7. 7. Demonstrate Torepedo Arms
Area: |MP 2 End Time:  3:30 At 8. 8. Collect Object From the Bottom of the Pool v
Students Booked T Skills Attained ]
Student Mumnber | Started Level |Status 2 [2 s[5 [ [7 |s
DAY, ADAM 12 28APR 2015 (] [ ]
ShaLL, ED il B MaY 2015 O [m[m] 0
SPLASH, HOLLY |B4 9 5EP 2015 (] 0 da
BEAM, ALEX, 43 Held o o o I e o

The Skills Attained tab displays the skills students have obtained and also allows you to
record new skills attained. The skills applicable to the level are displayed in the right hand
top corner of the Booking Manager screen.

To add new skills please refer to the Admin User Guide.

Daily Classes
Classes> Classes> Daily Classes

The Daily Classes screen allows you to view the day’s classes by the order of their fime.
From this screen you can view the time of a class, the area it is held in, the students
enrolled and their attendance. You can also record a visit through this screen.

Classes User Guide December 2016 101



s
\ ]

=5 Links

MODULAR SOLUTIONS

[ ] Daily Classes - All Class Types =& -
TP P2 P23 =
9:00 AM 900 AM-9:30 AM 900 AM-9:30 AM
BROWN, TODD 3 JONES. BRETT 4
THOMAS, ADAM NO STUDENTS
930 AM 930 AM-10:00 AM
SMITH, JO 4
NO STUDENTS
1000 AM 10.00 AM-10:30 AM 10:00 AM-10:30 AM 10:00 AM-10:30 AM
SMITH, JO 2 SMITH, JULIE 3 JONES, BRETT 4
SMITH. MADDIE WESTON. EVIE NO STUDENTS
WESTON., FLETCHER
1030 AM 10:30 AM-11:00 AM 10:30 AM-11:00 AM =
SMITH. JULIE 4 SMITH. JULIE 4
NO STUDENTS NO STUDENTS
330 PM 330 PN
BROW!
MO STL
4:00 PM 4.00 PV
BROW!
NO STL
N J_‘
To:
: Norers =l EEmree

e Date - Upon opening the Daily Classes screen Links will automatically default to the
current days date. To change the date, click on the [D] to make your date
selection. You can also type the desired date into the field.

After nominating a date you can then make a selection by the following filters:

e Starling Time - There is the option of making a selection based on class times
¢ Class Filters - The class filters allows you to filterby Class Type, Level, Area and
Teacher

By clicking on the buttons you will be able to select as many options as you require by
tfransferring them from the available to the selected side of the option box.

¢ [Reset Filters] - will remove any filters that have been applied

e Scan Student Card - This option can be used to record a visit for a student. Place
the cursor in the field and either type in the Student ID or scan their card to record
a visit. If the student does not have a card, click [Search] to find a student via the
normal Links search function.

e [Schedule] - Switch to the Visual Scheduler

¢ [Refresh]-Refreshes the afttendances

e [Close] -Closes the Daily Classes screen

Recording an Aftendance/Cancellation or Absence

You can chose to; mark an attendance or notify an absence for the day’s classes. Once
you have selected the required student, left mouse click will bring up the following
options:

1. Attended
2. Cancelled
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3. Noft present
4. Student Details

Highlight the required status and left mouse click to select the status. The class details will
show this status next to the child’s name.

Legend:

e C=Cancelled
e N = Not Present
e A= Aftended

If you chose ‘Attended’ the normal student visit message will appear.

Daily Aitendance Screen
Classes Module> Classes Menu> Daily Attendance

In addition to the Daily Classes screen you can also utilise the student Daily Attendance
screen. This screen enables student’s lessons to be attended and cancelled, Student’s
skills to be amended and viewed as well as switching to the Visual Scheduler. There is also
an option to ‘Attend All’ if desired. The date will default to the current date, however this
can be changed if required. To view the bookings in order of the time, name, area or
teacher simply left mouse click on the top of the required column.

El Daily Attendances - All Class Types = =
" Show Attendances

Time MName Fam Balance, §| Attend | Cancel |Lewvel Arga Teacher

09:00 A TRIAL HOLLY 3200 O O [Turles MP 1 S TEACHER

10:00 Abd BEAN, hidix oo O O |Tadpoles WP 2 TEACHER.MNICOLE

10:00 Ak JOMEE. TED ool O 0 |rabhkies MP 1 Sl TEACHER

10:00 At SMALL ED -n72o0) O O |Tadpoles MP 2 TEACHER.MICOLE

10:00 Abd SMITH, EMILY oo O O |Yabbies WP 1 Sk TEACHER

11:00 Ak JOMES. BABY ool O 0 |Infants 2 MP 1 Sl TEACHER

11:00 At SKYE. MICOLE oo O O |infants 2 MP 1 SWiM TEACHER

3DEC2015 0| | | From Class Type

To:
No Filters

Reset
Filters

Teacher
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Time -Displays the lesson time

Name -Lists the student’s surname and first name

Family Balance -Indicates if the family owes any money for their bookings
Attend-Select the box to attend the student for their lesson, a visit message will
appear as normal

Cancel-Select the box to cancel a student’s attendance for the date specified
Level-Displays the student’s level

Area-Displays the area where the class will take place

Teacher-Shows who the student’s teacher is

Once a student has been attended, they will disappear from the list. To bring up all
students who have been attended; select ‘Show Aftendances’box from the top left hand

corner.

Select the [Attend All (no validation)] button to attend all student bookings for the date
selected.

Note: If both the attend and cancel boxes are left blank for the student, this is considered
a ‘No Show' for the purpose of the Absentee Analysis report. This can be found in
Reporting> Classes> Status> Absentee Analysis.

Applying Filters to the Daily Attendance Screen

Date - Upon opening the Daily Attendances screen Links will automatically default
to the current days date. To change the date, click on the [D] to make your date
selection. You can also type the desired date into the field.

After nominating a date you can then make further selections.

Start Time - There is the opfion of making a selection based on class fimes

Class Filters - The class filters allows you to filterby Class Type, Level, Area and
Teacher. For more information on Class Types, Levels, Areas and Teachers please
refer to the Overview of the Visual Scheduler in this User Guide.

By clicking on the butftons you will be able to select as many options as you require
by transferring them from the available to the selected side of the option box.
[Reset Filters] will remove any filters that have been applied.

Scan Student Card - This option can be used to record a visit for a student. Place
the cursor in the field and either type in the Student ID or scan their card to record
a visit. If the student does not have a card, click [Search] to find a student via the
normal Links search function

[Schedule] -Switch to the Visual Scheduler

[Refresh] -Refreshes the aftendances

[Excel] -Allows you to export to excel the Daily Attendances screen, see example
below
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A B c D E F G H I
1 [studentID[Time Name |Ba|ance |Attended Cancelled|Level Area Teacher
2
3 71| 9:00 AM[TRIAL, HOLLY -32|No MNo Turtles [MP1 SWIM , TEACHER
4 45| 10:00 AM [BEAN, MAX 0|No MNo Tadpoles [MP 2 TEACHER,NICOLE
5 140| 10:00 AM[JONES, TED 0|No MNo Yabbies [MP1 SWIM , TEACHER
6 31| 10:00 AM [SMALL, ED -107.2|No MNo Tadpoles [MP 2 TEACHER,NICOLE
7 142| 10:00 AM[SMITH, EMILY 0|No MNo Yabbies [MP1 SWIM , TEACHER
8 38| 11:00 AM [JONES, BABY 0|No MNo Infants2 |[MP 1 SWIM , TEACHER
9 141| 11:00 AM [SKYE, NICOLE 0|No MNo Infants 2 [MP 1 SWIM . TEACHER

e [Close] - Closes the Daily Attendances screen
Marking Students Skills from the Daily Attendance Screen
You can also enter or view the skills for a student’s current level:

1. Double click on the student and the following screen will appear:
B Associated skills for level Turtles for TRIAL, HOLLY - B o

Skill Date Achigved
2. Safe Slide [n Entry

[[] 3. Assisted Front Float

[[] 4. &ssisted Back Float

5. et Dwn Hair

[ & Eick Aidded

V. Demonstrate Torepedo Armz

[[1 &. Collect Object Fram the B ottom of the Pool

— Long Description
1. Blow Bubblez

¥" OE X Cancel

2. You can select skills that have been achieved by a single left mouse click in the
box to the left of the listed skill
3. Click [OK] to save and exit the Associated Skills screen
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Wait List Entries

Classes> Classes> Wait List Requests

From here you can enter requests for classes that may be currently filled. Upon entering
the student details into the wait list you will be able to run reports to check their status at

any time.

i B Wait List Requests “

Wwhaitlist Id: J Hew Request expiry: ﬂ

Student/Perzan: J Add Priiity [1 = Hight ,—
|

Class Type: | j

Frani:

Level: |<<A||>> j T '7

o
Teacher: <<ilhs Set

[ Al Daps [® Thursday

[* Monday [* Friday

X Tuesday X Saturday

X wWednesday X Sunday

E= — *
- i
Save Delete Clear Clane Cloze

Entering a new Wait List Entry

5. Open Wait List Request screen;Classes> Classes> Wait List Requests
6. Click [New], the Waitlist ID will automatically pre-fill with ‘New'

Wi aitlizt [d: | J Mew Request expiny: ﬂ

Student/Perzon; | J &dd Pricrity [1 = High; |
|

7. Search for the student by either:
e. Typing their Customer ID and hitting enter
f. Scan their card
g. Selecting the [...] button
h. Alternatively, you can add a new student by clicking on [Add].
8. Select a date for the request to expire, leave blank if you do not wish for the
request to expire
9. Enter a priority between 1 and 9 where 1 is the highest. Links will default to 1.
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Class Type: | j
From:
Lewval: |<<AII>> ﬂ .
o
Teacher; @lhs Set
[ Al Days [ Thursday
[% Monday [ Friday
[*¥ Tuesday [*® Saturday

10

11

12.

[% wWednesday [*® Sunday

. Select the Class Type and level from the drop down menus. There is also the opftion
to specify a teacher and starting fime. To specify a teacher click [Set]. To set a
tfime frame enter the applicable times in the ‘From’ and/or ‘To’ fields.

. Select the day/s required by selecting the box next to the day listed

Enter in any required comments. Comments will appear on reports and may

include; “please notify parent on work number if suitable class found” or “only call

if a spotis also found for a sibling”.

. Click on the [Save] icon to finalise this request. The entry will now be saved and a

Wait List ID numlber created. This can be used to search for the request at any
fime.

View Student Wait List

Classes> Classes> View Student Wait List

This screen allows you to view students who are on the waiting list and:

Book student/s into the required class in addition to their current booking

Create a new booking for student’s not yet enrolled

Move a student from their current booking to a class they have been waiting for
Place a class vacancy on hold for a student
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Wait Listed Students

[~ Show waitlist entries with a class match

Entered

BEST.KIM
DAY, ADAM

[ Include expired entry fram the \Wait List

Student Details Remove

2/12/2015,
2129015,

Starting Time
Frarm:

I—
Ta I—

Expiry from waitlist; I

Reguested Level: I

Requested Teachers:

Requested Days:

Comments:

Day | Time | Level | T eacher | First D ate

“MWacant clazzes up to 23 Dec 2015

Book It Move It Put On Hold Close

Upon highlighting the required student from the left hand side, class matches will appear
on the bottom right hand part of the screen, as demonstrated below:

Wait Listed Students

[~ Show waitlist entries with a class match

Student

BEST.KIM
DAY, ADéM

I Include expired emtry from the ‘Wait List

Student Details Remaowve

21242015,
21249015

rBEAN. ALEX

Starting Time

Fram: IDS:DDAM
To: I'ID:DDAM

Expiry from waitlizt: I

Requested Level: ITurlIes

Reguested Teachers:

Requested Daps;  |Monday,wWednesday Friday

Comments:

| First D ate
2M12/205

I T eacher
TEACHER. NICOLE

(ET] I Time I Level
Wednes._. 09000058  Turtles

*Wacant claszes up to 23 Dec 2015

Book It

Move It

Put On Hold Close

Student Details screen can be viewed by double clicking on the student’'s name on the

left.
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Displaying Waitlist Entries with a Match

This process will allow you to display only those waitlist entries that have an available
match. By default all waitlist entries will be displayed.

1. Open ‘View Student Wait List’ screen; Classes> Classes> View Student Wait List
2. Select the check box ‘Show waitlist entries with a class match’

i View Student Wait List ﬂ
Wait Listed Students

||7 iShow waitlist entries with a class matcki I Expiry from waitlist:

Frarn:
Student | ClazsType | Fricrity | Entered | Requested Level: | Tar ,7
BEAN, ALEX TURTLE 1 242/2015... Reguested Teachers: ‘ )
Requested D ays; |
Comments: ‘
Day Time | Lewvel Teacher First D ate

[ Include expired entry from the ' ait List

Student Details Remaowve

*‘acant classes up to 23 Dec 2015

Book It Move It Put On Hold Close

Once a class match has been found you can choose to make a new booking, move an
existing booking or place the vacancy on hold.

Displaying Expired Waitlist Requests
This will allow you to display any waitlist entries which have since expired:

1. Open ‘View Student Wait List’ screen; Classes> Classes> View Student Wait List
2. Select the check box ‘Include expired enfry from the Wait List’

Deleting a Waitlist Request

1. Open ‘View Student Wait List’ screen; Classes> Classes> View Student Wait List
2. Highlight the waitlist request to be removed and click [Remove] button

Booking a Student from the Wait List

Before choosing o book a student from the waitlist you may need to see if they are
currently enrolled in a class. Click on the [Student Details] button. Select the Status tab of
the Customer Details screen and then the Classes tab to view any current bookings. Close
the Customer Details screen to return to the View Wait List Requests screen.
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¢ [Book If] - Clicking this button will open the Create Student Booking screen.
Continue with the new student booking process as stated within the Making a
Booking section of this document. The student will now be removed from the
waiting list.

e [Move I1] -This option allows you to move the student from their current class fo a
new suitable class as found by the waiting list. The Move Booking screen will
appear. Continue with the move student booking process from the Moving
Bookings section of this document. The student will now be removed from the
waiting list.

e [Put On Hold] -This allows you to book a place for the student in the required class
without allocating any fees and charges to the student file. Whilst a place is being
held, the student cannot gain entry through POS without being taken off hold and
enrolled into the class. Thus, allocating fees and charges.

The Create Student Booking screen will appear but without any date allocations or
fees.

¢ [Close] - Press this button to close the View Student Waitlist screen

Viewing Students on Hold
Classes> Classes> View Students on Hold

This screen allows you to permanently book a student into a position which is being held or
move them back onto the waiting list.

5 Students on hold “

Student Contact Clazz Cetail Teacher Ot Hald

BEAM. ALEX BEAM, BEAN TLRTLE ‘Wednesday 3:00a (MP 2] TEACHER, MIC...  2/12/2015 3:55:00 PM

Back on Wait List Book It Delete Close

¢ [Back on Wait List] - This button enables you to take the booking off hold and
return the student back to the waiting list as per their original criteria

e [Book If] -The Create Student Booking screen will appear. Continue with the new
student booking process within the Making Bookings section of this document. The
student will now be removed from the students on hold list.

o [Delete] -This will delete the held booking and the waiting list request will remain
cancelled

e [Close] -Press this button to close the students on hold screen
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Teacher Absences

Classes> Staff> Teachers Absences

This window provides a recording of feacher absences and the allocated replacement
teacher. This data is then readily available via a report in the Reports Module.

03 Teachers Absences H
Absent teacher. I_ vi Date: |2 DEC 2015 il
Clazs I1d | Clazz Type | Clazs Lewvel | Starts | Endz | Replacement |
[ Select &l

Clear Replacements

Teacher I ;l

Comment:

Aszzign Replacement

Cloze |

Allocating a Replacement Teacher

1. Open Teachers Absences screen; Classes> Staff> Teachers Absences
2. From the drop down, select the absent teacher

Ahzent teacher: ISWIM .TEACHER LI Date: |2 DEC 2015 il
Clazs Id | Clazs Type | Clazs Level | Startz | Ends | R eplacement |
11 TADPOLE LEV... Tadpoles 0300 A 09:30 A
113 TADPOLE LEV... Tadpoles 0300 A 09:30 A
1432 INFAMT CLAS...  Infants 1 11004 11:30 AM
[ Select &l

Clear Replacements

3. Select the date the replacement teacher will be covering the absent teacher
4. Select the classes the teacher will be absent for. There is the option to ‘Select All’

5. Select the covering teacher from the teacher drop down
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Teacher: I ;I

Comment:

Aszzign Replacement |

6. Enter any comments regarding the absent or covering teacher/s
7. Click [Assign Replacement] to complete the process

0 Teachers Absences “
Abzent teacher: |SWIM  TEACHER ~| Date |2DEC2M5 il
Class Id Clazs Type Class Level | Sk:lts | En_ds | Heelacement |
11 TADPOLE LEY...  Tadpoles 05004  09:30AM  TEACHER. MICOLE
[mRE] TADPOLE LEY... Tadpoles 09:00AM  09:30 AM
142 IMFAMT CLAS...  Infants 1 11:004M  17:30 AM
[ Selectal

Clear Replacements |

Teacher. ITEACHEFL NICOLE j

Comment:

Close |

Note: Replacement teacher names will now appear on Timetable Reports for the
applicable date/s. For more information please refer to the Reports User Guide.
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Moving a Student into anotherFamily
Classes> Student & Families> Move Student into another Family

If you have accidently allocated a student to the wrong family you are able to easily
move them into another family.

53 Maove student to another family S

Thiz window allows you to move a student from one family to another, including all bookingz, accountz and
mezzages for the selected student.

Student: J | Student Details |
Currenit farnily: | Family D etails |

Mewy Farmily: J | Famnily Details ‘

X, Cancel v 0K

1. Search for the student by either:
a. Typing their last name and hitting enter
b. Typing their Customer ID and hitting enter
c. Scan their card
d. Selecting the [...] button
2. Search for the new family you wish to move the student to by either:
a. Typing the Responsible Person last name and hitting enter
b. Typing their Customer ID and hitting enter
c. Scan their card
d. Selecting the [...] button
3. Click [OK]

The student will now be moved to the new family, along with their booking, financial
details and history.
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Family Credits

How the Family Credit Process Works

Family credits allow for a greater range of flexibility with family payments. They also follow
accounting rules making it easier for the fransfer of monies from one income area to
another. For example; when a booking is cancelled or a ‘goodwill’ credit is applied to the
family, the amount is removed from the original income area and the amount placed into
family credit liability account. When the credit is then used for another product or service
within the database the income is then applied to the appropriate area. This will be
detailed further below.

Listed below are the ways in which family credit may be accumulated:

1. Payment made through POS to a family account for future costs at the facility
2. Cancelled booking may result in a rebate if a booking is cancelled prior to the

delivery of all paid lessons
3. Moved booking may result in a rebate if a student is moved from a level of higher

value
4. Users can apply a goodwill credit to a family account for various circumstances

such as cold pools and/or maintenance closures and so on
Family credit can be utilised in the following methods:

1. For purchase of other products and services offered at the facility for example,

drinks and goggles
2. Default option when making a new booking is to use any available family credit
3. Family credit to be used by the direct debif run allowing for customers to pay in
advance (e.g. no money in the bank) or for credits to be split across student
bookings in on easy process

Note: To work with family credits in Classes, that is, pay from the family screen you will
need to have your PC setup as a Till (POS> Till Menu> Setup).

IMPORTANT TO REMEMBER:

It must be remembered that when a booking is cancelled or a goodwill credit is applied
the amount refunded/credited is taken from a particular service code. This means that
there may be a negative amount for this income area if no other payments are taken
within the reported fimeframe.

Classes User Guide December 2016 114



=3 Links

MODULAR SOLUTIONS

Making a Payment to a Family Account

1. From POS Module, select [Functions]button
2. Click on [Family Credit Paymenft] button, the following screen will appear:

5 Family Credit Payment “

Respanzible Persan: || J Wiew Details

Amount to add to Family Credit; $ |0.00

Comment ‘

v 0K ‘ X Cancel

3. Search for the responsible person by either:
a. Typing their last name and hitting enter
b. Typing their Customer ID and hitting enter
c. Scan their card
d. Selecting the [...] button
Enter the amount to add to family credit
Enter a comment if required
Select [OK]
The amount will be returned to POS andcan be paid via any payment type that is
accepted by your facility

No ok

TILL1 Transaction for MARY CASUAL  Previous Transaction

|| J Total $0 Change $

Description | Quantity | Amount $ |
Family Account Sale 1 30.00
Total $30.00

Please refer to the Reporting User Guide for more information on how this process affects
financials within Links.

Using Family Credit to make/pay for a Student Booking

When a booking is made or a class payment is taken Links will attempt to use the family
credit before taking any additional money.
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Using Family Credit to make a new Student Booking

In the Create Student Booking screen, when ‘Pay Now' option is selected the family credit

is used first, see below:

=Due t105.60 Farnily Credit: $ |30.00
Armaunt in Credit. $30.00 Amourt to pay: § |75.60

Using Family Credit to pay for a Class Payment through POS

Again Linkswill attempft to use as much family credit as possible before collecting any

additional money, see below:

1. Go to POS select the Class Payment Function

2. Search for the student by either:
a. Typing their last name and hitting enter
b. Typing their Customer ID and hitting enter
c. Scan their card
d. Selecting the [...] button

3. The Class Payment screen will open

4. If the family account has family credit owing the amount available will show

i Class Payment

Student 1d: |133 J Student M arne: |EHAF! LIE REFORT

Responsible Person ID: - [136 Responsible Person: |SAHAH REFORT

Account Details

Owing against Family: § |36.00 Wiew Family Details

Owing againzt Student: § |36.00
Tatal for booking: $ |36.00

Family Credit: $ [30.00 [ $30.00 available) |

Total for Point of Sale: $ |6.00

Select who Payment is for Camments:

() Pay against selected student anly

Mote: = Pending charges are not shown

v 0K | X Cancel |

5. To proceed to take payment and utilise the credit click [OK]
Click [OK] on the Class Payment Spilt for Family screen

o ¢

7. The class payment will appear in the transaction box in the POS screen and the

family credit will show as a negative amount reducing the final payment
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TILL1 Transaction for SARAH REPORT Previous Transaction

|| _I Total $0 Change $

Description | Quantity | Amount $
Family Account Sale -30.00
Swim School Level 1 20.00
Swim School Level 2 1 16.00

Using Family Credit to pay for a Class Payment from the Family Screen
Classes> Students & Families> Families> Accounts/Bookings tab

When a family has a credit owing in their family credit account and there is a booking
which has outstanding money, the money from the family credit account can be
allocated fto the booking.

For Standard Class Types:

1. Open the Family Setup screen; Classes> Students & Families> Accounts/Bookings
tab
2. Right click on the outstanding booking line

5 Family Setup - RP Ph: N/A
Responsible Persorr 138 .| [5#R&H REFORT Create new famil_pl Detai|s| Cust Marketing Details |
Family Details | Debit Details  dccounts/Baokings | HP/Squads: | Azcount Histor_l,ll b ake Upsl Hegistrationsl
| &+ Current only 7 Histary [~ Include makeups Change Discount | Make Adjustment | Cancellation |

MHame I Type I Day I Time I Level I Start I End | Fee,!BI Balanc... I St... I Bk...I Dis... I Pa... I Comment I
TILLY IMF&.. ‘wed  11:008M Infants 1 2M12/2. 21272 9.0 oo o1 2 20 TH
krLIE IMFA.. ‘wed  11:004M  Infants 1 2M2/2..  2M2/2. 12.00 oo 2 1 0 T
TAD Mah e 1
= Booking details 1 1 0 TM
Apply Family Credit
r Fees Towl$:
Date | Reason | Amount, § | ?;Dd Lessons Balance $: 16.00
2DEC 2015 Pra rata 16.00 o
Total Pending $: Fego Balance §: 20.00
[aliy]
Total Balance §: | 36.00 Due

P ts

—_ Total $: Family Credits §: 30.00
| Date | Reason | Arnount, 5 | | H \ ,

3. Select ‘Apply Family Credit’ from the list, the following screen will appear:

Classes User Guide December 2016 117



“& Link
=y LINKS

MODULAR SOLUTIONS

Family Credit Purchase

Booking IMDnday 9:30a (T adpoles)

Student: |CHARLIE
Booking balance §: |-'| 6.00

Family Account balance $: |3EI.DD

Fay this time:: $ I‘I B.00

Reaszon:

X Cancel

4. Enter the amount to be used and a reason if applicable

5. Click [OK]
6. Enter Staff ID& password

financials within Links.

Please refer to the Reporting User Guide for more information on how this process affects

1.

For Holiday Program and/or Squad Class Types after the initial booking has been made:

From POS Module, select Class Payment function button, alternatively select the

[Function] button and then select [Class Payment]

E pos.link - [Point of Sale] =8 -
B+ File Till Facilty Maintain Custorners Retention Appointments consultlink Messages Help |- |ﬁ‘ | xl
TILL 1 Current Transaction Previous Transaction Previous Visits
| _I Total $31 Change $ Mo visits today Visits Today

Description I Quantity | Amount § |
Total $ v
A Voucher/ Credit 3
PaoeP Dot Aqua‘sseﬁlc e - odu L RS, i “-
Direct Debit Pa Bookings Scheduler Merchandise Club Adult Swim Note
Account
Full Access o r .
Gym Visit Booking . . : m-“
An:ult“112 Pa Ty Class Paymen Kiosk Child Swim
onths Credit Card Layby/ Split Retrieve
Pool 20 Visit - = Booking W 7 ~
Group Fitness Under 2 Swim Customer
Adult Payment Search EFTPOS
] ] 0
B ol nn
Customer Clear Print Previous No Sale T
Account Sale  Transaction Receipt P

2. Search for the student by either:

a. Typing their last name and hitting enter
b. Typing their Customer ID and hitting enter
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c. Scan their card
d. Selecting the [...] button

3. Once the student has been selected, the following information will display:

3 Class Payment

Studertld [1¢8 ]

Student Name: ITDM SKYE

Responsible Person 1D 145 Fesponsible Person: ISUE SKYE

Anoount Details

Owing against Family: § |64.00
Owing against Student: $ |64.00

Tatal for booking: $ |64.00

I Family Credit: $ |1 6.00 [ $16.00 availablg)

Tatal for Paint of Sale: $ [48.00

Wiew Family Details |

Select who Papment i for Barmentsy
) Pay against selected student only

®iPay against famiy aeeount

Mote: ** Pending charges are not shown

v 0K | X Cancel |

Note: In the example above, the family has $16.00 in the family credit field and $64.00
outstanding. To use the family credit towards the outstanding amount of $64.00,

select[OK].

4. The following screen will appear, select [OK] to continue to apply the family credit

to the outstanding charges

3 Class Payment Split for Family: SKYE
r Lesson Charges
Student Mame Clazz Type (Clazz Detailz Booking Type Start Date Charge Reason Due, § Pay, $|
HF tonday 3:30a Turtles [Lap 2] Tem 04 Jan 2016 | Class booking fee 16.00 16.00
TOM SKYE HF Tuezday 10:00a Tadpoles [Lap 1] Tem 05Jan 2016 | Class booking fee 16.00 16.00
TOM SKYE HF Wednesday 10:00a Tadpoles (Lap 1] | Term 06 Jan 2016 | Class booking fee 16.00 16.00
TOM SKYE HF Thursday 10:00a T adpoles [Lap 1] Tem 07 Jan 2016 | Class booking fee 16.00 16.00
| | | | Totals: | [ 64.00] 64.00]
Regi ion Charges
Student Name |ReqaiD |Descﬂ3tion |5tart Date |CeaseDate | Due g Pay. $
| | | | Totals:|  0.00] 0.00]
To add ta Family Credit: $ ID.DD
Total § |64.00
v OK X Cancel |
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5. The fransaction will now appear in POS Module with the family credit shown as a
negative line where the credit has been used

TILL1 Transaction for SUE SKYE Previous Transaction

| .| Total$s4  Change$0
Description | Cluantity | Amount $ |
Family Account Sale -16.00 |
Learn to Swim Holiday Intensive 16.00

1
1
Learn to Swim Holiday Intensive 1 16.00
1
1

Learn to Swim Heliday Intensive 16.00
Learn to Swim Holiday Infensive 16.00
Total $48.00

Note: The remaining $48.00 can be paid via any payment type that is accepted by your
facility.

How to use Family Credit towards a New Booking

1. Follow the steps to create a new student booking. The Create Student Booking
screen will be displayed and will show any credit owing as seen below

=Due $]105.60 Family Credit: % ID.EIEI

Amaount in Credit $ 130,00 Amount bo pay: § IU.UU

2. Click [Pay Now] to pay this amount immediately and the ‘Amount to Pay’ will be
displayed

= Due: $[105.60 Family Credit. $ |30.00
Amount in Credit: § 30,00 Amount to pay: $|?5'EEI

3. Select [OK], the transaction will now appear in the transaction box in the POS
Module. The family credit will show as a negative line where the credit has been
used

TILL1 Transaction for SARAH REPORT Previous Transaction

| _I Total $0 Change $

Description | Quantity | Amount $ |
Infants Swim School 1 7560
Infants Swim SEDDD| 1 30.00

Familyr Account Sale 1 -30.00 |
Total $75.60

Classes User Guide December 2016 120



=3 Links

MODULAR SOLUTIONS

Note: Depending on the version of Windows being used, it may be necessary to click on
the POS icon on the Windows toolbar to display the POS screen, it will most likely be
flashing orange.

Applying a ‘Goodwill’ Credit through the FamilyScreen
Classes> Students & Families> Families> Accounts/Bookings tab

When providing a family with a credit for reasons such as promotional offer, cancelled
lessons and so on, the income is effectively lost, as a service is being provided at no cost
to the customer. For this reason when you give a family credit you must select which
service code you wish to remove the income from. Links’ suggestion would be that it is
taken from the class that it is applicable to, for example if a student’s preschool lesson
was cancelled then you would reverse the income from the same service code.

1. Open the Family Setup screen; Classes> Students & Families> Accounts/Bookings
tab
2. Click on the [Increase Family Credit] button, the following screen will appear:

5 Increase Family Credit - =

Curent Balance % [14.00

Increasze the Family Credit balance by § [16.00

Service: |Swim School Level 1 ﬂ

Reason |medical j

Camments:  |Medical Certificate B ecieved

Forgo Family Credit | v 0K X Cancel

3. Enter the amount to increase the family credit by

4. Select a service from the drop down menu to take the family credit from
(remember this will make a negative transaction against the selected service
code)

5. Select the reason from the drop down menu

Enter any additional comments if required

7. Click [OK], a fransaction will now be written for a negative amount against the
selected service code

o

Please refer to the Reporting User Guide for more information on how this process affects
financials within Links.
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Forgoing the Family Credit

If a family is in credit you may wish to forgo this credit for reasons such as the family has
left the business and will no longer need the credit. This will forgo the liability that you are

holding for the selected family.

Note: You can only forgo all or none of the family credit.

1. Open the Family Setup screen; Classes> Students & Families> Accounts/Bookings

tab

2. Click on the [Increase Family Credit] button, the following screen will appear:

5 Increase Family Credit = B
Cument Balanc= $: [3000
Increaze the Family Credit balance by: $ W
Service: | |
Reazon | j J
Carmmerts:

v OK

! Forgo Family Credit

| X Cancel |

3. Select the [Forgo Family Credit] button, the following message will appear:

LinksClasses

Are you sure you wish to forge this family's credit of 30.00

oK

Cancel

4. Click[OK]

Please refer to the Reporting User Guide for more information on how this process affects

financials within Links.

Using Family Credit to make Purchases Other than a Student Booking

When a family has money in family credit they can use this for any purchase within Links.
This means that a family may for example receive a credit for cancelled lessons and wish
fo use this amount for items such as drinks and goggles.

To make a family credit purchase:
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1. Enter the product, service, membership or visit passas per normal through POS
2. Select the [Functions] button
3. Select[Family Credit Purchase] button, the following screen will appear:

TILL1 Current Transaction Previous Transaction Previous Visits
| | Tetaiso Change $ Mo wisits today
Description | Quantity | Amount § |
Family Swim 1 20.00
5 Family Credit Purchase = =

Responzible Persor: 136 J Yiew Detailz

|REPORT. S4R&H

Current Tranzaction Amount: § |20.00

10 Visit P —
Memberships Adult Current Family Credit Balance: $ |3D.EIEI
Amount to use from Family Credit: § ,W
Flexi 10 Visit P et
Membership Child ‘
isi v 0K X C |
Gold Aquatic 10 Visit P ‘ ance
Aqua

-~

4. Search for the responsible person by either:
a. Typing their last name and hitting enter
b. Typing their Customer ID and hitting enter
c. Scan their card
d. Selecting the [...] button
5. The current family credit balance will be displayed
6. Enter the amount to use fromfamily credit, by default as much as possible that can
be used will be displayed
7. Enter a comment if required
8. Click[CK], the following will be displayed at POS:

TILL1 Transaction for SARAH REPORT Previous Transaction

| J Total $0 Change $

Description | Quantity | Amount $|

Family Account Sale 1 -20.00

Family Swim 1 20.00
Total $0.00

9. Select a payment type to finalise the transaction
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In the example above the service costis $10.40 and there is $18.00 family credit available

therefore the customer owes $0.00.

Please refer to the Reporting User Guide for more information on how this process affects

financials within Links.

Paying out the Family Credit

You may wish to payout family credit, for example, issuing a refund to a customerinstead
of a credit. The amount must first be applied to the family credit account. From there the

amount can be paid out through POS.

1. Select the [Functions] button in POS

2. Select the [Family Credit Purchase] button, the following message will appear:

Point of Sale .

You must have an amount to pay off with the Family Credit, unless you have
security access to pay out from the family credit amount. If you have the
required access select OK, if not select CANCEL

OK | Cancel

3. Click [OK]

4. Enter your Staff ID and password, then the following screen will be displayed:

Fesponsible Person: 136 J Wiew Details

|REFORT. SARAH

Current Transaction Amount: $ {0.00

Current Family Credit Balance: $ |30.00

Amaunt to pay out 30.00
|

Camment

v OK ‘ X Cancel

5 Family Credit Purchase = =

5. Search for the responsible person by either:
a. Typing their last name and hifting enter
b. Typing their Customer ID and hitting enter
c. Scan their card
d. Selecting the [...] button

6. Enter the amount to be paid out and a comment if required

Classes User Guide December 2016

124



=3 Links

MODULAR SOLUTIONS

7. Click [OK], the following screen will appear confirming you want to pay out this
money, select [Yes]

Point of Sale n

*** Family Credit Payout ***

You have requested to make a Family Credit Payout for the amount of
5$30.00.

Do you wish to continue?

8. The amount will then be displayed at POS as a negative amount

TILL1 Transaction for SARAH REPORT Previous Transaction

| J Total $0 Change §

Description | Quantity | Amount § |
Family Account Sale 1 -30.00
Total $-30.00

9. Select the payment type that you wish to pay the customer with

This will now place a negative transaction against the selected payment type. For
example, if you paid out the amount in cash and there were no other transactions for the
day the fill balance would display -$18.00.

Please refer to the Reporting User Guide for more information on how this process affects
financials within Links.

Family Credit to be used by the Direct Debit Process
Classes> Students & Families> Accounts/Booking

By default all families will be setup to allow the family credit to be used by the direct debit
run process. This is indicated by the flag within the Debit Details tab from the Family
screen.
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Family D etailz ] Aocounts/Bookings l HP#Squads | Account Hislory] Make Ups Hegistrationsl

I Iv Family Credit to be uged for DD/Online I

By having this option flagged the direct debit process will use as much of the family credit
as possible when processing.

Example:

A family of threestudents has $150.00 in family credit

Each student’s fees per debit period is $65.00 ($195.00 in total)
The following is performed during the debit process:

Student 1 is charged $0.00 — leaving $85.00 in family credit
Student 2is charged $0.00 — leaving $20.00 in family credit

Student 3is charged $45.00 — leaving $0.00 in family credit

The order by which the students are allocated family credit is the same as the order by
which they are displayed in the class payment screen through POS.

The student’swhose fees are reduced by family credit are displayed in the exceptions
report during the direct debit run.

Impact on Cash Debit Process

Normally the cash debit process writes no tfransactions as the fransactfions are made when
the customer pays the outstanding balance over the counter. However, when family
credit is used a transaction is then written as effectively the customer is being charged
and paying all in the one go. Reporting wise this is the same as when a student booking is
paid through the class payment screen except that the charge payment type is ‘Direct
Debit’.
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Maintenance Functions

Updating Class Bookings
Classes> Classes> Update Class Bookings

Whilst perpetual bookings are never ending the view of these bookings needs to be
manually updated to maximise the speed of Links. This process should be run on a term or
quarterly basis and should be run in advance. That is, complete the Update Class
Bookings process at the start of Term 1 which updates all the bookings for all of Term 1.

As a suggestion, it is sometimes a good idea to run this process at the start of the holidays
prior to a terms commencement. Links also recommendsrunningthe Update Class
Bookings process three months prior to the current date and six months in advance, for
example, if today is April 1st run it from January 1st to September 30th.

This will ensure that no bookings have been missed.

53 Update Bookings “

Fram D ate: | ﬂ
Tao Date: | ﬂ

Last Bun Period: 01 Sep 2015 - 31 Mar 2016

Frocess ‘ Cancel ‘

1. Inthe ‘From Date’ field enter the date three months prior fo today’s date
Note: *-90' can be entered in the ‘From Date’ field and this will automatically
select the date 90 days (approximately three months) prior to today’s date.

2. Inthe ‘To Date’ field enter the date six months in advance from today’s date
Note: ‘+180’ can be entered in the ‘To Date’ field and this will automatically select
the date 180 days (approximately six months) from today’s date.

3. Click[Process]
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